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Today’s Participants

Who is the Research Center?

— The Research Center oversees the Department’s
research program, projects that are requested by
FDOT Offices and Districts and are contracted to
universities and consultants

Who are you?
— Managers for research projects
— People with research needs
sm, — Busy people




Why are you Here?

What is Covered in this Training?
— Procedure for progress report review and approval

— Final report requirements, review, and publication

This training covers the Research Center’s
reporting process only.




Research Center Overall Process
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Research Center Progress Report Process
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Reporting Timeline

Example for a One Year Project

a1 Q2 Q3 Project
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Research
PM Report PN Report Center Editoriyl
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PM Report Final Report and
Approval Summary Posted




Progress Reports in the Future

Deliverable Based Contracts
The Research Center is moving to Deliverable-Based Contracts

Deliverable-based compensation requires reports and invoices
only when stated as a deliverable

Training on this will be delivered in 2013, also see Advancing
Accountability training at DFS




Report Schedule

Report frequency was decided during proposal
development

Typical

* Progress reports on calendar quarters

e Draft Final 3 months before the end

* Invoice based on overall percent complete
Monthly or other schedules are possible




Progress Report Schedule

Examples of Progress Reports - Calendar Quarters

Progress Reports

The umversity will submit progress reports on a calendar guarter basis to the Research
Center. Reports shall be submuatted within 30 days of the end of the reporting period, If the task
work order is executed and begins within the last 30 days of a quarter work performed during
that period may be included with the progress report coving the successive and first full quarter.

- Reports are due even if little or no progress has occurred (in which case, the report will
explain delays and/or lack of progress). Progress reports will be sent in MS Word to Sandra
Bell, sandra.bell@dot. state. fl.us.

Progress reports will include the following information:

Contract number, task work order number, and title

Work performed during the period being reported

Work to be performed in the following period

Anticipated modifications (i.e., to funding, schedule, or scope). This section is for
reporting/informational purposes, not for officially requesting an amendment.

ol D e

Note: To request an amendment to a contract, the contractor must provide the Project
Manager with the appropriate information (i.e., what is being requested with justification)
in the required format. If the Project Manager concurs with the request, he/she will
forward it with his/her approval and commentary, as appropnate, to the Research Center
for administrative review and processing (pending available funds, etc.)

5. A progress schedule updated to reflect activities for the period being reported.

Failure to submit progress reports in a timely manner may result in termination of the work order.




Report Process

Research Center Progress

Quarterly)

Submit Progress Report
per Contract (Typically




Progress Report Contents

For Projects Reporting on Calendar Quarters

http://www.dot.state.fl.us/research-center/Project Mgt Resources.shtm

F‘LOR]DA DEPARTMENT OF TRANSPORTATION
Research Progress Report
Title: [insert Title of Contract]
FDOT Contract Number: [insert Contract Number]
[insert University, Department]
[insert Principal Investigator name]
[insert date prepared]

L Activities Performed During Period [insert date range of reporting period]

[Provide a description of the activities performed during the reporting period. Sufficient detail
should be provided to support percent complete and invoicing claims. Activities should be
linked to identified tasks in the scope of service. Work is not to be performed outside of tasks
defined within the scope of service; such work is not subject to compensation.]

IL Activities Planned for [insert date range of next reporting period]
[Provide a description of the activities to be performed during the next reporting period. Link
planned activities to identified tasks in the scope of service ]

ITL. Summary of Modifications to be Requested

[Identify any anticipated changes to project work, duration, or funding that will be requested.
This section is for informational purposes only. Requests must be submitted separately and will
be processed and reviewed by the Project Manager and the Research Center. Approval of the
progress report does not constitute approval of therequest.]

IV. Project Schedule

[The project schedule is provided separately as an Excel spreadsheet. The charts in the schedule
may be pasted into this form or mav be submitted as a separate Excel document. If submitted as
a separate document, please insert in this section the following langnage: “Please see attached
spreadsheet.”]
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Research Center Progress Report Process
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Project Manager Review of Progress
Report

What will a PM look for in an progress report?

e Reported % complete should match what has
peen done

 Technical progress
e Scope creep or slimming without amendments
* Remaining on schedule

 PM has five working days to approve/reject
report

14




Project Manager Review of Progress
Report

If you Require Changes to a Progress Report

Send comments to Pl, copy the Research Center
Pl may ask for clarification

Pl will submit a revised progress report and the
process starts over
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Contract Amendments

Amendments will be covered in detail in another training

Types of Amendments
e Additional time
e Budget change

e Change in scope of service
— What and why?

e Other
— Changes in title or PI/PM

Amendments must be approved by the Project Manager and the Research Center

16




Project Schedule Check for Projects

Goal is for PM to determine if requested percent is realistic based on reported percent complete for each task

Report states “Estimated %
Completion” for each Task based
on progress;

Requested payment is tied to “Overall
% Complete Actual”;

Draw a line from “Overall % Complete
Projected” bar to show reported
“Overall % Complete Actual.”
This line represents the needed
progress to invoice at requested
level,;

For each Task check if progress meets
the line;

PM discretion determines the weight
of Tasks, e.g. does progress in
front of line (Task 6) balance
another Task lagging behind the
line (Task 2)?

Task 2

RESEARCH[1L [2 [3 [¢ [5 6 [7 s [o Tio [un Ji2 13 [14 [15 [16 [17 [18 [Esgimated %
TASK | CoNgpletion
Task 1 100

Taszk 3

Task 4

Tazk 3

Tazk &

Taszk 7

Taszkd

100

Orverall %%
Complete
Projected

13

16

30

45

50

61

67

36

100

Orverall %%
Complete
Actual

{11

D

If appropriate “Approve”, if not request an explanation
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Project Schedule Check for Lump Sum Projects

Goal is for PM to determine if requested percent is realistic based on reported percent complete for each task

Report states request for payment on
11% of overall effort — behind
their projected pace

11% progress line shows:
Task 1 should be complete
Task 2 should be about half done
Task 3 should be just started

Reported progress states
Task 1 100%
Task 2 33%
Task 3 20%
Task 6 8%

EESEARCH
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If appropriate “Approve”, if not request an explanation
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Research Center Progress Report Process
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Research Center Review of Project
Schedule

What do we look for?

e “Overall % Complete
Actual” vs. task “Est. %
Complete”

e Purchases
e Schedule plausibility
* Math

PROJECT SCHEDULE--QUARTERLY PROGRESS REPORT

Project Title

FDOT Project No.
Research Agency
Principal Investigator

Amnalysis of the Status and Impacts of NCTR Projects

BDEKS85377-30

MNovember, 2011

Center for Urban Transportation Research

Michael J. Audino

RESEARCH EST %
TASK 1 2 3 4 h] 6 7 g ] 10 COMPLETE
Tazk 1 X
Project Kick Off Meating | 100% 100%
Tazk 2 X
Presentation to CUTE. Team |100%% 100%
Tazk 3 X
Interview CUTE. Investigators 100% 100%
Taszk 4 X pe X X X X
Industry Interviews 17% |33% |30% |67% |83% [100%% 95%
Task 3 X X
NCTE. Web Site Search 0% [100% 100%
Tazk 6 X X
Fecommendations 0% [100% 85%
Task 7 X X X
Final Report 25% |73% [100% A%
Orverall % Complete Projected (1090 (20%: |30% [40% [30% |60% [70%: |80% |%0% (100%
Orverall % Complete Actual 20% 0% 0%
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Research Center Progress Report Process
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Invoices

Invoice review will be covered in a separate training

Prompt Payment Compliance

e State will pay within 20 days
— PM has 5 days
— FDOT Comptroller has 5 days
— DFS has 10 days

Payment is made to University Accounting Department
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Research Center Progress Report Process

Submit Draft Final Report




Reporting Timeline

Example for a One Year Project

a1 Q2 Q3 Project
Project Ends Ende Ends Ends, Q4
4 3M - > Days mDaTS Eﬂd;éa 5
| Vianths | 30 Da'fsl | I 30 Daysl I 2(?' Days ¥
I I f| — 3Month5—>
Q1 Repo Q2 Rep\ Draft Fina Final
Due Due Report
Research
PM Report PN Report Center Editoriyl
Approval Approval Review Due Approval

PM Report Final Report and
Approval Summary Posted
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Draft Final Report - Requirements

“Draft” Final is not a rough draft. This report should be the
unapproved final report.

The Pl should submit a document of publishable quality.

http://www.dot.state.fl.us/research-center/Program Information/Guidelines.pdf

Front Cover Page
Pagination
Disclaimer Page
Metric Conversion Chart
Technical Report Documentation Page (Form DOT F 1700.7)
Acknowledgements
Preface
Executive Summary
Table of Contents
List of Figures
List of Tables
List of Abbreviations
Bodv of Report
Introduction
Chapters
Graphics
References
Appendices
Editorial Review
NCHRP 20-45
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Research Center Progress Report Process

L 3
Feview Draft Final for
Technical Content

e cnanga'maq\ulma\

to Draft Final?

Return Draft Final with Comments to Pl for Changes




Draft Final Report — Project Manager
Technical Review

PM has 30 days to:

— Address technical content and message
— Review Research Center editorial changes

— Send technical and editorial comments to PI
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Draft Final Report — Project Manager
Technical Review
If Revisions are Required:
— State the reason for revision via email
— Request a revised draft final

— Repeat steps until the product is acceptable

28




Research Center Progress Report Process

Editorial Review of Draft Final

_________ l R

Forward Editorial Comments to PM




Draft Final Report — Research Center
Editorial Review

Are required contents included and in order?

Is the format consistent with guidelines?
e Grammar
e Coherence
e Consistent and appropriate style

e Research Center has 10 working days to provide
editorial comments

Research Center forwards its comments to PM for
review and discussion with PI.
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One Page Report Summary

Research Center Technology
Transfer Coordinator prepares
summary

PM reviews and edits/approves
summary

Provides a non-technical, plain
language synopsis

Posted with the Final Report

BDKB5 977-18

Florida Department of Transportation Research
Tracking Costs of Alternatively Fucled Buses in Florida

In an effort to address rising fuel costs and
environmental concerns, many transit agencies
across Florida have introduced alternative fuel
technologies to their traditional diesel-powered
fleets. Fuel types include biodiesel, compressed
matural gas, hybrid-electric, battery-electric,
hydrogen fuel cell, and other technologies. These
advancements have resulted in increased capital
and operating costs for some fixed-route operators
and created challenges for the wide-spread
adoption of advanced transit technologies.

In this project, the Florida Department of
Transportation (FDOT) engaged researchers from
the University of South Florida to establish a
mechanism to capture relevant field data on
the performance of alternatively fueled transit
vehicles in Florida. The power plants of these
wehicles require special repair and maintenance
methods, so FDOT tasked the researchers with
investigating the costs for modifying transit
maintenance facilities to make them suitable for
servicing alternative fuel buses.

The researchers worked closely with the FDOT
Transit Office to develop a data reporting tool

for agencies to use in collecting information

on the costs and reliability of their altemative
fuel vehicles. The data collection template was
produced as a spreadsheet table, to be filled by
the transit operators, covering various parameters
of transit vehicles and the historic costs associated
with operating them. The template was designed
to minimize additional data gathering and
reporting without compromising project goals.

Once the data collection tool was finalized, the
researchers mailed requests to all the fixed-route
transit agencies in Florida, seeking their assistance
in collecting data. Agencies were asked to report
quarterly on their entire fleet, both traditionally
and alternatively fueled. Mailed requests were
followed by phone calls to encourage submissions.
Regular reminders were sent to the agencies

in coordination with the project manager. In

Gainesville’s Regional Transit System bus fleet
includes many vehicles powered by biodiesel fuel.

addition, the principal investigator maintained
regular contact with the agencies to address
guestions and concerns about data collection
and submissicn. Five agencies, representing over
70 percent of Florida's transit fleet, provided
relevant maintenance and cost data for their
fleets: Broward County Transit, Regional Transit
System (Alachua County), Miami-Dade Transit,
Palm Tran (Palm Beach County), and StarMetro
(Leon County).

Efforts to obtain similar information from agencies
regarding paratransit services were unsuccessful.
Florida's statewide vehicle procurement system,
provided inventories of paratransit vehicles, but
no more specific information.

The researchers also investigated and documented
the potential costs associated with modifying
transit bus maintenance facilities to accommodate
alternatively fueled vehicles. A review was
conducted of previous research, common
practices, and other agencies’ experience with
operating alternative fuel vehicles to identify
typical requirements and cost implications related
to retrofitting transit maintenance facilities for
the safe handling of altemnative fuels.

Project Manager: Robert Westbrook, FDOT Public Transit Office
Principal Investigator: Stephen L. Reich, University of South Florida
For more information, visit http:/ fwww.dot.state.fl.us/research-center
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Do Don’t

Review reports before Don’t accept
approval substandard
reports

Ask question, we are
here to help Don’t wait until the

Check the Research last minute

Center website

A recording of this presentation can be found at:
http://www.dot.state.fl.us/research-center/Project Mgt Resources.shtm
Under the heading “Additional Resources”
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Addressed in Additional Trainings

* RFRP contracting (slides available online);

e Deliverable based compensation contracting;
e Smart project selection;

e Kick off and closeout meetings;

* Project Implementation;

e Other contract types (RFP, Direct Contract,
etc).
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Thank You for Managing Research
Projects

Questions? Call (850) 414-4615

Research Center Personnel

e Darryll Dockstader - Manager

e Sandra Bell — Business Systems Coordinator

e Patti Brannon — Research Development Coordinator
e Mark Greeley — Research Performance Coordinator
e Vicki Morrison — Technology Transfer Coordinator
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