
Please register for RTP Grant Management On-boarding Meeting at:

After registering, you will receive a confirmation email containing 
information about joining the webinar.

Download the RTP Onboarding Forms  

Please Mute the Audio on your Device

Participant Instructions

https://attendee.gotowebinar.com/register/6341777870449797646
https://floridadep.gov/lands/land-and-recreation-grants/content/rtp-assistance
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• Program Overview and Purpose
• Grant Agreement
• Commencement Documentation
• Project Liaison Form
• Status Reports
• Proof of Insurance
• Amendments
• Completion Documentation
• Reimbursement Documentation
• Post Completion
• Questions or Comments

Agenda



Recreational Trails Program
Consultant for all Counties



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 U.S. Department of Transportation (DOT) and Federal Highway 
Administration (FHWA).

Program Overview and Purpose



Rule Chapter 62S-2

• Outlines all the rules that 
govern the RTP program

• The Rule covers program 
information from purpose of 
the program to program 
completion.

RTP Administrative Rule

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


The project grant agreement, or contract, is the 
device which allows the 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.

RTP Grant Agreement



• The Grantee will receive electronic notification when the draft Grant Agreement is ready for review 
and approval.

• Please read and familiarize yourself with the agreement as this document contains important 
information concerning your responsibilities as a Grantee.

• 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.

• If no revisions are needed, please have the appropriate signatory authority sign and return the 
agreement to our office via electronic mail. This method is the most secure and ensures that 
documents are not misplaced.

Receipt of Grant Agreement



Example RTP Grant Agreement



Attachment 1, Standard Terms and Conditions



Attachment 1, Continued



Attachment 1, Continued



Attachment 1, Continued



Attachment 1, Continued



Attachment 2, Special Terms and Conditions



Attachment 3, Grant Work Plan



Attachment 3, Continued



Attachment 4, Public Records Requirements



Attachment 5, Special Audit Requirements



Attachment 5, Continued



Attachment 5, Continued



Attachment 6, Program Specific Requirements



Attachment 6, Continued



Attachment 8, Contract Provisions for FDOT



Attachment 8, Continued



Attachment 9, Contract Provisions for FHWA



Attachment 9, Continued



Attachment 9, Continued



Attachment 9, Continued



Exhibit A, RTP Project Status Report



Exhibit C, Payment Request Summary Form



Exhibit F, Appendices A & E



Exhibit G, 49 CFR 26.13



Exhibit H, General Terms and Conditions for Contractors/Recipients



Exhibit H, Continued



Exhibit H, Continued



Exhibit H, Continued



Exhibit H, Continued



• 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).

• After execution, the Grantee will be provided a copy of the executed agreement via 
electronic mail. 

Execution of Grant Agreement



• Commencement Checklist (OGT-11)

• Commencement Checklist Descriptions

• Pre-Construction Certification (OGT-12)

• List of Facilities to be Constructed

• Budget Cost Analysis Form (DEP 55-229)

• Budget Cost Analysis Form Instructions

• LWCF Manual Possession Certification (DRP-124)

• PD&E Data Sheet & Back-Up Documentation

• Boundary Map

• Site Plan

• Schedule of Values

• Copies of all Contracts and Bids

• Permits

• Certification of Grantee Owned Equipment

RTP Commencement Documentation

https://floridadep.gov/sites/default/files/Document1_CommencementChecklist.pdf
https://floridadep.gov/sites/default/files/Document2A_CommencementChecklistDescriptions.pdf
https://floridadep.gov/sites/default/files/Document2C_OGT12PreconstructionCertification_0.pdf
https://floridadep.gov/sites/default/files/Document2B_ListOfFacilities.xlsx
https://floridadep.gov/ooo/land-recreation-grants/documents/budget-cost-analysis-form
https://floridadep.gov/ooo/land-recreation-grants/documents/budget-cost-analysis-instructions
https://floridadep.gov/sites/default/files/LWCF_ManualPossessionCertification_FormDRP-124.pdf
https://floridadep.gov/sites/default/files/Document2D_OGT15PDESurvey.pdf


Commencement Checklist

• Task 1 (commencement) documentation 
is due 180 calendar days after execution 
of the grant agreement.

• Task 1 is a no cost deliverable.

Attachment 3, Grant Work Plan



Commencement Checklist Descriptions



Pre-Construction Certification (OGT-12)

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



List of Facilities to be Constructed

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

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



Budget Cost Analysis Form (DEP 55-229)

Submit a budget cost analysis identifying how the project will be constructed by providing 
quantity and type of primary and support facilities, and a cost estimate for each item. The 
form must be signed and dated by the liaison agent. 



Budget Cost Analysis Form (DEP 55-229)

• Personnel Expenses
If the project is to be constructed using in-kind services, in whole or part, the following is required:

• Employee Name & Title
• Employee Rate of Pay
• Estimated Number of Hours
• Position Descriptions

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

• Procurement Documentation
• Schedule of Values or Bid Tabulation
• Executed Subcontract to include required federal attachments
• The following contractual services require submission of subcontracts with the inclusion of the required federal attachments in 

order to be deemed eligible for reimbursement:
1. Services which include installation of a product and/or project element.
2. Services for consultants or planning expenses (design, engineering, surveying, permitting).

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

• Miscellaneous/Other Expenses
If the project includes direct purchases of material or equipment, the following documentation is required:

• Cost estimates for equipment and material purchased.
• If any project elements (directional signage) are directly purchased from a vendor, the Grantee must indicate the cost of 

installation by either in-kind or contractual services.



Budget Cost Analysis Form Instructions



LWCF Manual Possession Certification (DEP-124)

Submit a LWCF manual possession 
certification signed and dated by the 
project liaison agent. 



Boundary Map Survey

• The 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.

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



Site Plan

• The site plan should depict the location of 
the RTP elements outlined in the scope of 
work within the project’s boundary area.

• A conceptual site plan is acceptable 
(detailed specifications not required).

• 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.



Schedule of Values

• If a project is being bid for vendor 
services (contractual), the schedule of 
values or bid tabulation must be 
provided.

• 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.



Copies of all Contracts and Bids

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

• 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

• All procurement documentation must be 
provided, including but not limited to 
request for proposal, invitation to bid, bid 
advertisement, vendor bid package, intent 
to award, bid award, etc.



Permits

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

• Permitting requirements are outlined in 
the State Clearinghouse Letter, obtained 
at Pre-Agreement.



PD&E Data Sheet

• Required by the Florida Department of 
Transportation (FDOT) to meet NEPA and 
FHWA requirements.

• If any changes have occurred since pre-
agreement, please resubmit the PD&E 
Data Sheet with back-up documentation.

• Back-up documentation may include:
• Township/Section/Range
• U.S. Geological Survey 7.5-minute quadrangle map
• Natural Resource Documentation

• Florida Natural Areas Inventory (FNAI) Report

• Cultural Resource Documentation
• Cultural Resource Assessment Survey (CRAS)
• Master Site File (MSF) listings

• Letter from the Department of State (DOS)



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.

Attachment 1, Paragraph 2.c

RTP Project Liaison Form

https://floridadep.gov/sites/default/files/AgreementLiaisonForm%20508.pdf


• The certificate 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

Proof of Insurance



• Required to track progress and/or problems encountered with the project.

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

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

RTP Project Status Report



Example Project Status Report 



• 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.

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

Attachment 1, paragraph 2.d

RTP Amendment



Example RTP Amendment 

• Paragraph 1 – defines the parties 
of the agreement

• Paragraph 2 – outlines the 
project’s original scope of work

• Paragraph 3 – intent of 
amendment

• Paragraph 4 – amended terms of 
the agreement



• Completion Checklist (OGT-13)

• Project Completion Certification (OGT-14)

• As-Built Site Plan

• List of Constructed Facilities (DRP-138)

• Budget Cost Analysis Form (DEP 55-229)

• Budget Cost Analysis Form Instructions

• Limitation of Use (DRP-113)

• Color Photos of Project

• Color Photos of Acknowledgement Sign

• RTP Guidance Certification

• Florida Recreation and Parks Inventory Form

• Final Status Report (DRP-109)

RTP Completion Documentation

https://floridadep.gov/sites/default/files/Document1_OGT13_CompletionDocumentation.pdf
https://floridadep.gov/sites/default/files/Document2A_OGT14CompletionCertificationForm.pdf
https://floridadep.gov/sites/default/files/DRP-138%20ENABLED.pdf
https://floridadep.gov/ooo/land-recreation-grants/documents/budget-cost-analysis-form
https://floridadep.gov/ooo/land-recreation-grants/documents/budget-cost-analysis-instructions
https://floridadep.gov/sites/default/files/Completion-Limitation.Of_.Use_.FORM_20170127_1.pdf
https://floridadep.gov/sites/default/files/Document3_AcknowledgementSignRequirements.pdf
https://floridadep.gov/sites/default/files/Document4_FHWA_RTPGuidancePossessionCertification.pdf
https://floridadep.gov/sites/default/files/Document2C_FLSCORPInventoryUpdateForm.pdf
https://floridadep.gov/sites/default/files/RTP%20Project%20Status%20Report%20DRP-109.pdf


Completion Checklist (OGT-13)

• 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. 
Any costs incurred after this date are 
ineligible for reimbursement.

Attachment 3, Grant Work Plan



Project Completion Certification (OGT-14)

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



As-Built Site Plan

• The as-built site plan should be a 
pictorial map depicting the location of 
the RTP elements outlined in the 
scope of work within the project’s 
boundary area, as they were 
constructed.

• Must be signed, sealed, and dated by 
an insured, registered architect, 
engineer or landscape architect.

• The as-built site plan must be dated 
after the Task 1 (commencement) 
date.



List of Constructed Facilities (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.



Budget Cost Analysis Form (DEP 55-229)

Submit a budget cost analysis 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. 



Budget Cost Analysis Form Instructions



Limitation of Use (DRP-113)

• The Limitation of Use must be 
completed and show proof of filing with 
the Clerk of Court (i.e. electronic stamp)

• The projects boundary map survey (with 
legal description) and as-built site plan 
should be filed in addition to this form.

• Each time funding is provided to an RTP 
site, the number of required years must 
be dedicated from the latest project 
completion date.

• The recording date sets the timeclock 
for the site dedication timeframe.



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. trail



Color Photos of Acknowledgement Sign

• Color photo(s) 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.

1,200 L.F. trail

1,200 L.F. trail



FHWA RTP Guidance Possession Certification

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



Florida Recreation and Parks Inventory Form

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

• Please print a copy of the form to include 
with project completion documentation.

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


Final Status Report (DRP-109)

• The final status report must show the 
project is at 100% complete.

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



• Reimbursement Checklist

• Payment Request Summary Form (DEP 22-223)

• Contractual Services Purchases Schedule (DRP-116)
• Pay App from Contractor to Grantee
• Proof of Payment from Grantee to Vendor

• Grantee Labor Cost Schedule (DRP-117)
• Timesheets for confirmation of rate of pay and 

number of hours worked
• Proof of payment from Grantee to employee

• Direct Material Purchases Schedule (DRP-118)
• 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.

RTP Reimbursement Documentation

https://floridadep.gov/sites/default/files/DEP%2055-223_07_07_15Ext%20%282%29.pdf
https://floridadep.gov/sites/default/files/CONTRACTUAL%20SERVICES%20PURCHASES%20NEW.pdf
https://floridadep.gov/sites/default/files/DRP-117%20_GRANTEE%20LABOR%20COST%20SCHEDULE.pdf
https://floridadep.gov/sites/default/files/DIRECT%20MATERIALS%20PURCHASES%20NEW.pdf
https://floridadep.gov/sites/default/files/GRANTEE%20EQUIPMENT%20COSTS%20NEW.pdf


Reimbursement Checklist

• 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.

Attachment 3, Grant Work Plan



Payment Request Summary Form (DEP 55-223)

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

• Performance Period
• Date of first invoice – Date of final payment

• 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.



Payment Request Summary Form (DEP 55-223)

• Grant Funds: Column 1 and Column 2 should mirror one another

• Matching Funds: Column 2 and Column 3 should mirror one another

• Total Amount
• Total cumulative amount from each column

• Total Task Budget Amount
• Grant Funds, Column 1 = Maximum Grant Award Amount
• Matching Funds, Column 3 = Required Grantee Matching Funds

• Less Total Cumulative Payments
• Grant Funds, Column 1 = $0
• Matching Funds, Column 3 = Required Grantee Matching Funds 

plus any Excess Project Costs

• Total Remaining in Task
• Grant Funds, Column 1 = Task/Deliverable Amount Requested
• Matching Funds, Column 3 = $0

Please be sure to have the form signed by the Grantee’s Fiscal Agent



Contractual Services Purchase Schedule (DRP-116)

• Please be sure to include the Contractor’s License, Business License or Contract Number
• Please be sure to have the Project’s Financial Officer sign Page 2



Grantee Labor Cost Schedule (DRP-117)

• Please be sure to have the Project’s Financial Officer sign Page 2



Direct Material Purchases Schedule (DRP-118)

• Please be sure to have the Project’s Financial Officer sign Page 2



Grantee Equipment Cost Schedule (DRP-119)
• Please be sure to have the Project’s Financial Officer sign Page 2



Post Completion 

Maintenance and Management

Program Compliance

Single Audit



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

• 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/


Grant Agreement

Commencement 
Documentation

Status Reports

Amendments

Completion 
Documentation

Reimbursement 
Documentation

Post Completion Project Liaison 
Form

Proof of 
Insurance

Wrap Up



CONTACT PHONE
Recreational Trails Program Information & Assistance 850-245-2501

Florida Statewide Greenways & Trails Plan 850-245-2052

Department of State 850-245-6333

Florida Natural Areas Inventory (FNAI) 850-224-8207

Outdoor Recreation in Florida – 2013 (SCORP) 850-245-3068

U.S. Forest Service (National Scenic Trail) 850-523-8501

U.S. Department of the Interior (National Recreation Trails) 601-446-8692 ext. 6

Resources



Upcoming Grant Application Cycles



Main Phone Line: (850) 245-2501

RTP Community Assistance Consultant (CAC):
• Tara Reynolds – Tara.V.Reynolds@floridadep.gov

Land & Recreation Grants Management and Legal Counsel:
• Linda Reeves, OMC Manager – Linda.Reeves@floridadep.gov
• Rebecca Wood, Program Manager – Rebecca.Wood@floridadep.gov
• Lois LaSeur, Program Attorney – Lois.LaSeur@floridadep.gov

RTP Contact Information

mailto:Tara.V.Reynolds@floridadep.gov
mailto:Linda.Reeves@floridadep.gov
mailto:Rebecca.Wood@floridadep.gov
mailto:Lois.LaSeur@Floridadep.gov


Questions or Comments
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