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BASELINE AGREEMENT (BA) PROCESS

HQ‐Lead e‐mails 
DLAE Notice of BA 

Due Date

1st Notification
DLAE notifies 
Local Agency

Local Agency prepares 
BA Submittal Package

(BASP)

DLAE forwards 
BASP to HQ‐Lead

(incl. “Wet” signature)

DLAE forwards draft 
copy of BASP
 to HQ‐Lead 

for early review

DLAE reviews 
BASP

DLAE reviews BASP; 
verifies all comments 

addressed

HQ‐Lead reviews 
draft BASP and gathers 

all HQ comments

DLAE gathers all 
comments and sends to 

Local Agency

Local Agency 
addresses all comments

District Director 
Signs 

Baseline Agreement

Caltrans Director 
Signs

Baseline Agreement

HQ SB 1 Office reviews 
BASP and HQ‐DIV 
signatures then
forwards to

Caltrans Director

HQ‐Lead circulates BASP 
for HQ‐DIV Signatures 

then forwards to 
HQ SB 1 Office

HQ‐Lead  
circulates draft BASP 

for review by 
HQ‐DIV

HQ‐Lead sends DLAE
all HQ comments

Local Agency 
Signs 

Baseline Agreement

Local Agency 
forwards full submittal 

BASP to DLAE
(incl. “Wet” signature)

BASP Due
(30‐days from
1st Notification)

Caltrans Director 
returns signed 

Baseline Agreement 
to HQ SB 1 Office

HQ SB 1 Office forwards 
BASP to CTC Staff

CTC Staff 
Deadline 

(4 weeks before 
CTC meeting)

CTC Meeting

CTC Staff 
Reviews BASP

CTC Staff place 
Baseline Agreement on 

next regular 
CTC Meeting Agenda 

Commissioners Vote
CTC Executive Director 

Signs 
Baseline Agreement

30‐day Local Agency 
Notice of BASP before 
Submittal DeadlineSTART

FINISH

Bob Baca, (HQ‐Baseline Agreement Lead) ATP Coordinator

HQ‐Lead reviews BASP 
for HQ‐DIV Signatures 
verifies all comments 

addressed
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BA Submittal Requirements “Appended” BA Submittal Requirements

CEQA 
Completion

Baseline 
Agreement 

Due

NEPA 
Completion

“Appended” 
Baseline 

Agreement

BASELINE AGREEMENT PROCESS
AN OVERVIEW FOR LOCAL AGENCIES WITH 

CEQA CLEARANCE BUT PENDING NEPA CLEARANCE

  1. Baseline Agreement (with signatures)
  2. Project Programming Request Form
  3. Draft Project Report, PSR, or PSR equivalent
  4. Local Assistance Oversight Addendum
  5. Project Progress Report
  6. List of Discrepancies with Justification

  1. Baseline Agreement (new dated signatures; updated)
  2. Project Programming Request Form(updated)
  3. Final Project Report 
  4. Local Assistance Oversight Addendum
  5. Project Progress Report (updated)
  6. List of Discrepancies with Justification (updated)
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Baseline Agreement (BA) Review Checklist 
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REQUIRED DOCUMENTS 

 Baseline Agreement (based on template)  

 Signature Sheet (“wet”)  

 Local Assistance Oversight Addendum (Included as Attachment; referenced in BA) 

 Project Programming Request (PPR)  

 Project Report ( PR), Project Study Report ( PSR), or  equivalent (______________)  

 Project Progress Report for SB1 funded projects w/ Baseline Agreements  

 List of Discrepancies w/ Justification(s)/Explanation(s) (attached separate page; explain any changes in location, scope, 
schedule, cost and benefits; is a comparison btwn original application and other BA package submittal documents) 

 Original complete CTC Approved App (DLA HQ to add to BA submittal package) 

 Most recent CTIPS printout (DLA HQ to add to BA submittal package) 

 

REVIEW OF DOCUMENT INFORMATION 

BASELINE AGREEMENT 

 Verify Caltrans isn’t identified as a co-applicant within Baseline Agreement  

SIGNATURE SHEET  

Correctly identified & signed:    Applicant,    Implementing,    District,    HQ,    CTC  

 Have signatures from all project sponsors and implementing agencies (for all components)?  

 Project title in the BA (and PPR) must match the project title in the adopted resolution.  

 

PROJECT PROGRAMMING REQUEST (PPR) 

 Should match CTIPS (not program database), including:   Scope  Political Districts  

 Copy purpose and need from application (restate what is in application)  

 Careful the PPR doesn’t add requirements or commitments (e.g. stick to copying need & purpose from application)  

 Purpose & Need must be consistent between  PPR,  Application, and  PR/PSR   

 Project title in the (BA and) PPR must match the project title in the adopted resolution.  

 List Env Doc type; the PR or link to PR with Env Doc should be included in the submittal package.   

 Project schedule information provided must match the funding years in the application.   

 Take the purpose and need verbatim from the approved project application.  

 Make sure correct units are selected for the outputs (ex. feet versus miles; count all lanes, not centerline, etc.)  

 Project Benefits must be consistent with Application Project Benefits.   

 All benefits listed, either using the output / outcome dropdown menus or written out on p. 2 of the PPR. 

 Must include in Benefits Bike/Ped Improvements, if listed in project scope in approved Application. 
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PROJECT PROGRAMMING REQUEST (PPR) –CONTINUED–  

 Outputs and Outcomes are complete, consistent with, & in the approved project Application (ex. throughput, velocity, 
reliability, safety, congestion reduction/mitigation, bottleneck relief, multi-modal strategy, etc.)   

 Check distance of lane miles improved against the PPR project limits; make sure the distances make sense.   

 Verify the count of improvements like intersection & interchanges match with PPR scope of work under project 
description.  

 Check to see if Reversible lane analysis was done for a project: 

If not performed, why?     initially programmed aft. Jan 1, 2017,    Env. was completed bef. Jan 1, 2017 
     Project doesn’t add any lanes,    Other reason: _______________________. 

 If project benefits include Green House Gas (GHG) reduction, results from the analysis showing reduction in different 
gases should be included in the project benefits, and the GHG reduction box should be checked in the PPR.   

 If claiming Sustainable Community Strategy Goals, all project components must support this goal.  

 

PR, DRAFT PR, PSR, OR EQUIVALENT 

The following discussed and consistent with the other submittal documents: 

 Purpose  

 Need  

 Cost   

 Scope  

 Estimate   

 Env. Doc. 

 Copy purpose and need from application (or may accurately restate what is in the approved project application)  

 Purpose & Need must be consistent with approved application and Project Progress Report.  May copy purpose 
and need from application or restate what is in application. 

 List Env Doc type; the PR or link to PR with Env Doc should be included in the submittal package.   

 Project schedule information provided in approved application should match the funding years and the 
application.  Project milestone dates changing significantly need to be highlighted, and communicated to 
the CTC. 

 May take the purpose and need verbatim, from the application.  

 Make sure correct units are selected for the outputs (ex. Feet versus miles; count all lanes, not centerline, etc.)  

 

PROJECT PROGRESS REPORT 

 Purpose & Need must be consistent with approved application and PPR, and PR (or draft PR, PSR, or PSR 
Equivalent).  May copy purpose and need from application or restate what is in application. 

 Project schedule information provided must match the funding years and the application.  Project milestone 
dates that have significantly changed need to be highlighted and communicated to the CTC. 

 Check PPR Assembly, Senate, and Congressional districts match CTIPS.   

 Purpose & Need must be consistent with approved application and PR (or DRAFT PR, PSR, OR EQUIVALENT).  May 
copy purpose and need from application or restate what is in application. 

 Make sure correct units are selected for the outputs (ex. Feet versus miles; count all lanes, not centerline, etc.)  
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LIST OF DISCREPANCIES 

 This list should compare the approved project application with  

 BA    

 PPR    

 (PR, draft PR, PSR, PSR equivalent: ____________ ) 

     …and include any, and all, changes in: 

 Scope    Cost    Schedule    Benefits    Outputs & Outcomes    Purpose & Need    Location 

     Note: For any changes to the above elements, CTC staff may need to be notified, and changes may require 
separate CTC approval. 

 

INVESTMENT ANALYSIS (TCEP ONLY) 

 For TCEP projects, the summary results of “Investment Analysis” need to be included in the PR (or draft PR, PSR, 
or PSR equivalent: ____________), either as a bullet list, or cut and pasted to the benefits table from the 
analysis.  

 

GENERAL 

• Avoid discrepancies between the Baseline Agreement Submittal Documentation and the original CTC 
approved application; variances from the original application must be explained/justified 

• Information in Baseline Agreement submittal package documents should be consistent with approved 
application or pointed out and explained on the separately attached “List of Discrepancies.” 

• Avoid providing multiple project timelines. 
• Make sure any changes to the project are clearly stated and explained (ex. on l 

“List of Discrepancies”) 
• As stated previously, any changes to the scope, cost, schedule, benefits, outputs, outcomes, purpose& 

need, and/or location may require separate CTC approval; and notice to CTC staff. 
• For some projects, the number count for some project improvements, stated in the scope of work should 

match among all the BA supporting documents and the approved project application. 
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http://www.dot.ca.gov/hq/transprog/ocip.htm
http://www.dot.ca.gov/hq/transprog/newctips.html








http://accounting.onramp.dot.ca.gov/coding-manual-volume-1
http://accounting.onramp.dot.ca.gov/coding-manual-volume-1


http://www.dot.ca.gov/hq/transprog/ocip/stip/amend_submission_procedures.pdf
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