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To all CASF Regional Consortia: 
 

 
 
 
 

The California Public Utilities Commission (CPUC or the Commission) thanks you for 

your interest in promoting broadband deployment in California.  We welcome all the 

consortia groups to the California Advanced Services Fund (CASF) Program and look 

forward to working with you to help bridge the digital divide in California. 

 
 
 

 

Respectfully, 
 
 

 
The CASF Team 

CPUC Communications Division
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I. Introduction 
 

The purpose of this Administrative Manual (Manual) is intended solely for providing guidance for 

applicants applying for the CASF Rural and Urban Regional Broadband Consortia Grant Account 

(Consortia Grant Account) funding and for the CPUC Communications Division (CD) staff’s oversight of 

the consortia’s operations applicable to Consortia Grants. 

Pertinent documents include the following CPUC decisions and resolutions which are also 

hyperlinked on the CPUC Consortia webpage:     

▪ Decision (D.) 18-10-032 implements programmatic changes to the Consortia Grant 

Account as required by Assembly Bill (AB) 1665 and establishes the requirements and 

guidelines (see D. 18-10032, Appendix 1) for the 2019 Consortia Grant Cycle. 

▪ Decision (D.) 11-06-038 established the requirements and guidelines for the 2016 Consortia 

Grant Cycle. 

II. CASF Staff Team 
 

The CD CASF Team is responsible for overseeing the CASF program.  Questions may be directed 

to the following: 

o Broadband Infrastructure Grant Account  

CASF_Application_Questions@cpuc.ca.gov   

o Rural and Urban Regional Consortia Account  

CASF_Consortia_Grant_Administrator@cpuc.ca.gov  

o Broadband Public Housing Account  

CPUC_Housing@cpuc.ca.gov  

o Broadband Adoption Account  

CPUC_Adoption@cpuc.ca.gov 

III. Application Checklist and Requirements  
 

Appendix A, Application Package, to this Manual provides CASF Consortia Grant application 

form templates illustrating key informational requirements and documents that must be properly 

completed and submitted with the application to be considered for approval.  The Application Package 

forms are as follows and are available in Excel format:  

▪ Appendix A-1 – CASF Consortia Grant Application Checklist 

▪ Appendix A-2 – Description of Existing and Past Non-CASF Funded Projects 

▪ Appendix A-3 – Board Member Background and Project Role 

▪ Appendix A-4 – Work Plan and Performance Metrics Plan 

http://cpuc.ca.gov/casf/
http://docs.cpuc.ca.gov/PublishedDocs/Published/G000/M237/K125/237125097.PDF
http://docs.cpuc.ca.gov/PUBLISHED/FINAL_DECISION/138087.htm
mailto:CASF_Application_Questions@cpuc.ca.gov
mailto:CASF_Consortia_Grant_Administrator@cpuc.ca.gov
mailto:CPUC_Housing@cpuc.ca.gov
mailto:CPUC_Adoption@cpuc.ca.gov
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▪ Appendix A-5 – Proposed Detailed Budget 

▪ Appendix A-6 – Affidavit Form. 

The CASF Consortia Grant Application Checklist lists the required information items, with 

references to the D. 18-10-032 Sections.  Each Consortium applicant must submit a Work Plan and 

Performance Metrics Plan as part of the application.1   

The Work Plan and Performance Metrics Plan should identify the Consortium’s goals as they relate 

to the region’s needs for broadband deployment and include detailed functions and activities related to 

implementation of each goal.  The Work Plan is to be tailored to fit the needs of a given region’s 

constituents and geography, incorporating core responsibilities, including goals, measurable deliverables, 

expected outcomes, and specific timeline milestones as they relate to broadband deployment.  The Work 

Plan and Performance Metrics Plan should also explain how the performance results from the proposed 

functions and activities will be tracked and measured, following milestone dates as described in the Work 

Plan.  Appendix A-4, Work Plan and Performance Metrics Plan, illustrates the form template format, and 

provides examples of activities, deliverables, performance measures; and work plan terminology definition 

and requirements. 

IV. Grant Disbursement Schedule Form, Consent Form, and 
Payee Data Record 

 

The Consortia contact representative will be contacted following approval of a CASF Consortia 

grant award.  CD staff will request each grant recipient to complete and submit a Grant Disbursement 

Schedule Form, a Consent Form, and a Payee Data Record (STD 204) if not already on file with the 

Commission.  A copy of the Grant Disbursement Schedule Form and Consent Form, as well as a hyperlink 

to STD 204 is attached as Appendix B, Consortia Grant Forms.  

The Grant Disbursement Schedule Form lists due dates based on approval date of the grant award 

for bi-annual progress reports and bi-annual payment requests of the grant for the Consortium.  A 

completed STD 204 is required when receiving payment from the State of California and information 

provided in this form will be used by the Commission to prepare Information Returns, i.e. Internal Revenue 

Service, Form 1099.   

The Consent Form binds the grant recipient to the terms, conditions, and requirements of both the 

Decision and the resolution awarding the grant.   

The Commission will not initiate payment for the Consortium’s activities until CD staff receives the 

Grant Disbursement Schedule Form, Consent Form, and Payee Data Record (if applicable).  In order to 

                                                           
1 D.18-10-032, Appendix 1, p. 6. 
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receive a progress payment, the grant recipient must first submit the Progress Report to CD staff, together 

with the request for payment and reimbursement supported by relevant documentation such as invoices and 

a signed affidavit that activities have been completed consistent with approved plans, etc.   

V. Performance 
 

By receiving a CASF Consortia grant, the grantee agrees to comply with the terms, conditions, and 

requirements of the grant and submits to the jurisdiction of the Commission with regard to disbursement 

and administration of the grant.2  All performance specified under the terms of any award shall be 

completed on or before the termination date of the award, as per the signed Consent Form, i.e. the Start 

Date of Grant (Grant Approval Date) plus number of years of the approved grant.  For example, if the Start 

Date is August 1, 2019 for a 2-year grant, the end date would be July 31, 2021.  The start of the Consortia 

grant program will begin upon grant approval.3  Should the grant recipient or its contractor fail to 

commence work at the agreed upon time, the Commission may terminate the award and may impose 

penalties.4  In the event that the grant recipient fails to complete the project, in accordance with the terms of 

approval granted by the Commission, the grant recipient will be required to reimburse some or all of the 

CASF funding that it has received.5  If the Consortia grantee fails to perform in good faith, or in accordance 

with the expectations set forth in its Work Plan and Performance Metrics Plan, as affirmed in its Affidavit 

Form, the Commission may withhold subsequent grant disbursement, suspend, or terminate the Consortia 

grant, as warranted.6  

Each Consortia grantee must use the grant funding solely for the approved project as described in 

the Grantee’s Commission approved Work Plan and Performance Metrics Plan as affirmed by the signed 

Affidavit Form.  Each Consortia grantee must complete the project in accordance with and within the 

project performance period set forth in the Commission approved Work Plan7, see Section IV, Changes to a 

Consortium’s Work Plan, below, on changes to the substantive terms and conditions underlying 

Commission approval.  Grantee’s performance and completion of the project must comply with all 

applicable laws and regulations.  Grantees must notify the CD as soon as they become aware that they may 

not be able to meet performance metrics set forth in the Work Plan and Performance Metrics Plan.     

 

                                                           
2 D.18-10-032, Appendix 1, p. 17. 
3 Id. at  p. 15. 
4 Id. at  p. 17. 
5 Id. 
6 Id. 
7 D.18-10-032, Appendix 1, p. 16 



4 
 

VI. Changes to a Consortium’s Work Plan 
 

Any changes to the substantive terms and conditions underlying Commission approval of the grant 

(e.g., changes to the Work Plan, budget, or designated Fiscal Agent, etc.) must be communicated in 

writing to the Director of Communications Division at least 30 days before the anticipated change and 

may be subject to approval by either the Director or by Commission resolution before becoming 

effective.8  The table, on the next page, shows typical changes and the actions to be taken to initiate 

review for approval. 

VII. Bi-annual Progress Reporting  
 

Consortia are required to submit bi-annual progress reports.9  The Bi-annual Progress Reports shall 

be based upon the approved Work Plan and Performance Metrics Plan, Consent Form, timelines, 

milestones, and costs identified in the application.  Further, the Bi-annual Progress Reports should 

indicate the actual date of completion for each task/milestone as well as problems/issues encountered, and 

the actions taken to resolve these problems/issues.  A sample Bi-annual Progress Report template and 

Start-up Period Report is included as Appendix C-3.  The Bi-annual Progress Reports must be 

submitted and certified under penalty of perjury by using the Bi-annual Report and Payment Request 

Transmittal Letter and Declaration (see Appendix C-1).  All grant recipients must submit bi-annual 

progress reports on the status of the project irrespective of whether progress payment is requested. 

In order to receive progress payment, each consortium must submit a Bi-annual Progress Report 

to CD staff together with a Bi-annual Progress Payment Request supported by relevant documentation 

and a signed affidavit10 as explained in Section VIII, Bi-annual Progress Payment Requests, below. 

A. Submission of Bi-annual Progress Report  

The Bi-annual Progress Report and any Progress Payment Request must be submitted, either 

(preferably) electronically or via hard copy.     

▪ For electronic submissions, please send to: 

CASF_Consortia_Grant_Administrator@cpuc.ca.gov  

The Commission’s firewall may prevent consortia from successfully sending large electronic 

data files over standard email services to the Consortia Grant Administrator.  Using the secure 

                                                           
8 D.18-10-032, Appendix 1, p. 18. 
9 Id. at p. 14.  
10 Id. at p. 15; see also D.18-10-032, Appendix 1, p. 14. 

mailto:CASF_Consortia_Grant_Administrator@cpuc.ca.gov
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Proposed Change Consortia Action 

 Work Plan and 

Performance Metrics Plan 

(WP) 

- Tasks 
- Activities 
- Deliverables 

-  Performance measures 
- Timeline 

All changes to WP are considered substantive, per D.18-10-032.  Need 

Commission and/or Director approval prior to becoming effective. 
 

Submit document(s), including proposed revised Budget, if affected, 

at least 30 days before the anticipated change to the Consortia Grant 

Administrator with a cover letter addressed to the CD Director 

explaining requesting approval of the change. 

 Budget Allocation 

 

All changes to Budget are considered substantive, per D.18-10-032. 

Need Commission and/or Director approval prior to becoming 

effective. 
 

Submit documents at least 30 days before the anticipated change to 

the Consortia Grant Administrator with a cover letter addressed to the 

CD Director explaining requesting approval of the change. 

 Designated Fiscal Agent  

- Agency entity/organization 

- Representative 

 

 

All changes to Fiscal Agent are considered substantive, per D.18-10-

032.  Need Commission and/or Director approval prior to becoming 

effective. 
 

Submit to the Consortia Grant Administrator with a letter addressed 

to the CD Director at least 30 days before the anticipated change 

explaining the change and new fiscal agent recommendation and 

requesting approval of the change: 

-  Must submit a new Letter Committing to Act as Fiscal Agent (see 

Appendix A-1, CASF Consortia Grant Application Checklist, Item 

15, for the letter requirements) and a new Affidavit Form (see 

Appendix A-6), when a new fiscal agent entity is proposed. 

-  Must include a description of the proposed fiscal agent 

entity/organization or a bio describing new representative’s relevant 

experience. 

 Official Membership 

- Add/remove agency(ies) 

and/or representative(s) 

- Other changes 

Revise membership list; and notify the Consortia Grant Administrator in 

email explaining changes, including an updated membership list. 

 Key Contact for 

Consortium 

- Representative(s) 

- Other changes 

Notify the Consortia Grant Administrator in email explaining changes 

and new representative(s), including a bio or professional/education 

experience description of the new representative(s). 
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FTP Server will allow you to send files up to 2 GB in size.  Go to: https://cpucftp.cpuc.ca.gov/ 

to initiate new user registration using your email address and follow the steps to complete your 

account set up.  Thereafter, you can go to the hyperlink site, log in, attach files, and send them 

to the Consortia Grant Administrator. 

▪ If by hard copy, please send to:  

 

California Public Utilities Commission 

Communications Division 

Attn: CASF Consortia Grant Administrator  

505 Van Ness Avenue, 3rd FL 

San Francisco, CA 94102-3298 

 

B. Bi-annual Progress Reporting Timeline  

The start date of the consortium grant will begin upon grant approval.  The Bi-annual Progress 

Report is required every six months, i.e., at the end of the six-month period, at the end of the 12-month 

period, at the end of the 18-month period, of deployment, at the end of the 24-month period, etc.  Each 

Consortium must submit their Bi-annual Program Reports by no later than three months after every six 

months. 

VIII. Progress Payment Requests 
 

 

The Consortia Grant program’s disbursement of grant funding process contained herein is in 

accordance with the guidance set forth in D.18-10-032, Resolutions approving Consortia grants, and the 

State Administrative Manual (SAM).   

A. Disbursement of Grant Funding 
 

All progress payment requests must be submitted together with the Bi-annual Progress Report and 

must be supported by documentation such as receipts and/or invoices for services rendered and a signed 

affidavit that activities have been completed consistent with approved plans.  The disbursement of 

funding at any time is subject to Commission discretion, including a review and approval process of 

each grantee through regular site visits, progress reports and supporting invoice and receipts.  

Disbursements of grant funding will be made to the Fiscal Agent.   

A grant recipient may request reimbursement of start-up costs up to 25% of entire approved 

grant prior to its first Bi-annual Progress Payment Request.  If a grant recipient requests an initial start-

https://cpucftp.cpuc.ca.gov/
https://cpucftp.cpuc.ca.gov/
http://sam.dgs.ca.gov/Home.aspx


7 
 

up cost payment, then a “Start-up Period Report” is required.11  Such request must be supported by 

documentation, e.g., receipts, invoices, quotes, etc.  The Start-up Period Report must be submitted no 

later than three months after the completion of the start-up activities.  Subsequent disbursements are on 

a bi-annual progress report-review basis.  

B. Progress Payment Requests 
 

In order to receive a progress payment, the Consortium must submit the required forms, as 

illustrated in Appendix C, Bi-annual Progress Report and Payment Request Package, to the CD 

supported by documentation, e.g., invoices, quotes, receipts, a signed affidavit, and an annual audit 

(i.e., for annual year-end payment request).   

Each payment request package must consist of the following documents (available in Excel 

format): 

 

▪ Appendix C-1 - Bi-annual Report and Payment Request Transmittal Letter and Affidavit 

Appendix C-2 - Bi-annual Payment Request Cover Sheet:  summarizing expenses claimed, and 

payments received thus far    

▪ Appendix C-3 - Bi-annual Progress Report:  is the main document for reporting actual 

progress made during the reporting period, including activities performed, deliverables 

completed, timeline milestone achieved, and actual performance measures met 

▪ Appendix C-4 - Bi-annual Payment Request Worksheet:  is the main document for input and 

listing of expenses.   

o Allowable Expenses:  The CASF Consortia Grant Account shall be available for grants to 

eligible consortia to facilitate deployment of broadband services by assisting infrastructure 

applicants in the project development or grant application process. The CASF Consortia 

Grant Account funding is limited to Consortia activities directly related to and in support of 

CASF infrastructure applications as set forth in D.18-10-032, Appendix 1, p. 4. (i.e., an 

infrastructure application requesting CASF funding, an infrastructure application requesting 

CASF and non-CASF funding). 

o Travel Expense Claim and Business Expense Reimbursements:  each claimant must 

complete a form STD-262A, Travel Expense Claim (TEC) Form, and follow instructions 

therein.  Expense claims must comply with the travel expense, limitation rules applicable to 

State of California employees and contractors.12 The allowable rates/costs are those 

negotiated and approved under the collective bargaining agreement(s) that are in use by 
                                                           
11 D.18-10-032, Appendix 1, p. 14. 
12 http://hrmanual.calhr.ca.gov/Home/ManualItem/1/2201. 

http://hrmanual.calhr.ca.gov/Home/ManualItem/1/2201
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State employees.  An electronic copy of STD 262A, instructions as well as all current 

applicable information are available at:  http://www.calhr.ca.gov/employees/pages/travel-

reimbursements.aspx.   

o Non-Allowable Expenses:  include, but are not limited to: (1) a Consortia Account grant 

shall not be used for meals, food and refreshments for group gathering(s) such as meetings, 

conferences, workshops, etc.; (2) a Consortia Account grant shall not be used for work on 

legislation, including meetings, travel, or lobbying; (3) a Consortia Grant shall not be used 

for construction of infrastructure facilities; (4) a Consortia Account shall not be used for 

adoption activities; and (4) a Consortia Account grant shall not be used to fund activities 

that are already funded by any other public or private sources.13  

▪ The Annual Year-End Payment Request must include an annual audit of consortia program 

expenditures, prepared by an independent, licensed Certified Public Accountant (CPA) 

expressing a conclusion about the reliability of the primary financial/business functions of the 

Consortium. 

C. Final Payment and Project Completion Reports 
 

All performance specified under the terms of any award shall be completed on or before the 

termination date of the award.  A project completion report is required showing that all activities in the 

approved Work Plan have been accomplished.  The final payment will be equal to the outstanding 

balance due under the consortium grant or actual expenditures, whichever is less.  The grant recipient’s 

project completion report and final payment report should be submitted to the CD no later than three 

months after the project completion, and should include the following documents: 

▪ Final Progress and Payment Request Transmittal Letter and Affidavit; 

▪ Payment Request Cover Sheet; 

▪ Final Progress Report; 

▪ Final Payment Request Worksheet including all documentation and receipts;  

▪ Annual Audit; and  

▪ Project Completion Report. 

D. Grant Oversight 
 

Staff has the authority to initiate any necessary audit, verification, and discovery of Consortium 

members relating to grant funding activities to ensure that CASF Consortia grants are spent in 

                                                           
13 D.18-10-032, Appendix 1, pp. 3-5. 

http://www.calhr.ca.gov/employees/pages/travel-reimbursements.aspx
http://www.calhr.ca.gov/employees/pages/travel-reimbursements.aspx
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accordance with the adopted rules and standards for the Consortia Grant Account.  Each Consortia 

grantee shall maintain books, records, documents and other evidence sufficient to substantiate 

expenditures covered by the grant, according to generally accepted accounting practices.  Each Consortia 

grantee shall make these records available to the Commission upon request and agrees that these records 

are subject to a financial audit by the Commission at any time upon request within five years after the 

Grantee incurred the expense being audited.  A Consortia grantee shall provide access to the Commission 

upon 24-hour notice to evaluate work completed or being performed pursuant to the grant. 

IX. Reimbursement for Public Workshop 
 

All consortia receiving CASF grants shall attend at least one of the annual public workshops to 

be conducted by the CD.  Consortia may claim reimbursement for travel expenses and per diem costs 

associated with each annual public workshop hosted by the CD.  The maximum reimbursement 

allowable is $2,000 per person for up to five delegates for each annual public workshop, for a total of 

up to $10,000 per consortium.  To request reimbursement, a Public Workshop Reimbursement Request 

Form attached as Appendix C-5 must be completed and submitted along with the Bi-annual Progress 

Payment Request.  For each delegate requesting reimbursement, a TEC Form STD 262A (see Section 

VIII, Bi-annual Progress Payment Request above) must be used.   

X. Annual Audit 
 

Each Consortium is required to conduct an annual audit of its expenditures for grant programs 

funded and submit to the Commission an annual report that includes both of the following: 

▪ A description of activities completed during the prior year, how each activity promotes the 

deployment of broadband services, and the cost associated with each activity 

▪ The number of project applications assisted. 

The annual audit should be prepared by an independent, licensed certified public accountant 

(CPA) expressing a conclusion about the reliability of the primary financial/business functions of the 

Consortium.  The annual audit should provide assurance that the consortium’s financial statements are 

free of material misstatement and are fairly presented based upon the application of generally accepted 

accounting principles. 

XI. Regular Meetings 
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The CD’s Consortia Grant Administrator will schedule conference calls with all consortia on a 

regular basis.  The Consortia Grant Administrator will establish the agenda and seek input from the 

Consortia.  Representatives from each consortium are encouraged to participate in the conference calls. 

XII. Payment Processing  
 

The Consortia Grant Administrator will review payment requests comparing expenses against the 

Consortium’s approved budgets, Work Plan and Performance Metrics Plan, timelines milestones, costs 

and activity/deliverable/performance measure accomplishments shown in the Bi-annual Progress Report 

and Bi-annual Payment Request.  The Consortia Grant Administrator may request additional information 

regarding the reports, expenses, and/or supporting documentation.   

Upon approval, the CD will submit payment voucher documents to the Commission’s Fiscal 

Office.  The Fiscal Office will review all payment voucher submissions in accordance to the State 

Administrative Manual; and upon satisfactory review, will schedule payment with the State Controller’s 

Office, which is responsible for issuing and distributing the check to the payee designated by the 

Commission, i.e. the Consortium’s Fiscal Agent.   

No payment will be made for any payment requests received three months after relevant reports 

are due (i.e., bi-annual progress reports, start-up period reports, and/or completion reports).14 

 

                                                           
14 D.18-10-032, Appendix 1, p. 17. 

http://sam.dgs.ca.gov/Home.aspx
http://sam.dgs.ca.gov/Home.aspx
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XIII. Publicity and Acknowledgment 
 

Any publications, studies, or reports made possible or derived in whole or in part from the 

project, and any news articles, brochures, seminars, or other promotional materials or media through 

which the grant recipient publicizes the Project will acknowledge the CASF’s Consortia program in the 

following manner: 

 

“Funding for this project has been provided in full or in part through a grant by the 

Rural and Urban Regional Broadband Consortia Grant Account of the California 

Advanced Services Fund, a program administered by the California Public Utilities 

Commission.” 

 

This Administrative Manual was prepared by California Public Utilities Commission (CPUC) 

staff.  It does not change, replace or waive any of the requirements established by the CPUC or the Rural 

and Urban Regional Broadband Consortia Grant Account Application Requirements and Guidelines.  It 

has not been approved or disapproved by the CPUC, nor has the CPUC passed upon the accuracy or 

adequacy of the information in it. 
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Appendix B-1 

Grant Disbursement Schedule Form      Page 1 of 2 

California Advanced Services Fund (CASF) 
Rural and Urban Regional Consortia Grant Account 

Grant Disbursement Schedule Form 
 
  
Name of Regional Consortium   
 
 _____________________  
Name of Fiscal Agent (Please attach Payee Data Record, STD 204, if not on file with the Commission 
http://www.courts.ca.gov/documents/4-2-RFP-13-14-01GW-Attachment-5-Payee-Data-Record.pdf) 
 
Commission Resolution awarding grant: Resolution T-  Issuance Date:  
 
Total CASF Approved Amount:       $     
 
Year 1 (from mm/yyyy to mm/yyyy):    $  Year 2 (from mm/yyyy to mm/yyyy):      $  
 
Year 3 (from mm/yyyy to mm/yyyy):    $  Year 4 (from mm/yyyy to mm/yyyy):      $  

 

Start Date of Grant (dd/mm/yyyy):   
 
Due-dates for Bi-annual Progress Reports and payment requests (dd/mm/yyyy): 
 
Year 1 Report 1:  Year 1 Report 2:    
 
Year 2 Report 1:   Year 2 Report 2:    
 
Year 3 Report 1:   Year 3 Report 2:    
 
Year 4 Report 1:   Year 4 Report 2:     
 

Is a bank account solely for CASF deposits and expenditures established:  Yes:  No   

If no, please explain:      

Please explain how billing to discrete funding sources will not overlap:  

   

    

    
Recipient Signature     Fiscal Agent Signature 

http://www.courts.ca.gov/documents/4-2-RFP-13-14-01GW-Attachment-5-Payee-Data-Record.pdf
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Appendix B-1 

Grant Disbursement Schedule Form (continued)    Page 2 of 2 

 

 

    
Printed Name     Printed Name 
 

    
Date     Date 
 

Telephone Number (include area code):  Telephone Number (include area code): 

   (            )                      (             )  

Email Address:   Email Address: 
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Appendix B-2 

Consent Form         Page 1 of 1 

Consent Form 

Name of Grantee: _______________________________________________ 

The Grantee identified above hereby acknowledges receipt of the California 

Public Utilities Commission Resolution T-_____________ and agrees to comply 

with all grant terms, conditions, and requirements set forth in the Resolution.  

Undersigned representative of ____________________________________ [Name of 

Grantee] is duly authorized to execute this Consent Form on behalf of the Grantee and 

to bind the Grantee to the terms, conditions, and requirements set forth in California 

Public Utilities Commission Resolution T-_____________. 

 
Dated this _____ day of __________, 20___. 
 
 

 

 

                                                                                                                                                              

Signature                                                                     Printed Name 

 

Title:                                                                                                                                                     

Organization or Name of Company 

 

                                                                                                                                                              

Business Address (include street address, suite/apt. number, city, state, and ZIP Code): 

 

                                                                                                                                                              

 

Telephone Number (include area code):                                                                    

Email Address:                                                                              
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