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PROCESS/STEPS FOR AN EEMP PROJECT 
 

The process below assumes the following: 
 

 The California Transportation Commission has adopted the EEM Program and approved 
allocations.   

 The Local Program Accounting (LPA) has encumbered the funds. 
 A fully executed Applicant-State Agreement is in place. 

                                   
                                     Is the project in the Resource Lands Category (Acquisition)? 
                        
 
 
 
                                 What type of Acquisition? 
http://www.dot.ca.gov/hq/LocalPrograms/lam/prog_g/g20eem.pdf 
Page 20-12 thru 20-17 #6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Applicant opens escrow! 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
* To ensure full reimbursement, all these items must be submitted by April 30 of contract expiration year 
because the District EEM Coordinator needs about two weeks to review and approve them before sending 
them to LPA.  Anything submitted after this date jeopardizes reimbursement.  Please see Chapter 5 and 
Chapter 17 of LAPM for more information. 
Note:  Scope change may be considered if necessary.   

Yes No 

Applicant submits the following to the District 
EEM Coordinator upon project completion:*  

 
- Final Invoice (+ backup) 
        (Chapter 5 of LAPM) 
http://www.dot.ca.gov/hq/LocalPrograms/lam/p
rog_p/p05accin.pdf 

 
- Final Report of Expenditures  
- (Exhibit 17M, Chapter 17 of LAPM) 

http://www.dot.ca.gov/hq/LocalPrograms/lam/p
rog_p/p17compt.pdf 
 

District EEM Coordinator:  
 Make an on-site visit. 
 

- Approves project completion and signs 
final invoice.  

- Submits Final Report of Expenditures 
(FROE) with Final Invoice package to 
LPA (accounting). 

 

Applicant sends project status/commitment letter to HQ EEM Coordinator by April 
of the first year the funds became available.  

Fee Simple Purchase  

Applicant submits the following to the District EEM Coordinator for review & 
approval by Caltrans District Right-of-Way Agent 60 days prior to the close of 
escrow date: 

- An original ADRC or RCACE with NOTORIZED SIGNATURE, or a copy of 
the Deed of Conservation Easement with restrictive covenants language. 

 
- A copy of an updated Preliminary Title Report  

 
- Current appraisal reviewed by the Department of General Services. 
 
- Escrow Instructions & Invoice. 

 
- Agreement Exhibit D – Remarks and Covenants. 

HQ EEM Coordinator 
sends ADRC to applicant. 

Easement 

HQ EEM Coordinator 
sends RCACE to applicant.

Caltrans District Right-of-Way Agent approves & signs the invoice, signs & notarizes 
the ADRC or other restrictive covenants agreement, if applicable.  

District EEM Coordinator: 
- Makes copies of the ADRC, or other restrictive rights covenant agreement, 

invoice and Escrow Instructions. 
   
- Forwards the original ADRC or other restrictive rights covenant agreement, 

and Escrow Instructions to the Applicant. 
 

The original invoice and a copy of the Agreement Exhibit D, and Final Report of 
Right of Way Expenditures (Exhibit 17N, Chapter 17 of LAPM) are sent to 
LPA.Note:  Invoice for escrow payment must be received by LPA at least 30 days 
prior to close of escrow.  (Chapter 5 of LAPM) 
http://www.dot.ca.gov/hq/LocalPrograms/lam/prog_p/chapter17-12-12-11.pdf 
http://www.dot.ca.gov/hq/LocalPrograms/lam/prog_p/p05accin.pdf 

Applicant begins work & submits 1st invoice to 
the District EEM Coordinator in April of the 
first year the funds became available. 
 
Send all invoices (+ backup) to the District 
EEM Coordinator for Approval. 

 
 

Payment should be processed within 60 
days of the invoice reaching our District 
Office. 
 
If a SMALL BUSINESS VENDOR then 
payment should be processed within 45 
days of receiving invoice.  
 
NOTE:  This process can be delayed if the 
invoice contains errors or the final package is 
incomplete.   

Applicant forwards the original ADRC or other restrictive rights covenant agreement to 
the Title Company and ensures that the following documents get sent to the District 
EEM Coordinator: 
 

- The recorded ADRC or other restrictive rights covenant agreement. 
 
- A certified copy of the recorded Grant Deed. 

 
-  The Closing Escrow Statement. 

District EEM Coordinator: 
- Forwards Final Report of Acquisition of Real Property or Conservation 

Easement Expenditures to LPA along with the Closing Escrow Statement. 
 
- Forwards the original recorded ADRC or other restrictive rights covenant 

agreement to HQ EEM Coordinator for the EEM Archives. 
 


