


RESOURCE GUIDE
Unified Planning Work Program (UPWP) 
PL Funded Projects

January 2017

Prepared by:



RESOURCE GUIDE: UPWP PL FUNDED PROJECTS 

i 

 

 

 

 

 

 

Resource Guide 

UPWP PL Funded Projects 

 

 



RESOURCE GUIDE: UPWP PL FUNDED PROJECTS 

ii 

Table of Contents 

Resource Guide UPWP PL Funded Projects ........................................................................................................................... i 

Overview ................................................................................................................................................................................................. 1 

Agency Coordination ..................................................................................................................................................................... 2 

CRTPO’s UPWP Review Subcommittee .................................................................................................................................. 5 

Eligible Project Sponsors .............................................................................................................................................................. 5 

Eligible Project Types ..................................................................................................................................................................... 6 

PL Fund Restrictions ....................................................................................................................................................................... 7 

PL Fund Application Process and Project Requirements ................................................................................................. 7 

Schedule for Jurisdictions ............................................................................................................................................................ 9 

Fiscal Year 1: ................................................................................................................................................................................. 9 

Fiscal Year 2: ................................................................................................................................................................................. 9 

Project Application Form ........................................................................................................................................................... 11 

Quarterly Reporting and Invoicing Form ............................................................................................................................ 15 

Project Deliverables, Documentation, and Presentation of Results ......................................................................... 18 

Agency Contacts/Resources .................................................................................................................................................... 18 

FAQs ....................................................................................................................................................................................................... 19 

Glossary of Terms: .......................................................................................................................................................................... 22 

Appendix A:  NCDOT Transportation Planning Branch MPO/RPO Important Dates .................................. 25 

Appendix B: Types of Projects Eligible for PL Funds .................................................................................................... 26 

Appendix C:  NCDOT Procurement Policies and Procedures/Consultant Checklist .................................... 29 

Appendix D:  NCDOT Transportation Planning Branch  Presentation on PL Funding ............................... 30 

Appendix E:  Sample Project Application Form .............................................................................................................. 31 

Appendix F:  Sample Quarterly Reporting and Invoicing Form ............................................................................. 32 

Appendix G:  Sample Project Extension Request Form .............................................................................................. 33 

 

  



RESOURCE GUIDE: UPWP PL FUNDED PROJECTS 

iii 

List of Tables 

Table 1: CRTPO UPWP Review Subcommittee Composition .......................................................................... 5 

Table 2: Projects Which Received PL Funds in FY 2017 .................................................................................... 6 

Table 3: Application Form Overview ..................................................................................................................... 11 

Table 4: Quarterly Reporting and Invoicing Form Key Dates ...................................................................... 15 

Table 5: Agency Contact Information ................................................................................................................... 18 

 

List of Figures 

Figure 1: PL Funding Application Process Flow Diagram and Schedule   .................................................. 4 

Figure 2: Member Jurisdiction Schedule for PL Funded Projects............................................................... 10 

Figure 3: Project Application Form Sections with Key Information........................................................... 13 

Figure 4: Sample Quarterly Reporting and Invoicing Form Sections with Key Information ............ 16 



RESOURCE GUIDE: UPWP PL FUNDED PROJECTS 

1 

This Resource Guide is intended to provide the Charlotte Regional Transportation Planning 

Organization (CRTPO) member jurisdictions with an overview of the Unified Planning Work 

Program (UPWP) and a thorough review of the federal Planning (PL) funding process.  In 

addition, key dates to help guide the application and reporting processes, and information on 

reporting and invoicing requirements, are included. Federal Highway Administration (FHWA), 

North Carolina Department of Transportation (NCDOT), and CRTPO policies are also discussed 

so applicants are aware of their responsibilities before applying for PL funding. To supplement 

the Resource Guide, a Quick Facts Guide was created to provide CRTPO member jurisdictions 

with pertinent, high-level information about PL funds, as well as overall project schedules and 

eligibility requirements.  

The Resource Guide and Quick Facts Guide are available on the CRTPO website.  Both documents 

contain links to an Application Form and Quarterly Reporting and Invoicing Form that are also 

intended to assist member jurisdictions with this process.   

Overview  

The Unified Planning Work Program (UPWP) is a transportation planning instrument that 

Metropolitan Planning Organizations (MPOs), including the Charlotte Regional Transportation 

Planning Organization (CRTPO), use to identify and communicate the way in which they will 

carry out their comprehensive transportation planning activities each fiscal year1. The UPWP 

conforms to federal guidelines and assigns planning tasks and responsibilities to the CRTPO as 

well as its member jurisdictions. Each year, the UPWP is collaboratively prepared by the CRTPO 

staff and board members, the Transportation Coordinating Committee (TCC), the UPWP Review 

Subcommittee, and the CRTPO member jurisdictions. It must be approved by the North Carolina 

Department of Transportation (NCDOT), the Federal Highway Administration (FHWA), and the 

Federal Transit Administration (FTA).  The UPWP is drafted annually in the fall and approved 

each subsequent March. 

                                                 
1 The fiscal year referenced begins July 1 and ends the following June 30. 

http://www.crtpo.org/plans-programs/unified-planning-work-program
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There are multiple sources which together fund the UPWP work activities each year, including 

the Section 23 USC 104 (d) Metropolitan Planning Funds, the FHWA State Planning and 

Research (SRP) funds, the FTA Section 5303 Grant, and the Surface Transportation Program-

Direct Attributable (STP-DA) funds. The Section 23 USC 104 (d) Metropolitan Planning Funds, 

also called the PL 104 or PL funds, comprise the majority of the funding that the CRTPO uses to 

conduct planning activities on a day-to-day basis. 

The FHWA and NCDOT allocate PL funds to MPOs in North Carolina each year based on a 

formula approved by NCDOT and FHWA and dependent upon MPO population2. The level of 

funding that each MPO receives is not known until the PL fund apportionment is announced on 

October 1st each year. The PL funds are reimbursable at an 80 percent rate for the amount 

requested for the transportation planning activities associated with the project, and require a 

minimum local match of 20 percent for that respective amount. For example, if a jurisdiction 

wants to move forward with a project for which the PL-funded transportation planning 

component will cost $60,000, it must provide $12,000 (or 20 percent) of that total budget cost. 

The federal reimbursable PL funds would cover the remaining $48,000. The CRTPO strongly 

recommends that PL funds be used within 12 months (one (1) fiscal year); however, an extension 

to a second fiscal year may be permissible under prescribed conditions with formal approval by 

CRTPO.  

It should be noted that the CRTPO chooses to sub-allocate PL funds to member jurisdictions to 

allow opportunities for transportation planning activities.  However, the CRTPO’s primary duty is 

to ensure sufficient funds are available to carry out mandated tasks.  The CRTPO is not obligated 

to provide PL funds for local projects. 

 

  

                                                 
2 MPO Administration Manual – Yearly Allocation of PL Funds.  NCDOT.  Approved: 5/9/07; revised 
1/15/13. Ver. 2 
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Agency Coordination 

Figure 1 shows that numerous agencies are involved in the process of allocating and overseeing 

the PL funds. The first step in this process is a Call for Projects sent to CRTPO’s member 

jurisdictions, allowing the opportunity to apply for PL funds to carry out eligible, local 

transportation planning studies within their jurisdictions. The Call for Projects is made in mid-

August with a Project Application Form due to CRTPO by mid-September.  By October 13, 

NCDOT announces the funding allocation for all North Carolina MPOs for the subsequent fiscal 

year. Once CRTPO knows its funding apportionment, work commences over the fall to develop 

the Draft UPWP.  CRTPO staff, NCDOT, and the UPWP Review Subcommittee collaborate on the 

development of the UPWP and review the submitted Application Forms to select projects to be 

awarded PL funds.  By January 31, CRTPO submits a Draft UPWP to NCDOT, and over the next 

two months, FHWA, FTA, NCDOT, and CRTPO collaborate to revise and refine the plan so the 

CRTPO Board is able to adopt the final document prior to March 31.  This is also the deadline for 

submitting the adopted UPWP, the 5-year work plan and MPO self-certification to NCDOT.  April 

15 is the final day to submit the final version of the UPWP, which is subsequently signed by 

FHWA, FTA, NCDOT, and CRTPO. On June 30, FHWA officially approves the UPWP, and the 

federal PL funds are authorized for use. The CTRPO’s fiscal year runs from July 1 to June 30, and 

member jurisdictions are authorized to begin their PL funded studies on July 1.  Appendix A 

contains a schedule of key dates for MPOs, relative to the PL fund allocation process (similar to 

the info displayed in Figure 1). 

  

                                                 
3 MPO/RPO Important Dates (July 1, 2016 – June 30, 2017).  NCDOT.  Updated 7/1/2016 
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FIGURE 1: PL FUNDING APPLICATION PROCESS FLOW DIAGRAM AND SCHEDULE 
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CRTPO’s UPWP Review Subcommittee 

The CRTPO UPWP Review Subcommittee is a group of agency representatives that provide 

guidance and oversight regarding the development of the UPWP and selection of PL funded 

projects. Table 1 shows the composition of the UPWP Review Subcommittee by agency and 

number of representatives. The CRTPO website includes the names of the individuals for each 

position.  

TABLE 1: CRTPO UPWP REVIEW SUBCOMMITTEE COMPOSITION 

Agency # Representatives 

Charlotte Area Transit System (CATS) 1 

Charlotte Department of Transportation (CDOT) 2 

Regional Travel Demand Model Group 1 

NCDOT - Transportation Planning Branch 1 

NCDOT - Public Transportation Division 1 

NCDOT - Division Representative 1 

Federal Highway Administration (FHWA) 1 

Municipal Representative 2 

County Representative 1 

Lake Norman Transportation Commission 1 

Mecklenburg County Land Use & Environmental Services Agency (LUESA) 1 

Source: http://www.crtpo.org/plans-programs/unified-planning-work-program  

Eligible Project Sponsors 

Member jurisdictions and agencies eligible to use CRTPO’s PL funds include the following (listed 

in alphabetical order):  

▪ City of Charlotte 

▪ Charlotte Area Transit 

System (CATS) 

▪ Cornelius 

▪ Davidson 

▪ Fairview 

▪ Huntersville 

▪ Indian Trail 

▪ Iredell County 

▪ Marshville 

▪ Marvin 

▪ Matthews 

▪ Mecklenburg County 

▪ Mineral Springs 

▪ Mint Hill 

▪ Monroe 

▪ Mooresville 

▪ NCDOT 

▪ Pineville 

▪ Stallings 

▪ Statesville 

▪ Troutman 

▪ Union County 

▪ Waxhaw 

▪ Weddington 

▪ Wesley Chapel 

▪ Wingate 

http://www.crtpo.org/plans-programs/unified-planning-work-program
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Eligible Project Types 

PL Funds are only allowed for transportation planning purposes and activities. Typical project 

categories include the following: 

▪ Transportation master plans, corridor studies, access/mobility studies, inventories of 

existing routes, and right of way investigations; 

▪ Future population, employment, and economic growth studies; 

▪ Traffic studies such as circulation plans, traffic count programs, intersection analysis, and 

small area studies; 

▪ Bicycle and pedestrian planning such as bicycle parking, sidewalk/bicycle lane master 

plans, and  trail and greenway plans; 

▪ Economic impact studies of transportation investments; 

▪ GIS data development/mapping applications;  

▪ Transportation related health impact assessments; 

▪ Environmental justice analysis; and 

▪ Conceptual/scoping studies and limited engineering design (specifically up to 15 percent 

“Line and Grade” design per NCDOT guidance), also known as “Planning Preliminary 

Plans” and/or “Functional Roadway” plans.  

In Fiscal Year 2017, the CRTPO awarded $333,000 in PL funds to its member jurisdictions for the 

projects shown in Table 2.  

TABLE 2: PROJECTS WHICH RECEIVED PL FUNDS IN FY 2017 

Project Name Jurisdiction 
PL Funding 

Awarded 

Local 

Match  

Total Project 

Cost 

Transportation Corridors Study Charlotte $100,000 $25,000 $125,000 

Old Statesville Road Corridor Study Cornelius $75,000 $18,750 $93,750 

NW Huntersville Transportation Study - Phase 2 Huntersville $50,000 $12,500 $62,500 

Wesley Chapel - Stouts Road Corridor Study Indian Trail $48,000 $12,000 $60,000 

US 21 / NC 115 Intersection Alternatives Analysis Mooresville $60,000 $15,000 $75,000 

Source: http://www.crtpo.org/plans-programs/unified-planning-work-program  

 

http://www.crtpo.org/plans-programs/unified-planning-work-program
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Between FY 2011 and FY 2016, projects were awarded PL funds for traffic counts, parking 

studies, corridor revitalization studies, future transit station area pedestrian plans, and 

multimodal plans, among others.  Appendix B includes a more extensive list of potential project 

types and examples. 

PL Fund Restrictions 

One limitation of the PL funds is that there are restrictions on their use. As noted above, PL 

funds are strictly for transportation planning purposes. It is important to note that FHWA allows 

up to 15 percent of a PL funded project to be designated for design. Typically, this design work 

includes tasks up to and including “Line and Grade” design per NCDOT guidance, also known as 

“Planning Preliminary Plans” and/or “Functional Roadway” plans. PL funds cannot be used for 

the following activities: 

▪ Surveying; 

▪ Property acquisition; 

▪ Site preparations; 

▪ Environmental planning/National Environmental Policy Act (NEPA) analysis; 

▪ Detailed design drawings; 

▪ Transit operations and management; and, 

▪ Construction projects.  

PL Fund Application Process and Project Requirements 

Understanding the process to apply for PL funds is important to ensure the study will be eligible. 

There are several requirements that must be considered. One important consideration is that 

these are reimbursable funds, meaning the project sponsor (member jurisdiction) must have 

funds available to pay for project work and will then be reimbursed by the MPO as work is 

completed.  A twenty percent (20%) local match must also be secured by the project sponsor 

prior to commencing the project.  Secondly, since the remaining eighty percent (80%) of the 

funds come from federal sources, it is mandatory to adhere to all rules and regulations 
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regarding the use of federal funding. If these rules are not met, the CRTPO has the right to 

withhold invoice reimbursement until all regulations have been satisfied. 

In addition to the previously identified requirements, PL project applicants must also adhere to 

the following: 

▪ Submit the required Application Form (see Page 11 for details); 

▪ Include direct expenses in the overall project budget; 

▪ If applicable, procure consultant(s) in compliance with state and federal regulations 

(Appendix C); 

▪ If applicable, ensure consultant contract meets all state and federal requirements prior to 

execution;   

▪ Send copy of consultant contract(s) to the CRTPO upon execution and before requesting 

funding reimbursement;  

▪ Submit Quarterly Reporting and Invoicing Forms after the close of each fiscal quarter 

regardless of the amount of work completed or reimbursement funds requested (see 

Page 15 for details); 

▪ Submit consultant invoices with each reimbursement request;  

▪ Ensure that all public outreach efforts meet Title VI requirements4; 

▪ If a technical team is formed to guide the project, Include the CRTPO staff; and 

▪ Be prepared to present the project results / findings to the CRTPO and / or Technical 

Coordinating Committee (TCC). 

If significant progress on the PL funded planning study has not occurred by the end of the first 

quarter of the fiscal year (July 1 – September 30), the CRTPO may retract the awarded PL funds5. 

If it is determined by the state and/or federal agency that requirements were not followed, 

federal funds may have to be repaid. 

                                                 
4 CRTPO’s public involvement plan can be found here: http://www.crtpo.org/plans-programs/public-

involvement-plan 
5 This would include not yet having procured a consultant should one be needed to complete the study. 

http://www.crtpo.org/plans-programs/public-involvement-plan
http://www.crtpo.org/plans-programs/public-involvement-plan
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Schedule for Jurisdictions 

Key dates for jurisdictions to be aware of are listed below. In addition, Figure 2 shows these 

dates in a calendar form which spans three fiscal years, from project application to project 

completion. 

Fiscal Year 1: 

▪ Mid-August – Call for PL Funded Projects 

▪ Mid-September – Project Applications Due 

▪ Mid-November – PL Projects Selected by CRTPO and CRTPO’s UPWP Review 

Subcommittee 

▪ January – Draft UPWP Released 

▪ March 30th – CRTPO Adopts the UPWP 

▪ Spring – Jurisdictions to Issue RFPs for Consultants (if needed) 

▪ June 30th – Consultant contracts should be awarded by this date 

Fiscal Year 2: 

▪ July 1st – PL Funded Project Authorization and Commencement 

▪ Quarterly Reporting/Invoicing Due: Dec 15th, Mar 15th, Jun 15th, and Sep 15th6  

▪ June 30th – PL Funded Project Completion Date 

 

                                                 
6 The final invoice may be submitted the first quarter of Fiscal Year 3, since the project concludes at the 

end of Fiscal Year 2. 
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FIGURE 2: MEMBER JURISDICTION SCHEDULE FOR PL FUNDED PROJECTS 
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Project Application Form 

The Application Form to submit requests for PL funding is a web based form that is hosted on 

the CRTPO’s website.  The form is intended to provide a clear, straightforward approach for 

member jurisdictions to apply for PL funds, as well as for the CRTPO and UPWP Review 

Subcommittee to evaluate projects using the information contain in the applications. The 

Application Form asks the applicant to provide key information such as contact information, a 

project description and purpose, scope of work, schedule, and amount of funding requested. 

Supplemental supporting information can also be uploaded. Prior to submitting the form, the 

applicant is asked to verify that the PL fund requirements have been reviewed and are 

understood. When the form is submitted, a copy is sent to the CRTPO and the applicant. Table 

3 contains information to consider when completing the form, and the Application Form 

sections are provided in Figure 3 with specific instructions.  

TABLE 3: APPLICATION FORM OVERVIEW 

Application Form Section Requirements to Keep In Mind 

Contact Information 
▪ Designate member jurisdiction staff person to manage project and 

their respective contact information 

Project Description 

▪ Projects must be transportation planning focused 

▪ Environmental analysis, detailed engineering design (over 15%), and 

construction projects are not eligible 

Scope 

▪ Must identify clear milestones 

▪ Describe steps to be taken to carry out project from start to 

completion 

▪ Deliverables and project data sent to CRTPO at project completion 

Schedule ▪ Project completed between July 1st - June 30th (12 months) 

Funding 
▪ 20% local match (minimum) / 80% federal reimbursable funds 

▪ Local match must be secured and available at project start 

Table continued on next page 

https://charlottenc.seamlessdocs.com/f/UPWPPlanningPLProjectApplicationForm
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Application Form Section Requirements to Keep In Mind 

Administration 

▪ Acknowledge availability of local funds  

▪ Acknowledge requirement for quarterly reports and invoices  

▪ Consultants section (if applicable) completed before July 1st  

▪ Adherence to all federal and NCDOT policies with regard to 

consultant selection and public outreach for Title VI 
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FIGURE 3: PROJECT APPLICATION FORM SECTIONS WITH KEY INFORMATION 
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Quarterly Reporting and Invoicing Form 

As indicated within the project application award requirements and also included on the 

Application Form, applicants who successfully receive PL fund awards for their respective 

projects must provide quarterly status updates to CRTPO. This is accomplished by completing 

and submitting a Quarterly Reporting and Invoicing Form7.  Table 4 shows the quarter number, 

quarter duration, and the due date for each respective Quarterly Reporting and Invoicing Form. 

And Figure 4  displays the Quarterly Reporting and Invoicing Form sections with specific 

instructions.  

TABLE 4: QUARTERLY REPORTING AND INVOICING FORM KEY DATES 

 

                                                 
7 The Quarterly Reporting and Invoicing form can be accessed on the CRTPO website. 

Quarter Quarter Duration 
Quarterly Reporting and 

Invoicing Form Due Date 

1 July 1 - September 30 December 15 

2 October 1 - December 31 March 15 

3 January 1 - March 31 June 15 

4 April 1 - June 30 September 15 

https://charlottenc.seamlessdocs.com/f/QuarterlyReportingInvoicingFY17
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FIGURE 4: SAMPLE QUARTERLY REPORTING AND INVOICING FORM SECTIONS WITH KEY INFORMATION 
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NOTE: 

It is important to note that all local funds need to be spent before reimbursable funds are 

invoiced. Also, direct expenses need to be included in the budget. The CRTPO will not cover 

direct expenses that were not budgeted. Direct expenses may include printing services, project 

related supplies, technical equipment such as GPS units, and all other reasonable expenses. 

Appendix D contains additional information on NCDOT allowable expenses. 
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Project Deliverables, Documentation, and Presentation of Results 

Additionally, as noted above, the CRTPO requires that project documentation must be 

submitted as a deliverable. This documentation may include descriptions of methodologies, 

tools, processes, results, maps, recommendations, and/or plans.  The anticipated deliverables 

must be documented on the Application Form, but additional data and information that is 

collected and/or created during the duration of the project must also be provided to the CRTPO. 

Project deliverables and documentation must be submitted to the CRTPO prior to payment of 

the final invoice. Additionally, MPO staff participation is required on any technical team 

developed to guide the project. Finally, a presentation to the Technical Coordinating Committee 

(TCC) and/or CRTPO Board may be required. 

Agency Contacts/Resources 

Contact information for agencies that can provide further assistance is provided in Table 5.  

TABLE 5: AGENCY CONTACT INFORMATION 

Agency Contact Question Topic Email Address Phone Number 

CRTPO Robert Cook, AICP 
Project and Process 

Related Questions 
rwcook@charlottenc.gov 704-336-8643 

CRTPO Erin Kinne 
Invoice Related 

Questions 
erin.kinne@charlottenc.gov 704-336-4979 

CRTPO Jayne Peterson 
Invoice Related 

Questions 
japeterson@charlottenc.gov 704-353-1976 

NCDOT Earlene Thomas 
State Requirement 

Questions 
ewthomas@ncdot.gov 919-707-0909 

FHWA Loretta Barren 
Federal Requirement 

Questions 
loretta.barren@dot.gov 919-747-7025 

file://///CLTFILE01/Transportation/P/1031706002_CRTPO-UPWP/Planning/Deliverables/Resource%20Guide/erin.kinne@charlottenc.gov
mailto:jpeterson@ci.charlotte.nc.us
mailto:ewthomas@ncdot.gov
mailto:loretta.barren@dot.gov
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Frequently Asked Questions (FAQs) 

Several common questions and themes were expressed by member jurisdictions as part of the 

outreach process to develop the content for this Resource Guide.   A list of “Frequently Asked 

Questions” with corresponding responses is provided below.  

 

1. What types of projects are eligible?  

PL funds are designated for transportation planning projects including corridor studies, 

traffic counts, GIS mapping, and bicycle/pedestrian plans, to name a few. A longer list of 

transportation planning project types is included in Appendix B. PL funds do not cover 

National Environmental Policy Act (NEPA), design engineering, or construction costs. 

With this said, a small amount of transportation engineering/design (up to 15 percent) 

can be included in the project. For more information, please contact CRTPO and FHWA. 

 

2. Are environmental review (NEPA) tasks eligible for PL funds?  

No, environmental analysis and review, including NEPA studies, are not eligible for PL 

funds.  

 

3. What is the difference between the call for PL funded projects versus other types of 

project calls?  

This call for projects is supported by funding provided through the Section 23 USC 104 

(d) Metropolitan Planning Funds. These funds, which are also called PL funds, are 

apportioned to the North Carolina Metropolitan Planning Organizations (MPOs) by the 

FHWA. The PL funds that the CRTPO receives will support its day-to-day transportation 

planning activities as well as special transportation focused projects led by the CRTPO 

member jurisdictions. 
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CRTPO will issue other calls for projects throughout the year. These calls will be 

supported by different funding sources and will have varied requirements and guidelines. 

Please contact Robert Cook, AICP to discuss the CRTPO’s project calls in more detail. 

 

4. How much time will there be between the PL funds call for projects and the 

application deadline? 

Typically, there is one (1) month between the call for PL projects and the Application 

Form due date. The call for PL projects usually starts in August with the application due 

date in September. (The dates may vary slightly from year to year.) The Application Form 

is web-based and has been designed to be straight-forward and easy to fill out. 

 

5. What is the typical funding amount awarded for a PL project? 

There isn’t a “typical” amount of funding for PL projects as it depends on both the total 

allocation that CRTPO receives from NCDOT and also the project applications that are 

submitted. With that said, projects awarded PL funding in 2017 ranged from $48,000 to 

$100,000 as shown in Table 2 of this Resource Guide.  It is important to note that the 

CRTPO does not guarantee award of PL funds for any application.  Ultimate award 

determinations are made annually by the CRTPO and CRTPO’s UPWP Review 

Subcommittee based on a review of all applications received, along with funding 

availability.  

 

6. How will I know if my project is selected? 

The CRTPO and UPWP Review Committee selects projects by Mid-November for 

inclusion in the Draft UPWP, which is due to NCDOT on January 31. At this point, if your 

project is included in the Draft UPWP, there is a strong chance it will be awarded. 

However, the NCDOT and FHWA will review the Draft UPWP and revisions may be made 

before the Final UPWP is submitted. 

 

 



RESOURCE GUIDE: UPWP PL FUNDED PROJECTS 

21 

7. What happens if the scope of my project changes after the project has started? 

If the scope of your project changes after the project has commenced, contact the 

CRTPO to discuss altering the project scope and deliverables.  If the scope changes are 

significant, it is possible that the issue may be brought to the attention of the TCC and 

CRTPO UPWP Review Subcommittee for review and possible UPWP amendment. If a 

contract has been executed and there is a scope change, CRTPO should be notified to 

ensure state/federal requirements are being followed and that reimbursement can occur. 

 

8. What happens if my project is running behind and will not be completed in the 

one-year timeframe?   

By the end of the 3rd fiscal quarter (March 31), if the project has encountered delays 

beyond the control of the local jurisdiction, the Project Extension Request Form (see 

Appendix G) will need to be submitted. 
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Glossary of Terms: 

 

Allocation – Administrative distribution of funds among the States, or among subunits in a 

metropolitan area, done for funds that do not have statutory distribution of funds. 

Apportionment – Refers to a statutorily prescribed division or assignment of funds. An 

apportionment is based on prescribed formulas in the law and consists of dividing authorized 

obligation authority for a specific program among the States. 

Authorization – Basic substantive legislation which empowers an agency to implement a 

particular program; also establishes a limit on the amount of funds that can be appropriated for 

that program and creates the policy and structure of a program, including formulas and 

guidelines, for awarding funds. Revenues to be spent under an authorization must be 

appropriated by separate legislation. 

Coordination – The comparison of the transportation plans, programs, and schedules of one 

agency with related plans, programs, and schedules of other agencies or entities with legal 

standing and adjustment of plans, program, and schedules, to achieve general consistency. 

Charlotte Regional Transportation Planning Organization (CRTPO) - The Metropolitan 

Planning Organization for the Charlotte Urbanized Area; represents 3 counties (Iredell, 

Mecklenburg, and Union); comprised of 29 jurisdictions (24 of which are voting); spans two 

NCDOT Divisions (Divisions 10 and 12). 

Department of Transportation (DOT) – National agency established in 1966, responsible for 

keeping the traveling public safe and secure, increasing mobility, and enabling the 

transportation system to contribute to the nation’s economic growth. 

Discretionary Funds – Any funds whose distribution is not automatic. Decision on the 

distribution of discretionary funds are usually made by an agency or person on the basis of that 

agency’s or person’s choice or judgment and in accordance with criteria set out in law or 

regulations. 
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Federal Highway Administration (FHWA) – An agency of the USDOT with jurisdiction over 

highways. 

Federal Transit Administration (FTA) – An agency of the USDOT with jurisdiction over transit. 

Local Match – Required contribution from local jurisdiction for the use of federal funds; typically 

a 20 percent minimum. 

Metropolitan Planning Area – The geographic area in which the metropolitan transportation 

planning process must be carried out. 

Metropolitan Planning Organization (MPO) – Federally designated organization for urbanized 

areas with populations larger than 50,000, whose primary function is to carry out the 

transportation planning process among the member jurisdictions within its established planning 

area boundary. 

National Environmental Policy Act (NEPA) – Act signed into law which established a national 

environmental policy intentionally focused on Federal activities and the desire for a sustainable 

environment balanced with other essential needs of present and future generations of 

Americans. 

NCDOT Transportation Planning Branch (TPB) – Division of NCDOT responsible for oversight 

of Planning (PL) funds to MPOs statewide. 

Planning (PL) Funds – Principal source of funding for carrying out the MPO process; includes 

funds sub-allocated by CRTPO to member jurisdictions for local transportation planning 

projects. 

Project Costs – All eligible expenditures expected to be associated with the funding of a 

project. These costs are legally able to be included in the principal amount of any bond issue 

used to finance the project, including: costs of acquisition, construction costs, equipment use, 

capitalized interest expenses, reserve funding requirement, printing cost, legal fees, etc. 
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Surface Transportation Program-Direct Attributable (STP-DA) Funds – A discretionary 

funding source available to MPOs that have a TMA designation (see Transportation 

Management Area definition).  Funds are to be used to advance projects across all modes of 

transportation.  The unprogrammed portion of the MPOs STP-DA funds may be used for 

planning activities.  Projects are subject to federal compliance. 

Technical Coordinating Committee (TCC) – Committee of government personnel within the 

local MPO which supports the MPO and is responsible for the general review, guidance, and 

coordination of the transportation planning process. 

Transportation Improvement Program (TIP) – A staged, prioritized, multi-year intermodal 

program of transportation projects, prepared in each metropolitan area, which is consistent with 

that area’s metropolitan transportation plan. Each metropolitan TIP is incorporated in its entirety 

into the Statewide TIP (STIP). 

Transportation Management Area (TMA) – Urbanized area with a population over 200,000 (as 

determined by the latest decennial census) or other area when TMA designation is requested by 

the Governor and the MPO, and officially designated by the Administrators of the FHWA and 

FTA. The TMA designation applies to the entire metropolitan planning area(s). CRTPO is 

classified as a TMA. 

Unified Planning Work Program (UPWP) – Document produced annually by the MPO to 

describe all transportation related planning activities that will be carried out during the next 

fiscal year. 

United States Code (USC) – 23 USC 134 is the part of the USC that governs the metropolitan 

transportation planning process.  

Urbanized Area (UZA) – Census classification for areas having a population of 50,000 or more 

which meets certain population density requirements.  
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Appendix A:  

NCDOT Transportation Planning Branch 

MPO/RPO Important Dates 

 

 

 

 

 

 

 

 

 



MPO/ RPO Important Dates 

July 1, 2016 – June 30, 2017 
 

                     Tasks Updated 7/1/2016 Dates 

MPO-only tasks are in blue. RPO-only tasks are in red. Common tasks are in black 

 

 

*****Note: All (U)PWP and invoices submitted online via the MPO/RPO Planning Grants Site***** 
 
 
 

July 1, 2016 State FY 17 begins 

July 30, 2016 Last date to submit 4th Quarter 5303 Claim (April 1, 2016 – June 30, 2016) 

August 10, 2016 4th Quarter (Final) invoice, work summary and annual performance report due for FY 16 

October 1, 2016 

• Federal FY 17 begins 

• TPB provides MPO/RPO planning fund allocations for FY 18  

• PTD provides MPO 5303 planning funds allocations for FY 18 and application 

instructions 

October 31, 2016 1st Quarter 5303 Claim (July 1, 2016 to Sept. 30 2016) due 

November 1, 2016 MPO Evaluation Report due to Transportation Oversight Committee (NCGS 136‐200.4) 

November 10, 2016 1st Quarter invoice and work summary due 

January 31, 2017 
• Draft (U)PWPs for FY 18 due 

• 2nd Quarter 5303 Claim (Oct 1, 2016 to Dec. 31, 2016) due 

February 1, 2017 CTP Study Priority List due 

February 10, 2017 2nd Quarter invoice and work summary due 

February 28, 2017 Draft PWP for FY 18 due 

March 31, 2017 

Last day to submit adopted FY 18 (U)PWP with resolution, 5‐year planning calendar, and 

MPO self‐certification of long range planning. Documents are to be submitted with 

separate uploads for (U)PWP, self‐certification, and 5‐year work plan. 

April 18, 2017 Last day to submit revisions to TPB for FY 17 (U)PWP with signatures 

April 30, 2017 3rd Quarter 5303 Claim (January 1, 2017 to March 31, 2017) due 

May 10, 2017 3rd Quarter invoice and work summary due 

May 31, 2017 

• Last day to submit revised FY 17 PWPs with signatures 

• Last day to submit adopted FY 18 PWP and 5‐year planning calendar.  Documents are 

to be submitted with separate uploads for PWP and 5‐year work plan. 

June 30, 2017 TPB approves FY 18 (U)PWPs 
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Appendix B:  

Types of Projects Eligible for PL Funds 
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ELIGIBLE PL PROJECT TYPES: 

Transportation Master Plan 

Corridor Study 

     Roadway expansion 

     Roadway extension/alignment 

     Improvement/revitalization 

     Pedestrian & transit 

Subarea Study 

     Multimodal plan 

     Connectivity study 

     Transportation study 

     Transit village study 

     Access and mobility feasibility 

Bicycle/Pedestrian Plans 

     Jurisdiction-wide master plan 

     Feasibility study for a specific corridor/project 

     Bicycle/pedestrian safety study 

     Station-area pedestrian plan 

Traffic  

     Traffic impact study 

     Traffic flow study 

     Multimodal traffic circulation plan 

     Traffic count program 

      Intersection analysis 

Transit 

     Master plan 

      Feasibility study 

      Implementation study 

      Alignment alternatives 

      Transit oriented development coordination 

Other  

     Regional intermodal plan 

      Origin and destination study 

      Bicycle parking & transit circulator feasibility study 

      Safe routes to school study 

      Interchange modification study 

      Health impact assessment 

      Environmental justice analysis 

      GIS mapping 
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SAMPLE PL PROJECTS: 

Fiscal 

Year 
Project Name Jurisdiction/Agency 

2014 Chestnut Parkway study Town of Huntersville 

2014 Downtown multimodal plan Town of Indian Trail 

2014 Comprehensive Transportation Plan CTPO ordinance review CRTPO 

2014 Independence Boulevard corridor planning CDOT 

2014 
Coordinate with developers to achieve Transit Oriented 

Development at Stations 
CATS 

2012 Support TCC and Transportation Advisory Board Cornelius 

2012 Continue traffic count program Huntersville 

2012 Future transit station area pedestrian plan Huntersville 

2012 Continue a connectivity study Huntersville 

2012 Interchange modification study Huntersville 

2012 Support of the MPO process Huntersville 

2012 Regional corridor bike lane/trail plan along Red Line Mecklenburg County 

2012 US 74 Corridor Revitalization Study Union County 

2011 Continue traffic count program Cornelius 

2011 Planning for Zion Avenue improvements Cornelius 

2011 Support of the MPO process Cornelius 

2011 Downtown parking study Davidson 

2011 Creation of a local traffic count program Huntersville 

2011 Pedestrian plan Huntersville 

2011 Support of the MPO process Huntersville 

2011 Intersection analysis study Indian Trail 

2011 Local transportation plan Matthews 

2011 Local transportation plan Stallings 

2011 
Evaluation of an alignment for the proposed 

US 601 South Connector 
Monroe 

Source: http://www.crtpo.org/plans-programs/unified-planning-work-program  

 

http://www.crtpo.org/plans-programs/unified-planning-work-program
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Appendix C:  

NCDOT Procurement Policies and Procedures/ 

Consultant Checklist  

 

 

  





































EAB-C 64    Page 1 of 2 
Revised 1/15 

NORTH CAROLINA DEPARTMENT OF TRANSPORTATION 
OFFICE OF INSPECTOR GENERAL 

CONSULTANT, UTILITY, RAILROAD & TURNPIKE UNIT 

I.    DATA TO BE INCLUDED WITH THE CONSULTANT'S/SUB-CONSULTANT'S PROPOSAL (PRIME AND SUBS) 

A. Statement of Company Policy (for Personnel, Vacation, Sick Leave, Overtime, Pay Raise Policies, Travel and 
Subsistence Reimbursement, etc.) 

B. Chart of Accounts 

C. Financial Statements for the last fiscal year 

D. Overhead Audit – http://audit.transportation.org/Documents/AudAcctgGuide2012(SPG-complete).pdf 

E. Internal Control Questionnaire (ICQ), Certification of Final Indirect Costs letter (CCL) and Certification of 
Premium Overtime Policy must be completed each fiscal year and submitted with the overhead computation. 

II. PROPOSAL PREPARATION WITH   ACCOMPANYING DOCUMENTATION (PRIME AND SUBS)

A.  Direct Labor – MUST be presented as follows: Man-hours by employee name, job classifications and raw salary 
rates.   The Contracting Officer must verify that the primary names proposed match the employees who were 
proposed on the Letter of Interest.  There may be occasional differences due to employee turnover, 
relocations, etc. 

B. Overhead (should be expressed as a percentage of Direct Labor) 

C. Fee (should be expressed as a percentage of Direct Labor and Overhead) 

D. Direct Non-Salary Costs – Job related expenses which are required directly in the performance of project services 
such as travel, subsistence, long distance telephone, reproduction, printing, etc.  These should be itemized as to 
quantities and unit costs in arriving at the amounts.   

The rates used in developing the proposed expenses incurred in-house should be supported by historical cost 
and/or pricing data.  The rates used in developing the proposed expenses incurred by outside parties should show 
how they were established including names and phones numbers of vendors that supplied price quotes and 
receipts, invoices, etc. if available.  

The proposed non-salary costs must be the lower of the consultant’s actual cost or the Department’s maximum 
allowable rates available here:   
https://connect.ncdot.gov/projects/Roadway/Private%20Engineering%20Firm%20Resources/Maximum%20All
owable%20Non-Salary%20Direct%20Costs.pdf 

The consultant may only propose non-salary costs that are normally captured as direct expenses in their 
accounting system.  Items normally charged to overhead by the consultant may not be proposed as direct 
expenses. 

http://audit.transportation.org/Documents/AudAcctgGuide2012(SPG-complete).pdf
https://connect.ncdot.gov/projects/Roadway/Private%20Engineering%20Firm%20Resources/Maximum%20Allowable%20Non-Salary%20Direct%20Costs.pdf
https://connect.ncdot.gov/projects/Roadway/Private%20Engineering%20Firm%20Resources/Maximum%20Allowable%20Non-Salary%20Direct%20Costs.pdf
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EXAMPLE OF A STANDARD PROPOSAL: 

CLASSIFICATION EMPLOYEE MAN-HOURS HOURLY RATE TOTAL 

Project Manager Jane Doe 10 $50.00 $500.00 
Sr. Engineer John Doe 40 $40.00 $1,600.00 

CADD  Adam Smith 80 $20.00 $1,600.00 
Clerical Eve Smith 20 $15.00 $300.00 

TOTAL DIRECT LABOR $4,000.00 

OVERHEAD  RATE 130.00% (applied to DL) $5,200.00 
SUB-TOTAL $9,200.00 
FEE 9.00% (applied to DL and OH) $828.00 
COST OF CAPITAL 1.23% (applied to DL) $49.20 
SUB-TOTAL $10,077.20 

DIRECT NON-SALARY COSTS: 
TYPE QUANTITY UNIT PRICE TOTAL 

Mileage 500 $0.56 $280.00 
Reproduction 100 $0.04 $4.00 

Per Diem 5 $110.80 $554.00 
TOTAL DIRECT NON-SALARY COSTS $838.00 

GRAND TOTAL $10,915.20 

Note: 
All agreements submitted to the Department require the consultant to maintain all books, 
documents, papers, accounting records and other information pertaining to costs incurred 
on projects for a period of three (3) years from the date of final payment and to make such 
materials available at its offices at all reasonable times during the contract for inspection by 
the State. 

It is preferred that job costs be segregated by tasks (Hydro, Roadway, Structures, etc.). 

Any questions may be directed to the Consultant, Utility, Railroad & Turnpike Unit: 

Lonnetta Raynor - Manager  
Dorene Creech - Lead Auditor 
Harold Renfrow  
John Stroud 
Landon Perry  
Charlie Wright

(919) 707-4582   
(919) 707-4584   
(919) 707-4583   
(919) 707-4580   
(919) 707-4589
(919) 707-4579 

lwraynor@ncdot.gov 
dcreech@ncdot.gov 
hrenfrow@ncdot.gov 
jestroud@ncdot.gov 
loperry@ncdot.gov 
ccwright@ncdot.gov

mailto:lwraynor@ncdot.gov
mailto:dcreech@ncdot.gov
mailto:hrenfrow@ncdot.gov
mailto:jestroud@ncdot.gov
mailto:loperry@ncdot.gov
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Appendix D:  

NCDOT Transportation Planning Branch  

Presentation on PL Funding 

 

 

 

 

 

 

 

 

  



NCDOT

Transportation Planning Branch

April 1 & 6 





Is the cost necessary and 
reasonable

We ask the question




 First and foremost these are PLANNING funds

 Not NEPA

 Not Design Engineering

 Not Construction

 Reasonable to carry out the PLANNING 
Process

Remember




 Metropolitan and Statewide Planning

 Planning for the financing of highway, bicycle, and 
pedestrian programs and transit systems

 Planning for highways and transit programs

 Economic and engineering surveys and 
investigations

 Development and implementation of management 
systems, plans and processes

What’s Covered




 Safety and economic studies

 Corridor studies

 Regulations and taxing of highway programs

 Research, development and technology transfer 
activities

 Travel and training specific to the implementation of 
the planning and research program

There’s more




 Must be in the approved work program

 Incurred after authorization

 Necessary and reasonable for contract performance

 Principles and objectives are stated in contract

 Proper documentation

Cost






 Eligible when

 Primary purpose is the dissemination of technical information 
to implement the planning program

 Employee in attendance must be working on the Federal-aid 
program/project

 Salaries and travel for supervisors who are not actually 
working on the Federal-aid project is only eligible as an 
indirect cost. Based on the approved indirect cost allocation 
plan.

 Ex: Attendance at TRB would need to be an indirect cost 
 Ex: Attendance at AASHTO meeting would be an indirect cost
 Ex: Attendance at a public involvement training course would an 

eligible direct expenditure

Meetings, Trainings & 
Conferences




 If using incentives they must be reasonable to the 

projects cost and benefit

 Ex: surveys, cost $50,000 incentive - $50 - reasonable

 Ex: surveys, cost $75,000 incentive - $25,000 -
unreasonable

Incentives




 AASHTO, APTA, NARC would be an indirect cost, 

because the organizations do more than just 
transportation planning

 AMPO would be a direct cost

 Membership must be in the name of the agency, not 
a particular individual

 In the case of non-profits and professional 
organizations any portion of funds used for lobbying 
is unallowable

Membership dues




 Can be used as match 

 Must equal the total match

 Could possibly reduce Federal share

 Must be calculated and identified in initially 
approved work program

 Cannot be borne by other Federal funds or as a 
match for other Federally funded grants

 Documentation/invoices from 3rd party required

 MPOs/RPOs are not eligible 3rd parties

3rd Party Contributions




 SPR/PL work program is eligible for indirect cost

 Must be submitted and approved with annual work 
program budget

 If an approved cost rate exist entities must use it, 
even if approved by another Federal agency

 If no Federally approved cost rate exist entities can 
use a de minis rate of 10%, if they receive less than 
$35m in all Federal funds or develop a rate

 Can apply for a 1-time extension of cost rate of up to 
4-years

Indirect cost




 Office supplies and equipment

 Local government financial staff

 Some supervisor salaries

 Overhead charges, i.e. telephones, rent, 

 Administrative staff

 Legal

 Auditors

Indirect Cost - Examples




 MPO dues to regional coalition/ professional 

organizations in the name of the MPO

 Feasibility studies

 Economic impact studies/investigations

 RPOs and SPOT

 Legal fees for the defense of the organization in to 
carry out the Federal award/ program

 Up to 15% design in a planning study

Eligible 




 Right-of-way investigations

 Limited land use planning as it relates to 
transportation planning

 Rail planning and studies

 Transit planning

 Bicycle & pedestrian planning

Eligible




 Providing food at meetings

 Providing daycare for meetings

 Aesthetics manual

 Sole source contracting

 Comprehensive evaluation of the NC Railroad Company

 PL funds cannot match HUD planning grants

 Lobbying

 Work prior to contract award

 Consultants involved in the process cannot bid

 Police services

Not Eligible







STP-DA

 Funds must be in TIP

 Construction, 
reconstruction, rehab, 
resurface & restore

 Operational (hwys/ 
Interstates, bridges & 
toll roads)

 Bicycle and pedestrian 
facilities

 ADA modifications

 Transit projects, 
vehicles, & facilities

 Carpool projects

 Fringe & corridor 
parking and programs

 Hwy & Transit safety 
improvements

 Hazard elimination

 Hwy/Rail crossing 
improvements




 Hwy & Transit research

 Technology transfer

 Surface Transportation Planning

 Transportation Alternatives

 Transportation Control Measures

 Development and Establishment of management 
systems

 If funds are transferred to planning they follow the 
planning rules and must be in UPWP

STP-DA





Loretta W Barren

Loretta.barren@dot.gov

919-747-7025

QUESTIONS

mailto:Loretta.barren@dot.gov
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Appendix E:  

Sample Project Application Form 

 

 

 

 

 

 

 

 

 

 

  



UPWP	Planning	(PL)	Project	Application	Form

Submitted	On:	 	 Submitted	By:

Applicant	/	Lead	Agency:

Contact	Name:

Contact	Phone	Number:

Contact	Email::

Project	Name:

Provide	a	brief	summary	of	the
project	location,	purpose	and
need.:

Describe	how	the	project	meets
one	or	more	CRTPO
goals/objectives	as	listed	in	the
MTP.	(Include	link	to	this	section
from	the	MTP):

Provide	a	brief	summary	of	the
project	scope	including	major
milestones	and	anticipated
deliverables/final	products.:

Project	Start	Date:

Project	End	Date:

Total	Project	Cost::

Total	PL	Fund	Requested::

Total	Local	Match	Committed
(20%	of	Total	Project	Cost
required):

I	have	read	and	understand	the
requirements	associated	with
applying	for	and	using	UPWP	PL
funds.	I	understand	that	these
funds	are	reimbursable	and
require	my	agency	to	complete
quarterly	progress	reports	and
invoices:

Sample Form
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Appendix F:  

Sample Quarterly Reporting and Invoicing Form 

  



Quarterly	Reporting	and	Invoicing	Form	for	PL	Funded	Projects
FY2017

Submitted	On:	 	Submitted	By:

Invoice	#::

Applicant	/
Lead	Agency:

Contact
Name::

Contact
Address:

Contact
Phone
Number:

Contact
Email:

Project	Name:

Provide	a
brief
summary	of
work
accomplished
during	the
quarter:

Provide	a
brief
summary	of
anticipated
work	in	the
next	quarter:

List	any
challenges
with	the
project
scope:

Project	Start
Date:

Project	End
Date:

Total	Project
Budget:

Sample Form



Total	PL
Funds
Allocated:

Total	Local
Match:

Total	Budget
Amount
Spent	for
Current
Quarter:

Total	Budget
Amount
Spent	for:

Total	Budget
Amount
Remaining:

Percent
Budget
Complete:

List	any
challenges
with
completing
the	project
within	budget
and	on-time:

Please	upload
your
completed
Invoice	Form
and
supporting
attachments
below
(including
Consultant
invoices):

Sample Form
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Appendix G:  

Sample Project Extension Request Form 

 



Planning	(PL)	Project	Extension	Request	Form

Submitted	On:	 	Submitted	By:

Quarter:

Applicant	/	Lead	Agency:

Contact	Name::

Email:

Full	Address:

Extension	Request	Reason::

Extend	to	Date::

Total	Budget::

Total	PL	Funds::

Total	Local	Match::

Total	Budget	Remaining;:

Project	Scope	Changes::

PL	Fund	request	Change:

If	Yes,	Explain	and	Indicate	New
Amount::

Amount	of	Local	Match	(If
Different	PL	Fund	Amount
Requested)::

Sample Form
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