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LAND AND RECREATION GRANTS
STAFF ASSIGNMENTS

• Florida Communities Trust (FCT)

• Parks and Open Space

• Stan Mayfield Working Waterfronts

• Florida Recreation Development Assistance Program 

(FRDAP)

• Land and Water Conservation Fund (LWCF)

• Outdoor Recreation Legacy Partnership (ORLP) Program 

• Readiness and Environmental Protection Integration (REPI) 

Program

• Recreational Trails Program

Land and Recreation Grants Section



PROGRAM OVERVIEW AND PURPOSE

The Florida Department of Environmental Protection (DEP), pursuant to 
Memorandum of Agreement dated August 1, 1993, is authorized to 
establish the Recreational Trails Program to provide financial assistance 
to qualified local governmental entities for the development of 
recreational trails, trailheads and trailside facilities.

The Recreational Trails Program is a federally funded competitive grant 
program administered by the Florida Department of Environmental 
Protection (DEP) in coordination with the Florida Department of 
Transportation (FDOT) and Federal Highway Administration (FHWA) 
Florida Division.



RTP ADMINISTRATIVE RULE

Rule Chapter 62S-2, F.A.C.

Outlines all the rules that 
govern the RTP program

The Rule is a great source of 
programmatic information in 
addition to the terms outlined 
in your grant agreement.

https://www.flrules.org/gateway/ChapterHome.asp?Chapter=62S-2
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GRANT AGREEMENT

The project grant agreement, or contract, is 
the device which allows a Grantee and the 
Department to establish and agree upon 
the specific responsibilities for the 
administration of the grant award. The 
contract incorporates and references the 
administrative rule and the financial 
reporting procedures.

The project grant agreement is a basic, 
standardized contract created for each 
individual grant project.



RECEIPT OF GRANT AGREEMENT

Grantees will receive electronic notification when a Grant Agreement is ready for review, approval and 
signature.

 read and familiarize yourself with the agreement as this document contains important information 
concerning your responsibilities as a Grantee. We understand that some recipients depend on 
consultants to assist with their projects. However,  understand that the Grantee serves as the legally 
responsible partner for approved projects and all that they encompass. The grant agreements 
are executed between the Grantee and the State of Florida – Department of Environmental Protection. 
As such, Grantees will ultimately be held accountable for complying with the agreement terms and 
knowing the status of their approved project.

It is the responsibility of the Grantee to inform the Department of any revisions to the agreement that 
may be required. All revision requests will be forwarded to the Department’s program attorney for 
further review and approval. keep in mind that certain language contained in the grant 
agreement cannot be changed as the contract and all its attachments are a template which 
applies to all RTP grants. 



RECEIPT OF GRANT AGREEMENT

If no revisions are requested, have the appropriate signatory authority sign the provided draft and 
return the agreement to our office.

The Department typically requests that the agreement be signed and returned within 45 calendar-days. 
However, we understand the document must undergo individual proprietary processes. Therefore, if 
you anticipate it will take longer than 45 days to be signed and returned to the Department,  keep your 
RTP coordinator updated on the status.

Signed draft grant agreements may be returned via electronic mail. This method is the most secure and 
ensures that documents are not misplaced.

Electronic and digital signatures are acceptable. DEP no longer executes documents via handwritten 
signatures, since Department processes have changed due to COVID-19. These signature methods 
will also apply to Amendments and all applicable project documentation.



EXAMPLE OF FY2023-2024
RTP STANDARD GRANT AGREEMENT

Section 1
Project Name: Information taken from the project application
Agreement Number: Similar to the application number, less one (1) digit

Section 2
Agreement Parties: Information taken from the project application

Section 3
Agreement Execution Date: Date of DEP Signature 
Date of Construction Completion: 60 days prior to the agreement’s expiration
Agreement Expiration Date: Two Years from Date of Execution

Section 4
Project Number: Information taken from the project application
Project Scope of Work (SOW): Information taken from the project application

Section 5
Maximum Grant Award Amount
Required Grantee Match
Total Project Cost

Section 6
Grant Managers: Both DEP and Grantee 

Section 7
Attachments: Attachment 1-9, Exhibit A, Exhibit C, Exhibit F, Exhibit G and Exhibit H



Grantee Signature Block
Sponsors should ensure to print the name and title of signatory 
authority. DEP will not sign without this information.

DEP Signature Block
The date of this signature is the Agreement Execution Date. Also, 
the date in which your project timeline begins.  

$0 - $325,000 $325,001 - $1,000,000 $1,000,001 - Above

RTP Division Director Deputy Secretary Secretary or Designee

The date of DEP’s signature is the Agreement Execution Date. 
This date begins your project timeline begins.

EXAMPLE OF FY2023-2024
RTP STANDARD GRANT AGREEMENT



2.b. Extensions
There are two one-year extension available to the Grantee, if requested in 
writing, for good cause, subject to the conditions in Rule 62S-2.075(7)(a), 
F.A.C. There are no other extensions available for this Project.

3.a. Compensation
This is a cost reimbursement Agreement.

3.b. Invoicing
Invoicing will occur after approval of each deliverable.

4. Cost Eligible for Reimbursement or Matching Requirements
Reimbursement for costs or availability for costs to meet matching requirements shall be limited to 
the following budget categories, as defined in the Reference Guide for State Expenditures, as 
indicated:

PAGE 1

EXAMPLE OF FY2023-2024
RTP STANDARD GRANT AGREEMENT



PAGES 1 & 2

7. Match Requirements
Each payment request submitted shall document all 
matching funds and/or match efforts (i.e., in-kind 
services) provided during the period covered by 
each request. Final payment will not be processed 
until the match requirement has been met.

8. Insurance Requirements
Selected and verified by Grantee before execution 
of Agreement.
Required amounts listed in this section must be 
included on the insurance certificate.

EXAMPLE OF FY2023-2024
RTP STANDARD GRANT AGREEMENT



PAGES 2 & 3 11. Subcontracting
The Grantee may subcontract work 
under this Agreement without the prior 
written consent of the Department’s 
Grant Manager except for certain 
fixed-price subcontracts pursuant to 
this Agreement, which require prior 
approval.

Regardless of any subcontract, the Grantee is ultimately 
responsible for all work to be performed under this Agreement.

The Grantee shall physically attach the attachments and exhibits 
listed herein to all subcontracts executed under this Agreement.

• Attachment 8, Contract Provisions for DOT Funded 
Agreements

• Attachment 9, Form FHWA 1273, Required Contract Provisions 
Federal-Aid Construction Contracts

• Exhibit F, Appendices A & E
• Exhibit G, 49 CFR §26.13
• Exhibit H, FHWA Contractors & Recipients General Terms and 

Conditions for Assistance Awards

EXAMPLE OF FY2023-2024
RTP STANDARD GRANT AGREEMENT



PAGE 1 
Project Name
Grantee Name
Project Number (T23XXX)

Project Location (Physical Address)
Project Category (Motorized or Non-Motorized)
Project Use (Single or Diverse)

Maximum Grant Award Amount
Required Grantee Match Amount
Total Estimated Project Cost
Match Ratio (RTP : Grantee)

EXAMPLE OF FY2023-2024
RTP STANDARD GRANT AGREEMENT



PAGE 2

Task 1.A.
Approval of required NEPA documentation by 
FHWA.

Deliverable 1.A.
Submission through SWEPT and approval of 
required NEPA documentation by FHWA.

1.A. Due Date
180 days or 6 months after Execution of 
Agreement

Task 1.B
Development of Commencement Documentation 
Checklist (OGT-11).

Deliverable 1.B.
Submission and approval of all Commencement 
Documentation.

1.B. Due Date
12 months after Execution of Agreement

Task 1.C.
A Cost Analysis Form, with detailed budget (and In-
House Cost Schedule(s), if applicable). AKA Budget 
Cost Analysis (BCA)

Deliverable 1.C.
Submission and approval of Budget Cost Analysis 
form. 

1.C. Due Date
12 months after Execution of Agreement

TASK 1

EXAMPLE OF FY2023-2024
RTP STANDARD GRANT AGREEMENT



PAGE 2

The Department will issue Notice to Proceed 
upon receipt and approval of deliverables 
1.A., 1.B., and 1.C.

The Grantee may not proceed with 
construction of the project until Notice to 
Proceed has been issued. Any 
construction activities occurring prior to 
this will not be eligible for 
reimbursement.

Project planning expenses are eligible for 
reimbursement, if requested, and shall not exceed 
15% of the total project cost and shall be invoiced 
upon project completion.

• Application Preparation
• Architectural and Engineering Fees
• Permitting Fees
• Project Inspection Fees
• Other Similar Fees

Financial Consequences for Task 1 include:

The Department will terminate the Project 
Agreement if the required deliverables are not 
submitted and approved by the Department.

TASK 1

EXAMPLE OF FY2023-2024
RTP STANDARD GRANT AGREEMENT



PAGE 2

Task 2.A.
Development of project elements (Scope of Work listed).

Deliverable 2.A.
Development and completion of required project elements.

2.A. Due Date
60 calendar days prior to the expiration of the Agreement, 
also known as the Project Completion Date.

Task 2.B.
Development of Completion Documentation Checklist 
(OGT-13).

Deliverable 2.B.
Submission and approval of all Completion 
documentation.

2.B. Due Date
60 calendar days prior to the expiration of the Agreement, 
also known as the Project Completion Date.

Task 1.C.
Completion of Final Status Report (DRP-109)

Deliverable 1.C.
Submission and approval of Final Status Report 
which indicates the project at 100% complete.

2.C. Due Date
60 calendar days prior to the expiration of the 
Agreement, also known as the Project Completion 
Date.

TASK 2

Financial Consequences for Task 2 are:

No reimbursement will be made for 
Deliverable(s) deemed unsatisfactory by the 
Department. Payment(s) will not be made for 
unsatisfactory or incomplete work. In 
addition, a Task may be terminated for 
Grantee’s failure to perform.

EXAMPLE OF FY2023-2024
RTP STANDARD GRANT AGREEMENT



PAGES 2 & 3

Upon review and approval by the Department’s Grant 
Manager of the Project Completion Checklist (OGT-13) 
and the Deliverables (Task 1 & 2), the Grantee may 
proceed with the payment request submittal. 

The Grantee may submit a single payment request 
along with all required documentation, as applicable, to 
support payment.

Project Agreement is subject to termination:

a. If NEPA documents under Task 1 are not received and 
approved by FHWA within 6 months of Project 
Execution Date.

b. If Commencement documents under Task 1 are not 
received and approved by DEP within 12 months of 
Project Execution Date.

EXAMPLE OF FY2023-2024
RTP STANDARD GRANT AGREEMENT



PAGES 1 & 2

EXAMPLE OF FY2023-2024
RTP STANDARD GRANT AGREEMENT



EXECUTION OF GRANT AGREEMENT

Once the agreement is signed by the 
Grantee, it is no longer considered to be in 
draft form.

When the Department receives the signed 
grant agreement, the document is forwarded 
to DEP leadership for full execution.

The execution date is the date in which the 
last necessary party has signed the grant 
agreement (DEP).

As a reminder, the Department will execute 
the Agreement via digital signature.



EXECUTION OF GRANT AGREEMENT
After execution, the Grantee will be provided 
a copy of the executed agreement via email. 

With the transmission of the executed grant 
agreement, the Grantee will also receive:
 

• SWEPT Account Information
Login information will be used to submit NEPA 
documentation.

• Execution Memo
This memo will outline all important grant deadlines and 
document due dates.

• State Clearinghouse Letter
This letter will outline additional project requirements 
(i.e., required permits).

• Draft Status Report
A draft of the status report containing all required 
reporting information.
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NATIONAL ENVIRONMENTAL 
POLICY ACT (NEPA)

What is the National Environmental Policy 
Act (NEPA)?

NEPA is the National Environmental Policy Act that 
established a national policy for protection of the 
environment and to raise awareness of the importance of 
natural resources to the nation. 

NEPA requires federal agencies, in cooperation with state 
and local governments, to address the environmental 
impacts of a federal action prior to making decisions or 
funding.



NATIONAL ENVIRONMENTAL 
POLICY ACT (NEPA)

NATIONAL ENVIRONMENTAL 
POLICY ACT (NEPA)

Who is responsible for enforcing NEPA?

All federal agencies are required to enforce and comply with NEPA.

The Florida Department of Transportation (FDOT) is awarded 
Recreational Trails Program (RTP) funds from the Federal Highway 
Administration and serves as a pass-through entity for the program. 

As such, FHWA is responsible for reviewing all environmental 
regulations and NEPA compliance regarding RTP projects which 
are managed by the Florida Department of Environmental 
Protection (DEP). FHWA, FDOT and DEP serve as collaborative 
entities responsible for enforcing NEPA for RTP projects. 

Any project receiving federal funds through the RTP is required to 
perform a formal NEPA review.



PROJECT DEVELOPMENT & 
ENVIRONMENTAL (PD&E) MANUAL

The Project Development & Environment (PD&E) 
Manual provides procedures on how to comply with NEPA, 
other laws, executive orders, and regulations.

It provides guidance on how to determine a projects class of 
action and how to conduct appropriate analysis to 
demonstrate environmental compliance.

The manual comes in two parts:
Part 1: Process and Documentation
Part 2: Topics and Analysis

To stay up-to-date on PD&E Manual updates, create an 
account on the FDOT Contact Mailer and select 
Environmental Management, Environmental Publication,  
and Updates under the Publications Interest.

https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/part-1-chapters.pdf?sfvrsn=4a3de526_2
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/part-2-chapters-672660315.pdf?sfvrsn=4ea9843b_2
https://www.fdot.gov/designsupport/contactdatabase.shtm


CLASS OF ACTION DETERMINATION

Part 1, Chapter 2 of PD&E Manual

This section provides information on how to 
determine the level of environmental 
documentation you will need to satisfy 
NEPA.

There are three classes of action for federal projects. The 
class of action is dependent on whether the project will 
have significant impacts.

Class I
Projects with significant impacts require the development 
of Environmental Impact Statement (EIS).

Class III
Projects with a question of significance requires the 
development of an Environmental Assessment (EA).

Class II
Projects with no significant impact are Categorically 
Excluded from the development of an EA or EIS.

FDOT-OEM Type 1 Categorical Exclusions: Guidance for 
District Practitioners

https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt1ch2_062623_final.pdf?sfvrsn=7ab0eadb_2
https://www.youtube.com/watch?v=nKYyBLZwUEI
https://www.youtube.com/watch?v=nKYyBLZwUEI


CATEGORICAL EXCLUSION (CE)

A Categorical Exclusion (CE) is a project which, based upon past experience with 
similar actions, does not individually or cumulatively have a significant 
environmental effect, and is excluded from the requirements to prepare an EA or 
EIS.

The definition of CE in 40 CFR § 1508.4 and 23 CFR § 771.117 provides further 
guidance for projects where FDOT has assumed responsibilities from FHWA.

RTP projects must meet the Type I Categorical Exclusion (CE) criteria listed for (c) 
or (d) in 23 CFR § 771.117 and must not have any significant impacts.

DEP Recreational Trail projects will typically meet the (c)(3) criteria.

https://www.law.cornell.edu/cfr/text/23/771.117


CATEGORICAL EXCLUSION (CE)

Pursuant to 23 CFR § 771.117(b), it must be sufficiently evident that projects:

• Do not involve significant environmental impacts;
• Do not induce significant impacts to planned growth or land use for the area;
• Do not require the relocation of significant numbers of people;
• Do not have a significant impact on any natural, cultural, recreational, historic, 

or other resource;
• Do not involve significant air, noise, or water quality impacts;
• Do not have significant impacts on travel patterns; or
• Do not otherwise, either individually or cumulatively, have any significant 

environmental impacts.



TYPE I CE CHECKLIST

A Type I CE determination is made using a Type I Categorical Exclusion Checklist in the StateWide 
Environmental Project Tracker (SWEPT). 

The checklist is completed to determine if the project meets the criteria 23 CFR § 771.117 (c) or (d).  
 
• If the project meets the criteria, the project is a Type I CE and the checklist, along with all supporting 

documentation, will be the NEPA document.

• If the project does not meet the checklist criteria, coordination with DEP and the Federal Highway 
Administration (FHWA) must occur. This may require screening in the Environmental Screening Tool (EST), 
completing a technical study to assess the impact to a particular resource, coordination with resource 
agency or the public, and the preparation of a higher document level, particularly a Type II Categorical 
Exclusion.

The Type 1 CE Checklist and all supporting documentation are due within 180 days or 6 months of the 
Agreement Execution Date and must be reviewed and approved by FHWA in order to move forward 
with commencement. If at any point you anticipate that you will not meet the Task 1, commencement 
deadline,  notify your RTP coordinator immediately.



TYPE I CE CHECKLIST TOPICS

The topics that are analyzed during the PD&E (NEPA) process 
include:

• Right of Way
• Wetlands
• USCG Projects & Navigation
• Floodplains
• Wild and Scenic Rivers
• Protected Species and Habitat
• Essential Fish Habitat
• Section 4(f)
• Archaeological and Historical Resources
• Noise 
• Contamination



NEPA: BEFORE YOU BEGIN
NEPA: Before You Begin – Common Questions
How to RTP grantees access SWEPT?
• Upon execution of a formal grant agreement with DEP, project sponsors will receive an email from FDOT 

containing SWEPT login credentials. Projects are granted a total of three (3) contacts within the SWEPT 
system, which can be requested by contacting the RTP Coordinator. 

I don’t think this NEPA topic applies to my project, can I skip it?
• All prompts must receive a response with supporting documentation. If a topic does not apply to the project 

site, such as contamination concerns, project sponsors should provide a negative declaration and supporting 
maps that demonstrate this finding. Examples will be provided within this segment of the presentation. 

Our project is running behind schedule, can we finalize design and procure contractual services before 
NEPA approval from FHWA? 
• Pursuant to 23 CFR 771.113(a), project sponsors may not finalize the design of a project until the NEPA 

documentation has been reviewed and approved. Preliminary design activities may occur, but these must leave 
allowance for the objective consideration of alternatives. In addition, pursuant to 23 CFR 635.309(d), project 
sponsors must not solicit construction vendors until the NEPA documentation has been reviewed and approved. No 
site disturbing activities may occur, including the storage of materials, until FHWA has formally approved of all 
NEPA documentation in SWEPT. 

https://floridadep.gov/lands/land-and-recreation-grants/content/land-and-recreation-grants-section-contacts
https://www.govinfo.gov/content/pkg/CFR-2010-title23-vol1/pdf/CFR-2010-title23-vol1-sec771-113.pdf
https://www.govinfo.gov/content/pkg/CFR-2020-title23-vol1/pdf/CFR-2020-title23-vol1-sec635-309.pdf


NEPA: BEFORE YOU BEGIN
NEPA: Before You Begin – Resources
 U.S. Fish and Wildlife Service, Wetlands Mapper
 U.S. Fish and Wildlife Service, Information for Planning and Consultation (IPaC)
 U.S. Department of Agriculture, Web Soil Survey
 Federal Emergency Management Agency, Flood Map Service Center
 Florida Fish and Wildlife Conservation Commission, Marine Resources GIS 

Map Viewer
 Florida Fish and Wildlife Conservation Commission, Terrestrial Resources GIS 

Map Viewer
 Florida Department of Environmental Protection, Contamination Locator Map
 National Park Service, Nationwide Rivers Inventory Map
 National Park Service, Wild and Scenic Rivers
 U.S. Geological Survey, Topographic Maps
 National Oceanic and Atmospheric Administration, Essential Fish Habitat 

Mapper
 Florida Natural Areas Inventory, Data Report

 Florida Department of Transportation, TIP/STIP Project Detail and Summaries Online Report

https://www.fws.gov/program/national-wetlands-inventory/wetlands-mapper
https://ipac.ecosphere.fws.gov/
https://websoilsurvey.nrcs.usda.gov/app/WebSoilSurvey.aspx
https://msc.fema.gov/portal/search
https://myfwc.maps.arcgis.com/apps/webappviewer/index.html?id=e12fd1c0587d41c1a63eca96ec72f61a
https://myfwc.maps.arcgis.com/apps/webappviewer/index.html?id=e12fd1c0587d41c1a63eca96ec72f61a
https://myfwc.maps.arcgis.com/apps/webappviewer/index.html?id=4d3a39f0e022449c8c8db9adf20eee36
https://myfwc.maps.arcgis.com/apps/webappviewer/index.html?id=4d3a39f0e022449c8c8db9adf20eee36
https://prodapps.dep.state.fl.us/dep-clnup/
https://www.nps.gov/maps/full.html?mapId=8adbe798-0d7e-40fb-bd48-225513d64977
https://nps.maps.arcgis.com/apps/View/index.html?appid=ff42a57d0aae43c49a88daee0e353142
https://apps.nationalmap.gov/viewer/
https://www.habitat.noaa.gov/apps/efhmapper/?page=page_1
https://www.habitat.noaa.gov/apps/efhmapper/?page=page_1
https://www.fnai.org/publications/data-requests
http://fdotewp1.dot.state.fl.us/fmsupportapps/STIPAmendments/stip.aspx?RF=SP&RT=CUR&IT=404189&IS=1


CATEGORICAL EXCLUSION TYPE

With the transmission of an executed grant 
agreement, project sponsors are provided 
with SWEPT login information to complete 
and submit the Type 1 CE Checklist.

At the top of the checklist, you will find 
several fields that are pre-populated by 
FDOT using information from the grant 
agreement.

Identifies DEP Assigned Project Number

The Local Agency Program (LAP) 
considerations are not applicable. Select “No” 
for RTP projects.

FDOT’s OEM provides guidance on this process, including an overview and Type 1 CE demonstration for 
RTP projects, on FDOT’s Environmental Management Training Academy.

https://www.youtube.com/watch?v=K8W8JcQRNWU
https://www.youtube.com/watch?v=K8W8JcQRNWU


CATEGORICAL EXCLUSION TYPE
Interchange Access Requests (IAR) are not applicable to RTP Projects. Select “No”. 

The appropriate selection for CE Type is (c). 

As listed in 23 CFR 771.117(c), the construction of bicycle and pedestrian lanes, paths and 
facilities typically meets the criteria for a CE and should be selected. 



PROJECT DESCRIPTION
Part 2, Chapter 1 – PD&E Manual

The project description must be written to allow a person without prior knowledge of the grant 
application to clearly understand all aspects of the project. The project description must include the 
following information:

1. Name of City and County where the project is 
located;

2. FDOT District (District Maps);
3. A brief description of the existing facility;
4. The limits of the proposed project (such as its 

length and logical termini);
5. A brief description of the proposed improvements;
6. A brief description of pedestrian and bicycle 

accommodations; and
7. Navigational needs, for federally-aided or 

assisted projects involving bridges over waters.

https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt2ch1-062623_final.pdf?sfvrsn=7059e82e_2
https://www.fdot.gov/publications/distmap/index.shtm


PROJECT VERIFICATION

Verification that the project meets the constraints of 23 CFR § 771.117 

Verification specifically states that the project will not induce significant impacts to planned growth or land use for 
the area, travel patterns, involve significant air or water quality impacts, or cause substantial controversy on 

environmental grounds.

To verify your project meets these constraints, select the box next to “Verified.”

The rest of the checklist questions (11) will be accessible once this box is checked. 



1. RIGHT OF WAY (ROW)
Part 1, Chapter 4 – PD&E Manual

All project sponsors should provide a 
negative declaration and upload supporting 
documentation to demonstrate right-of-way 
(ROW) ownership. 

Submit a copy of the site control 
documentation and boundary map that was 
approved at the time of application as 
supporting documentation. 

This project is located entire within County owned existing 
right of way and will not require any acquisitions.

EXAMPLE

https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt1ch4_062623_final.pdf?sfvrsn=e26e9108_2


2. SOCIOCULTURAL EFFECTS
Part 2, Chapter 4 – PD&E Manual
This portion of the NEPA review considers potential 
effects, both positive and negative, on the 
sociocultural (or human) environment. 

As outlined in Section 4.3.2.1, minimal 
documentation on sociocultural effects is required 
for Type 1 Categorical Exclusions (CEs).

Project sponsors should select “no” and provide a 
negative declaratory statement. 

Based on the project’s class action determination as a 
categorical exclusion there are minimal to no impacts 
anticipated. This project complies with Executive Order 
12898 and FHWA 6640.23A.

EXAMPLE

https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt2ch4-062823_final.pdf?sfvrsn=e286a7ad_2


3. WETLAND IMPACTS
Part 1, Chapter 12 – PD&E Manual
Part 2, Chapter 9 – PD&E Manual
The appropriate response and supporting documentation 
for each project’s wetlands entry will be determined by 
the physical characteristics of the site.

To begin, obtain a wetlands map from the U.S. Fish and 
Wildlife Service National Wetlands Inventory (NWI).

If there are no wetlands present, project sponsors will 
only need to provide a negative declaration and 
supporting map from the NWI. 

If wetlands are present, they should be delineated and 
overlaying on the project design plans. And if impacts are 
to occur, they should be quantified.

The proposed project does not impact any 
wetlands, and, therefore, Executive Order 11990 
does not apply.

EXAMPLE

Nationwide permits are issued by the USACOE on a national basis, and they are designated to streamline 
the Dept. of Army Authorization of projects that produce minimal impact to the nation’s aquatic environment. 
Detail wetland impacts in the space provided and include permit authorization that will be required. Trail 
projects will typically qualify under Nationwide permit type #3 (Maintenance), #23 (Approved CEs), and #42 
(Recreational Facilities).

An individual or standard permit is issued by the USACOE when projects have more than a minimal, 
individual, or cumulative impact. 

https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt1ch12_062623_final.pdf?sfvrsn=94975e5d_2
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt2ch9-062823_final.pdf?sfvrsn=ed61e247_2
https://www.fws.gov/wetlands/data/mapper.html


4. BRIDGE PERMIT

“Navigable Waters” are those waters that are subject 
to the ebb and flow of the tide and/or are presently 
used or have been used in the past or may be 
susceptible for use to transport interstate or foreign 
commerce.

Submit a USGS Topographic Map with the project’s 
location identified on the map.

If a navigable water is identified, a bridge permit 
questionnaire may be required or may be requested to 
determine if a bridge permit is needed. FHWA 
coordination required if a navigable water is identified, 
and a bridge permit is not required.

If a bridge permit is needed, FHWA coordination is 
required.

Part 1, Chapter 16 – PD&E Manual

This project does not include any bridges or waterways, and 
no navigational effects are anticipated.

EXAMPLE

https://www.usgs.gov/core-science-systems/national-geospatial-program/national-map
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt1ch16_062623_final.pdf?sfvrsn=8d015de6_2


5. FLOODPLAINS

“Functionally Dependent Uses” are those for which the project 
cannot perform its intended purpose unless it’s located or carried out in 
close proximity to water. Examples include bridges and wetland 
mitigation projects

“Facilitate Open Space Use” is intended to capture projects that do 
not lead to additional base floodplain development and are compatible 
with the restoration and preservation of natural and beneficial flood plain 
values. Examples include recreational trails and bicycle and pedestrian 
paths.

Other floodplain encroachments include any floodplain impact which 
cannot be classified as Functionally Dependent Use or Facilitate Open 
Space Use. FHWA coordination required.

To begin, obtain a Federal Emergency Management Agency (FEMA) 
Flood Map or Flood Insurance Rate Map (FIRM) that depicts the 
characteristics of the entire project boundary. If the project will not likely 
involve any work below the 100-year flood elevation, project sponsors 
will only need to provide a negative declaration and supporting map.

Part 2, Chapter 13 – PD&E Manual

Although this project is located within the limits of the 100-year floodplain, 
no work is being proposed below the 100-year flood elevation and, thus, 
this project does not encroach upon the base floodplain.

EXAMPLE

There are four (4) encroachment types listed in the PD&E Manual, 
and the level of floodplain analysis is dependent upon the flood risk 
associated with each type of encroachment:
1. No Involvement – Involves no floodplains
2. No Encroachment – Floodplains in vicinity, but no encroachment
3. Minimal Encroachments – Encroachments will not increase or 

significantly change the flood elevations and/or limits
4. Significant Encroachments – Significant risk or adverse impacts

https://www.fema.gov/flood-maps
https://www.fema.gov/flood-maps
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt2ch13-062823_final.pdf?sfvrsn=a940f7cf_2


6a. WILD AND SCENIC RIVER 
OR RIVER STUDY

Submit a map from the National Wild and Scenic 
Rivers System interactive map. Also indicate in the 
comment box if your project is or isn’t located in one 
of the following counties: Palm Beach, Orange, 
Nassau, and Sarasota.

If yes is selected for any of the following rivers, 
coordination with FHWA and the National Park 
Service (NPS) is required. Summarize the 
coordination results in the general comments box.

• Northwest Fork of the Loxahatchee River, D4
• Wekiva River, D5
• St. Marys River, D2
• Myakka River, D1 (Manatee, Sarasota, and 

Charlotte County)

Part 2, Chapter 12 – PD&E Manual

No designated Wild and Scenic, Study 
Rivers, or NRI Rivers present and/or 
within a quarter mile of the project site.

EXAMPLE

https://nps.maps.arcgis.com/apps/View/index.html?appid=ff42a57d0aae43c49a88daee0e353142
https://nps.maps.arcgis.com/apps/View/index.html?appid=ff42a57d0aae43c49a88daee0e353142
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt2ch12-062823_final.pdf?sfvrsn=8d9a7aba_2


6b. NATIONWIDE RIVERS INVENTORY 
(NRI)

Submit a map from the Nationwide Rivers Inventory (NRI) 
interactive map.

If your project will involve but will not affect a river segment 
on the NRI, coordination with FHWA not required. Upload 
NPS correspondence, if applicable.

If your project will affect a river segment on the NRI but will 
not have an adverse affect on the NRI river segment, the 
following steps are required:

1. Determine if there will be an adverse effect on the 
natural, cultural, or recreational values of the NRI river 
segment. Coordinate with NPS.

2. If an NRI river segment will be affected but the project 
will not have an adverse effect, in the comment box 
include the name of the river and details to support this.

3. If there is an adverse effect on NRI river segment, 
coordination with the NPS is required. The project will 
not be processed as a Type 1 CE.

Part 2, Chapter 12 – PD&E Manual

The Ochlocknee River, which is listed on the Nationwide Rivers Inventory, is 
considered an Outstanding Florida Waters “Special Waters”, is located just north of 
the project limits. Although the NRI river is located within ¼ of a mile from the end of 
the project area, because of the limited scope, no impacts are expected.

EXAMPLE

https://nps.maps.arcgis.com/apps/View/index.html?appid=ff42a57d0aae43c49a88daee0e353142
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2020/pt2ch12_070120-current.pdf?sfvrsn=4b371461_2


7. ENDANGERED SPECIES ACT (ESA)

Step 1: Determine if an ESA listed species and or Essential Fish Habitat 
(EFH) is present.

Use the following analysis tools to make a determination:
• NOAA EFH Mapper, IPaC or FNAI Report
• Land Use Review
• Field Visit

Step 2: Determine the likelihood of presence of protected species and 
the impact determination.

A qualified professional engineer or natural scientist (biologist) should 
determine the likelihood of presence of protected species and the impact 
determination. Species Keys, Programmatic Approach, Technical 
Memorandum, and a Natural Resource Evaluation (NRE) may be used to 
support the determination. 

“No Affect” or Species Key Used
Identify the species in the comment box and attach/highlight the key used.

“May Affect, Not Likely to Adversely Affect”
Provide a concurrence letter from USFWS, NMFS and/or FWC. 

“May Affect, Likely to Adversely Affect”
FHWA coordination required. Formal consultation may take up to 135 days.

Part 2, Chapter 16 – PD&E Manual
Part 2, Chapter 17 – PD&E Manual

• Based on the scope of work and lack of suitable habitat, 
the project is expected to have No Effect on the above-
reference threatened/endangered species. See FWC 
concurrence attached.

• The project may affect but is not likely to adversely affect 
the wood stork. See attached IPaC report and USFWS 
concurrence from 01/01/2024. 

EXAMPLE

https://www.habitat.noaa.gov/apps/efhmapper/?page=page_1
https://ipac.ecosphere.fws.gov/
https://www.fnai.org/publications/data-requests
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt2ch16-062823_final.pdf?sfvrsn=a323665a_2
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt2ch17-062823_final.pdf?sfvrsn=a85ac525_2


8. SECTION 4(f)

No additional action is necessary for this question. RTP projects qualify for an exception to the 
requirement for Section 4(f) approval in accordance with 23 CFR § 774.13(f)(1).

Part 2, Chapter 7 – PD&E Manual

https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt2ch7-062823_final.pdf?sfvrsn=6c07dcbe_2


9. HISTORIC AND/OR 
ARCHAELOGICAL RESOURCES

Section 106 of the National Historic Preservation Act requires federal agencies to consider impacts to historic and archaeological resources.

Step 1: Determine if there are any previously recorded historic or archaeological resources in your area of potential effect (APE).

Submit a Database Search Report from the Florida Master Site File (FMSF). To obtain a database search of your project area,  email your 
request, including the project location description, to sitefile@dos.myflorida.com. 

The FMSF is the State of Florida’s official inventory of historical and cultural resources. Site File staff is available to assist citizens, government 
agencies and historic preservation professionals in performing searches and obtaining information from inventory. These record searches are for 
informational purposes only and DO NOT constitute a project review or provide project approval from the Division of Historical Resources (DHR) 
State Historic Preservation Officer (SHPO).

Part 2, Chapter 8 – PD&E Manual

Due to the limited nature of the proposed 
improvements, the project will have no 
adverse effects on resources located in the 
area. The SHPO concurred with this 
finding on 01/01/2024. Commitments to 
stop work and notify DHR of any findings 
have been noted in the PCR. 

EXAMPLE

https://dos.myflorida.com/historical/preservation/master-site-file/
mailto:sitefile@dos.myflorida.com
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt2ch8_062623_final.pdf?sfvrsn=f7df62bb_2


9. HISTORIC AND/OR 
ARCHAELOGICAL RESOURCES

Step 2: Request the Compliance and Review Section of SHPO to conduct a review of your project area (if not already done so 
during the application process).

 send the Compliance and Review Section an email at CompliancePermits@DOS.MyFlorida.com and be sure to inform them your request 
is regarding a Recreational Trails Program federally funded project and include the project number. Utilize the Minimum Review 
Documentation Requirements .pdf provided on DHR’s website for guidance on submission package details. 

Submit all materials provided to the SHPO office on which the review was conducted and submit the subsequent SHPO Compliance and 
Review Section review letter.

The SHPO Compliance and Review Section reviews development projects of all types and provides technical assistance to ensure 
compliance with state and federal preservation laws mandating consideration of a project’s impact on historic and archaeological 
properties. 

The SHPO Compliance and Review Section review letter will provide one of two responses:
• Response A: Request that a new Cultural Resource Assessment Survey (CRAS) or other survey be conducted in the project 

area, or

• Response B: Conclude that the proposed project is unlikely to affect cultural resources and provide an unexpected discoveries 
protocol.

Part 2, Chapter 8 – PD&E Manual

mailto:CompliancePermits@DOS.MyFlorida.com
https://files.floridados.gov/media/31392/minimum_review_documentation_requirements.pdf
https://files.floridados.gov/media/31392/minimum_review_documentation_requirements.pdf
https://dos.myflorida.com/historical/preservation/compliance-and-review/
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2020/pt2ch8_070120-current.pdf?sfvrsn=5d505658_2


9. HISTORIC AND/OR 
ARCHAELOGICAL RESOURCES

Step 3: Complete the Section 106 process by coordinating with your RTP coordinator.

If you received Response A where SHPO determined that your project requires a CRAS or other survey:

  have a qualified cultural resource management firm conduct a new survey and produce a CRAS Report (and associated SHPO 
forms). Provide these materials to your RTP coordinator and submit to SHPO for review. Stipulation VII of the Section 106 PA 
provides guidance on this process and Part 2, Chapter 8 of the PD&E Manual provides additional support. The SHPO will evaluate 
the survey efforts, results, and the proposed determination of project efforts during their review and provide a Concurrence Letter on 
the project.

If you received Response B where SHPO determined that the proposed project is unlikely to affect cultural resources:

 A Section 106 PA Stipulation V/VI Form must be completed by FHWA and submitted to SHPO for review. Notify your RTP 
coordinator and collaborate with them to get this form completed and submitted to SHPO.

 If SHPO does not object to the submission within 30 days from receipt, FHWA assumes concurrence with the presented 
determination of “No Effect.” Attach the Stipulation V/VI Form to the checklist as justification for a Determination of “No Effect.”

 If SHPO objects to the submission within 30 days from receipt, the project will be processed according the appropriate 
guidance in Response A.

Part 2, Chapter 8 – PD&E Manual

https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2020/pt2ch8_070120-current.pdf?sfvrsn=5d505658_2


9. NOISE CONSIDERATIONS

If your project is Non-Motorized, a noise 
analysis is not required.

If your project is Motorized, coordination 
with FHWA is required to determine if a noise 
analysis is required.

Part 2, Chapter 18 – PD&E Manual

https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2020/pt2ch18_070120-current.pdf?sfvrsn=1f51ff4_2


10. CONTAMINATION CONSIDERATIONS

Submit a DEP Contamination Locator Map to determine 
the level of contamination involvement. Field visit reports 
or environmental surveys are also acceptable.

Documentation of contamination screening evaluation is 
required to demonstrate that contamination involvement 
in the project is considered and addressed as 
appropriate. If contamination involvement is identified, 
documentation should include a Level 1 evaluation 
report, a technical memorandum, and/or coordination 
letters. A Technical Memorandum is prepared for those 
projects with no contamination impact or with minimal 
contamination involvement.

Also provide a summary of findings in the comment box 
in the checklist and upload the required documentation 
as appropriate in SWEPT.

Part 2, Chapter 20 – PD&E Manual 

Review of appropriate databases was 
conducted, and no recorded contamination 
sites were found in the project area. 
Therefore, it is determined that there will be 
no contamination issues. 

EXAMPLE

https://prodapps.dep.state.fl.us/dep-clnup/
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2020/pt2ch20_070120-current.pdf?sfvrsn=eea2a651_2


11. PLANNING CONSISTENCY
Planning Consistency for Type 1 CE’s is met when the project is in the State Transportation Improvement Program (STIP).

Documentation of planning consistency is required. If you have not obtained the documentation yet, go to the TIP/STIP 
online report. Make a PDF of that page, save it, and upload it.

The TIP/STIP report is NOT project-specific but instead list allocations for all projects. Uploading the entire report will satisfy 
the documentation requirement for this checklist item.

To finalize this segment, upload a copy of the Recommended Recreational Trails Program Priority List from the project’s 
awarded fiscal year to demonstrate that the project, and its approved scope of work, have been awarded funding. 

http://fdotewp1.dot.state.fl.us/fmsupportapps/STIPAmendments/stip.aspx?RF=SP&RT=CUR&IT=404189&IS=1
https://floridadep.gov/lands/land-and-recreation-grants/content/recreational-trails-program


PROJECT COMMITMENTS RECORD
Part 2, Chapter 22
A commitment is an obligation to an external stakeholder 
to provide a feature, or perform an action, related to a 
project that will be implemented in a future project phase.

Commitments are an important component of RTP 
projects as they provide assurance to resource agencies 
and other stakeholders that identified concerns will be
addressed in future phases of project delivery. 

WETLANDS
• Commitment: St. Lucie County BOCC will re-initiate 

consultation with the appropriate state (SFWMD) and 
federal (USACE) agencies to obtain the required regulatory 
and proprietary authorization for the proposed activities. 

• External Stakeholder: South Florida Water Management 
District and the U.S. Army Corps of Engineers

EXAMPLE

https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/environment/pubs/pdeman/2023/pt2ch22-062823_final.pdf?sfvrsn=7ef891e6_2


NEPA GUIDANCE
Additional Guidance regarding NEPA is available at the following sources:

 What is the National Environmental Policy Act?

 FDOT NEPA Assignment

 FDOT PD&E (NEPA) Manual

 MyFDOT YouTube Webinars (search “OEM”)

 FDOT OEM Protected Species and Habitat Resources

 Consultant Procurement Aids
 Rule 14-75, F.A.C.: You do not have to use a consultant 
 from these lists if they meet the qualification requirements outlined in the Rule.

 PD&E Staff Hours Estimation Guidelines and Forms
 FDOT Consultant Qualification Report

https://www.epa.gov/nepa/what-national-environmental-policy-act#:%7E:text=The%20National%20Environmental%20Policy%20Act%20(NEPA)%20was%20signed%20into%20law,actions%20prior%20to%20making%20decisions.
https://www.fdot.gov/environment/nepaassignment.shtm
https://www.fdot.gov/environment/pubs/pdeman/pdeman-current
https://www.youtube.com/@MyFDOT
https://www.fdot.gov/environment/protected-species-and-habitat
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=14-75
https://www.fdot.gov/designsupport/scope
https://ssrs.fdot.gov/Reports/report/PDA%20Reports/Public%20Reports/InternetGroupX
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COMMENCEMENT DOCUMENTATION

• Commencement Checklist (OGT-11)

• Revised Commencement Checklist

• Pre-Construction Certification (OGT-12)

• List of Facilities to be Constructed

• Updated Proof of Insurance

• FHWA RTP Guidance Possession Certification

• Status Reports

• Boundary Survey

• Site Plan

• Budget Cost Analysis Form & Instructions (DEP 55-229)

• Procurement Documentation

• Schedule of Values/Bid Tabulations

• Copies of all Subcontracts

• Permits

• Certification of Grantee Owned Equipment

For copies of all Commencement forms and 
documentation, visit the 

RTP Grant Administration website.



COMMENCEMENT CHECKLIST (OGT-11)

Commencement documentation is due 12 
months after execution of the grant 
agreement and must be reviewed and 
approved by the Department prior to the 
issuance of a Notice to Proceed.

*If at any point you anticipate that you will 
not meet the Task 1, commencement 
deadline,  notify your RTP coordinator 
immediately.

Part of Task 1, which is a no cost deliverable.

Attachment 3, Grant Work Plan



PRE-CONSTRUCTION 
CERTIFICATION (OGT-12)

Submit a pre-construction certification, signed and dated by the 
project liaison agent.

Grantee must certify that the following meets all applicable 
federal, state, and local codes and current engineering 
practices:

• Final plans and specifications were prepared and certified 
by an insured, registered architect, engineer, or landscape 
architect.

• Health, safety, durability, and economy were considered 
and incorporated in the project plans.

• ADA accessibility pursuant to the requirements of all 
applicable laws are incorporated in design.

• Project is compatible with the surrounding environment.
• And all required permits and approvals have been obtained.



LIST OF FACILITIES
TO BE CONSTRUCTED

Submit a list of facilities to be constructed, identifying the 
quantity and project element to be constructed, and a cost 
estimate for each item, signed and dated by the project 
liaison agent.

Planning expenses for the project should be divided 
between the elements within the approved scope of work. 

If any items are to be constructed via contractual services, 
costs should be confirmed by the bid tabulation or 
schedule of values.

Contractual – exact cost
Grantee Labor – estimated cost
Direct Material Purchases – estimated cost



BUDGET COST ANALYSIS (DEP 55-229)
A detailed budget is required to determine the maximum amount needed under cost-reimbursement contracts/agreements. 
This form should list the total project budget and must be signed and dated by the project liaison. 

The Budget Cost Analysis (BCA) should demonstrate that the project was determined to be allowable under the guidance of 
23 CFR 206 and 62S-2, F.A.C. All costs must be deemed reasonable and allowable, and considered necessary in enhancing 
Florida recreational trail system. 

Entries should be divided by Task as assigned in the Grant Agreement, and entered into the correct expense category. 



BUDGET COST ANALYSIS (DEP 55-229)
Personnel Expenses

If the project is to be constructed using in-kind services, in whole or part, the following is 
required:
A. Salaries REQUIRED

• Employee Name & Title
• Employee Rate of Pay (Hourly Cost)
• Estimated Number of Hours to be Charged for Each Employee
     **Divide annual salaries by 2080 hours to find the hourly rate.
• Position Descriptions

B. Fringe Benefits OPTIONAL
• Multiply the rate by the total salaries to which fringe benefits apply. If the rate is 

variable, explain and show calculations on an attachment.
• Fringe Benefits may be calculated up to 40%.

In-kind labor must consist of 
staff members who are 
completing the actual labor 
(“boots on the ground”) and 
cannot cover supervisory or 
management positions 
whatsoever. Exceptions may 
apply, with Department 
approval. These expenses are 
only eligible as match and will 
not be reimbursed with grant 
funds.



BUDGET COST ANALYSIS (DEP 55-229)
Contractual Services 

If the project is to be competitively bid for vendor services, the following documentation is required:
• Procurement Documentation

• ITB, RFP, bid advertisement, bid submissions, meeting minutes, intent to award, etc.)

• Schedule of Values or Bid Tabulation

• Executed Subcontract to include required federal attachments

Planning expenses (design, engineering, surveying, permitting) are only eligible for reimbursement if they are included in 
the project’s scope of work.



BUDGET COST ANALYSIS (DEP 55-229)

Miscellaneous/Other Expenses

If the project includes direct purchases of material or equipment (i.e. fitness stations, trash cans, signage), the 
following documentation is required:

• Cost estimates for equipment and material purchased.

If any project elements are directly purchased from a vendor, the Grantee must indicate the cost of 
installation by either in-kind or contractual services.



Submit a FHWA guidance certification, signed 
and dated by the project liaison agent.

Grantee must certify that they have in their 
possession a copy of the Federal Highway 
Administration Guidance for the implementation 
of the Recreational Trails Program and Rule 
Chapter 62S-2, F.A.C.

FHWA RTP GUIDANCE POSSESSION 
CERTIFICATION



BOUNDARY SURVEY
The Boundary Survey, also known as a 
Boundary Map Survey, of the project site 
should clearly delineate the project area 
and provide a legal description of the 
property.

The boundary map must be signed, 
sealed and dated by a Florida registered 
land surveyor.

 refer to the commencement checklist 
descriptions for more details on boundary 
map survey requirements.

Boundary map survey must be dated 
within 4 years of the current fiscal year.



CONCEPTUAL SITE PLAN
The Conceptual Site Plan should depict 
the location of the RTP elements outlined 

in the scope of work within the project’s 
boundary area.

Engineering plans with detailed 
specifications not required.  Include a key 

or legend or color code elements.

Must be signed, sealed, and dated 
by an insured, registered architect, 

engineer or landscape architect.

Any changes to the site plan require 
approval from the Department.

The site plan must be dated after the grant 
agreement execution date.



PROCUREMENT DOCUMENTATION AND 
AWARDED SUBCONTRACTS

If a project is being bid for vendor services (contractual), copies of all contracts and bid documents must be 
provided.

• Procurement Documentation

 ITB, RFP, bid advertisement, bid submissions, meeting minutes, intent to award, etc.)

• Schedule of Values or Bid Tabulation

• Executed Subcontract to include required federal attachments

The executed subcontract must include the required federal attachments. These attachments should be physically attached to 
the subcontract upon execution.

• Attachment 8, Contract Provisions for FDOT

• Attachment 9, Contract Provisions for FHWA

• Exhibit F, Appendices A and E

• Exhibit G, 49 CFR 26.13

• Exhibit H, General Terms & Conditions for Contractors and Recipients



SCHEDULE OF VALUES
A schedule of values or bid tabulation is usually obtained when a project is bid competitively for vendor 
services (contractual).

The schedule of values must only include the costs which are allowable, reasonable and necessary for the 
construction of all RTP elements outlined in the scope of work. All line items will require approval by 
Department staff.

If your RTP project is part of a much larger project being bid together, you must ensure that the RTP line 
items are clearly identified or separated in the schedule of values. This is to ensure there is no commingling 
of funds. 

The manner in which a project is constructed will determine the 
amount of supporting documentation required for finalizing the 
completion process and receiving reimbursement.

Knowing what costs or line items are necessary for the 
construction of each element are required for completing the List 
of Facilities and Budget Cost Analysis at both time of 
commencement and project completion.



SCHEDULE OF VALUES

• Project was bid out only for the RTP 
construction and all line items were 
approved for cost reimbursement.

• Schedule of Values broke the line 
items out by cost of each project 
element which is how it will be reflected 
in the pay apps.

• General Conditions
• Boardwalk
• Mulched Trails
• Paver Path
• Kayak/Canoe Landing
• Parking Area

GREAT EXAMPLE



SCHEDULE OF VALUES
• Project was procured as a multi-million-dollar 

project with RTP as just a small portion. 
While this is not prohibited, the Grantee did 
NOT separate the RTP items from the rest of 
the construction work.

• For this project to receive cost 
reimbursement, the line items that pertained 
only to RTP had to be clearly identified and 
color coded by project element.

• If you bid your project in this manner,  
anticipate additional processes at 
Reimbursement to ensure that no 
commingling of funds has occurred. The 
Reimbursement will not be approved until all 
line items are identified and approved by 
Department staff. Expenses for the project 
must be justifiable in the event of an audit.

MODERATE TO POOR EXAMPLE



PERMITTING

Permitting requirements are outlined in the State Clearinghouse Letter and 
the National Environmental Policy Act (NEPA) review. 

Copies of all required local, state, federal, or other environmental 
construction permits must be provided.

If no permits are required,  
provide written 
documentation from the 
local, state, or federal 
agency which provides 
confirmation.



CERTIFICATION OF 
GRANTEE OWNED EQUIPEMENT

If the Grantee intends to use in-kind services 
as a local match, they shall submit a 
certification of grantee owned equipment 
hourly rates and/or written or verbal quotes for 
grantee owned equipment prior to 
commencement of construction.

This also applies to equipment not owned but 
rented by the Grantee.

If no equipment is being used for work on the 
project, then this information is not required.



NOTICE TO PROCEED

Notice to Proceed
Approval of all commencement documentation will 
prompt the issuance of a formal Notice to 
Proceed, or NTP, which allows grantees to begin 
construction. 
The NTP will be provided via email to the grant 
manager. This message will also include an outline 
of the remaining tasks and deadlines for the project. 
Construction activities occurring prior to the 
issuance of a formal Notice to Proceed are eligible 
for reimbursement.
Grantees must begin construction within 90-days of 
its issuance or may be required to submit additional 
documentation justifying the delay. 



PROJECT LIAISON 
FORM
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PROJECT LIAISON FORM
If a different Grant Manager is designated by 
either party after execution of the Agreement, 
notice of the name and contact information of 
the new grant Manager will be submitted in 
writing to the other party and maintained in the 
respective parties’ records. A change of Grant 
Manager does not require a formal amendment 
or change order to the Agreement.

Written notification shall include a completed 
project liaison form. Submit directly to your RTP 
coordinator.

Attachment 1, Paragraph 2.c

https://floridadep.gov/sites/default/files/AgreementLiaisonForm%20508.pdf
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RTP PROJECT STATUS REPORT

Required to track progress and/or problems 
encountered with the project from the 
agreement execution date to the agreement 
expiration date.

Must be submitted Tri-Annually:
• January 5
• May 5
• September 5

 report the % completed of each project 
element outlined in the scope of work. 

Release of final payment for your project will 
not be approved unless the project is current on 
all status reports.



EXAMPLE
RTP PROJECT STATUS REPORT

Project Sponsor
This is the Grantee (i.e., City of Fellsmere)

Project Elements
List your project elements as they are written in the scope 
of work on Attachment 3, Grant Work Plan under Task 2. 
You can also list Task 1.A. and 1.B. as a project element for 
tracking progress on NEPA and commencement 
documentation.

Work Accomplished
Identify the work accomplished for that project element for 
the reporting period. If your project has not started 
construction, you can use this space to provide a status 
update on the status of NEPA and/or Commencement 
documentation. 

% Completed
List the percentage completed for each project element 
listed. If you list each Task item separately, you may provide 
the status of each task item.



EXAMPLE
RTP PROJECT STATUS REPORT

Problems Encountered
If any problems or delays were encountered during 
the NEPA, Commencement, or Construction 
process for the reporting period,  list them here.

Period Covered or Reporting Period
Select the time period covered for reporting.

Liaison Signature
The project liaison must sign and date the report 
before submitting.



PROOF OF 
INSURANCE
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PROOF OF INSURANCE

The Certification of Coverage or 
Self-Insurance Letter should 
demonstrate the existence and 
coverage amount for each type of 
applicable coverage.

It is the responsibility and duty of the 
Grantee to maintain coverage on the 
project from the grant execution date 
to the grant expiration date.

Upon receipt of written request from 
the Department, the Grantee shall 
furnish proof of insurance coverage.

Failure to maintain insurance coverage 
constitutes a default and can result in 
termination.

Insurance requirements are outlined in 
the grant agreement:

• Attachment 1, paragraph 12
• Attachment 2, paragraph 8



AMENDMENTS
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The agreement may be amended, through a formal amendment, only by a written agreement between both 
parties.  Formal amendments are required for revisions to the project scope of work and extensions to the 
project’s expiration date.

The grantee will have two years from the effective date of the grant agreement to complete the project. The 
grant period may be extended through a formal amendment for good cause, such as financial hardship, public 
controversy, material shortage, unexpected weather conditions, or other major factors beyond a grantees 
control. Only two one-year extensions are allowed. 

Amendments to the grant agreement must be executed prior to the grant agreement expiration date.  allow a 
60-day turn-around time for execution.

Requests to amend the grant agreement for an extensions should be submitted before the Task 2, project 
completion timeline outlined in Attachment 3, Grant Work Plan. This deadline is set 60 days before the 
agreement expiration date.

Attachment 1, paragraph 2.d

AMENDMENTS



EXAMPLE RTP AMENDMENT

Paragraph 1
Defines the parties of the agreement.

Paragraph 2 
Outlines the project’s original scope of work.

Paragraph 3
Identifies intent of amendment.

Paragraph 4 
Lists the amended terms of the agreement

Paragraph 6
Executed signatures by both parties.

Paragraph 7
Identifies attachments included as part of amendment. Typically, Attachment 
3, Grant Work Plan will require a revision if the scope of work has been 
altered or extensions have been granted to the Task 1 deadlines.



COMPLETION 
DOCUMENTATION

FY23-24 RTP Grant Management 
Onboarding Webinar



• Completion Checklist (OGT-13)

• Revised Completion Checklist

• Project Completion Certification (OGT-14)

• As-Built Site Plan

• List of Constructed Facilities (DRP-138)

• Budget Cost Analysis Form and Instructions (DEP 55-229)

• Limitation of Use (DRP-113)

• Color Photos of Project

• Color Photos of Acknowledgement Sign

• Florida Recreation and Parks Inventory Form

• Final Status Report (DRP-109)

COMPLETION DOCUMENTATION

For copies of all Completion forms and 
documentation, visit the 

RTP Grant Administration website.



Task 2 (completion) documentation is due 60 
calendar days prior to the expiration date of 
the Agreement.

Task 2 is also the project completion date. 
All project elements must be developed and 
completed by this date. Any costs incurred 
after this date are ineligible for 
reimbursement and your project may be in 
jeopardy of losing funding.

The Task 2 deadline may be extended 
within the parameters of the RTP and/or 
FHWA federal guidelines, upon written 
request of the Grantee and approval by the 
Department.

Attachment 3, Grant Work Plan

COMPLETION DOCUMENTATION (OGT-13)



PROJECT COMPLETION 
CERTIFICATION (OGT-14)

Submit a project completion certification, 
signed and dated by the project liaison agent.

The Grantee must certify that the project was 
completed in accordance with the terms 
outlined in the grant Agreement.

 List the date your agreement was executed.



AS-BUILT SITE PLAN
The As-Built Site Plan must depict the 
location of the RTP elements outlined in 
the scope of work within the project’s 
boundary area, as they were 
constructed.

It must be signed, sealed, and dated by 
an insured, registered architect, 
engineer or landscape architect. 
Allowances will be considered for 
projects that did not require an 
engineer or architect, which must 
receive prior approval from the RTP 
Coordinator.

The As-Built Site Plan must be dated 
after the Notice to Proceed date of 
issuance.



LIST OF FACILITIES 
CONSTRUCTED (DRP-138)

This form breaks down the quantity and 
cost of each project element constructed 
with RTP funds.

Total Cost should reflect the actual cost 
spent to develop and construct the project, 
regardless if it exceeds the total estimated 
project cost outlined in Attachment 3, Grant 
Work Plan.

If your RTP project was part of a much 
larger project bid together, you only need to 
report the total cost for the RTP portion.

PAGE 1 



LIST OF FACILITIES 
CONSTRUCTED (DRP-138)

This page of the form only needs to be 
completed for equipment purchases. Since 
no equipment purchases are currently 
funded under RTP Agreements, this page is 
not applicable.

You may leave this page blank.

PAGE 2 



LIST OF FACILITIES 
CONSTRUCTED (DRP-138)

Fill in the following information:

• Grantee Name
• Execution Date of Agreement
• Date of Project Completion

Ensure that the form is signed and 
dated by the project liaison.

PAGE 3 



BUDGET COST ANALYSIS (DEP 55-229)

Submit an updated budget cost analysis from commencement identifying how the project 
was constructed by providing quantity and type of primary and support facilities, and actual 

costs incurred for each item. The form must be signed and dated by the liaison agent. 



LIMITATION OF USE (DRP-113)
The Limitation of Use and supporting documentation 
must be filed with the Clerk of Court.

Two timeframes involved:
1. Site Dedication – the property must be dedicated as outdoor public 

recreation for 99 years (land owned by Grantee) or 25 years (land 
under control other than by ownership of Grantee – i.e., lease).

2. Maintenance Period – the property must be maintained for 25 
years.

The recording date sets the dedication period for each timeframe. Even 
if your site has already been dedicated, the LOU must be filed to reset 
the maintenance timeframe for that project site.

Required LOU Attachments Include:
• Attachment A – Boundary Survey with legal description
• Attachment B – Certificate of Completion
• Attachment C – Grant Agreement and Amendments
• Attachment D – As-Built Site Plan



COLOR PHOTOS OF PROJECT

Color photos of each 
project element outlined in 

the scope of work are 
required to demonstrate 

proof of completion.

All color photos must be 
labeled.

1,200 L.F. boardwalk

568’ LF (+/- 10%) 
elevated boardwalk

ADA 
canoe/kayak 

launch
fitness 

stations



A color photo of the project acknowledgment 
sign is required as part of the project’s 
completion.

The sign must read at a minimum “with 
assistance provided by the Department of 
Environmental Protection through the 
Recreational Trails Program.”

The sign must be permanent and made of 
appropriate materials which will be durable for 
a minimum of 25 years after the project is 
complete.

The DEP logo is not required however, if you 
wish to include it as part of the sign,  request 
the image from your RTP Coordinator.

COLOR PHOTOS OF 
ACKNOWLEDGMENT SIGNAGE



FLORIDA RECREATION AND PARKS 
INVENTORY FORM 

The Florida Recreation and Parks Inventory form must be completed 
electronically.

If the project site inventory has been previously submitted,  make updates to the 
existing area.

If the project site inventory has not yet been submitted,  add a new area.

Print the completed form to PDF and include a copy with project completion 
documentation.

https://prodenv.dep.state.fl.us/DrpOrpcr/outdoorRecreationInventory.do


If your project was completed in 
between the submission of 
required status reports,  provide a 
final status report which indicates 
the project is at 100% complete.

The project must be current and 
up-to-date with all status reports 
required for submission between 
the grant execution date and the 
grant agreement expiration date.

FINAL STATUS REPORT (DRP-119)



REIMBURSEMENT 
DOCUMENTATION
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REIMBURSEMENT DOCUMENTATION
• Reimbursement Checklist

• Payment Request Summary Form (DEP 22-223)

• Contractual Services Purchases Schedule 
(DRP-116)

• Short Form or Long Form
• Pay App from Subcontractor to Grantee
• Proof of Payment from Grantee to 

Subcontractor

• Grantee Labor Cost Schedule (DRP-117)
• Grantee Labor Cost Summary
• Timesheet(s) for confirmation of rate of pay
• Position Description(s) if employee 

information not provided at time of 
commencement

• Direct Material Purchases Schedule (DRP-118)
• Short Form or Long Form
• Invoice from Vendor to Grantee
• Proof of Payment from Grantee to Vendor

• Grantee Equipment Cost Schedule (DRP-119)
• Enclose a completed written quote form 

stating the lowest rate to be used if Grantee 
Owned Equipment was used.

https://floridadep.gov/sites/default/files/DEP%2055-223_07_07_15Ext%20%282%29.pdf
https://floridadep.gov/sites/default/files/RTP%20Contractual%20Services%20Purchases%20Schedule_Short%20%28DRP-116%29.pdf
https://floridadep.gov/sites/default/files/RTP%20Contractual%20Services%20Purchases%20Schedule_Long%20%28DRP-116%29.pdf
https://floridadep.gov/sites/default/files/RTP%20Grantee%20Labor%20Cost%20Schedule%20DRP-117.pdf
https://floridadep.gov/sites/default/files/RTP%20Grantee%20Labor%20Cost%20Summary.xlsm
https://floridadep.gov/sites/default/files/RTP%20Direct%20Material%20Purchases%20Schedule_Short%20%28DRP-118%29.pdf
https://floridadep.gov/sites/default/files/RTP%20Direct%20Material%20Purchases%20Schedule_Long%20%28DRP-118%29.pdf
https://floridadep.gov/sites/default/files/GRANTEE%20EQUIPMENT%20COSTS%20NEW.pdf


The Grantee may request reimbursement for allowable budgeted expenses 
and costs pursuant to the Agreement that are directly related to the successful 
completion of construction and/or development of the project site.

Reimbursement shall not exceed the Grant Award Amount and shall be 
invoiced upon project completion.

Payment(s) will not be made for unsatisfactory or incomplete work. 
Furthermore, if the project is not complete by the project completion date 
(Task 2), the Department shall not reimburse, in whole or part, for any 
expenses incurred.

A final payment request should be submitted to the Department no later 
than 60 days following the expiration date of the Agreement to ensure 
availability of funds for payment.

Attachment 3, Grant Work Plan

REIMBURSEMENT CHECKLIST



PAYMENT REQUEST SUMMARY 
FORM (DEP55-223)

Payment Request No.
• First and Final Invoice: Final_P1
• Bi-Annual Invoice: P1, P2, P3, etc.…
• Final Invoice: Final_P#

Performance Period
• Date of first invoice – Date of final payment
• Includes dates from Contractual Services, 

Grantee Labor, and Direct Material 
Purchases.

Task/Deliverable No.
• 2

Task/Deliverable Amount Requested
• If the actual total project cost exceeds the total estimated 

project cost, the Grantee will be reimbursed at the total grant 
award amount.

• If the actual total project cost does not exceed the total 
estimated project cost, the Grantee will be reimbursed at the 
match ratio.



Billing Period: Date of first invoice – Date of final payment

Billing #
• First and Final Invoice: Final_P1
• Bi-Annual Invoice: P1, P2, P3, etc.…
• Final Invoice: Final_P#

DEP Division: Division of State Lands

DEP Program: Recreational Trails Program

Contractor Name
• Provide name of subcontractor and/or consulting form with whom you entered a 

contractual services agreement with
• Provide subcontractor’s license, business license, or contract number.

Invoice Number and Date: Provide the invoice number and date of invoice.

Check Number and Date: Provide check number and date check was written or 
cleared. If payment was made electronically,  provide EFT# and date of payment.

Project Cost: Provide total project cost for that pay app. Only line item costs that 
pertain to the RTP project or are deemed eligible should be totaled.

General Description/Project Element: List the project element that was 
constructed and/or billed for that pay app or invoice

CONTRACTUAL SERVICES PURCHASES 
SCHEDULE (DRP-116)

PAGE 1 



CONTRACTUAL SERVICES PURCHASES 
SCHEDULE (DRP-116)

PAGE 2 

Ensure that Page 2 (or 3 on the long 
form) is signed by the Grantee’s 
Grant Manager and the Project’s 
Financial Officer.



CONTRACTUAL SERVICES PURCHASES 
SCHEDULE (DRP-116)

Supporting Documentation

Pay App or Invoice from Subcontractor to Grantee
All pay apps and invoices should be submitted in order to support the total 
project cost being reported.

Depending on how your project was bid:
• The ineligible line items should be marked and excluded from the 

total cost.
• The eligible RTP line items should be clearly identified and only 

included in the total cost.

**Refer to Schedule of Values

Proof of Payment from Grantee to Subcontractor
• If payment by check,  provide copy of cleared check.
• If payment by EFT,  provide copy of bank statement.

Proof of payment must match up with the amounts on each invoice. If not, an explanation must be provided.

If other invoices were paid with the provided proof of payment that is not related to RTP, you must provide a cost 
breakdown.



GRANTEE LABOR COST 
SCHEDULE (DRP-117)

Billing Period: Date of first invoice – Date of final payment

Billing #
• First and Final Invoice: Final_P1
• Bi-Annual Invoice: P1, P2, P3, etc.…
• Final Invoice: Final_P#

DEP Division: Division of State Lands

DEP Program: Recreational Trails Program

Employee Name: List the employee's last name and first initial

Job Classification: List the employee’s position title

Project Hours This Billing: List the total number of hours the employee 
worked on the project

Hourly Rate: List the employee’s rate of pay

Fringe Benefits: List the total amount of fringe benefits paid to 
employee. Percentage of pay cannot exceed 40%.

Project Labor Cost: List the total project labor cost including the fringe 
benefit amount.

General Description/Project Element: Identify the work performed and 
for which project element.

PAGE 1 



PAGE 2 

Ensure that Page 2 (or 3 on the long 
form) is signed by the Grantee’s 
Grant Manager and the Project’s 
Financial Officer.

GRANTEE LABOR COST 
SCHEDULE (DRP-117)



GRANTEE LABOR COST 
SCHEDULE (DRP-117)

Supporting Documentation

Grantee Labor Cost Summary
Explained on the next two slides.

Timesheet(s) for confirmation of rate of 
pay
Provide a timesheet or employee document 
which confirms their rate of pay.

Position Description(s)
If any employee(s) performed work on the 
project that were not accounted for at the 
time of commencement,  provide position 
descriptions to include the employee’s 
name.



GRANTEE LABOR COST SUMMARY

Project Title: Include the project name.

Project Number: Include the project number.

Employee Information
• For each employee who performed work on 

the project,  provide the following 
breakdown of costs:

• Dates employee worked on the project
• Hourly Rate (divide annual salaries by 

2080 hours to find the hourly rate)
• Number of hours worked on the 

project
• Total Wages
• Total Fringe Benefits
• Total Salaries (Total Wages + Total 

Fringe Benefits)

 Ensure that Page 2 is signed by the employee’s 
immediate field supervisor (foreman) or higher 

official.

The excel spreadsheet format allows for up to 6 employees. However, the form can be 
modified to add additional lines if necessary.



DIRECT MATERIAL PURCHASE 
SCHEDULE (DRP-118)

PAGE 1 
Billing Period: Date of first invoice – Date of final payment

Billing #
• First and Final Invoice: Final_P1
• Bi-Annual Invoice: P1, P2, P3, etc.…
• Final Invoice: Final_P#

DEP Division: Division of State Lands

DEP Program: Recreational Trails Program

Employee Name: List the employee's last name and first initial

Job Classification: List the employee’s position title

Project Hours This Billing: List the total number of hours the employee 
worked on the project

Hourly Rate: List the employee’s rate of pay

Fringe Benefits: List the total amount of fringe benefits paid to employee. 
Percentage of pay cannot exceed 40%.

Project Labor Cost: List the total project labor cost including the fringe 
benefit amount.

General Description/Project Element: Identify the work performed and for 
which project element.



DIRECT MATERIAL PURCHASE 
SCHEDULE (DRP-118)

PAGE 2 

Ensure that Page 2 (or 3 on the long 
form) is signed by the Grantee’s 
Grant Manager and the Project’s 
Financial Officer.



GRANTEE EQUIPMENT COST 
SCHEDULE (DRP-119)

PAGE 1 
Billing Period: Period in which equipment was rented or used.

Billing #
• First and Final Invoice: Final_P1
• Bi-Annual Invoice: P1, P2, P3, etc.…
• Final Invoice: Final_P#

DEP Division: Division of State Lands

DEP Program: Recreational Trails Program

Equipment Description: List the type of the equipment rented 
or used and what it was used for.

Project Hours This Billing: Provide the number of hours the 
equipment was used for or period it was rented for (daily, 
weekly, monthly, etc.)

Rental Rates or Cost: List the rental rate or cost for use of 
equipment.

Project Cost: List the total equipment rental cost.

General Description/Project Element: Identify the project 
element the rental equipment was used for.



GRANTEE EQUIPMENT COST 
SCHEDULE (DRP-119)

PAGE 2 

Ensure that Page 2 is signed by the 
Grantee’s Grant Manager and the 
Project’s Financial Officer.
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POST COMPLETION

MAINTENANCE 
AND 

MANAGEMENT

PROGRAM 
COMPLIANCE

SINGLE AUDIT

After the project is complete, the grantee 

has post completion responsibilities 

which include:

• Maintenance and Management

• Program Compliance

• Single Audit Act



MAINTENANCE AND MANAGEMENT

Project maintenance and management are outlined as part of the terms of the 
project agreement. Attachment 6, Paragraph 10

Grantees must ensure by site inspections that facilities on the project site are 
being operated and maintained for public outdoor recreational purposes for a 
period of 25 years from the project completion date (Task 2). 

The project site must be open at reasonable times and managed in a safe and 
attractive manner.

All facilities must be accessible to the public on a non-exclusive basis without 
regard to age, gender, race, religion, residence, or ability level.



PROGRAM COMPLIANCE

The project agreement and limitation of use are the legal documents associated with the grant 
program’s compliance.

The Department will terminate an agreement and demand return of the program funds 
(including interest) if a Grantee fails to comply with the terms stated in the Agreement. If the 
Grantee fails to comply with the Agreement, the Department will declare the Grantee ineligible 
for further participation in RTP until such time as the Grantee comes into compliance. 
(Attachment 6, Paragraph 10)

The Grantee agrees to dedicate the project site and all land within the project boundaries, 
which is developed or acquired with RTP Program Funds, as an outdoor recreational area for 
the benefit of the general public in accordance with Rule 62S-2.076, F.A.C. (Attachment 6, 
Paragraph 9)

• 99 years for land under control by ownership of Grantee
• 25 years for land under control other than by ownership of Grantee (e.g. lease)



SINGLE AUDIT ACT

The Single Audit is outlined as part of the terms of the Project Agreement, 
Attachment 5, Special Audit Requirements.

The Single Audit reporting package must be directly submitted for audits to the 
Federal Audit Clearinghouse (FAC).

Reporting Packages can be submitted:
By Mail:

By accessing the Federal Clearinghouse’s Internet Data Entry System online 
at http://harvester.census.gov/facweb/

Federal Audit Clearinghouse
Bureau of the Census
1201 East 10th Street
Jeffersonville, IN 47132

http://harvester.census.gov/facweb/


QUESTIONS 

OR 

COMMENTS?



THANK YOU
Lauren Cruz

Division of State Lands / Land and Recreation Grants
Florida Department of Environmental Protection

Contact Information:
850-245-2681

Lauren.Cruz@floridaDEP.gov 
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