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1.0 Policy  

During construction, Monthly Environmental Compliance Reports will be 
prepared to provide the status of project environmental compliance and 
significant environmental events to program, regional, and other project 
management staff. This procedure applies to all personnel working on the 
SFPUC Infrastructure Construction Management (CM) Program to the extent that 
their work is affected by these CM Procedures and does not conflict with specific 
San Francisco Public Utilities Commission (SFPUC) policies or the Contract 
under which the Work is executed. 

2.0 Description  

This procedure describes the process by which the Monthly Environmental 
Compliance Report is prepared by the Environmental Compliance Manager 
(ECM). Attachment 040-1 to this procedure is an example of a Monthly 
Environmental Compliance Report detailing the format and typical language. 

3.0 Definitions  

3.1 Construction Management Information System (CMIS)  

The CMIS is an on-line management tool for the efficient and effective 
storage and retrieval of various documents generated during a 
construction project. Processing of environmental procedures will utilize 
the CMIS Environmental Daily Inspection Reports module and the Non-
compliance Notices module, which are process-specific portions of the 
CMIS application designed to facilitate the processing of environmental 
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procedures; retention of data pertinent to environmental inspection, 
specialty environmental monitoring, and environmental non-compliance 
notices; and reporting of these processes and their status.  The CMIS is 
also designed for Contractor entry and RE response directly into the 
system. 

3.2 Monthly Environmental Compliance Report 
The Monthly Environmental Compliance Report is a required report 
prepared by the ECM. These reports will be part of the official project 
records. The Monthly Environmental Compliance Report will include seven 
(7) key sections:
3.2.1 Summary of Environmental Compliance Activities and Significant

Environmental Events; 
3.2.2 Pertinent Project Photographs; 
3.2.3 Environmental Daily Inspection Report Summary Table; 
3.2.4 Non-Compliance, Non-Conformance Notice, Minor Problem, and 

Incident Summary Table; 
3.2.5 Minor Project Modification Summary Table; 
3.2.6 Summary of Public Complaints; 
3.2.7 Mitigation Monitoring and Reporting Program Summary (i.e., one 

month of data in the updated Environmental Quarterly Compliance 
Reporting Table). Attachment 041-2 to this procedure is an 
example of a Quarterly Compliance Reporting Table heading 
format. 

3.3 Mitigation Monitoring and Reporting Program (MMRP) 
The MMRP includes 1.) the California Environmental Quality Act (CEQA) 
mitigation measures, 2.) means of implementing and enforcing mitigation 
measures, and 3.) means of monitoring or reporting on the implementation 
and enforcement of mitigation measures. The MMRP was prepared to 
ensure that mitigation measures imposed to mitigate or avoid significant 
environmental effects are implemented in compliance with the Public 
Resources Code section 21081 and CEQA Guidelines.  

3.4 Environmental Requirements Table 
The Environmental Requirements Table is a management tool that is used 
by the ECM to track the status of project environmental compliance. The 
table includes the MMRP as well as certain requirements contained in the 
environmental permits. Refer to CM Procedure No. 036. 

3.5 Quarterly Compliance Reporting Table 
The Quarterly Compliance Reporting Table is a formal report prepared by 
the ECM during construction. This report is a result of modifying the 
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Environmental Requirements Table to provide the required status of 
project environmental compliance. Refer to CM Procedure No. 041. 
 

4.0 Responsibilities 
4.1 Environmental Construction Compliance Manager (ECCM) 

At the program level, the ECCM is responsible for overseeing the 
effectiveness of program-wide environmental compliance activities. The 
ECCM is responsible for reviewing all Monthly Environmental Compliance 
Reports in order to keep informed of the status of project environmental 
compliance including non-compliance issues and the status of the 
resolution of non-compliances.  

4.2 Environmental Compliance Manager (ECM) 
The ECM is responsible for preparing the Monthly Environmental 
Compliance Report with assistance from the EC and Environmental 
Inspector(s).  

4.3 Environmental Coordinator (EC) 
The EC is responsible for assisting the ECM with preparation of Monthly 
Environmental Compliance Report.  

4.4 Environmental Inspectors 
Environmental Inspectors are responsible for assisting the ECM with the 
preparation of the Monthly Environmental Compliance Report. 
 

5.0 Implementation 
5.1 Initiation 
 The ECM, in coordination and with assistance from the Environmental 

Inspector(s) and EC, will prepare a draft status report for monthly 
submittal within three (3) working days of the last day of each reporting 
month. The ECM and ECCM will set the due date for the first report at the 
start of each project based on the start of environmental compliance 
activities in the field (i.e., start of environmental inspection and/or specialty 
environmental monitoring). 

5.2 Summary of Environmental Compliance Activities and Significant 
Environmental Events 

 Environmental Inspector(s) will assist the ECM in the preparation of the 
Monthly Environmental Compliance Report by providing a summary of 
project environmental compliance and significant environmental events. 
This brief summary should draw from the Environmental Inspector’s Daily 
Environmental Inspection Report(s), (refer to CM Procedure 043), and 
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Specialty Environmental Monitoring Logs, (refer to CM Procedure No. 
042), and include the items below: 
• Summary of project environmental compliance status; 

• Summary of Specialty Environmental Monitoring activities; and 

• Summary of other important environmental events and issues (e.g., 
cultural resource or paleontological resource discoveries). 

5.3 Project Photographs  
Include three (3) project photographs that provide an overview of selected 
project activities related to the Mitigation Monitoring and Reporting 
Program. 

5.4 Environmental Daily Inspection Report Summary Table  
  The EC will utilize the CMIS database to generate a table that lists the 

total number of Daily Environmental Inspection Reports for the current 
reporting period and the cumulative number of reports to date. The report 
numbers will be identified by compliance level (i.e., acceptable, 
communication, minor problem, incident and environmental non-
compliance/Non-Conformance Notices). A sample table follows: 

 

      Compliance Level 
No. of Reports 
during Current 

Reporting Period 
Cumulative to Date 

Acceptable 87 463 

Communication 16 98 

Incident 2 5 

Minor Problem  0 2 

Non-Compliance and Non-
Conformance Notice      

1 6 

Total Reports                           106 574 
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5.5 Environmental Non-Compliance, Non-Conformance Notice, Minor 
Problem, and Incident Summary Table 
The ECM will compile this table that identifies the Non-compliance and 
Non-Conformance Notices for the reporting period and the status of 
follow-up/corrective action activities. The table will also include a summary 
of Minor Problems and Incidents for the reporting period. Refer to CM 
Procedure 038. 

5.6 Environmental Minor Project Modifications Summary Table  
The ECM will compile this table that identifies Minor Project Modifications 
that were submitted and approved during the reporting period, and 
pending Environmental Minor Project Modifications from previous 
reporting periods and Minor Project Modifications that have been denied. 
Refer to CM Procedure 039. 

5.7 Summary of Public Complaints  
The ECM will identify complaints received during the reporting period and 
the status of efforts to resolve complaints in a manually compiled table. 

5.8 Mitigation Monitoring and Reporting Program Summary 
 The ECM will modify the Environmental Requirements Table (refer to CM 

Procedure No. 036 Environmental Requirements Table) to produce 
compliance status for the overall Environmental Quarterly Compliance 
Reporting Table (refer to CM Procedure No. 041, as only one month of 
data for the Environmental Quarterly Compliance Reporting Table will be 
shown). 

 The Environmental Quarterly Compliance Reporting Table will include 
updates to the following: 
5.8.1 Completion Status (C/NC/O) (enter date if complete) – This column 
 provides the current mitigation measure or status with “C” for 
 complete; “NC” for not complete; or “O” for ongoing as explained 
 below: 

• “C” should be entered along with the date that each mitigation 
measure has been completed or satisfied. For example if a 
Contractor’s Nighttime Lighting Plan submittal has been 
finalized/approved by SFPUC then enter complete (“C”) and the 
date that the submittal was deemed complete. 

• “O” should be entered for mitigation measures that are ongoing. 
If a mitigation measure is associated with the construction 
phase of the project then most likely that mitigation measure 
would be documented as ongoing during the construction 
phase. For example, if the mitigation measure requires 
documentation of compliance with the Nighttime Lighting Plan 
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then that documentation would be required during the 
construction phase and is therefore ongoing (“O”).  

• “NC” should be entered for mitigation measures that are not 
complete or are not currently in progress. Generally, this entry 
would be associated with mitigation measures or permit 
submittals that are required for a subsequent phase of the 
project. For example, many permits require agency notifications 
at the completion of a project such that for these types of 
requirements the status would be entered as not complete 
(“NC”) until the submittal is completed. Another example of a 
“NC” entry would be a mitigation measure that is to be 
completed post-construction (i.e., monitoring) such that during 
the construction phase this mitigation measure would be 
reported as “NC”.  

• If the “Completion Status” doesn’t apply to a measure, then 
enter “N/A”. For example, if the mitigation measure requires 
submittal of an archaeological data recovery program when an 
unanticipated discovery occurs, enter N/A if no unanticipated 
discoveries have occurred to date.  

5.8.2 Compliance Level (A, GA, U)/Supporting Document (EDIR, DML) or 
Notes – As applicable, this column identifies whether or not 
activities are being performed in compliance with the mitigation 
measure (i.e., Acceptable (“A”), Generally Acceptable ( “GA”), or 
Unacceptable (U): 

• “A” is entered if there are no non-compliances or Non-
Conformance Notices for the reporting period. 

• GA” is entered if the activities were generally acceptable with 
the exception of Environmental Non-compliances or 
Environmental Non-Conformance Notices as noted in the 
Environmental Non-Compliance column(s). 

• “U” is entered if all the activities related to this mitigation activity 
were unacceptable (e.g., ongoing environmental compliance 
issues, multiple Environmental Non-Conformance Notices 
related to a mitigation measure, or a required permit submittal or 
Contractor plan not completed prior to construction as required).  

• Additionally, this column identifies the relevant supporting 
documentation for making the A, GA, or U determination: 

o DML – Daily Environmental Monitoring Logs prepared by 
Specialty Environmental Monitors. Refer to CM 
Procedure No. 042. 
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o EDIR – Daily Environmental Daily Inspection Reports 
prepared by Environmental Inspector(s). Refer to CM 
Procedure No. 043. 

o Other – If another document provides supporting 
documentation it should be noted. 

5.8.3  Environmental Non-Compliance and Environmental Non-
Conformance Notices related to environmental mitigation measures 
or permits should be entered into this column. The Environmental 
Non-Compliance or Environmental Non-Conformance Notice 
document control number should be entered followed by a brief 
explanation of the environmental non-compliance, and any follow-
up or environmental corrective action that has been performed to 
date including agency notifications if required. Also document if the 
non-compliance has been resolved. 

5.9 ECM Draft Submittal 
 As previously noted, the ECM will prepare a draft status report for monthly 

submittal within three (3) working days of the last day of each reporting 
month. 

5.10 ECCM Review 
 The ECCM reviews the Monthly Environmental Compliance Report for 

completeness and conformance to this procedure and, if necessary, 
returns to the ECM for revision(s) within three (3) working days. If 
complete and in conformance with this procedure, the ECCM will email the 
ECM. 

5.11 ECM Final Submittal 
 The ECM revises per the ECCMs comments and submits the final Monthly 

Environmental Compliance Report to the Senior CM, Senior PM, RE, 
ECCM, and ADCS within two (2) working day of having received 
comments back from the ECCM 
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6.0 Other Procedural Requirements 
None 

7.0 References 
7.1 Technical Specifications 

None 
7.2 SFPUC Infrastructure CM Procedures 

No. 036 Environmental Requirements Table 
No. 038 Environmental Non-Conformance Notice 
No. 039 Environmental Minor Project Modification  
No. 040 Monthly Environmental Compliance Report 
No. 041 Environmental Quarterly Compliance Reporting Table 
No. 042 Daily Environmental Monitoring Logs 
No. 043 Environmental Daily Inspection Report 

7.3 Other 
None 

8.0 Attachments 
040 - 1 Monthly Environmental Compliance Report Format (includes 

examples)  
040 - 2 Quarterly Compliance Reporting Table Heading Sample Format 
040 - 3 Revision Control Log 
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Attachment 040 – 1 
Page 1 of 5 

Monthly Environmental Compliance Report Format (includes examples) 
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Attachment 040 – 1 
Page 2 of 5 

Monthly Environmental Compliance Report Format (includes examples) 
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Attachment 040 – 1 
Page 3 of 5 

Monthly Environmental Compliance Report Format (includes examples) 
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Attachment 040 – 1 
Page 4 of 5 

Monthly Environmental Compliance Report Format (includes examples) 
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Attachment 040 – 1 
Page 5 of 5 

Monthly Environmental Compliance Report Format (includes examples) 
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Attachment 040 - 2 
Quarterly Compliance Reporting Table Heading – Sample Format 
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Attachment 040 - 3 
Revision Control Log 

 
 

 

 

Revision 
No. 

 
Revision Date 

 
What changed? 

 
Rev 1 
 

 
6/7/19 

 
• Minor format changes; 
• Attachments revised; 
• Revision Control Log updated. 

 
 
Rev 0 
 

 
11/14/16 
 

 
Signed 
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