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WHAT IS AN LPP

LPPs are Local Programs Procedures. These documents are used for the deployment of procedures
and policies between updates of the Local Assistance manuals, guidelines and programs. They are
numbered according to calendar year and order in which released.

PURPOSE

The purpose of this LPP is to incorporate several Division of Local Assistance Office Bulletins
(DLA-OBs) and other technical changes into the LAPM and LAPG. This is Phase I of II to
consolidate all relevant DL A-OB policy changes issued prior to January 1, 2011, into the LAPM
and LAPG.
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BACKGROUND

DLA-OBs were developed in September 2008 to disseminate recent policy or procedural
changes until LPPs can be issued. DLA-OBs supersede specific DLA policy and or procedural
publications including the LAPM, LAPG, and electronic forms. Six DLA-OBs were issued in
2009 and 16 were issued in 2010. This Phase I LPP consolidates 9 of those 22 DLA-OBs, and
also incorporates several miscellaneous technical changes.

PoOLICY & PROCEDURE

The following Office Bulletins are incorporated into this Office Bulletin Consolidation Phase I
LPP and therefore expire with its issuance: DLA-OB 09-03, 10-03, 10-04, 10-06, 10-08, 10-12,
10-13, 10-14, 10-15. Several miscellaneous technical changes are also included in this LPP.

DLA-OB 09-02, 10-09, and 10-10 will be included in the Office Bulletin Consolidation Phase II
LPP. The remaining DLA-OBs issued prior to January 2011 are not included in Phase I or Phase
IT LPPs because they:

e have already been issued as LPPs;

e have been superseded by other Office Bulletins;
e are temporary in nature, or;

e are in the process of being modified.

USER FRIENDLY FEATURES

e These new procedures are incorporated in the electronic version of the LAPM and LAPG
that are available at the Division of Local Assistance (DLA) Home Page on the Internet
at: http://www.dot.ca.gov/hg/LocalPrograms/. Under “Publications” select Local
Assistance Procedures Manual or Local Assistance Program Guidelines.

e Sidebars are used to indicate where revisions were made to affected pages. However,
when a chapter is released in its entirety, sidebars are not indicated. The revised pages in
this LPP are to replace the pages affected in the hard copy of the LAPM and/or LAPG.
The online versions of the LAPM and LAPG will already incorporate these changes.

e To receive an electronic notification when new information is posted on the DLA web site,
please subscribe to the DLA list server at:
http://www.dot.ca.gov/hg/LocalPrograms/sub.htm
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e Comments and suggestions for improvement to the manual or the processes and
procedures are welcome. They may be submitted to:

Department of Transportation
Division of Local Assistance, MS 1
Attention: David Saia
P.O. Box 942874
Sacramento, CA 94274-0001
FAX (916) 654-2409
David_Saia@dot.ca.gov

SUMMARY OF CHANGES

LAPM Item Change

LAPM Cover Page Revised office title.

Chapter 2 Table of Contents was reissued due to added subsection, “Conflict of

Table of Contents

Interest.”

Section 2.11

Added third paragraph.

{{Caltfanﬁb,l‘ . Added subsection “Conflict of Interest.”

t

Pae;lg:l,;jllzl ‘ihlrelf)l 6 Text shifted on pages 2-12 thru 2-16 due to new subsection added.
Chapter 3 Added High Profile projects and replaced “Demonstration Discretionary”
Section 3.6 with Historic.

(Underfunded Projects)

Page 3-14

Exhibit 3-A Added “Toll Credit Usage” to page 3-21.

Pages 3-21 thru 22a

Removed first check box under “Disadvantaged Business Enterprise” and
changed $250,000 to $1 million under “Pre-Award Audit” on page 3-22.

Revised content under “Project Agreement and Liquidation of Funds.”
Added signature line to page 3-22a.

Exhibit 3-B
Pages 3-23 thru 24

Added “Toll Credit Usage” and removed first check box under
Disadvantaged Business Enterprise on page 3-23.

Revised content under “Project Agreement and Liquidation of Funds.”
Added signature line to page 3-24.
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Exhibit 3-C
Pages 3-25 thru 27

Added “Toll Credit Usage” to page 3-25 and “Disadvantaged Business
Enterprise” shifted to page 3-26.

Removed first check box under “Disadvantaged Business Enterprise” on
page 3-26.

Revised content under “Project Agreement and Liquidation of Funds.”
Added signature line to page 3-27.

Exhibit 3-D
Pages 3-29 thru 31

Added “Toll Credit Usage” and removed first check box under
“Disadvantaged Business Enterprise” on page 3-29.

“Right of Way” shifted to page 3-30 and was revised.
Revised content under “Project Agreement and Liquidation of Funds.”
Added signature line to page 3-31.

Exhibit 3-L Under “Standard Federal Programs Prefixes,” changed BH to BR.
Page 3-51 Under “Sub-Level Identifier,” changed HBRR to HBP.

Chapter 5 Removed bolded NOTE from paragraph.

Section 5.8 Changed $300,000 to $500,000.

(Audit of Local Agency

Expenditures)

Page 5-18

Exhibit 5-E Corrected header; changed “Exhibit 5-E” to “Exhibit 5-D.”

Page 5-36

Chapter 6 Under step 14, revised content under sub-step number three.

Section 6.5 (Step-by-
Step Procedures —
Categorical Exclusion
with No Technical

Studies)

Page 6-27

Section 6.6 Under step 17, revised first sentence on page 6-27 and last paragraph on
(Step-by-Step page 6-31.

Procedures —

Categorical Exclusion
with Technical Studies)
Page 6-27 & 31 thru 34

Revised step 19 and the Note below it on page 6-32.
Revised step 28 on page 6-33.
Revised steps 33, 34, 36, & 37 on page 6-34.
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Section 6.7
(Step-by-Step
Procedures — Routine

Revised steps 14, 15, & 19 on page 6-39.
Revised steps 20 on page 6-40.
Revised steps 33 and 34 on page 6-41.

Environmental )

Assessment) Step 31 shifted from page 6-41 to 40.
Page 6-39 thru 41

Section 6.8 Revised steps 14 and 15 on page 6-45.

(Step-by-Step
Procedures — Complex
Environmental
Assessment)

Page 6-45, 49, & 50

Revised steps 26 and 27 on page 6-49.
Revised steps 40 and 41 on page 6-50.

Section 6.9 (Step-by
Step Procedures —
Environmental Impact
Statement)

Page 6-55, 60, 61, 63,
& 65

Revised step 24 on page 6-55.
Revised step 29 on page 6-60.
Revised steps 38 and 40 on page 6-61.
Revised step 55 on page 6-63.
Revised steps 61 and 62 on page 6-65.

Chapter 7

Section 7.2

(Type & Requirement
for Field Review)
Page 7-4

Under “Required Review,” changed “major” to “significant.”

Exhibit 7-B
Pages 7-14 thru 14a

Under “Project Manager’s Concurrence,” added Representative to Local
Entity and Caltrans (District) and added FHWA Representative and
signature/title.

Number 12, “List of Attachments” shifted to page 7-14a.

Exhibit 7-C Under “Traffic Data,” removed a zero from each “year.”

Page 7-15

Chapter 9 Under “Implementing Title VI,” added “Local Agency Contact with LEP
Section 9.2 Persons.”

(Nondiscrimination: “Construction” shifted to page 9-3.

Title VI of the Civil

Rights Act)

Pages 9-2 thru 3

Exhibit 9-A Added “Date” field next to signature field.

Page 9-40

Chapter 10 The Table of Contents was reformatted and Exhibits 10-T and 10-U were

Table of Contents

added.
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Section 10.1
(General)
Page 10-3

Under “Pre-Award Audit,” “$250,000” was changed to “$1 million or
more” as well as other minor grammar changes.

Section 10.2

(Identifying & Defining
a Need for Consultants)

Pages 10-6b thru 7

Under “DBE Participation,” revised second sentence in paragraph on page
10-6b.

Revised first paragraph on page 10-7

Section 10.5
(Consultant Selection
Using the One-Step

Under “Negotiate Contract with Top-ranked Consultant,” last paragraph
was modified.

RFQ Method)

Page 10-20

Section 10.8 Content under “Retaining a Consultant as an Agency Engineer” was
(Miscellaneous revised.

Considerations) ““Construction Engineering Services” and “References” shifted to pages

Pages 10-25 thru 26b

10-26a and 10-26b.

Exhibit 10-K
Page 10-59

Changed “$250,000” to “$1 million,” and other minor revisions to
paragraph.

Exhibit 10-T
Page 10-99 thru 102

Added new exhibit, “Panel Member Conflict of Interest and
Confidentiality Statement.”

Exhibit 10-U
Page 10-103 thru 105

Added new exhibit, “Consultant in Management Position Conflict of
Interest and Confidentiality Statement.”

Chapter 11

Section 11.2
(Statewide Design
Standards for Local
Assistance Projects)
Page 11-13 & 14

Under “Bridge Design Procedures,” modified web address.
Removed last paragraph and web link regarding publications.

On page 11-14 under “Clear Width Design,” fixed typo.

Chapter 12
Table of Contents

Table of Contents was reissued due to a change in page numbers caused by
added content.

Section 12.5
(Value Engineering
Analysis)

Page 12-6

Revised paragraph under “SAFETEA-LU.”
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Section 12.9
(Required Federal
Contract Provisions)
Page 12-25 thru 26

Under “Relations with Railroad,” removed last sentence of first paragraph
on page 12-26.
Moved “agency and the railroad company.” to page 12-25.

Section 12.10
(Restricted Contract

Provisions)
Page 12-29 thru 31b

Content under “Project Labor Agreement,” was rewritten.
Reference to Executive Orders and web link were updated on page 12-30
A portion of content on pages 12-30, 31, & 31a shifted to the next page.

Exhibit 12-D
Page 12-54

Removed “(Complete this section if project is on the NHS)” from
“E. Proprietary Items.”

Exhibit 12-E
Page 12-59, 64, & 95

99 ¢¢

Under “X. Project Plans and Specifications,
added to first paragraph on page 12-59.

and specifications” was

Minor miscellaneous grammar & formatting changes made on pages
12-64 & 95.

Chapter 13
Table of Contents

Table of Contents was reissued due to a change in page numbers caused by
deleted content.

Section 13.6
(National
Environmental Policy
Act [NEPA])

Section number was corrected from 13.5 to 13.6.

Page 13-12

Section 13.10 Under “Certification Forms,” removed reference to Exhibit 13-A and
(Right of Way reference to Caltrans Publications Unit on page 13-20. And, removed last
Certification) sentence in subsection on page 13-21.

Page 13-20 thru 27

Sub-sections “Project Certification---No Additional Right of Way
Required” and “Acceptance of the No Right of Way Certification” were
removed from page 13-21.

Content on pages 13-22 thru 27 shifted to the previous page.

Section 13.15
(References)
Page 13-41

Removed reference to Publications for Local Assistance.

Exhibit 13-A
Page 13-43 thru 44

“Exhibit 13-A No Right of Way Certification” was deleted.

Figure 13-1
Page 13-61

Flowchart was changed to Figure.
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Chapter 14 Under “Pre-Award Evaluation,” added “equal or” and changed $250,000
Section 14.4 to $1 million.

(Audit Requirements)

Page 14-10

Chapter 15 Table of Contents was reissued due to deletion of Exhibit 15-E and other

Table of Contents

miscellaneous changes.

Figure 15-1
Page 15-1

Changed from Flowchart 15-1 to Figure 15-1.

Section 15.5

Under “Procedures,” removed reference to NHS projects and the last

(Contract Bid Opening) | bullet point.

Page 15-10

Section 15.7 Removed bullet regarding copy of the Local Agency Bidder UDBE
(Award Package) Commitment.

Page 15-15

Exhibit 15-E

“Exhibit 15-E National Highway System Bid Tabulation Data” was

Page 15-27 deleted.

Chapter 17 Table of Contents was reissued due to deletion of Exhibit 17-H.

Table of Contents

Chapter 17 Under “Federal-Aid Projects,” removed bullet point regarding Statement
Secionl7.5 of Materials and Labor Used by Contractors Involving Federal Funds
(Report of FHWA — Form 47.

Expenditures)

Page 17-6

Exhibit 17-A
Page 17-11

Removed “Statement of Materials and Labor Used by Contractors
Involving Federal Funds...” from checklist.

Exhibit 17-H
Page 17-25 & 26

“Statement of Materials and Labor Used by Contractors on Highway
Construction Involving Federal Funds” was deleted.

Exhibit 17-O
Pagel7-43

Corrected miscellaneous typos.

Chapter 19

Section 19.3 (Oversight
& Process Review
Methods)

Page 19-2

Removed last sentence under “Caltrans Oversight and Process Reviews.”
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Chapter 20
Section 20.2

(Deficiencies)
Page 20-4

Changed “over $250,000” to “of $1 million or more.”

LAPG Item

Change

Chapter 12
Table of Contents

Table of Contents was reissued due to changes made to section 12.1,
section 12.6, and the addition of Exhibit 12-C.

Section 12.1

(High Priority Project
Program)

Page 12-1 thru 4

Section 12.1, previously Demonstration Projects, was revised.

References to “demonstration project” changed to High Priority Project
(HPP).

Section 12.5 (Defense
Access Roads)
Page 12-13 thru 14

Some content under “Project Administration,” was shifted to page 12-13 to
make room for new content in section 12.6.

Some content under “Strategic Highway Network,” was shifted to page
12-14 to make room for new content in section 12.6.

Section 12.6
(Highways For Life
Program)

Page 12-15 thru 16

Added section. Section 12.6 was previously deleted.

Exhibit 12-C
Page 12-21 thru 24

“Exhibit 12-C Highways for LIFE Project Application Packet” was added.

Exhibit 23-N
Page 23-72

Changed “ > $250,000” to “ > $1 million.”
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CHAPTER 2 ROLES AND RESPONSIBILITIES
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2.10 FHWA RESPONSIBILITIES

As discussed above, the FHWA has the overall responsibility for the Federal-Aid highway
Program (FAHP) pursuant to 23 USC § 106 with the exception of the environmental
responsibilities under SAFETEA-LU Sections 6004 and 6005 (23 USC § 326 and 327). In
addition, the FHWA is ultimately responsible for ensuring the financial integrity and
compliance with applicable federal laws and regulations.

Through the stewardship agreement, FHWA and Caltrans have committed to work
cooperatively to identify appropriate stewardship and oversight initiatives using a risk-based,
performance management approach. At the program level, strategic stewardship and oversight
are to be achieved by effectively managing the program through: continuous program-level
involvement; promoting new initiatives and concepts; participating on relevant joint task forces,
joint committees, and joint quality improvement teams; assisting other stakeholders with
program-related issues; conducting program assessments; conducting program reviews; and
performance monitoring via performance measures and indicators.

PROJECT IMPLEMENTATION

At the project-level, strategic stewardship and oversight are accomplished through:
conducting routine approval actions; verifying compliance through project-level
samples; and conducting strategic project oversight. Routine approval actions are
identified in Exhibit 2B and are those actions which have not been delegated to Caltrans.
These include, but are not limited to:

e Federal-aid project agreements and modifications

e obligation of federal funds

e reimbursement to Caltrans of interim and final vouchers

e project-level conformity determinations

e right-of-Way Certificate 3

e protective buying and hardship acquisition

e new/modified interstate access determination of engineering and operations
acceptability (minor access changes assigned to Caltrans, see letter dated
September 15, 1994)

e design exceptions on the interstate
e Buy America waivers

e innovative contracting practices

Strategic project oversight is accomplished through the High Profile project process
described in Section 2.5. For projects that are determined to be of high-risk to the FAHP,
FHWA and Caltrans will jointly determine which project-level approvals will be retained
by the FHWA Division office or delegated to Caltrans. In general, all major projects
(those projects with total cost greater than $500 Million) will be High Profile projects.

Page 2-11
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2.11 CALTRANS RESPONSIBILITIES

Caltrans is responsible and accountable to the FHWA for administering the successful
implementation of federal-aid programs and projects in accordance with laws,
regulations, and policies that govern the federal-aid program. Caltrans also administers
the implementation of state funded programs and projects for the California
Transportation Commission and State Legislature.

These responsibilities are divided into three areas: Policy and Procedures, Program
Management, and Project Implementation.

It is imperative that Caltrans employees involved in project ranking or scoring, or process
reviews have a completed Conflict of Interest Statement (form ADM-3043) on file.

PoLicy AND PROCEDURES

Caltrans establishes uniform policies and procedures to assist the local agencies in
meeting the program requirements for their projects. Caltrans in collaboration with
FHWA interprets federal and state laws, rules and regulations, and provides guidance in
the form of manuals, guidebooks, handbooks, reference materials and service, and
training to assist the agencies in planning, designing, constructing, and maintaining their
transportation systems.

Caltrans policy and procedure development is achieved in coordination and consultation
with the FHWA, representatives of local agencies, MPOs, RTPAs, other affected
agencies, and organizations.

PROGRAM MANAGEMENT

Each specific local assistance program provides funding which requires distribution,
management, and oversight control to ensure that the funds are expended in accordance
with the program requirements and that allocations and budget authority are not
exceeded. Caltrans distributes both state and federal fund allocations to the MPOs,
RTPAs, cities, counties and others as specified by law.

Once the distributions are established, Caltrans provides program guidance for their
expenditure. Some programs may require annual or periodic project application and
selection to establish eligibility lists. Caltrans also monitors project implementation to
ensure that the projects are implemented in a timely manner to achieve program goals.
The Local Assistance Program Guidelines describes each current program.

CONFLICT OF INTEREST

49 CFR, Part 19.36 (b) (3) states that grantees and subgrantees will maintain a written
code of standards of conduct, governing the performance of their employees engaged in
the award and administration of contracts. No employee, officer, or agent of the grantee,
or subgrantee, shall participate in selection, or in award of administration of a contract
supported by federal funds, if a conflict of interest, real or apparent, would be involved.
Such a conflict arises when: (i) the employee, officer, or agent (ii) any member of his
immediate family (iii) his or her partner (iv) an organization, which employs, or is about
to employ, any of the above, has a financial or other interest in the firm selected for
award.

In response to the above requirement and other laws and regulations, the Caltrans has
issued policy under Deputy Directive DD-09-R3 titled Incompatible Activities and
Contflict of Interest. This directive is to ensure that California Department of
Transportation (Department) employees do not willfully engage in any employment or
activities that are illegal, that are or give the appearance of being incompatible or in
conflict with their duties as State employees, that discredit their profession, the
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Department or the State, or that have an adverse effect on the confidence of the public in
the integrity of government.

Conflict of Interest Form ADM-3043 is to be completed annually by all Caltrans
headquarters and district employees that review, rank and rate project applications from
local agencies for any federal or state funded programs. Forms must be signed by the
employee and their respective supervisor. Signatures from the Acquisition Analyst and
Contract Officer are not required for DLA staff who are not acting as a contract manager.
Immediate supervisors shall keep copies of the signed ADM-3043. Additional
information on conflict of interest is provided by the Division of Procurement on the
intranet at: http://admin.dot.ca.gov/pc/coi.shtml#1. Also, instructions are included on the
back of the ADM-3043 and an electronic version of the form is available on the Caltrans
intranet at: http://cefs.dot.ca.gov/forms/index.html .

Compliance with this policy helps safeguard State and Federal funds and the public’s
interest. Non-compliance with this policy could result in the loss of delegated purchasing
or contracting authority for the individual or the entire Department.

PROJECT IMPLEMENTATION

Some major federal-aid project implementation steps delegated by the FHWA to Caltrans
cannot be further delegated to the local agency level and remain Caltrans’ responsibility.
These are shown in Exhibit 2-B and include:

¢ Funding Eligibility Determinations

e Acceptance of Right of Way certification and airspace agreement
e Railroad Agreement approval

e Utility Agreement and relocation approval

e Environmental approval actions pursuant to SAFETEA-LU Sections 6004 and
6005

e Financial Plans for projects over $100 million

e Low Risk ITS project development

e Interstate access determination

e Some Public Interest Findings

e Approval of preliminary plans for major and unusual structures
e Design exceptions (for NHS)

e Value engineering (for NHS)

e Authorization of utility or railroad force account work

e Hiring of consultants in a management role

e Noise determination for PS&E approval

e Supplemental Work item justification

e Approval of liquidated damage rates

e Approval of major changes (requiring additional federal funds) and extra work

e ER damage assessments and report approval

The individual chapters covering these topics should be consulted for details concerning
the responsibilities. Where the FHWA has not delegated final approval, Caltrans
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OVERSIGHT

monitors local agency activities, reviews or prepares documents, and makes
recommendations to FHWA.

Caltrans also provides assistance to the local agencies in interpreting the regulations,
manuals and guidelines as they apply to specific project conditions. The District Local
Assistance Offices and Headquarters DLA personnel are available to aid the local agency
through the required process and procedural steps.

Where expertise is not otherwise available, the local agency may also request assistance
from Caltrans technical specialists in solving special technical problems. Environmental
issues, engineering services, right of way concerns, hazardous wastes, labor compliance,
equal employment opportunity, Title VI, and Disadvantage Business Enterprise are
among these areas where assistance is available. The use of this expertise must be
requested early and be well coordinated to assure that Caltrans limited resources and
personnel will be available when needed.

As outlined in Chapter 19 “Oversight and Process Reviews,” of the Local Assistance
Procedures Manual (LAPM), Caltrans and FHWA will use the process review and other
oversight methods to determine if local agencies are in compliance with all federal-aid
laws, regulations, and procedures. The oversight findings will be used to evaluate all
aspects (including Title 23 requirements) of the local agencies federal-aid program and to
improve local assistance procedures.

MAINTENANCE REVIEWS

Annually, Caltrans reviews project maintenance for selected agencies using federal-aid
funds so that every agency is covered during a four-year cycle. Chapter 18
“Maintenance,” of the LAPM describes these maintenance review procedures in detail.

2.12 CiTY, COUNTY AND OTHER LOCAL PuBLIC AGENCY RESPONSIBILITIES

The cities, counties, joint power authorities, transit agencies and other public agencies
have the primary responsibility for implementing the specific projects which carry out the
programs described in this manual. Nonprofit entities may also qualify for this. For the
purpose of this manual, these agencies/entities are commonly called local agencies.

PROJECT IMPLEMENTATION

The local agency is responsible for the conception, planning, programming,
environmental investigation, design, right of way, construction and maintenance of the
projects on their local transportation system. It must ensure that its staff members,
consultants and contractors comply with the applicable state and federal laws, regulations
and procedures in developing, and constructing its projects.

If a local agency has never implemented a federal-aid or state funded project, or does so
infrequently; it should review the processes with the DLAE prior to beginning any
implementation activity. It may wish to seek the administrative services of another
agency, which is more familiar with the process and procedure details.

Caltrans exercises its FHWA delegated authority by further delegating federal authority
to local agencies to the greatest extent possible for those federal-aid projects that are
located off of the State Highway System. The local agency is delegated decision-making
authority and responsibility for most design and construction-related activities of federal-
aid projects. These include:

e  Getting the project into the FSTIP

e Preparing the Request for Authorization for each project phase
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Decision to hold field review for projects off the NHS
Determining/Approving project DBE Availability Advisory percentage

For ITS projects and other projects with ITS elements, make a preliminary
classification of High-Risk, Low-Risk, or Exempt.

Selecting consultant and approving consultant contracts
Approving local design standards for projects off the NHS
Approving design exceptions for projects “off” the NHS

Preparing and Certifying PS&E (Caltrans must approve the local agencies’ PS&E
procedures for most NHS projects and FHWA for High Profile)

Qualifying/selecting right of way consultants

Right of Way acquisitions and relocation

Preparing and approving Quality Assurance Programs (non-NHS projects only)
Advertising and awarding construction project

Construction contract administration and inspection (Caltrans must approve the
local agencies construction administration procedures for high cost, complex,
corridor-type NHS projects)

Construction contract acceptance on delegated projects
Coordinating railroad agreements

Contract compliance

The individual chapters covering these topics should be consulted for details concerning
the responsibilities.

2.13 CALIFORNIA TRANSPORTATION COMMISSION

The California Transportation Commission (CTC) has programming and fund allocation
responsibility for some federal-aid and state funded programs used for local assistance
projects. It is the responsibility of the local agency to notify the DLAE to request a CTC
vote where applicable.

PROGRAMMING

FUND ALLOCATION

The CTC currently selects federal Transportation Enhancements projects for inclusion in
the STIP.

When a project is ready for implementation, the CTC must vote to allocate funding to the
following programs. This action is commonly called the “second vote.”

2.14 METROPOLITAN PLANNING ORGANIZATIONS, REGIONAL TRANSPORTATION
PLANNING AGENCIES AND COUNTY TRANSPORTATION COMMISSIONS

These organizations have broad transportation planning duties and responsibility for
programming most projects using federal-aid or state allocations from the programs
described in this manual.

These organizations are responsible for providing each local agency with their
application rules, procedures and timelines. They are also responsible for providing the
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local agency with results of the decisions about its projects and the agency, CTC and
federal approval dates.

The local agency must work closely with these organizations to ensure that its projects
are placed in the appropriate TIP with the correct funds in the proper years. Federal funds
and many state funds cannot be obtained without this programming step.

Chapter 4 of the Caltrans Project Development Procedures Manual discusses the
programming process in more detail.

2.15 OTHER PuBLIC AGENCIES AND ORGANIZATIONS

Other federal, state, regional and local entities may have an interest, role or jurisdiction in
the development and implementation of a local project. Examples at the federal level
include the Environmental Protection Agency, the Army Corps of Engineers, and the Fish
and Wildlife Service. At the state level, examples include the Department of Fish and
Game, Air Resources Board, and State Historic Preservation Officer, Regional agencies
include the Air or Water Quality Control Boards and Flood Control Districts.

The State Resources Agency selects the projects to be funded by the CTC for the EEM
program.

The role of these agencies will vary with the project scope, location and environmental
impact. Coordination should begin early to prevent critical delays later in the project
development.

Quasi-public or nonprofit organizations may apply for and receive programmed funds for
some programs, notably EEM. These agencies must follow the same rules and
regulations, which apply to any other local agency developing a state or federal-aid
funded project. When such an agency does not have a full staff of administrative,
engineering, contracting, or accounting personnel, Caltrans encourages it to work through
a local agency that can provide these services and is familiar with the applicable rules.

2.16 REFERENCES

Joint Stewardship and Oversight Agreement:
http://www.dot.ca.gov/hg/oppd/stewardship/

SAFETEA-LU Section 1904
23 USC 106(c)

FHWA Major Projects website:
http://www.thwa.dot.gov/ipd/project_delivery/defined/thwa_delivery process.htm
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California Government Code 16304 stipulates that any federal and state local assistance funds
encumbered for a project are typically available for disbursement for a period of seven (7) and
five (5) years, respectively, from the beginning of the fiscal year(s) the funds are appropriated
in the State Budget Act. A DLA prepared project Finance Letter (based on information
provided by the project sponsor) is sent to the project sponsor and reflects various project fund
reversion dates. It is imperative that a local agency request federal authorization only when
they are ready to do the work and only for work that will be completed and invoiced within
this time period. Federal authorization for the remaining project work should be requested at a
future date.

3.6 UNDERFUNDED PROJECTS

When the federal funds programmed for a project in the FTIP/FSTIP are insufficient to
reimburse a local agency at the maximum federal reimbursement rate (legal pro rata)
permitted for a federal fund type, the project is defined as “federally underfunded.” From a
federal perspective, underfunded projects result in more federal projects for a given amount of
federal funds. The increased oversight/administration costs make this an inefficient way of
utilizing federal funds.

Section 630.106 of Title 23 (Highways) of the United States Code of Federal Regulations
(CFR) stipulates:

(N(1) The federal-aid share of eligible project costs shall be established at the time of
project authorization in one of the following manners:

e Pro rata, with the authorization stating the federal share as a specified
percentage; or

e Lump sum, with the authorization stating that federal funds are
limited to a specified dollar amount not to exceed the legal pro rata.

(2) The pro rata or lump sum share may be adjusted before or shortly after contract
award to reflect any substantive change in the bids received as compared to the State
Transportation Department’s (STD’s) estimated cost of the project at the time of
FHWA authorization, provided that federal funds are available.

(3) Federal participation is limited to the agreed federal share of eligible costs incurred
by the state, not to exceed the maximum permitted by enabling legislation.

(g) The state may contribute more than the normal nonfederal share of Title 23, U.S.C.
projects. In general, financing proposals that result in only minimal amounts of
federal funds in projects should be avoided, unless they are based on sound project
management decisions.

Therefore, except as permitted by 23 CFR 630.106 (f)(2), once a federal fund source is placed
under agreement (E-76) for a phase of work, the pro rata reimbursement rate for that federal
fund type (apportionment) and phase of work is fixed for the life of the project. In other
words, when a phase of work is placed under federal agreement (E-76), the project sponsor
has agreed to deliver a scope of work for an agreed upon amount of federal funds. If project
costs increase, the federal share of the eligible costs is fixed at the federal pro rata established
at the time of the project was placed under agreement. For this reason, MPOs/RTPAs should
strive to fund projects at the maximum federal reimbursable rate.
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ADMINISTRATIVE RULES

For Delegated projects, Caltrans DLAE will consider underfunding on a project-by-project
basis. However, if there is a potential for a Region to lapse funds to the “Use It or Lose It”
provisions of AB1012, Caltrans will not permit the initial underfunding of projects for that
Region.

Many federal “earmark”™ and “discretionary” federal funding programs (High Profile projects,
Historic Bridge, and so forth.) release or allocate federal funds on an annual basis. For long-
term or high cost projects, the total anticipated federal funds might not be available at the time
of the initial federal authorization for the project phase of work. Therefore, for these types of
funds, FHWA will permit adjustment to the federal pro rata as the federal funds become
available.

FEDERAL REIMBURSEMENT OF UNDERFUNDED PROJECTS

At the time of Federal Authorization (E-76), the federal reimbursement rate for a project or
phase of work is established by dividing the authorized federal funds by the federal
participating costs of work, not to exceed the legal pro rata.

For progress invoices, the federal reimbursement rate is limited to the rate established in FMIS
by the most current Federal Authorization to Proceed/Obligation of Funds (E-76) at the time
of award. On the final invoice, the federal reimbursement rate may fluctuate to ensure that the
local agency receives the total federal funds to which it is entitled not to exceed the legal pro
rata or obligated federal funds.

3.7 LOCAL ADVANCE CONSTRUCTION PROCEDURES

When federal funds are not available for obligation due to an insufficient balance of funds or
OA, alocal agency may request in writing federal authorization to proceed with the project (or
project phase) under advance construction procedures (see Exhibit 3-1, “Request for Local
Advance Construction Authorization” in this chapter).

Under local advance construction procedures, following federal authorization to proceed, the
local agency will use its own funds to perform work eligible for future federal reimbursement.
The local agency must have sufficient local funds to pay for all project costs until such time as
federal funds become available. An FTIP amendment may be required when the Advance
Construction Authorization is converted to a real obligation of federal funds (see Exhibit 3-1
“Request for Local Advance Construction Authorization” in this chapter). The local agency
must consider the risk that the federal funds may never become available.
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Request for Authorization To Proceed with Preliminary Engineering

To: (DLAE Name) Date:
District Local Assistance Engineer FTIP/FSTIP ID:
Caltrans, Office of Local Assistance Federal Project No:
(District Address) EA:

EXHIBIT 3-A REQUEST FOR AUTHORIZATION
TO PROCEED WITH PRELIMINARY ENGINEERING

[Place this form on Local Agency Letterhead]

PPNO (For STIP Projects):

High-Risk ITS (Phase 1 or 2):

Project Description:

Dear (DLAE Name):

In order to begin federally reimbursable preliminary engineering work for the above-referenced project, we request that you
secure Federal Authorization to Proceed and Obligation of Funds. The federal funds requested will not exceed those provided to
this agency in the federally approved Federal Transportation Improvement Program (FTIP)/Federal Statewide Transportation
Improvement Program (FSTIP).

Attached are the following documents required to authorize this phase of work:

Request for Authorization Package

[]
[]
[]
[]

——
[E—p—

Completed Request for PE Authorization Data Sheet (Exhibit 3-E)

Copy of FTIP/FSTIP Reference

Completed Finance Letter (Exhibit 3-O)

For High-Risk (formerly “Major”) ITS Projects — Phase 2 Only: FHWA approved Systems Engineering
Management Plan (SEMP) (Note that federal approval of the SEMP is contingent on prior federal approval of
the Systems Engineering Review Form [SERF])

Copy of Executed Cooperative Agreement (only for projects on State Highway System)

Request for Capital Subvention Reimbursement Allocation (Exhibit 3-H) (only for projects on State Highway
System)

Toll Credit Usage

[]
[]

This project will use Toll Credit. It is fully funded.
This project will NOT use Toll Credit.

Field Review Form (Exhibit 7-B)

[]
[]

Completed Field Review Form (Exhibit 7-B), or

A Field Review Form will be submitted within four (4) months of the Federal Authorization date, otherwise, it
is understood the authorization to proceed will be canceled automatically. It is further understood that a
Program Supplement Agreement will NOT be prepared until after the Field Review Form is submitted.

Environmental Document

[]

Type of NEPA Document. Approval Date:
[] Categorical Exclusion (CE)

] Findings of No Significant Impact (FONSI)
] Record of Decision (ROD)

] Revalidation

— r——

This agency has not completed the environmental process. The NEPA Document will be submitted at a later
date, prior to beginning of final design (PS&E).
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Disadvantaged Business Enterprise (DBE)
[] All work for this phase of the project will be performed by local agency staff.
[] For consultant contracts an Underutilized Disadvantaged Business Enterprise (UDBE) goal will be established
for each contract and the Local Agency Proposer UDBE Commitment (Consultant Contracts) (Exhibit 10-O1)
will be submitted with the proposal. Within 15 days of contract execution, the Local Agency Proposer DBE
Information (Consultant Contracts) (Exhibit 10-O2) shall be forwarded to the DLAE.

Pre-Award Audit
[ ] Completed Audit Disposition (Exhibit 10-K), or

[] Audit Disposition was not completed because neither federal-aid nor state funds will be used to fund a
consultant contract, or

[ ] Pre-award audit was not performed because the consultant contract is less than $1 million and does not meet
the criteria outlined in Exhibit 10-K requiring pre-award audit, or

[ ] Audit Disposition is not being submitted at this time. It will be submitted to the DLAE prior to entering a

contract with the consultant(s).

California Transportation Commission (CTC) Allocation

[1] A CTC allocation is not required, or

[] A CTC allocation of $ (federal/state) funds for the PA/ED and/or PS&E component(s) of
work was made at the meeting of the CTC, or

[1] A CTC allocation of funds has been scheduled for the meeting of the CTC. Itis
understood that the authorization/obligation of any federal STIP funds will not be made until after the CTC
allocation.

Project Agreement and Liquidation of Funds

Upon FHWA issuance of the “Authorization to Proceed” and Agency submittal of the “Field Review” form (Exhibit 7-B), a
“Program Supplement Agreement” will be prepared to encumber the federal and/or state funds for the project. This Agency
understands that any federal and/or state funds encumbered for the project are available for disbursement for limited period(s) of
time. For each fund encumbrance the limited period is from the start of the fiscal year that the specific fund was appropriated
within the State Budget Act, to the applicable Fund Reversion date shown on the State approved project finance letter (unless an
extension is granted by the Department of Finance). It is anticipated that this phase of work will be completed by

(month, year).

Invoice Submittal

This Agency understands that only relocation work performed after federal “Authorization to Proceed” (E-76) is eligible for
reimbursement. Invoices for reimbursement will not be submitted until after the federal and state (if applicable) funds are
encumbered via an executed “Program Supplement Agreement” and/or State approval Finance Letter. In addition, it is also
understood that an invoice must be submitted at least once every six (6) months for each project phase until all funds are
expended. If there are no eligible expenses, then a written explanation will be provided for that six (6) month period along with
the target amount and date for the next invoice submittal.

CERTIFICATION

I certify that the facts and statements in this Request for Authorization Package are accurate and correct. This Agency agrees to
comply with the applicable terms and conditions set forth in Title 23, U.S. Code, Highways, and the policies and procedures
promulgated by the Federal Highway Administration and California Department of Transportation relative to the above-
designated project.

I understand that this Agency is responsible for all costs in excess of the federal and/or state funds obligated / encumbered as
well as for all costs it incurred prior to receiving the FHWA issued “Authorization to Proceed.” I further understand that all
subsequent phases of the project will require a separate “Federal Authorization to Proceed.”
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For High-Risk (formerly “Major”’) and Low-Risk (formerly “Minor”) ITS projects, I understand that our project shall be
consistent with the Regional ITS Architecture, adhere to ITS Standards, and undergo Systems Engineering analysis. A SERF
will be included in the Field Review Package. For High-Risk ITS projects, I understand that this Agency shall not proceed with
component detailed design until after FHWA approval of the SEMP and receipt of “Authorization to Proceed.”

Please advise us as soon as the “Federal Authorization to Proceed” has been issued. You may direct any questions to:

(Name of Local Agency Contact) at (phone number and e-mail address)

Signature of Local Agency Representative

Print Name

Title

Agency

Distribution: DLAE
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Request for Authorization To Proceed with Right of Way

To: (DLAE Name) Date:
District Local Assistance Engineer FTIP/FSTIP ID:
Caltrans, Office of Local Assistance Federal Project No:
(District Address) EA:

EXHIBIT 3-B REQUEST FOR AUTHORIZATION
TO PROCEED WITH RIGHT OF WAY

[Place this form on Local Agency Letterhead]

PPNO (For STIP Projects):

Project Description:

Dear (DLAE Name):

In order to proceed with right of way phase of work for the above-referenced project, we request that you secure Federal
Authorization to Proceed and obligation of funds. The federal funds requested will not exceed those provided to this agency in
the federally approved Federal Transportation Improvement Program (FTIP)/Federal Statewide Transportation Improvement

Program (FSTIP).

Attached are the following documents required to authorize this phase of work:

Request for Authorization Package

[]
[]
[]
[]
[]

Toll Credit Usage
[]
[]

Completed Request for R/W Authorization Data Sheet (Exhibit 3-E)

Copy of FTIP/FSTIP Reference Sheet

Completed Finance Letter (Exhibit 3-O)

Copy of Executed Cooperative Agreement, if not previously submitted (only for projects on State Highway
System)

Request for Capital Subvention Reimbursement Authority (Exhibit 3-H) (only for projects on State Highway
System)

This project will use Toll Credit. It is fully funded.
This project will NOT use Toll Credit.

Field Review Form (Exhibit 7-B)

[]
[]

Completed Field Review Form (Exhibit 7-B), or
The Field Review Form was submitted previously on

Environmental Document

[ 1 Type of NEPA Document. Approval Date:

[]
[]
[]
[]

Categorical Exclusion (CE) Form

Findings of No Significant Impact (FONSI)
Record of Decision (ROD))

Revalidation

Disadvantaged Business Enterprise (DBE)

[]
[]

All work for this phase of the project will be performed by local agency staff.

For consultant contracts an Underutilized Disadvantaged Business Enterprise (UDBE) goal will be established
for each contract and the Local Agency Proposer UDBE Commitment (Consultant Contracts) (Exhibit 10-O1)
will be submitted with the proposal. Within 15 days of contract execution, the Local Agency Proposer DBE
Information (Consultant Contracts) (Exhibit 10-O2 ) shall be forwarded to the DLAE.
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California Transportation Commission (CTC) Allocation

Check which of the following applies:

A CTC allocation is not required, or
A CTC allocation of funds for the right of way component of work was made at the
meeting of the CTC, or

[]
[]

[] A CTC allocation of funds has been scheduled for the meeting of the CTC. It is
understood that the authorization/obligation of any federal STIP funds will not be made until after the CTC
allocation.

Project Agreement and Liquidation of Funds

Upon FHWA issuance of the “Authorization to Proceed” (and agency submittal of the “Field Review” form [Exhibit 7-B] if not
previously submitted), a “Program Supplement Agreement” and/or state approved “Finance Letter” will be prepared to encumber
the federal and/or state funds for the project. This Agency understands that any federal and/or state funds encumbered for the
project are available for disbursement for limited period(s) of time. For each fund encumbrance the limited period is from the
start of the fiscal year that the specific fund was appropriated within the State Budget Act, to the applicable Fund Reversion date
shown on the State approved project finance letter (unless an extension is granted by the Department of Finance). It is anticipated
that this phase of work will be completed by (month, year).

Invoice Submittal

This Agency understands that only work performed after federal “Authorization to Proceed” (E-76) is eligible for
reimbursement. Invoices for reimbursement will not be submitted until after the federal and state (if applicable) funds are
encumbered via an executed “Program Supplement Agreement” and/or state approval Finance Letter. In addition, it is also
understood that an invoice must be submitted at least once every six (6) months for each project phase until all funds are
expended. If there are no eligible expenses, then a written explanation will be provided for that six (6) month period along with
the target amount and date for the next invoice submittal.

CERTIFICATION

I certify that the facts and statements in this Request for Authorization Package are accurate and correct. This Agency agrees to
comply with the applicable terms and conditions set forth in Title 23, U.S. Code, Highways, and the policies and procedures
promulgated by the Federal Highway Administration and California Department of Transportation relative to the above-
designated project.

I understand that this Agency is responsible for all costs in excess of the federal and/or state funds obligated/encumbered as well
as for all costs it incurred prior to receiving the Federal Highway Administration issued “Authorization to Proceed.”

Please advise us as soon as the Authorization to Proceed has been issued. You may direct any questions to:

(Name of Local Agency Contact) at (phone number and e-mail address)

Signature of Local Agency Representative

Print Name

Title

Agency

Distribution: DLAE
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EXHIBIT 3-C REQUEST FOR AUTHORIZATION
TO PROCEED WITH UTILITY RELOCATION

[Place this form on Local Agency Letterhead]

To: (DLAE Name) Date:
District Local Assistance Engineer FTIP/FSTIP ID:
Caltrans, Office of Local Assistance Federal Project No:
(District Address) EA:

PPNO (For STIP Projects):

Project Description:

Dear (DLAE Name):

In order to proceed with Utility Relocation phase of work for the above-referenced project, we request that you secure Federal
Authorization to Proceed and obligation of funds. The federal funds requested will not exceed those provided to this agency in
the federally approved Federal Transportation Improvement Program (FTIP)/Federal Statewide Transportation Improvement
Program (FSTIP).

Attached are the following documents required to authorize this phase of work:

Request for Authorization Package
[] Completed Request for R/W Authorization Form (Exhibit 3-B)

Request for Authorization Data Sheet (Exhibit 3-E)

Copy of FTIP/FSTIP Reference Sheet

Completed Finance Letter (Exhibit 3-O)

Copy of Executed Cooperative Agreement, if not previously submitted (only for projects on State Highway

System)

[] Request for Capitol Subvention Reimbursement Authority (Exhibit 3-H) (only for projects on State Highway
System)

Toll Credit Usage
[1] This project will use Toll Credit. It is fully funded.
[ ] This project will NOT use Toll Credit.

Field Review Form (Exhibit 7-B)
[ ] Completed Field Review Form (Exhibit 7-B), or
[1] The Field Review Form was submitted previously on

Environmental Document
[ 1 Typeof NEPA Document. Approval Date:
[1] Categorical Exclusion (CE) Form
] Findings of No Significant Impact (FONSI)
] Record of Decision (ROD)
] Revalidation

———
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Disadvantaged Business Enterprise (DBE)
[ ] All work for this phase of the project will be performed by local agency staff.
[] For consultant contracts an Underutilized Disadvantaged Business Enterprise (UDBE) goal will be established
for each contract and the Local Agency Proposer UDBE Commitment (Consultant Contracts) (Exhibit 10-O1)
will be submitted with the proposal. Within 15 days of contract execution, the Local Agency Proposer DBE
Information (Consultant Contracts) (Exhibit 10-O2) shall be forwarded to the DLAE.

Utility Relocation

[] This Agency agrees to comply with 23 CFR 645.119 “Alternate Procedure” (as explained in Chapter 13,
“Right of Way,” and Chapter 14, “Utility Relocations,” of the LAPM). This alternate procedure is provided to
simplify the processing of utility relocations or adjustments under the provisions of 23 CFR 645. Under this
procedure, the FHWA authorized the Department of Transportation (Caltrans) to act in relative position of the
FHWA for review and approval of the arrangements, fees, estimates, plans, utility agreements, and other
related matters required by such regulation as prerequisites for authorizing the utility owner to proceed with
and complete the work.

It is understood that the scope of the Department’s approval authority under the Alternate Procedure includes
all actions necessary to advance and complete all types of utility work under the provisions of such regulation,
except Section 645.119 (B)(1) and 645.119 (b)(2). Two of such documents that need the Department’s
approval are FHWA Specific Authorization and FHWA Approval of the Utility Agreement(s). See Chapter 14,
“Utility Relocations,” of the LAPM for more information on the activities necessary for federal participation in
utility relocations. The approval authority has been delegated to the Right of Way District Utility Coordinators.

California Transportation Commission (CTC) Allocation

Check which of the following applies:

[] A CTC allocation is not required, or

[1] A CTC allocation of funds for the right of way component of work was made at the
meeting of the CTC, or

[] A CTC allocation of funds has been scheduled for the meeting of the CTC. Itis
understood that the authorization/obligation of any federal STIP funds will not be made until after the CTC
allocation.

Project Agreement and Liquidation of Funds

Upon FHWA issuance of the “Authorization to Proceed” (and agency submittal of the “Field Review” form [Exhibit 7-B] if not
previously submitted), a “Program Supplement Agreement” and/or state approved “Finance Letter” will be prepared to encumber
the federal and/or state funds for the project. This Agency understands that any federal and/or state funds encumbered for the
project are available for disbursement for limited period(s) of time. For each fund encumbrance the limited period is from the
start of the fiscal year that the specific fund was appropriated within the State Budget Act, to the applicable Fund Reversion date
shown on the State approved project finance letter (unless an extension is granted by the Department of Finance). It is anticipated
that this phase of work will be completed by (month, year).

Invoice Submittal

This Agency understands that only relocation work performed after federal “Authorization to Proceed” (E-76), approval of the
Specific Authorization, and appropriate Utility Agreement is eligible for reimbursement. Invoices for reimbursement will not be
submitted until after the federal and state (if applicable) funds are encumbered via an executed “Program Supplement
Agreement” and/or state approval Finance Letter. In addition, it is also understood that an invoice must be submitted at least
once every six (6) months for each project phase until all funds are expended. If there are no eligible expenses, then a written
explanation will be provided for that six (6) month period along with the target amount and date for the next invoice submittal.
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CERTIFICATION

I certify that the facts and statements in this Request for Authorization Package are accurate and correct. This Agency agrees to
comply with the applicable terms and conditions set forth in Title 23, U.S. Code, Highways, and policies and procedures
promulgated by the Federal Highway Administration and California Department of Transportation relative to the above-
designated project.

I understand that this Agency is responsible for all costs in excess of the federal and/or state funds obligated/encumbered, as well
as, for all costs it incurred prior to receiving the FHWA issued Authorization to Proceed

Please advise us as soon as the Authorization to Proceed has been issued. You may direct any questions to:

(Name of Local Agency Contact) at (phone number and e-mail address)

Signature of Local Agency Representative

Print Name

Title

Agency

Distribution: DLAE
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Request for Authorization to Proceed with Construction

EXHIBIT 3-D REQUEST FOR AUTHORIZATION TO PROCEED WITH CONSTRUCTION

To: (DLAE Name) Date:
District Local Assistance Engineer FTIP/FSTIP ID:
Caltrans, Office of Local Assistance Federal Project No:
(District Address) EA:

[Place this form on Local Agency Letterhead]

PPNO (For STIP Projects only):

Project Description:

Dear (DLAE Name):

In order to advertise, award and administer the construction contract for the above-referenced project, we request that you secure
Federal Authorization to Proceed and obligation of funds. The federal funds requested will not exceed those provided to this
agency in the federally approved Federal Transportation Improvement Program (FTIP)/Federal Statewide Transportation
Improvement Program (FSTIP).

Attached are the following documents required to authorize this phase of work:

Request for Authorization Package

[]

e e e —

Completed Request for Construction Authorization Data Sheet (Exhibit 3-E)

Copy of FTIP/FSTIP Reference Sheet

Completed Finance Letter (Exhibit 3-O)

Copy of Executed Cooperative Agreement (only for projects on State Highway System)

Request for capital Subvention Reimbursement Authority (Exhibit 3-H) (only for projects on State Highway
System)

Toll Credit Usage

[]
[]

This project will use Toll Credit. It is fully funded.
This project will NOT use Toll Credit.

Field Review Form (Exhibit 7-B)

[]
[]

Completed Field Review Form (Exhibit 7-B), or
The Field Review form previously was submitted on

Environmental Document

[ 1 Typeof NEPA Document. Approval Date:

[]
]

]
]

— ——

Categorical Exclusion (CE) Forms

Findings of No Significant Impact (FONSI))
Record of Decision (ROD)

Revalidation

Disadvantaged Business Enterprise (DBE)

[]
[]

All work for this phase of the project will be performed by local agency staff.

For construction contracts an Underutilized Disadvantaged Business Enterprise (UDBE) goal will be
established for each contract and the Local Agency Bidder UDBE Commitment (Construction Contracts)
(Exhibit 15-G1) will be submitted with each bid by the bidders. Within 15 days of contract execution, the
Local Agency Bidder DBE Information (Construction Contracts) (Exhibit 15-G2) shall be forwarded to the
DLAE.

LPP 11-05
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Right of Way Certification (Exhibit 13-A or 13-B)
Right of Way Certification # which was approved on is:
‘ [ ] Attached, or
[1] Previously Submitted.

PS&E Package and PS&E Certification
[] Completed PS&E package, PS&E Certification (Exhibit 12-C), and PS&E Checklist (Exhibit 12-D), or
[1] The PS&E package, PS&E Certification, and PS&E Checklist were submitted and accepted on

Local Agency Construction Contract Administration Checklist
[] Local Agency Construction Contract Administration Checklist (Exhibit 15-A), or

[] The Local Agency Construction Administration Checklist was submitted previously and our procedures have
not changed.

California Transportation Commission (CTC) Allocation

Check which of the following applies:

[1] A CTC allocation is not required, or

[] A CTC allocation of funds for the construction component of work was made at the
meeting of the CTC, or

[1] A CTC allocation of funds has been scheduled for the meeting of the CTC. Itis
understood that the authorization/obligation of any federal STIP funds will not be made until after the CTC
allocation.

Project Agreement and Liquidation of Funds

Upon FHWA issuance of the “Authorization to Proceed” (and agency submittal of the “Field Review” form [Exhibit 7-B], if not
previously submitted), a “Program Supplement Agreement” and/or state approved “Finance Letter” will be prepared to encumber
the federal and/or state funds for the project. This Agency understands that any federal and/or state funds encumbered for the
project are available for disbursement for limited period(s) of time. For each fund encumbrance the limited period is from the
start of the fiscal year that the specific fund was appropriated within the State Budget Act, to the applicable Fund Reversion date
shown on the State approved project finance letter (unless an extension is granted by the Department of Finance). It is anticipated
that this phase of work will be completed by (month, year).

Invoice Submittal

This Agency understands that project construction contracts advertised prior to federal authorization are NOT eligible for
reimbursement. It is also understood that construction-engineering cost must be specifically included and authorized in the
federal Authorization to Proceed with Construction to be eligible for reimbursement. If construction engineering (CE) is
authorized after construction begins, only those construction-engineering costs incurred after the date the CE is authorized are
eligible for reimbursement.

Invoices for reimbursement will not be submitted until after the federal and state (if applicable) funds are encumbered via an
executed “Program Supplement Agreement” and/or state approved Finance Letter. It is understood that an invoice must be
submitted at least once every six (6) months for each project phase until all funds are expended. If there are no eligible expenses
then a written explanation will be provided for that six (6) month period along with the target amount and date for the next
invoice submittal.

CERTIFICATION

I certify that the facts and statements in this “Request for Authorization Package” are accurate and correct. This Agency agrees to
comply with the applicable terms and conditions set forth in Title 23, U.S. Code, Highways, and the policies and procedures
promulgated by the Federal Highway Administration and California Department of Transportation relative to the above-
designated project.
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[ understand that upon submittal of this request and a completed “Field Review” form, the federal and/or state funds will be
encumbered via a Program Supplement Agreement and /or state approved Finance Letter. This Agency will comply with the
liquidation deadlines as explained in Government Code 16304.

I understand that this Agency is responsible for all costs in excess of the federal and/or state funds obligated/encumbered and all
costs it incurred prior to receiving the FHWA issued “Authorization to Proceed” for this phase of the project

Please advise us as soon as the “Authorization to Proceed” has been issued. You may direct any questions to:

(Name of Local Agency Contact) at (phone number and e-mail address)

Signature of Local Agency Representative

Print Name

Title

Agency

Distribution: DLAE
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Request for Transfer of Federal Funds to the FTA

EXHIBIT 3-J REQUEST FOR TRANSFER OF FEDERAL FUNDS TO THE FEDERAL TRANSIT
ADMINISTRATION (FTA)

[Place this form on Local Agency Letterhead]

To: (DLAE Name) Date:
District Local Assistance Engineer FTIP/FSTIP ID(s):
CALTRANS, Office of Local Assistance Project Description(s):
(District Address)

Dear (DLAE Name):

We have received notification of pending grant application approval for this public transit project and request that you
transfer these federal funds to the Federal Transit Administration for project administration. The amount(s) requested
do not exceed the funds provided to this agency in the current approved Federal Statewide Transportation
Improvement Program (FSTIP).

Request for FTA Transfer Documentation

Attached is information/documentation in support of this request to transfer federal funds to the FTA:

O Pending FTA Grant Number:

O Copy of Approved FSTIP pages

O Copy of Grant Application (Section 5307 projects only)

O Copy of Caltrans Notification Letter (Section 5311 & 5310 projects only)

O Please transfer the following federal funds to the FTA:

Programmed Fiscal Year Federal Funds
Fund Type FSTIP Funds Programmed To be transferred

Total

I understand that the invoices for payment of federal funds will be processed by FTA (Section 5307), or Caltrans
(Sections 5311 and 5310 — refer to Division of Mass Transportation, Section 5311 “Handbook and Guide,” for
invoicing procedures and format)

Prior to payment of State Transportation Improvement Program (STIP) match funds: 1) California Transportation
Commission (CTC) must allocate the funds, 2) Master Administering Agency— State Agreement for State Funded
Projects and project specific Program Supplement Agreement (PSA) must be executed, 3) Applicant Agency must
prepare and sign a project specific Finance Letter, and 4) Applicant Agency must submit evidence that payment of
federal funds has been invoiced/received. Invoice procedures and format must adhere to Chapter 5,
“Accounting/Invoices,” of Local Assistance Procedures Manual (LAPM) (available at
http://www.dot.ca.gov/hg/LocalPrograms/). * Please note that STIP match funds may ONLY be used for purposes
eligible under Article X1X of the California State Constitution.
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Check which of following applies:

] This project does not qualify for STIP match funds.
[]  This project is programmed to receive STIP match funds. I have attached the completed:
1) Request for STIP Fund Allocation
2) Funding Allocation Checklist, and
3) Finance Letter
[ ] A request for allocation of STIP match funds will be made at a future date as permitted by Government
Code Section 14529.17

Toll Credit Usage
[] This project will use Toll Credit. It is fully funded.

[ ] This project will NOT use Toll Credit.

CERTIFICATION

I certify that the facts and statements in this “Request for Transfer of Federal to the Federal Transit Administration”
are accurate and correct. Following the transfer of funds to the FTA, this agency agrees to comply with the applicable
terms and conditions set forth in Title 49, USC, Chapter 53 “Mass Transportation” and the policies and procedures
promulgated the FTA relative to the above-designated project.

Signature of Local Agency Representative

Print Name

Title

Agency

Distribution: Local Agency
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Local Assistance Project Prefixes

EXHIBIT 3-L LOCAL ASSISTANCE PROJECT PREFIXES

Standard Federal Program Prefixes

[ R e W W W W W W |

[ S TS Y S Sy —'

STP
CM
BR
BR
ER
HSIP
HRRR
SRTS
NBIS

STIP Funded Programs

[
[
[
[

]
]
]
]

RPSTP
RP
PPMxx
FSPxx

Surface Transportation Program

Congestion Mitigation & Air Quality Improvement (CMAQ) Program
Bridge Replacement

Bridge Rehabilitation

Emergency Relief

Highway Safety Improvement Program

High Risk Rural Roads

Safe Routes to School (Infrastructure or Non-infrastructure; Federal USC Sec. 1404)

National Bridge Inspection System

STIP Regional Improvement Program (Federalized)

STIP Regional Improvement Program (State-only)

STIP Funded Planning Programming and Monitoring (S/O)
Freeway Service Patrol (S/0O)

xx — Represents second year of programmed fiscal year (e.g. FY 2004/05 = 05)

Sub-Level Identifier

e —

e e e e e e e e e e e

Local Assistance Funds Management

On National Highway System

Safety, Hazard Elimination & Safety Program (HES) portion of STP
100% Federal Funding for Safety

STIP Programmed Transportation Enhancements/Activities (TE/TEA)
Regional TEA Program

CTC Conservation Lands TEA Program

CTC Statewide Transportation Enhancement (STE) Program

Safe Routes to School (State-legislated program using federal funds)
Safe Routes to School (Federal funds; Non-infrastructure projects)
On System (HBP Program)

Off System (HBP Program)

Discretionary Program Prefixes

| B B W W s W W s W W s W s W |

S S S ST T ST S TSN Ny S|

BDxxx
BDSxxx
IBRCxxx
FBDxxx
FLHxxx
IRxxx
PLHxxx
CASBxxx
RTxxx
TCSPxxx
TCSExxx

Bridge Discretionary
Bridge Discretionary, Seismic

Innovative Bridge Research and Construction

Ferry Boat Discretionary

Federal Lands Highways

Indian Roads

Public Lands Highways

California Scenic Byways

Recreational Trails

Transportation Community and System Preservation, Competitive
Transportation Community and System Preservation, Earmarked
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NCPDxxx National Corridor Planning and Deployment

[ ]

[ ] CBIxxx Coordinated Border Infrastructure

[ 1] ITSxxx Intelligent Transportation Systems

[ 1] LTAPxx Technical Deployment, Local Technical Assistance Program

[ 1] VPPLxxx Value Pricing Pilot Program

[ ] HPLU SAFETEA-LU High Priority

[ 1] TILU SAFETEA-LU Transportation Improvement

[ 1] PRNS SAFETEA-LU Projects of Regional and National Significance

[ 1] NCIIP SAFETEA-LU National Corridors Infrastructure Improvement Program

xx — Represents second year of FFY of allocation (e.g. FY 2004/05 = 05).
xxx— Represents sub-level Identifier & 2" year of FFY of allocation.
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Accounting/Invoices

e The following are shown, for each phase of work:
Total Costs
Participating Costs
Nonparticipating Costs
Federal Funds
Other Funds (local, state, etc.)
e The costs shown, by phase of work, are the same on the:
Final Invoice
Final Detailed Estimate (federal-funded projects)
Final Detailed Estimate Summary (federal-funded projects)
Final Report of Expenditures — report (state-funded projects)

e I[fthere are Liquidated Damages, they are shown on both the Final Invoice and the
Final Detail Estimate. If there were none, write “None”.

e A Change Order Summary is provided, whether there were change orders or not. If
there were none, write “None”.

e  Contractor Claims are listed. If there were no claims, write “None”.

5.7 FINAL PROJECT COSTS

The final project cost listed in the local agency’s Final Report of Expenditures will be
analyzed by LPA to determine if the costs reported for each phase of work are eligible for
federal reimbursement. Eligible amounts for each phase of work, as determined from the
analysis are reconciled with the costs recorded in the Caltrans’ accounting system.

If it is determined that the funds paid to the local agency are more than the amount eligible
for reimbursement, LPA will initiate an Accounts Receivable billing to the local agency
for recovery of the overpayment. However, if it is determined that the amount paid is less
than the amount eligible for reimbursement, LPA will send the additional amount to the
local agency.

5.8 AUDIT OF LOCAL AGENCY EXPENDITURES

The local agency shall maintain written source document records that account for agency
costs and payments made to consultants, vendors, and contractors. Contract records must
be retained by the local agency for a minimum period of three years from the date of the
final payment by the state. Refer to Title 49, Code of Federal Regulations (CFR), Section
18.42 for federal requirements for retention and access of records.

Local agency expenditures for all local assistance programs are subject to financial and
compliance audits by the SCO and Caltran’s Office of External Audits (OEA). The
OEA’s evaluation of a local agency’s system of controls will determine if an on-site audit
of the local agency’s records (underlying the reported project) is necessary.

LPP 04-10

Page 5-17
October 11, 2004



Chapter 5
Accounting/Invoices

Local Assistance Procedures Manual

The auditors typically discuss any audit findings with the local agency before finalizing
their report. The local agency should provide any clarifications or raise any objections to
the audit findings at this meeting.

Local agencies are also subject to the audit requirements of the Federal Office of
Management and Budget’s Circular A-133. A single audit is required if an agency
receives more than $500,000 in federal funds from all sources in their fiscal year.
Normally, project audits are not necessary if the expenditures for a project are covered by
a single audit report accepted by the appropriate federal agency.

The Master Agreement for State Funded Projects requires local agencies to have a
financial audit of project costs when the costs are in excess of $500,000. The audit must
be completed by December 30™ following the fiscal year of project completion. This audit
may be contracted for at the agency’s expense or conducted by agency staff that meets the
Independence Standard as outlined in the GAO government Auditing Standards (The
Yellow Book). This publication can be found at: www.gao.gov/govaud/ybk01.htm.

5.9 FINAL REPORT OF EXPENDITURES ON PROJECTS
ADMINISTERED BY THE STATE

The final report of expenditures for state administered local assistance projects is prepared
by LPA.

On some projects, the state performs only specific phases of work associated with a local
assistance project. For example, design engineering, right of way acquisition, or striping
may be performed by the local agency for a construction project administered by the state.
In such instances, LPA is responsible for preparing a Final Report of Expenditures for the
work performed by state staff. The local agency is responsible for preparing the Final
Report of Expenditures for work it performed and for any expenditure it incurred.

5.10 AUDIT OF STATE EXPENDITURES

State expenditures for local assistance federal-aid major construction contracts (greater
than $500,000) are subject to the internal procedures established by Caltrans’ Audits and
Investigations as well as the Bureau of State Audits when they perform the annual Single
Audit of Caltrans. Caltrans’ internal procedures and controls for major contracts do not
require a formal audit of each construction project. However, projects may be selected on
a random basis for an audit of extra work paid by a force account method of payment (see
LAPM, Chapter 12, “Plans, Specifications & Estimate”).
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Exhibit 5-D SAMPLE RIGHT oF WAY INVOICE

(LETTERHEAD OF LOCAL AGENCY)

Date of Invoice (For Progress Invoice (For Final Invoice) Name, District Director
Department of Transportation Attn: Name, District Local Assistance Engineer
Accounting Service Center- MS 33 Department of Transportation

Local Program Accounting Branch Street or P.O. Box

P.O. Box 942874 City,CA Zip CoDE

Sacramento, CA 94274-0001

Billing No: 1,2..., or Final

Invoice No: Local Agency’s Invoice No.

Federal-Aid Project No: Prefix-Proj. No.(Fed. Agreement No.)

Tax Identification No: Agency IRS ID Number

Date Project Accepted by City/County: Final Date or “Ongoing” if not Final
Project Location: Project Limits

Expenditure Authorization No.

Reimbursement for Federal funds is claimed pursuant to Local Agency-State Agreement No. Number
Program Supplement No., _Number , executed on____Date .

Phase 9 Capital Phase 2 Incidental

Federal Appropriations Code 33D 33D
Federal Authorization Date 5/12/99 5/12/99
Federal/State participating costs From 5/15/99 5/15/99

To 7/15/99 7/15/99
Total Indirect Costs To Date oo $4,147.00
Total Direct Costs To Date $1,133,907.00 $243,642.00
Less: Nonparticipating Costs (20,750.00) (64,356.00)
Federal Participating Costs to Date $1,113,157.00 $183,433.00
Less: Participating Costs on Previous Invoice $980,165.00 $150,794.00
Change in Participating Costs $132,992.00 $32,639.00
Federal reimbursement ratio 88.53% 88.53%
State reimbursement ratio (if applicable)
Amount of this claim $117,737.81* $28,895.30*
TOTAL INVOICE AMOUNT $146,633.11

INDIRECT COST CALCULATION

Right of Way Indirect Costs:

FY 1998-1999 FY 1999-2000
Direct Cost Base Expense $1,944.00 $1,0740.49
Approved indirect cost rate 31% 33%
Subtotal ** $602.64 $3,544.36

Total Indirect Costs To Date for Preliminary Engineering $4,147.00 (this Amount is carried to the front of the invoice under
the Right of Way Incidental column)
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1. I certify that to the best of my knowledge and belief the above data is correct; that adequate title to the necessary right of
way has been acquired for the herein above described federal-aid project in the name of the Local Agency name for the
amount of just compensation based on bona fide appraisals duly qualified as required by the right of way procedures of
the Federal Highway Administration and other written justification now contained in the Local Agency files, in
accordance with procedures as submitted and accepted by the Director.

2. 1 further state that this certification is made in my official capacity as _Title , pursuant to Section 1.31 of Title 23 of the
Code of Federal Regulations and Section 121 of Title 23, United States Code, for the purpose of securing, pursuant
thereto, by the Local Agency name, federal-aid funds in connection with the above designated federal-aid highway
project, and that neither I nor to the best of my knowledge, any officer, agent, or employee of the City, County
authorized in any official capacity to perform services in connection with the appraisal or acquisition of any such right of
way has any interest, or contemplates any benefit from any transaction which involves acquisition of property for right of
way for such project, other than as herein disclosed.

Signature, Title and Unit of Local Agency Representative Phone No.

For questions regarding this invoice, please contact:

Name Phone No.

* Please round down the figures to the lowest cent. Federal rules do not allow rounding up.
** e Indirect cost for this project equals the direct cost base expense (i.e., direct salaries & wages plus fringe benefits)
for this project multiplied by the approved indirect cost rate.

o Indirect cost reimbursement will not apply to direct costs, i.e., payment of construction contracts and right of way
purchases, not included in the direct cost base.

e An indirect rate must be approved by Caltrans every fiscal year to be used for only those costs incurred for that
year.

Note:  Rental income may be retained by local agencies, but must be used for Title 23 purposes.

Distribution: (Original & 2 Copies) Local Program Accounting (progress invoices)
District Local Assistance Engineer (final invoices)
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Environmental Procedures

13.
14.

15.

16.

District SEP signs the CE Form.

District SEP (or designee) forwards the signed PES Form and signed CE Form to
the DLAE, and updates LP2000 as follows: On Project Environmental Milestones
Screen: (1) enter date completed PES Form was received by the DLAE and use
comments field to note, a) if the LA submitted a complete and sufficient PES Form
or if Caltrans had to assist with completing the PES Form during the field review,
and b) reason for delay, if excessive, between Authorization to Proceed and receipt
of PES Form, (2) enter date of last signature on PES Form and use comments field
to note if multiple iterations were needed to produce complete/accurate form,
internal delays (if applicable), and/or LA delays (if applicable), (3) enter date of
letter, email, or documented telephone conversation or meeting (if applicable)
transmitting the signed PES form to the LA that transmitted the fully signed PES
Form, and use comments field to capture internal and external delays associated
with completing the PES Form, (4) enter date CE is received in the district or date
CE is prepared by Caltrans, and use comments field to capture external/internal
delays associated with the development of the NEPA determination, (5) enter date
District SEP signs the CE Form and use comments field to note any delays or
changes in scope from what was described in PES Form, (6) use Environmental
Document drop-down arrow to select the environmental document identified on the
PES Form, Section E. Preliminary Environmental Document Classification
(NEPA) (i.e., 6004 CE(c ), 6004 CE(d) or 6005 CE.

DLAE signs the PES Form and the CE Form. The DLAE retains the original PES
Form and the original CE Form for the project files. The DLAE sends a copy of the
signed CE and a copy of the fully signed PES Form to the LA, and informs the LA
that compliance with NEPA is complete and they may now begin final design.

LA begins final design.

6.6 STEP-BY-STEP PROCEDURES — CATEGORICAL EXCLUSION WITH
TECHNICAL STUDIES

17.

When PES indicates that further technical study is required, District SEP (or
designee) prepares transmittal letter or email to the LA, or documents telephone
conversation or meeting with LA (if applicable), outlining:

o All technical studies/reports required.
e A SER link for each of the technical studies.

e The LA’s responsibility for ensuring that all required technical reports are
prepared in accordance with guidance set forth in the SER.

e The LA’s responsibility for ensuring that the conclusions of all technical
reports are clearly stated and consistently summarized in the environmental
document.

e How the project-level conformity determination will be made. (See Step #31)

e The LA’s responsibility for preparing a summary/list of mitigation
commitments (avoidance, minimization and mitigation measures) identified in
each required technical report and providing said list to the DLAE along with
each technical report.
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e  The LA’s responsibility to incorporate all of the mitigation commitments
(avoidance, minimization and mitigation measures) included on the list into
their PS&E and be able to demonstrate that they have been incorporated into
the project design.

e  The LA’s responsibility to provide a copy of all permits, when available, to
the DLAE.

The District SEP (or designee) forwards the signed PES Form and the transmittal
letter to the DLAE, and updates LP2000 for tracking compliance and annual
reporting, as follows: On Project Environmental Milestones Screen, (1) enter date
completed PES Form was received by the DLAE, and use comments field to note, a)
whether the LA submitted a complete and sufficient PES Form, or if Caltrans had to
assist with completing the PES Form during the field review, and b) reason for
delay, if excessive, between Authorization to Proceed and receipt of PES Form, (2)
enter date of last signature on PES Form and use comments field to note multiple
iterations needed to produce complete/accurate form (if applicable), internal delays
(if applicable) and/or LA delays (if applicable), (3) enter date of letter, email, or
documentation of telephone conversation or meeting (if applicable) transmitting
signed PES Form to Local Agency, (4) enter date the CE is received in the district,
or date a CE is prepared by Caltrans, and use comments field to capture
external/internal delays associated with the development of the NEPA
determination, (5) enter date District SEP signs the CE Form, and use comments
field to note any delays and if changes in project scope from what was described in
PES Form, (6) use Environmental Document drop-down arrow to select the
environmental document identified on the PES Form, Section G. Preliminary
Environmental Document Classification (NEPA) (i.e., 6004 CE(c ), 6004 CE (d) or
6005 CE, (7) on Environmental Studies — Environmental Study Milestones Screen,
use Study Type drop-down arrow to select all required study types identified in
Section B of the PES Form.

18. DLAE reviews project description, project maps, and PES Form to determine if the
project is technically sound (adequate and feasible) from an engineering perspective.
DLAE and the District SEP (or designee) meet to discuss the following:

e s the project technically sound from an engineering perspective?

e  Can the city or county get the project done in the amount of time indicated on
the PES Form (i.e., have they missed any survey windows, or are the issues
more complex than they anticipated)?

e  Will the funding need to be moved out to adjust for the schedule?

e Do the technical studies/reports identified in the PES Form indicate that the LA
may need to budget more money for NEPA compliance?

e Isthe LA’s preliminary design on track?

e Do the project maps make sense? Are the maps correct? Is the project footprint
map consistent with the project, as identified in the FSTIP? Are the engineering
drawings consistent with the project, as identified in the FSTIP?

o Is the project likely to include mitigation commitments and/or mitigation that
would warrant environmental review of the PS&E and project during/after
construction?
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19.

20.

21.

22.

23.

24.
25.

26.

27.

DLAE signs the PES Form. District SEP (or designee) sends a copy of the fully
signed PES Form and transmittal letter, hardcopy or electronically (if preferred) to
the LA, outlining the requirements of each required technical study and report.

(Note: If DLAE authorizes the District SEP (or designee) to perform this step, a copy
of the letter or email shall be provided to the DLAE.)

LA may request an Early Coordination Meeting with the DLAE, District SEP (or
designee) and others as needed, to discuss the specific requirements of each required
technical report, etc. The District SEP (or designee), District PQS, and applicable
technical specialists should be invited to participate in the meeting as needed, based
on the environmental issues and the complexity of the project, etc.

LA prepares scope of work/consultant contract (if necessary) in accordance with
LAPM, Chapter 10, “Consultant Selection,” and the requirements contained in the
PES Form and retains environmental consultant to undertake required technical
studies. (Note: Environmental Consultant scope of work must reference the SER
and the LAPM). The District SEP (or designee) is available to review the
environmental scope of work to ensure that it accurately reflects Caltrans
requirements.

LA prepares a draft APE Map (if applicable) according to the guidance in the SER
and preferably after consultation with District PQS, and obtains DLAE and District
PQS signatures on the APE map prior to commencing with any Section 106 studies.

LA/Consultant completes required technical studies in accordance with guidance in
SER. (Note: The LA is responsible for performing a quality assurance and quality
control review of all technical reports, prior to submittal to the DLAE, to ensure that
the format and content of each technical report is consistent with guidance
prescribed in the SER.)

LA sends the completed technical report(s) to the DLAE.

DLAE date stamps the report on the date received and forwards the technical
report(s) to the District SEP (or designee).

District SEP (or designee) requests (in writing) appropriate District technical
specialists (i.e., PQS, biologists, air, noise, hazardous materials, etc.) review the
technical report and determine whether the report is complete and sufficient in
accordance with the format and content requirements outlined in the SER. The
District SEP (or designee) updates LP2000 as follows: On Environmental Studies —
Environmental Study Milestones Screen, (1) enter the date each study/technical
report was received by the DLAE, (2) enter the date each study/technical report was
received by the District SEP (or designee), (3) using the agency drop-down arrow,
select Caltrans as the agency, and indicate the date that each technical report is sent
to the District technical specialist for review.

District technical specialists review technical reports and determine whether technical
reports are complete and ready for resource/regulatory agency review (if applicable).
(Note: This service does not relieve LA’s responsibility for quality assurance and
quality control.) When District technical specialists determine that the technical
reports are not complete, they shall document all noted deficiencies in writing and
submit them to the District SEP (or designee). When District technical specialists
determine that the technical reports are complete and ready for resource/regulatory
review (if applicable), they inform the District SEP (or designee).
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(Note #1: Under NEPA Delegation, this can no longer be an “informal’ or verbal
process. All deficiencies must be documented in writing and project files must
contain a documented record of deficiencies and demonstrate that any and all
deficiencies have been corrected.) (Note #2: When there are no District technical
specialists available to review a particular technical report, or when other priorities
delay the review of technical reports in support of local assistance projects, the
District SEP [or designee] shall inform the Environmental Branch Chief and request
their assistance in resolving the issue.)

District SEP (or designee) considers: Are Technical Reports complete and sufficient? If
“No,” GO TO STEP #28. If “Yes,” GO TO STEP #31.

28.

29.
30.

31.

32.

District SEP (or designee) prepares a transmittal letter, email, or documentation of
telephone conversation or meeting (if applicable) with LA summarizing all
comments received from District technical specialists and provides a copy to the
DLAE.

DLAE sends transmittal letter, outlining any deficiencies to the LA.

LA modifies the technical reports in accordance with the comments and resubmits
the report(s) to the DLAE, beginning at Step #24.

When all technical reports are determined to be complete and sufficient, District SEP
may in the case of Section 7 BAs, initiate informal/formal consultation with
appropriate resource and regulatory agencies. (Note: For 6005 CEs, as soon as the
Air Quality staff determine that the Air Quality Report is complete and sufficient,
the District SEP [or designee] sends a request for Air Quality Conformity
Determination to FHWA). District SEP (or designee) updates LP2000 as follows:
On Environmental Studies — Environmental Study Milestones Screen, (1) using the
“Agency” drop-down arrow, select the agency that the particular technical
study/report was sent to for action, and (2) indicate the “Date Sent to Agency” (Note:
This will be the date on the District SEP’s letter to the LA requesting consultation).
When the same technical study will be sent to multiple agencies (i.e., BA to USFWS
and NMFS), list Study Type (BA) twice in the Study Type column and then under
Agency, select USFWS for one and NMFS for the second.

When resource and regulatory agency action is complete, the District SEP (or
designee) updates LP2000 as follows: On the Environmental Studies-Environmental
Study Milestone Screen, 1) using the “Agency” drop-down arrow, select the agency
that the particular technical report was sent to for actions, 2) enter the date of
resource or regulatory agency letter, documenting their final correct opinion/
concurrence/agreement, etc., (3) use the Delay drop-down arrow to indicate “Yes” or
“No.” Enter “Yes” if USFWS or NMFS exceeded 135 days in issuing a Biological
Opinion; if USFWS or NMFS exceeded thirty (30) days in issuing a Concurrence
Letter; if the SHPO exceeds thirty (30) days in issuing concurrence on the HPSR or
Finding of Effect (FOE) ( if PA requires SHPO review); or if excessive delays
occurred during any other agency review, (4) use the comments field to document
number of iterations needed between Caltrans and LA to produce a complete and
sufficient report and/or number of iterations needed between Caltrans and resource
and regulatory agency to produce an acceptable report.

The District SEP (or designee) also completes the CE Checklist and determines

whether conclusions of the technical studies and the results of consultation indicate
that the action qualifies for the CE.
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Does project meet criteria for the CE? If “No,” continue with STEP #33. If “Yes,” GO
TO STEP #35.

35.

36.

38.

39.

33.

34.

37.

When the CE Checklist indicates that the action does not meet the criteria for a CE,
the District SEP (or designee) prepares a transmittal letter, email, or documentation
of telephone conversation or meeting (if applicable) with the LA explaining why the
action does not meet the criteria for a CE and recommends preparation of an EA or
an EIS, as appropriate. The District SEP forwards a copy of the letter, email, or
documentation of telephone conversation with LA to the DLAE and updates LP2000
accordingly.

SEP (or designee) sends the letter, email, or documentation of telephone conversation
to the LA.

District SEP (or designee) verifies, 1) that there are no scope changes, or 2) that
technical studies address areas where all project scope changes will occur. District
SEP signs CE Form.

District SEP (or designee) prepares a transmittal letter, email, or documentation of
telephone conversation or meeting (if applicable) informing the LA that:

e  NEPA compliance is complete.
e LA may commence with final design.

e LA isresponsible for incorporating all minimization, avoidance and mitigation
measures, and the conditions of all permits agreements and approvals into final
design.

e LA isresponsible for fully implementing all minimization, avoidance and
mitigation measures, and the conditions of all permits during project
construction.

e A copy of all mitigation commitments and permits shall be sent to the DLAE
prior to advertisement for construction.

District SEP forwards the signed CE and transmittal, (letter, email, or documentation
of telephone conversation or meeting), to the DLAE, and updates LP2000.

DLAE re-verifies that project is in the FSTIP and that there are no changes in project
scope description, footprint; signs the CE Form; SEP (or designee) sends the signed
CE Form and transmittal (letter, email, or documentation of telephone conversation
or meeting), to the LA informing them that they may begin final design.

LA inserts the date the DLAE signed the CE/CE Determination Form in the LA/State
Comments field when completing the Request for Authorization for the next phase of
the project (see Chapter 3 “Project Authorization,” in the LAPM). LA begins final
design. Prior to advertisement for construction, LA sends the DLAE a copy of all
permits (i.e., Coastal, 401, 404, 1602 Series, Sec 10, State or Federal Encroachment
and/or Right of Entry).

Upon receipt of list of mitigation commitments and permits, the District SEP (or
designee) updates LP2000 Environmental-Permits Screen and Mitigation

Commitments Screens in accordance with instructions provided in July 20, 2007
DLA memo, Subject: Tracking Local Assistance NEPA Compliance Milestones.

6.7 STEP-BY-STEP PROCEDURES — ROUTINE ENVIRONMENTAL

ASSESSMENT (EA)
The requirement to prepare an EA may come about through one or more of the following
situations:
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13.

or prepares list of deficiencies, then provides comments to the District SEP (or
designee). Note: The NEPA Quality Control Reviewer must have the following
qualifications: (1) at least two years of experience leading the development of, or
performing consultant oversight for transportation environmental documents in
California, (2) demonstrated experience in preparing complex environmental
documents or supervisory experience in a unit that reviews EISs, and (3) Certificate
of Completion in the Department's NEPA Compliance Training.

District SEP requests District EOC review. If Individual Section 4(f) Evaluation is
required, District SEP also requests HQ EC and Legal review the draft Individual
Section 4(f) Evaluation, if applicable. Once reviewed and accepted by HQ EC, Legal
and District Environmental Branch Chief/ Environmental Office Chief recommends
to DDD (Environmental) that title page is ready for signature. Note: Under the Pilot
Program the DDD for Environmental is authorized to approve Individual Section
4(f) Evaluations. A stand-alone Individual Section 4(f) Evaluation and an Individual
Section 4(f) Evaluation that is included with a Routine EA must be submitted to the
appropriate HQ EC and Legal Office for review. No Individual Section 4(f)
Evaluation may be approved until it has been reviewed and accepted by the HQ EC
and a Legal review has been completed (for draft evaluation) or legal sufficiency
determined (for final evaluation) by the appropriate Legal Office. The Department
will coordinate with the FHWA prior to determining that any action constitutes a
constructive use of land from a publicly owned park, public recreation area, wildlife
refuge, waterfowl refuge, or historic site (MOU 8.1.5).

Is Draft EA complete and sufficient? If “No,” GO TO STEP #14. If “Yes,” GO TO
STEP #17.

14.

15.

16.

17.

18.

19.

District SEP (or designee) prepares transmittal letter or email to the LA, or
documents telephone conversation or meeting (if applicable) with LA, summarizing
all comments received from District technical specialists.

SEP (or designee) sends transmittal letter or, email outlining any deficiencies to the
LA, files copy of the letter, email or documented telephone conversation or meeting
with LA in the project file, and provides the DLAE with a copy.

LA modifies technical reports and/or Draft EA, in accordance with Caltrans
comments, and resubmits report(s) and Draft EA to the DLAE beginning at Step #6.
Steps #6 through #7 are repeated until the District determines that the document is
completed and sufficient.

District SEP signs and transmits letters to resource and regulatory agency initiating
formal consultation and recommends to DD (or DDD-Environmental or EOC, if
designated) that title page is ready for signature.

Note: Copies of the letters requesting formal consultation with resource and
regulatory agencies and a copy of the letter requesting AQ Conformity
Determination from FHWA shall be retained by District SEP (or designee) in order
to complete the required fields in LP2000. Copies of response letters from resource
and regulatory agencies are also transmitted to the DLAE and the District SEP (or
designee).

DD (or DDD-Environmental or EOC, if designated) signs Draft EA cover sheet and
returns to District SEP (or designee).

District SEP (or designee) prepares transmittal letter or email to the LA, or
documents telephone conversation or meeting with LA (if applicable) confirming
availability of the signed Draft EA cover sheet.
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20.

21.

22.

23.

SEP (or designee) sends transmittal letter or email to the LA and files copy of the
letter, email or documentation of telephone conversation or meeting, if applicable,
with the LA regarding availability of the signed Draft EA in the project file.

LA prepares Notice of Availability (NOA) of EA and sends NOA and a copy of the
EA to the State and area clearinghouses. If Joint IS/EA, the submissions required by
CEQA fulfill the NEPA requirement.

LA prepares and places Notice of Public Hearing or Notice of Opportunity for Public
Hearing in local newspaper. Note: 23 CFR 771.119(e) requires that the EA be
available for 15 days in advance of the public hearing.

PUBLIC AVAILABILITY — 30 DAYS.

Did Public Availability indicate that the proposed action will have a significant
environmental effect? If “No,” GO TO STEP #24. If “Yes,” GO TO STEP #43. An EIS
will need to be prepared.

24.

25.

26.

27.
28.

29.

31.

LA prepares Final EA in accordance with appropriate Caltrans Annotated Outline,
provided at: http://www.dot.ca.gov/ser/forms.htm, and LA completes the
Environmental Document Review Checklist, provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/ED Checklist.doc. cross-referencing
items on the checklist with the corresponding page numbers found in the Draft EA as
necessary to respond to public comments received.

LA performs Quality Control review of the Final EA in accordance with Caltrans
standards provided at:
http://www.dot.ca.gov/hg/env/nepa_pilot/pdf/policies/NEPADelegationQCProgram-
2July07.pdf, and completes and signs the External Certifications (Environmental
Document Quality Control Review Certification) form provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/External QC_Certification.doc .

LA sends Final EA, Environmental Document Review Checklist, Notice of Public
Hearing, and summary of comments received to the DLAE.

DLAE forwards packet to the District SEP (or designee).

District SEP sends a request for AQ Conformity Determination to FHWA and the
District SEP (or designee) initiates 5-step Quality Control Review process by sending
Final EA to appropriate District technical specialists and requesting a Quality Control
Review. Note: The conformity determination cannot be completed until there is a
public comment period on the analysis. Most of the time the public circulation of the
environmental document serves as the public circulation for the conformity analysis.

District technical specialists review technical report(s) and respective sections of
Final EA for technical accuracy and consistency between technical report and EA;
sign the Internal Certifications (Environmental Document Quality Control Review
Certification) form, and forward the signed form or (if applicable) list of deficiencies
to the District SEP (or designee).

30. District SEP (or designee) performs Peer Review of Final EA and technical
report(s) to ensure clarity, consistency and readability; signs the Internal
Certifications (Environmental Document Quality Control Review Certification) form,
or prepares list of deficiencies, and requests NEPA Quality Control Reviewer review
of Final EA.

NEPA Quality Control Reviewer reviews technical reports and Final EA for
compliance with FHWA’s NEPA standards, requirements and policies; signs the
Internal Certifications (Environmental Document Quality Control Review
Certification) form or (if applicable) prepares list of deficiencies, and forwards to the
District SEP (or designee).
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32. District SEP drafts FONSI and requests EOC review of Final EA and FONSI.

Is Final EA complete and sufficient, and is a FONSI appropriate? If “No,” GO TO
STEP #33. If “Yes,” GO TO STEP #37

33. District SEP (or designee) prepares transmittal letter or email to the LA, or
documents telephone conversation or meeting with LA, if applicable, outlining
deficiencies, or reasons why a FONSI is not appropriate, and forwards a copy to the
DLAE.

34. SEP (or designee) sends transmittal letter, or email outlining deficiencies to the LA,
files the letter email or documented telephone conversation or meeting with the LA
(if applicable), in the project file and provides the DLAE with a copy.

35. LA revises Final EA accordingly and resubmits to the District SEP (or designee) via
the DLA, or if an EIS must be prepared, proceed to Section 6.9.

36. District SEP reviews the revised Final EA. If still deficient GO TO Step # 33. Steps
33 through 36 are repeated until the District determines that the document is
complete and sufficient. Once sufficient, District SEP drafts the FONSI.

37. District SEP request legal review if an Individual Section 4(f) Evaluation is required
either stand-alone or part of ED. Once Legal has determined that the Individual
Section 4(f) Evaluation is legally sufficient, the District SEP recommends to the DD
(or DDD or EOC, if designated) that the FONSI is ready for signature.

38. The DD (or DDD-Environmental or EOC, if designated) signs FONSI and returns the
signed FONSI to the District SEP (or designee).

39. District SEP (or designee) forwards signed FONSI to the DLAE and updates LP2000
as follows: On Environmental Studies — Environmental Study Milestones Screen (1)
enter the date of resource or regulatory agency letter, documenting their final
opinion/concurrence/agreement, etc., (2) use the Delay drop-down arrow to indicate
“Yes” or “No.” Note: “Yes” should be used if USFWS or NMFS exceeded 135 days
in issuing a Biological Opinion; if USFWS or NMFS exceeded 30 days in issuing a
Concurrence Letter; if there are delays in signatures on project MOA or project PA
under Section 106 (if applicable); or if excessive delays occurred during any other
agency review, (3) use the comments field to document number of iterations needed
(between Caltrans and LA) to produce a complete and sufficient report and/or
number of iterations needed (between Caltrans and resource and regulatory agency)
to produce an acceptable report.

40. DLAE sends signed FONSI to the LA and notifies LA that they may begin final
design.

41. LA sends the NOA of the FONSI to the affected units of federal, state and local
government, and distributes Final ED to anyone that commented.

42. LA begins final design and provides the DLAE with each of the following:
e alist of all Mitigation Commitments
e  acopy of all environmental permits, agreements or approvals (i.e., Coastal, 401,
404, 1602 Series, Sec 10, State or Federal Encroachment and/or Right of Entry)

43. District SEP (or designee) updates Environmental-PERMITS Screen and Mitigation
Commitments Screen in LP2000 in accordance with instruction provided in
July 20, 2007, DLA memo, Subject: Tracking Local Assistance NEPA Compliance
Milestones.
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6.8 STEP-BY-STEP PROCEDURES — COMPLEX ENVIRONMENTAL
ASSESSMENT (EA)

Complex EAs are projects that involve one or more of the following

multiple location alternatives

debate related to purpose and need

strong public controversy

issues of logical termini or independent utility
individual Section 4(f) determinations
complex Endangered Species Act issues
numerous cumulative impacts

high mitigation costs

The requirement to prepare an EA in general may come about through one or more of the
following situations:

Based on information gathered during the PES, where it is clear that the proposed
project will not qualify for a CE or where unusual circumstances are likely. The LA
identifies the potential for significance under Sections A of the PES Form and
recommends the development of an EA (under Section E of the PES Form). The
DLAE and District SEP determine that an EA is the appropriate NEPA Class of
Action, with e-mail concurrence of the HQ EC, and sign the PES Form.

During or upon completion of technical studies when it becomes apparent that the
proposed project will not qualify for a CE or that unusual circumstances exist, the
decision to prepare an EA is made by the District SEP in collaboration with the
DLAE, and with e-mail concurrence of the HQ EC, and must be clearly documented
for the project file. A meeting should be conducted with the LA to discuss why the
project is not a CE and to advise the LA on the requirements for an EA. The decision
to follow the Complex EA process will be made by the District SEP as soon as
sufficient information is available.

The Complex Environmental Assessment (EA) process is shown in Flowchart 6-3,
“Complex Environmental Assessment (EA) Process Flowchart,” (page 6-47). The
numbers on the flowchart correlate with the step-by-step procedures within this

section.

1. LA receives the signed PES Form recommending a complex EA as the NEPA Class
of Action.

2. LA prepares the Scope of Work/Consultant Contract (if necessary) in accordance
with the LAPM, Chapter 10 “Consultant Selection,” and the requirements identified
in the PES Form and policy and guidance set forth in the SER.

3. LA identifies alternatives and measures to minimize the potential for adverse
environmental impacts.

4, LA completes technical studies and reports, prepares the administrative Draft EA,

and completes the Environmental Document Review Checklist, provided at
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/ED Checklist.doc , cross-
referencing items on the checklist with the corresponding page numbers found in the
administrative Draft EA.

Page 6-42
May 30, 2008

LPP 08-02


http://www.dot.ca.gov/ser/vol1/sec6/ch38nepa/ED_Checklist.doc

Local Assistance Procedures Manual Chapter 6

Environmental Procedures

12.

13.

The District NEPA Quality Control Reviewer reviews the administrative Draft EA
and either signs the Internal Certifications (Environmental Document Quality Control
Review Certification) form or prepares a list of deficiencies and forwards to the
District SEP overseeing local assistance environmental documents.

The EOC performs District Quality Control Review of administrative Draft EA in

accordance with Caltrans NEPA Delegation Quality Control Program standards and
considers whether the administrative Draft EA is ready for HQ review.

Is administrative Draft EA ready for HQ review? If “No,” GO TO STEP #14. If “Yes,”
GO TO STEP #17.

14.

15.

16.

17.

18.

When administrative Draft and/or technical reports are deficient, District SEP (or
designee) prepares transmittal letter or email to the LA, or documents telephone
conversation or meeting with the LA (if applicable) outlining all deficiencies, and
requests that the administrative Draft EA be revised as necessary based on the
District/NEPA Quality Control Reviewer’s comments. Comments received from all
five (5) levels of review will form the basis of revisions to the administrative Draft
EA.

SEP (or designee) sends transmittal letter or email to the LA and files a copy of the
letter, email, or documented telephone conversation or meeting (if applicable) with
the LA in the project file, and provides a copy to the DLAE.

LA revises administrative Draft EA per District and NEPA Quality Control
Reviewer’s comments and resubmits at Step #6.

When administrative Draft EA and technical reports are complete and sufficient,
the District SEP submits the following to the HQ EC and requests a Quality
Assurance Review of the administrative Draft EA:

o Transmittal Memo signed by the District/Region SEP requesting review
e Five (5) copies of the administrative Draft EA or CD

One (1) copy of each technical study (or on CD, if requested)

One (1) copy of LA completed Environmental Document Review Checklist

One (1) copy of LA completed and signed External Certifications
(Environmental Document Quality Control Review Certification) form

One (1) copy of completed and signed Internal Certification (Environmental
Document Quality Control Review Certification) form

The Legal Office will review EAs, as time is available, at the request of the
District/Region. If an Individual Section 4(f) Evaluation is required, District SEP also
requests HQ EC and Legal review the draft Individual Section 4(f) Evaluation. Once
reviewed and accepted by HQ EC, Legal and the District EOC recommend to DDD-
Environmental that the title page is ready for signature.

HQ EC performs a QA Review of the environmental document to determine if the
administrative Draft EA is substantively complete and ready for interdisciplinary
quality assurance review.

Review period is thirty (30) days. In making this determination, the HQ EC will
confirm that the administrative environmental document follows the annotated
outline and includes the following:

e Correct title page
e All chapters and necessary resource topics are present and complete

e All appendices are present and complete
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e All required correspondence relative to procedural and regulatory requirements
e Complete, clear, legible and logical exhibits and figures

HQ EC will lead an interdisciplinary team of HQ technical specialists to review the
document. Technical specialists will review pertinent portions of the document for
accuracy to ensure that regulatory requirements are appropriately addressed. The
project technical studies will be used in support of the review.

The HQ EC will review the entire environmental document and perform a NEPA
Quality Assurance Review.

Did HQ EC find the administrative Draft EA complete? If “No,” GO TO STEP #19. If
“Yes,” GO TO STEP #22.

19.

20.

21.

22.

When the HQ EC finds the administrative Draft EA incomplete, the HQ EC will
consolidate and transmit comments on the administrative Draft EA to the District
SEP (or designee), who in turn drafts a transmittal memo to the LA outlining HQ EC
quality assurance comments and requesting the LA make the necessary revisions to
the administrative Draft EA.

LA revises administrative Draft EA in response to HQ EC comments and resubmits
revised Draft to District SEP (or designee).

Note: District/Region and HQ EC staff are available to assist LA with (1)
clarification regarding comments, (2) resolution of issues identified in the comments,
and (3) in determining adequate response to comments, as needed. A meeting or
workshop may be convened by the HQ EC or the District/Region/DLAE to facilitate
this process.

District SEP (or designee) reviews the revised administrative Draft EA and revises
the Internal Certifications (Environmental Document Quality Control Review
Certification) form, as appropriate, to reflect that all comments have been
appropriately addressed and submits the following materials to HQ EC for HQ Pre-
Approval Review:

e Transmittal Memo signed by the District/Region SEP stating that the document
has been revised pursuant to HQ EC comments and requesting pre-approval
review.

e One (1) copy of the revised environmental document
e One (1) copy of revised environmental document with track changes
e One (1) copy of comments with a response key

e One (1) copy of the completed Environmental Document Review Checklist, as
revised

e One (1) copy of the signed Internal Certifications (Environmental Document
Quality Control Review Certification) form as revised

HQ EC reviews the revised administrative Draft EA to ensure that all comments have
been adequately addressed and the administrative Draft EA is ready for signature.
The review period is ten (10) days. HQ EC must concur that its comments have been
addressed. At this point, the HQ EC will take one of the following actions:

o Find that minor changes are needed and coordinate directly with the document
preparer to make the changes. GO TO STEP #19
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23.

24.

25.

26.

27.

28.

29.

30.

e Determine that substantive issues remain and inform the District SEP in writing
of the deficiencies and instruct them to resubmit the document upon subsequent
revision. GO TO STEP #19

e Conclude that the environmental document is adequate and ready for circulation.
GO TO STEP #24

HQ EC recommends that the revised administrative Draft EA is ready for signature.

District EOC and the HQ EC will recommend to the DD (DDD- Environmental or
EOC, if designated) that the title page is ready for signature.

DD (DDD-Environmental or EOC, if designated) signs the Draft EA cover sheet and
returns the signed cover sheet to the District SEP (or designee). Note: The DD may
delegate signature authority to the DDD for Environmental or the EOC managing
the environmental assessment unit that reviewed the document.

District SEP (or designee) prepares and sends a letter or email to the LA, or contacts
the LA via telephone to inform them that the Draft EA cover sheet has been signed
and that they may begin public circulation.

SEP (or designee) provides a copy of the signed Draft EA cover sheet to the DLAE

and includes a copy of the signed Draft EA cover sheet and transmittal in the project
file.

LA prepares the NOA of the EA and sends NOA and a copy of the Draft EA to the
State and area wide clearinghouses. If Joint IS/EA, the submissions required by
CEQA fulfill the NEPA requirement.

LA prepares and places Notice of Public Hearing or Notice of Opportunity for Public
Hearing in local newspaper. Note: 23 CFR 771.119(e) requires that the EA be
available for fifteen (15) days in advance of the public hearing.

PUBLIC AVAILABILITY —30 DAYS

Did Public Availability indicate that the proposal will have a significant environmental
effect? If “No,” GO TO STEP #31. If “Yes,” discuss the need to prepare an EIS with
DLAE and District SEP.

31.

33.
33.

34.

35.

LA prepares administrative Final EA in accordance with Caltrans standards provided
at: http://www.dot.ca.gov/hg/env/nepa_pilot/pdf/policies/NEPADelegationQCPr
ogram-2July07.pdf.

Completes and signs the External Certifications (Environmental Document Quality
Control Review Certification) form provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/external qc certification.doc

LA drafts FONSI recommendation.

LA sends the administrative Final EA, Notice of Public Hearing, Summary of
Comments received, and original signed External Certifications (Environmental
Document Quality Control Review Certification) form to the DLAE.

DLAE date stamps and forwards administrative Final EA packet to the District SEP
(or designee).

District SEP (or designee) initiates 5-step Quality Control Review of administrative

Final EA by distributing the administrative Final EA to appropriate District technical
specialists, and requesting Quality Control Review of the administrative Final EA,
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36.

37.

38.

39.

in accordance with Caltrans NEPA Delegation Quality Control Program standards
provided at:
http://www.dot.ca.gov/hg/env/nepa_pilot/pdf/policies/NEPADelegationQCProgram-
2July07.pdf

District SEP updates LP2000 as follows: On the Environmental Assessments (EA)
Screen, next to Public Circulation, enter date DD or designee signs Draft EA cover
sheet, (2) use Comments Field to document internal/external delays/concerns,
substantial controversy, requests for public hearing (Note: EA must be available for a
minimum of fifteen (15) days in advance of the public hearing), and (3) enter date
District (DLAE or District SEP [or designee]) received the administrative Final EA.

District technical specialists conduct Quality Control Review of administrative Final
EA and either sign the Internal Certifications (Environmental Document Quality
Control Review Certification) form provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/Internal QC_Certification.doc, or (if
applicable) provide list of deficiencies to the District SEP (or designee).

District SEP (or designee) performs Peer Review of administrative Final EA and
either prepares a list of deficiencies or signs the Internal Certifications
(Environmental Document Quality Control Review Certification) form, and requests
District NEPA Quality Control Review.

NEPA Quality Control Reviewer reviews the administrative Final EA for compliance
with FHWA’s laws, regulations, Executive Orders and policy and NEPA standards,
signs the Internal Certifications (Environmental Document Quality Control Review
Certification) form provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/Internal QC Certification.doc and
forwards the signed Internal Certifications (Environmental Document Quality
Control Review Certification) form, or a list of deficiencies (if applicable) to the
District EOC .

District EOC reviews the administrative Final EA and determines whether the
administrative Final EA is ready for HQ review.

Is administrative Final EA ready for HQ review? If “No,” GO TO STEP #40. If “Yes,”
GO TO STEP #44.

40.

41.

42.

43.

44.

District SEP (or designee) prepares a letter to the LA, or notifies the LA via email,
telephone or meeting, regarding deficiencies in the Draft EA.

SEP (or designee) provides a copy of the letter, email, or documented telephone
conversation outlining deficiencies to the DLAE and includes a copy of letter, email
or telephone conversation in the project file.

LA revises the administrative Final EA accordingly and resubmits to the District SEP
(or designee) at Step #43.

District SEP reviews the revised administrative Final EA and determines whether the
revised administrative Final EA is ready for HQ review. If “Yes,” District SEP
forwards the revised administrative Final EA to HQ EC and requests Quality
Assurance Review. If “No,” District SEP (or designee) notifies LA of deficiencies.
Steps #40, #41, #42 and #43 are repeated until document is ready for review.

HQ EC performs Quality Assurance Review (30 days)

Is administrative Final EA ready for signature? If “No,” notify District SEP (or
designee) and GO TO STEP #45. If “Yes,” GO TO STEP #49.

45.

HQ EC (or designee) notifies the LA of deficiencies.
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21.

22.

23.

all proposed avoidance, minimization and mitigation measures are properly

identified, characterized and are reasonable and practicable to implement

e cvidence of coordination with any federal, State and local agencies necessary to
comply with federal regulatory requirements

e compliance with FHWA Environmental Impact and Related Procedures (23 CFR
771) and FHWA environmental policies and applicable guidance

e compliance with other federal laws and regulations, such as Section 7 of the

Endangered Species Act, Section 106 of the National Historic Preservation Act,

Section 404 of the Clean Water Act, Executive Order 11990-Protection of

Wetlands, Executive Order 11988-Floodplain Management, and Section 4(f) of

the Department of Transportation Act

District SEP requests Environmental Branch Chief perform District Quality Control
Review of administrative Draft EIS.

Environmental Branch Chief performs District Quality Control Review in accordance
with Caltrans NEPA Delegation Quality Control Program standards provided at:
http://www.dot.ca.gov/hg/env/nepa_pilot/pdf/policies/NEPADelegationQCProgram-
2July07.pdf. Signs the Internal Certifications (Environmental Document Quality
Control Review Certification) form provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/Internal QC_Certification.doc,

or (if applicable) prepares list of deficiencies (if applicable) and forwards signed
form or list of deficiencies to the District SEP.

District SEP reviews Internal Certifications (Environmental Document Quality
Control Review Certification) form and considers all comments received during
District Quality Control Review.

Is administrative Draft EIS complete and sufficient from the District’s perspective? If
“No,” GO TO STEP #24. If “Yes,” GO TO STEP #26.

24.

25.

26.

When administrative Draft EIS and/or technical reports are deficient, the District SEP
(or designee) prepares a transmittal letter or email to the LA, or contacts the LA via
telephone to inform them of all deficiencies and requests that the administrative Draft
EIS be revised as necessary, based on the District Quality Control Review.
Comments received from all five levels of review will form the basis of revisions to
the administrative environmental document. The District SEP sends the letter, or
email, to the LA, provides a copy to the DLAE and updates appropriate fields in
LP2000.

The LA revises the administrative Draft EIS in accordance with comments received
and resubmits the draft from STEP #14.

When the administrative Draft EIS and technical reports are complete and sufficient,
the District SEP notifies HQ EC and the Legal Office that an administrative Draft
EIS will be submitted for their review in one week. To initiate HQ EC review,
District SEP submits the following to the HQ EC and requests a Quality Assurance
Review of administrative Draft EIS:

e  Transmittal Memo signed by the District SEP, requesting review

e  Five (5) copies of the administrative Draft EIS (on CD, if requested)

e  Two (2) copies of each technical study or technical study on CD

e  Two (2) copy of LA completed Environmental Document Review Checklist

e  One (1) copy of LA completed and signed External Quality Control
Certification Sheet
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e One (1) copy of completed and signed Internal Quality Control Certification
Sheet

To initiate Legal Division review, the District SEP submits the following to HQ
Legal and requests a legal review on the administrative Draft EIS.

e Transmittal Memo signed by the District SEP, requesting review

e One (1) copy of the administrative Draft EIS

e  One (1) electronic copy of the administrative Draft EIS

e One (1) electronic copy of each technical study

e One (1) copy of the LA completed Environmental Document Review Checklist
e One (1) copy of the completed and signed Internal Certification Form

e  One (1) copy of the LA completed and signed External Certification Form

27. HQ EC performs a quality assurance review of the administrative Draft EIS to
determine if the administrative Draft EIS is substantively complete and ready for
interdisciplinary quality assurance review. The review period is thirty (30) days. In
making this determination, the HQ EC will confirm that the administrative
environmental document follows the annotated outline and includes the following:

e  Correct title page

e All chapters and necessary resource topics are present and complete

e  All appendices are present and complete

e All required correspondence relative to procedural and regulatory requirements
e  Complete, clear, legible and logical exhibits and figures

HQ EC will then lead an interdisciplinary team of HQ technical specialists to review
the administrative Draft EIS. HQ technical specialists will review pertinent portions
of the administrative Draft EIS for accuracy to ensure that regulatory requirements
are appropriately addressed. The project technical studies will be used in support of
the review. HQ EC will review the entire administrative Draft EIS, perform

the NEPA Quality Assurance Review in accordance with Caltrans NEPA Delegation
Quality Control Program standards provided at:
http://www.dot.ca.gov/hg/env/nepa_pilot/pdf/policies/NEPADelegationQCProgram-
2July07.pdf. Signs the Internal Certifications (Environmental Document Quality
Control Review Certification) form provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/Internal QC_Certification.doc

or (if applicable) prepares list of deficiencies. HQ EC will also request HQ Legal
review of the administrative Draft EIS.

The responsible Legal Office performs a legal review of the administrative Draft EIS,
concurrently and independently of HQ review, to determine if significant
environmental issues are being appropriately addressed. The Legal Office will
provide its legal review comments to the District SEP with a copy to HQ EC.
Comments from the Legal Office are independent from HQ EC comments.

Did HQ EC and Legal find the administrative Draft EIS complete? If “Yes,”
HQ EC will recommend to the District SEP that the administrative Draft EIS title page
is ready for signature. If “No,” GO TO STEP #28.
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28.

29.

30.

31.

When HQ EC and/or HQ Legal find administrative Draft EIS incomplete, HQ EC
will consolidate all comments received from the interdisciplinary team and transmit
comments on administrative Draft EIS to the District SEP for local assistance. A
copy of HQ EC comments will be provided to the responsible Legal Office. The
Legal Office will also transmit its comments to the District SEP for local assistance
with a copy to HQ EC. Comments from Legal are independent from HQ EC
comments.

District SEP (or designee) for local assistance prepares a letter or email to the LA, or
contacts the LA via telephone to inform them of HQ EC and HQ Legal’s comments
and requests LA make the necessary revisions to the administrative Draft EIS.
District SEP (or designee) provides the DLAE with a copy of the letter, or email, and
updates LP2000.

Note: HQ Legal comments remain internal to Caltrans. Only a summary of HQ Legal
comments shall be provided to the LA. District and HQ EC staff should assist the LA
with (1) clarification regarding comments, (2) resolution of issues identified in the
comments, and (3) in determining adequate response to comments, as needed. A
meeting or workshop may be convened by the HQ EC or the District/Region/DLAE to
facilitate this process.

LA revises administrative Draft EIS in response to all comments received and
resubmits revised administrative Draft EIS to the DLAE/District SEP.

District SEP (or designee) reviews revised administrative Draft EIS and revises
Internal Certifications (Environmental Document Quality Control Review
Certification) form, as appropriate, to reflect that all comments have been
appropriately addressed.

Is revised administrative Draft EIS responsive to HQ comments and ready for HQ EC
pre-approval review? If “No,” GO TO STEP #29. Steps #29 through #31 are repeated
until all comments are adequately addressed. If “Yes,” GO TO STEP #32.

32.

District SEP submits the following materials to the HQ EC and requests HQ Pre-
Approval Review:

e Transmittal Memo signed by the District/SEP stating that the administrative
Draft EIS has been revised pursuant to HQ EC comments and requesting pre-
approval review

One (1) copy of the revised ED
One (1) copy of revised ED with track changes

One (1) copy of comments with a response key

One (1) copy of the completed Environmental Document Review Checklist, as
revised

One (1) copy of the completed and signed Internal Certifications (Environmental
Quality Control Review Certification) form, as revised

District SEP also submits the following materials to the Legal Office:

e Transmittal memo signed by the District SEP stating that the document has been
revised pursuant to the legal review and requested Pre-Approval Review
e One (1) copy of the revised ED

e One (1) copy of the revised ED with track changes
e One (1) copy of the comments with a response key

e One (1) copy of the completed Environmental Document Checklist, as revised
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e One (1) copy of the signed Internal Certifications (Environmental Document
Quality Control Review Certification) form, as revised

33. HQ EC performs Pre-Approval Review of revised administrative Draft EIS to ensure
that all comments have been adequately addressed and that administrative Draft EIS
is ready for signature. Review period is ten (10) working days. (Note: Ten (10)
working day review period is a goal. Actual review time may vary depending upon
complexity of issues and current workload.)

34. HQ Legal performs Pre-Approval Review of the revised administrative Draft EIS
concurrently and independently of HQ EC, to ensure all comments have been
adequately addressed and that administrative Draft EIS is ready for signature. Review
period is ten (10) working days. (Note: Ten (10) working day review period is a goal.
Actual review time may vary depending upon complexity of issues and current
workload.)

Both HQ EC and Legal must concur that their comments have been addressed. At
this point, HQ EC will take one of the following actions:

¢ Find that minor changes are needed and coordinate directly with the document
preparer to make the changes.

e Determine that substantive issues remain and inform the District in writing of the
deficiencies and instruct them to resubmit the document upon subsequent
revision.

e Conclude that the ED is adequate and ready for circulation.

No approval action may be taken until both HQ EC quality assurance and legal
review are satisfied.

Did HQ EC and Legal find revised administrative Draft EIS complete and ready for
signature? If “No,” HQ EC prepares a memorandum for the District detailing
deficiencies requiring correction. GO TO STEP #29. Steps #29 through #34 will be
repeated until document is ready for signature. If “Yes,” Go to Step #35.

35. HQ EC recommends in writing to the District SEP that administrative Draft EIS is
ready for signature. An Administrative Draft EIS may not be signed until the ready
for signature recommendation is received by District.

36. When HQ EC recommends that revised administrative Draft EIS is ready for
signature, the District Environmental Branch Chief and HQ EC jointly recommend
to the DD that title page should be signed.

37. DD signs Draft EIS title page and returns the signed Title Sheet to the District SEP.

38. District SEP (or designee) prepares a letter or email to the LA transmitting the signed
Draft EIS title page and informing the LA that they may begin public circulation.

39. District SEP updates LP2000 as follows: On the EIS Screen, next to Draft HQ
Quality Control/Quality Assurance, (1) enter the date of final signature (Chief,
Environmental Branch) on Environmental Document Quality Control Review
Certification Form, (2) use Comments Field to document delays/concerns associated
with internal reviews; (3) next to Draft Legal Sufficiency, enters date of Legal’s letter
of sufficiency, and (4) use comments field to document delays/concerns associated
with Legal’s review of administrative Draft EIS.

40. District SEP (or designee) transmits the letter, or email, with signed Draft EIS title
page to the LA and provides a copy to the DLAE.
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41.

42.

43.
44,

45.

46.

47.

48.

Following receipt of the signed Draft EIS title page and notification to begin public
circulation, the LA prepares the NOA of Draft EIS and sends the NOA and a copy of
the administrative Draft EIS to the State and area wide clearinghouses. If Joint
EIS/EIR, the submissions required by CEQA fulfill the NEPA requirement.

LA prepares and places the Notice of Public Hearing or Notice of Opportunity for
Public Hearing in local newspaper. (Note: 23 CFR 771.123(h) requires that the draft
be available for a minimum of 15 days prior to the public hearing.)

PUBLIC AVAILABILITY —45 DAYS.

LA responds to public comments, revises the EIS (as needed), prepares the
administrative Final EIS consistent with Caltrans Annotated Outline in the
SER at: http://www.dot.ca.gov/ser/downloads/templates/eir_eis.doc, and completes
the Environmental Document Review Checklist, provided at
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/ED Checklist.doc

LA performs Quality Control review of all technical reports and administrative Final
EIS in accordance with Caltrans standards provided at:
http://www.dot.ca.gov/hg/env/nepa_pilot/pdf/policies/NEPADelegationQCProgram-
2July07.pdf

LA completes and signs the External Certifications (Environmental Document
Quality Control Review Certification) form provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/External QC_Certification.doc

LA submits the following completed and original signed documents to the DLAE:
e One (1) hardcopy and CD of the administrative Final EIS

e Notice of Public Hearing

e Summary of comments received

e Original signed External Certifications (Environmental Document Quality
Control Review Certification) form

DLAE re-verifies that project is in the FSTIP and forwards packet to the District SEP
(or designee).

District SEP updates LP2000 as follows: On EIS Screen, next to Public Circulation,
enter date DD or designee signed cover of administrative Draft EIS, and use
comment field to record beginning and ending date of public availability/comment
(not less than 45 days), any internal/external delays concerns, and any substantial
controversies over the project. Next to Public Hearing, enter date Public Hearing is
conducted (if applicable) (Note: EIS must be available for a minimum of fifteen (15)
days in advance of the public hearing). Use comments field to document whether
there is a substantial controversy over the project and the nature of the controversy.

District SEP sends a request for Air Quality Conformity Determination to the FHWA
and the District SEP initiates and coordinates the 5-step Quality Control Review
process of the administrative Final EIS in accordance with Caltrans NEPA
Delegation Quality Control Program standards provided at:
http://www.dot.ca.gov/hg/env/nepa_pilot/pdf/policies/NEPADelegationQCProgram-
2July07.pdf

(Note: The conformity determination cannot be completed until there is a public

comment period on the analysis. Most of the time the public circulation of the
environmental document serves as the public circulation for the conformity analysis.)
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49.

50.

51.

52.

53.

54.

District technical specialists conduct Quality Control Review of technical report(s)
and respective sections of the administrative Final EIS in accordance with Caltrans
NEPA Delegation Quality Control Program standards provided at:
http://www.dot.ca.gov/hg/env/nepa_pilot/pdf/policies/NEPADelegationQCProgram-
2July07.pdf, sign the Internal Certifications (Environmental Document Quality
Control Review Certification) form provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/Internal QC_Certification.doc, and
forward the signed form or list of deficiencies to the District SEP (if applicable).

District SEP performs Peer Review of administrative Final EIS in accordance with
Caltrans NEPA Delegation Quality Control Program standards provided at:
http://www.dot.ca.gov/hg/env/nepa_pilot/pdf/policies/NEPADelegationQCProgram-
2July07.pdf, and signs the Internal Certifications (Environmental Document Quality
Control Review Certification) form provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/Internal QC_Certification.doc, or (if
applicable) prepares list of deficiencies, and requests NEPA Quality Control Review
of administrative Final EIS and technical studies.

NEPA Quality Control Reviewer reviews administrative Final EIS in accordance
with Caltrans NEPA Delegation Quality Control Program standards provided at:
http://www.dot.ca.gov/hg/env/nepa pilot/pdf/policies/NEPADelegationQCPr
ogram-2July07.pdf, and signs the Internal Certifications (Environmental Document
Quality Control Review Certification) form provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/Internal QC Certification.doc , or (if
applicable) prepares list of deficiencies and forwards signed form or list of
deficiencies to the District SEP (or designee).

District SEP requests the District EOC for local assistance to perform the District
Quality Control Review of administrative Final EIS.

Environmental Branch Chief performs District Quality Control Review in accordance
with Caltrans NEPA Delegation Quality Control Program standards provided at:

http://www.dot.ca.gov/hg/env/nepa_pilot/pdf/policies/NEPADelegationQCProgram-
2July07.pdf, signs the Internal Certifications (Environmental Document Quality
Control Review Certification) form provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/Internal QC_Certification.doc, or (if
applicable) prepares list of deficiencies and forwards signed form or list of
deficiencies to the District SEP (or designee.)

District SEP reviews Internal Certifications (Environmental Document Quality
Control Review Certification) form and considers all comments received during
District Quality Control Review.

Is administrative Final EIS complete and sufficient from the District’s perspective? If
“No,” GO TO STEP #55. If “Yes,” GO TO STEP #57.

55.

56.

When administrative Final EIS and/or technical reports are deficient, the District SEP
prepares a letter to the LA informing them of all deficiencies and requests that the
administrative Final EIS be revised as necessary, based on the District Quality
Control Review. Comments received from all five (5) levels of review will form the
basis of revisions to the administrative Final EIS document.

LA revises the administrative Final EIS and resubmits document from Step #45.
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57.

8.

District SEP notifies the HQ EC and Legal Office that the administrative Final EIS
will be submitted for their review and determination of legal sufficiency,
respectively, in one week.

To initiate HQ review, District SEP submits the following to the HQ EC and requests
a Quality Assurance Review of the administrative Final EIS: (DLAE shall be copied
on all correspondence between the District, HQ EC and Legal).

e  Transmittal Memo signed by the District SEP requesting review of Final EIS
e  Five (5) hardcopies of the Final EIS and one (1) CD
e  One (1) hardcopy of revised technical reports and one (1) CD

e One (1) copy of LA completed Environmental Document Review Checklist (for
Final)

e  One (1) copy of LA completed and signed External Certifications
(Environmental Document Quality Control Review Certification) form

e  One (1) copy of completed and signed Internal Certifications (Environmental
Document Quality Control Review Certification) form

District SEP will also request the Legal Office to conduct a Legal Sufficiency
Review of the administrative Final EIS. The HQ EC Review and the Legal
Sufficiency Review typically occur in parallel.

To initiate Legal Sufficiency Review, District SEP submits the following to the Legal
Office and requests determination of legal sufficiency:

e  Transmittal Memo signed by the District SEP, requesting review

e One (1) copy of the administrative Draft EIS

e One (1) electronic copy of the administrative Draft EIS

e One (1) electronic copy of each technical study

e  One (1) copy of the LA completed Environmental Document Review Checklist

e  One (1) copy of the completed and signed Internal Certifications
(Environmental Document Quality Control Review Certification) Form

e One (1) copy of the LA completed and signed External Certifications
(Environmental Document Quality Control Review Certification Form

HQ EC performs a Quality Assurance Review of the administrative Final EIS to
determine if the document is substantively complete and ready for interdisciplinary
quality assurance review.

The review period is thirty (30) days. In making this determination, the HQ EC will
confirm that the Final EIS follows the annotated outline and includes the following:

e  Correct title page

e All chapters and necessary resource topics are present and complete

e  All appendices are present and complete

e  All required correspondence relative to procedural and regulatory requirements
e  Complete, clear, legible and logical exhibits and figures

HQ EC will then lead an interdisciplinary team of HQ technical specialists to review
the administrative Final EIS. HQ technical specialists will review pertinent portions
of the administrative Final EIS for accuracy and to ensure that regulatory

Page 6-64
May 30, 2008

LPP 08-02



Local Assistance Procedures Manual Chapter 6

Environmental Procedures

requirements are appropriately addressed. The project technical studies will be used
in support of the review. The HQ EC will review the entire administrative Final EIS,
performing the NEPA Quality Assurance Review in accordance with Caltrans NEPA
Delegation Quality Control Program standards provided at:
http://www.dot.ca.gov/hg/env/nepa_pilot/pdf/policies/NEPADelegationQCProgram-
2July07.pdf. Signs the Internal Certifications (Environmental Document Quality
Control Review Certification) form provided at:
http://www.dot.ca.gov/ser/voll/sec6/ch38nepa/Internal QC_Certification.doc, or (if
applicable) prepares list of deficiencies.

The Legal Office performs a Legal Sufficiency Review of the revised administrative
EIS. The Legal Office will provide its Legal Sufficiency Review comments to the
District SEP with a copy to the HQ EC. Comments from the Legal Sufficiency
Review are independent from HQ EC comments.

Did HQ EC and Legal find the administrative Final EIS complete? If “Yes,” HQ EC
will recommend to the District SEP that the Final EIS title page is ready for signature.
The title page may not be signed until the ready-for-signature recommendation is
received by the District/Region. If “No,” GO TO STEP #59.

59.

60.

61.
62.

63.

64.

If HQ EC and/or HQ Legal find administrative Final EIS incomplete, the HQ EC will
transmit comments on the environmental document to the District SEP with a copy to
the DLAE and to the responsible Legal Office. Legal Office will transmit its Legal
Sufficiency Review comments to the District SEP and DLAE if applicable, with a
copy to the HQ EC.

District SEP (or designee) prepares memo summarizing HQ EC and Legal’s
comments and requests LA make the necessary revisions to the administrative Final
EIS.

Note: Legal’s comments remain internal to Caltrans. Only summarized version is
sent to the LA. The District staff and HQ EC should assist LA with (1) clarification
regarding comments, (2) resolution of issues identified in the comments, and (3) in
determining adequate response to comments, as needed. A meeting or workshop may
be convened by the HQ EC or the District/Region/DLAE to facilitate this process.

District EOC signs the letter.

District SEP (or designee) sends the letter to the LA, provides a copy to the DLAE,
includes a copy in the project file, and updates appropriate fields in LP2000.

LA revises administrative Final EIS in response to all HQ comments and resubmits
revised administrative Final EIS to the District SEP (or designee).

District SEP (or designee) reviews the revised administrative Final EIS and revises
the Internal Certifications (Environmental Document Quality Control Review
Certification) form, as appropriate, to reflect that all comments have been
appropriately addressed.

Is revised administrative Final EIS responsive to HQ EC and Legal comments? If
“No,” GO TO STEP #60. Steps #60 through #64 shall be repeated until document is
adequate. If “Yes,” GO TO STEP #65.

65.

To initiate HQ EC Pre-Approval Review, District SEP submits the following
materials to HQ EC and requests HQ Pre-Approval Review.

e  Transmittal Memo signed by the District SEP stating that the administrative
Final EIS has been revised pursuant to HQ EC comments and requested pre-
approval review

e  One (1) copy of the revised administrative Final EIS

LPP 11-05
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66.

e One (1) copy of revised administrative Final EIS with track changes
e One (1) copy of comments with a response key

e One (1) copy of the completed Environmental Document Review Checklist, as
revised

e One (1) copy of the signed Quality Review Certification Sheet (Final)

To initiate Pre-Approval Legal Sufficiency Review, the District SEP submits the
following materials to the Legal Office:

e Transmittal memo signed by the District SEP stating that the document has been
revised pursuant to the legal review and requested pre-approval review

e One (1) copy of the revised environmental document

e One (1) copy of the revised environmental with track changes

e One (1) copy of the comments with a response key

e One (1) copy of the completed Environmental Document Checklist, as revised

e One (1) copy of the signed Internal Certifications (Environmental Document
Quality Control Review Certification) Form, as revised

HQ EC and Legal Office review revised administrative Final EIS to ensure that all
comments have been adequately addressed and that administrative Final EIS is ready
for signature. Review period is ten (10) days. Both HQ EC and Legal Office must
concur that their comments have been addressed. At this point, the HQ EC will take
one of the following actions:

e Find that minor changes are needed and coordinate directly with the document
preparer to make the changes

e Determine that substantive issues remain and inform the District in writing of the
deficiencies and instruct them to resubmit the document upon subsequent
revision

e Conclude that the environmental document is adequate and ready for circulation

No approval action may be taken until both HQ EC quality assurance and Legal
Office review or legal sufficiency are satisfied.

The Legal Office will provide Pre-Approval Legal Sufficiency comments to the
District SEP with a copy to the HQ EC.

Is the revised administrative Final EIS ready for signature? If “No,” GO TO STEP #59.
Steps #59 through #66 are repeated until HQ determines document is ready for
signature. If “Yes,” GO TO STEP #67.

67.

68.

69.

When HQ EC and Legal Office find revised administrative Final EIS complete, the
HQ EC and DDD (Environmental) jointly recommend (in writing) to the DD that the
Final EIS title page is ready for signature.

DD signs the Final EIS title page and returns the signed Final EIS title sheet to the
District SEP.

District SEP (or designee) forwards the signed Final EIS title page to the DLAE, and
updates LP2000 as follows: On the EIS Screen, next to Final EIS, enter date stamp
received by either the DLAE or District SEP (or designee); use comments field to
identify preferred alternative, document number of iterations needed to produce an
acceptable Final EIS; document delays at LA; document delays at Caltrans; indicate
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FORMAL FIELD REVIEW

A formal field review can be accomplished by:

e Asite (field) inspection, or
e An office meeting or both.

All parties involved in the project development decisions should be invited to a formal
field review. The DLAE should take the lead in the field reviews, take Minutes of the
Field Review and circulate the notes to all affected parties afterward.

INFORMAL FIELD REVIEW

Informal field reviews can be accomplished by:

e Small group meetings

e Interagency correspondence

e Phone discussions

e Individual research and data gathering

Exception: Emergency Relief (ER) projects use the FHWA Damage Assessment Form
(DAF) in lieu of any other field review form. An on-site field assessment is
required for all these projects.

REQUIRED REVIEW

Caltrans will determine if a field review is required for all projects on the National
Highway System (NHS). Generally, a field review will only be required for significant
NHS projects. A project will be considered to be significant if:

The total cost is over $10 million, or

It involves an unusual structure (see definitions in Section 2.4 of this manual), or
It involves multiple projects on a corridor involving more than one agency, or
Any other complicating factors require a field review.

All required reviews would be formal. In consultation with the local agency, the Caltrans
DLAE determines how the formal field review will be accomplished.

Exceptions to the above are as follows:

e A site visit, or “early coordination meeting” may be required, on the grounds of
environmental sensitivity for protected resources, controversy, or consequences
(impacts) of the proposed action (see Chapter 6, “Environmental Procedures™). This
meeting may be part of the formal or informal field review discussed in this chapter or
held separately.

e For seismic safety retrofit projects, a field review is mandatory as described in Section
7.8 of the Local Assistance Program Guidelines (LAPG)
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EXHIBIT 7-B FIELD REVIEW FORM

Local Agency Field Review Date

Project Number Locator
(Dst/Co/Rte/PM/Agncy)

Project Name Bridge No.(s)

1. PROJECT LIMITS (see attached list for various locations)

Net Length (mile)
2. WORK
DESCRIPTION
ITS project or ITS element: Yes = No
If yes, choose: High-Risk (formerly “Major”) ITS _ , Low-Risk (formerly “Minor”) ITS _ , Exempt ITS
3. PROGRAMMING DATA FTIP (MPO/RTPA) FY Page
Amendment No. FTIP PPNO FHWA/FTA Approval Date
Federal Funds $ Phases PE R/W Const
Air Basin: (CMAQ only)
4. FUNCTIONAL CLASSIFICATION:
URBAN RURAL
Principal Arterial: Principal Arterial:
Minor Arterial: Minor Arterial:
Collector: Major Collector:
Local: Minor Collector:

Rural Local:

5. STEWARDSHIP CATEGORY

High Profile (Stewardship): Yes No
Delegated (Stewardship): Yes  No  (a) DLAE oversight: Yes = No ‘
(b) District Construction Yes = No
ITS High-Risk project or element requiring FHWA oversight per stewardship: Yes ~  No
CALTRANS ENCROACHMENT PERMIT Isitrequired?  Yes No
COST ESTIMATE BREAKDOWN $1,000’s Fed. Participation
(Including Structures)
PE Environmental Process Yes _____ No _
Design Yes _____ No L
ITS System Manager or Integrator Yes _____ No L
CONST Const. Contract Yes ____ No _
Const. Engineering Yes ~_ No _
R/W  Preliminary R/W Work Yes _____ No L
Acquisition: Yes ____ No _
(No. of Parcels ) Yes _____ No _
(Easements ) Yes _____ No L
(Right of Entry ) Yes _____ No L
RAP (No. Families ) Yes ~_____ No _
RAP (No. Bus. ) Yes _____ No L
Utilities (Exclude if included in
contract items) Yes ____ No _
TOTAL COST $
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7a. Value Engineering Analysis Required? Yes No
(Yes, if total project costs are
$25M or more on the Federal-
aid System, or
$20M or more for bridges)

8. PROPOSED FUNDING Total Cost Cost Share
Grand Total $
Federal Program #1 $ Fed. $ Reimb. Ratio
(Name/App. Code) #2 $ Fed. $ Reimb. Ratio
Matching Funds Breakdown Local: $ %
State: $ %
Other: $ %
State Highway Funds? Yes Source No
State CMAQ/RSTP Match Eligible Yes No Partial
Is the Project Underfunded? (Fed $ < Allowed Reimb.) Yes No
9. PROJECT ADMINISTRATION
Agency Consultant State
PE Environ Process
Design
System Man./Integ.
R/W All Work
CONST ENGR Contract
CONSTRUCTION  Contract
MAINTENANCE
Will Caltrans be requested to review PS&E? Yes No
10. SCHEDULES: PROPOSED ADVERTISEMENT DATE
Other critical dates:
11. PROJECT MANAGER’S CONCURRENCE
Local Entity
| Representative: Date:
Signature & Title: Phone No.

Caltrans (District)
Representative: Date:

(if attended Field Review)

Signature & Title:

FHWA Representative: Date:
(if attended Field Review)

Signature & Title:
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12. LIST OF ATTACHMENTS (Include all appropriate attachments if field review is required. See the “[ ]”

notation for minimum required attachments for non-NHS projects)

Field Review Attendance Roster or Contacts Roster
Vicinity Map (Required for Construction Type Projects)

IF APPLICABLE ( Complete as required depending on type of work involved)

Roadway Data Sheets [Req’d for Roadway projects]
Major Structure Data Sheet [Req’d for HBP]

Railroad Grade Crossing Data Sheet
Sketch of Each Proposed Alternate Improvement

TE Application Document

Existing federal, state, and local ADA deficiencies
not included on other Attachments

13. DLAE FIELD REVIEW NOTES:

A. MINUTES OF FIELD REVIEWS

B. ISSUES OR UNUSUAL ASPECTS OF PROJECT

(Attachment to Field Review Form)

Distribution: Original with attachments — Local Agency
Copy with attachments (2 copies if HBP) - DLAE

Typical Roadway Geometric Section(s) [Req’d for Roadway projects]

Signal Warrants
Collision Diagram

CMAQ/RSTP State STIP Match

Systems Engineering Review Form (SERF)
Req’d for High-Risk (formerly “Major”) and
Low-Risk (formerly “Minor”) ITS projects
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ROADWAY DATA

1. TRAFFIC DATA

Current ADT Year20  Future ADT Year20 ~ DHV __ Trucks % |
Terrain (Check One) ____ Flat Rolling _____Mountainous

Design Speed

Proposed Speed Zone _ Yes mph No

2. GEOMETRIC INFORMATION
ROADWAY SECTION

Thru Traffic Lanes Shoulders
Min.
Year Curve No. of Total Each Width Median
Facility Constr. Radius Lanes Width Type Lt/Rt Type Width
Exist.
Prop.
Min. Stds. selected:
AASHTO
3R
Local

N/E Contig. Sect.
S/W Contig Sect.

Remarks (If design standard exception is being sought, cite standard and explain fully how it varies):

3. DEFICIENCIES OF EXISTING FACILITY (Mark appropriate one(s))

Pavement Surface Drainage
Alignment Bridge
Crossfall Safety (Attach collision diagram or other documentation)
Pavement Structure Federal Americans w/ Disabilities Act (ADA), State or Local
accessibility requirements
Other (describe below)
Remarks
4. TRAFFIC SIGNALS Yes ___New (attach warrants) ~_ Modified No
5. MAJOR STRUCTURES Structure No.(s) (attach structure data sheet)

6. OTHER TRANSPORTATION FACILITIES (Name)

None

Railroad (attach railroad data sheet)
Airports (attach airport data sheet)
Transit

Bicycle
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7. AGENCIES AFFECTED

Utilities [mark appropriate one(s)] Telephone Electrical Gas
Water Irrigation
Other Sanitary

Major Utility
Adjustment:

High Risk Facilities:

Other:

Remarks:
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CHAPTER 9 CIVIL RIGHTS AND DISADVANTAGED BUSINESS

ENTERPRISE

9.1 INTRODUCTION

This chapter provides guidance for the local agency in complying with the Civil Rights
requirements (Title VI, Accessibility, Equal Employment Opportunity [EEO] Contractor
Compliance) and Disadvantaged Business Enterprise (DBE) requirements for federal-aid
transportation projects. Each of these areas is addressed in more detail in the following
sections. The information contained in this section has been extracted from other
documents and should not be considered as a replacement or substitute for the laws, rules
and regulations, agreements, circulars, and other guidance available.

The Division of Local Assistance (DLA) web site at:
http://www.dot.ca.gov/hg/LocalPrograms/ provides additional information and resources
that complements guidance in this chapter.

9.2 NONDISCRIMINATION: TITLE VI OF THE CIVIL RIGHTS ACT

Nondiscrimination provisions apply to all programs and activities of federal-aid
recipients, sub-recipients, and contractors, regardless of tier (49 Code of Federal
Regulations (CFR), Part 21). The obligation not to discriminate is based on the objective
of Congress not to have funds, which were collected in a nondiscriminatory manner used
in ways that subsidize, promote, or perpetuate discrimination based on race, color,
national origin, sex, age, or physical or mental disability, sexual orientation or retaliation.

The reach of Title VI in the areas of Environmental Justice and the needs of Limited
English Proficient populations has expanded jurisdiction, clients, and complexity.
Environmental Justice (EJ) Executive Order 12898, amplifies Title VI by identifying and
addressing, as appropriate, disproportionately high and adverse human health, or
environmental effects of federal-aid projects on minority populations and low-income
populations. The order is also intended to promote nondiscrimination in federal programs
substantially affecting human health and the environment, and to provide minority
communities and low-income communities access to public information and an
opportunity for public participation in matters relating to human health or the
environment.

Limited English Proficiency (LEP), Executive Order 13166, clarifies national origin
discrimination as it affects persons with limited proficiency in English. The order
requires federal-aid recipients to take reasonable steps to ensure that LEP persons have
meaningful access to programs, services, and information free of charge.

Language barriers prohibit LEP persons from:

e Obtaining services and information relating to transportation services, programs, and
projects.

e Taking advantage of the transit system, which could affect their jobs and social
opportunities.
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e Understanding the benefits to which they are entitled when their home or business
property is acquired through eminent domain.

IMPLEMENTING TITLE VI

The DLA is responsible for developing policies and procedures in order for local
agencies to implement Title VI. DLA has included checks and balances throughout its
processes including legal review of major agreements and documents.

Title VI Assurances: Local agencies sign this assurance as part of their Master
Agreement with Caltrans (see Exhibit 4-C “Master Agreement-Sample,” Chapter 4 of the
Local Assistance Procedures Manual [LAPM]). The Program Supplement Agreement for
each project includes the local agency’s reaffirmation of the Nondiscrimination
Assurances contained in the Master Agreement.

Environmental: Presidential Executive Order 12898 (EJ) is considered during the
preliminary environmental investigation process and completion of the Preliminary
Environmental Study (PES) Form. See Exhibits 6-A “Preliminary Environmental Study
(PES) Form,” and B “Instructions for Completing the Preliminary Environmental Study
(PES) Form,” Chapter 6 of the LAPM or refer to this web site:
http://www.dot.ca.gov/hg/LocalPrograms/lam/prog_p/p06envrp.pdf)

If a project requires that a Relocation Impact Study and/or Community Impact
Assessment be conducted, the local agency follows the guidance set forth in the Standard
Environmental Reference (SER). The SER is an on-line electronic reference that sets
forth document content and format, as required by law or regulation and recommended
format, if not specified by law or regulation. Chapter 25 of the SER addresses
Environmental Justice (EJ) and LEP requirements:
http://i80.dot.ca.gov/ser/voll/sec3/community/ch25ej/chap25ej.htm

Public Hearings and Public Involvement Meetings: The attendance and concerns of
LEP persons, persons with disabilities, minority populations, and low income populations
at public involvement meetings and hearings must be carefully documented to comply
with Title VI of the Civil Rights Act of 1964, including statistics of participants by race
and gender. Public hearing announcements must be made available in languages
understood by the affected population. Public hearings should be held at locations that are
both geographically and structurally accessible. Interpreters should be made available for
LEP persons and for the hearing impaired (see Chapter 8, “Public Hearings,” of the
LAPM.).

Local Agency Contact with LEP Persons: Each local agency receiving federal-aid
funds shall perform an annual assessment to determine if modifications are needed to
their program and activities to ensure full access by LEP persons. See LEP Plan at the
following Caltrans Title VI website:
http://www.dot.ca.gov/hg/bep/title_vi/LEP/index.htm

Right of Way: On federal-aid projects, all Right of Way (R/W) activities are conducted
in accordance with the Caltrans Right of Way Manual, unless the local agency has
adopted its own procedures, which Caltrans has approved. The Caltrans Right of Way
Manual requires that the public be provided with Title VI information and complaint
procedures within each of the following R/W functions: Appraisals, Acquisition,
Relocation Assistance Program (RAP) and Property Management (see Chapter 13, “Right
of Way,” of the LAPM).
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Construction: Federal-aid construction contracts must include provisions, which require
compliance with Title VI. The specific contract provision language is included in the
Federal Highway Administration (FHWA) Form 1273 that is physically inserted in the
federal-aid construction contract (see Chapter 12, “Plans, Specifications and Estimate,”
of the LAPM).

Additional Resources for Title VI Implementation: You may access additional
information on implementing Title VI (including Potential Title VI Issues, Self
Monitoring, Good Practices and Mitigation Measures) in the electronic version of the
Caltrans Title VI Guide Book:

http://www.dot.ca.gov/hg/bep/title vi/t6_guidelines_choice.htm.

Title VI brochures in ten languages are available on the DLA web site under Title VI:
http://www.dot.ca.gov/hg/LocalPrograms/DBE_CRLC/DBE_CRLC.html#TitleVI

MONITORING TITLE VI

There are a number of actions that have been developed for the local agencies in meeting
federal requirements. Attendance at public meetings by the District Local Assistance
Engineer (DLAE) and receiving copies of the meeting minutes during the planning stages
of local agency projects help to ensure nondiscrimination and EJ are properly being
addressed at these early stages of a project.

To ensure continued compliance by the local agencies, checklists along with a review of
the Plans, Specifications & Estimate (PS&E) and attendance at public meetings are some
of the tools that are used initially, and then used later to facilitate the DLA in performing
process reviews and other quality assurance functions. The local agency checklists and
PS&E:s are reviewed by the DLAE upon receipt to ensure compliance with Title VI as
well as other federal and state regulations.

Plans, Specifications & Estimate (PS&E) Checklist: This checklist ensures that the
federal and state contract requirements are being implemented. Specifically, it confirms
the implementation of the mandatory requirements of FHWA Form 1273, EEO
Certification, DBE provisions, and applicable wage rates, etc. The local agency submits
the checklist to the DLAE along with the request for authorization to proceed with
construction for federal-aid construction contracts.

Local agency PES, technical reports, Environmental Assessment (EA) and
Environmental Impact Statements (EIS) provide for data collection and analysis on the
demographics of neighborhoods and communities. The DLAEs and Caltrans
Environmental Specialists review the environmental documents to ensure that no
disproportionate adverse impacts occur on minority and low-income neighborhoods or
communities.

Both the DLAE and the Caltrans District Right of Way staff monitor R/W activities on
local projects (see Chapter 12, “Plans, Specifications & Estimate,” of the LAPM.) to
ensure compliance with the Uniform Relocation Assistance and Real Property
Acquisition Policies Act of 1970.

Local Agency Construction Contract Administration Checklist: This checklist
confirms that DBE and Labor/EEO compliance requirements are performed and
documented in the project files. This checklist documents that the local agency will meet
all of these requirements prior to the award of the construction contract (see Chapter 15,
“Advertise and Award Project,” of the LAPM).
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Resident Engineer’s Construction Administration Checklist: This checklist is
completed by the local agency Resident Engineer. The purpose of the checklist is to assist
the local agencies in administering federal-aid highway construction projects. This
checklist documents that the data is similar to the Local Agency Construction Contract
Administration Checklist. It also provides a record that the EEO/Wage Rate/False
Statements Posters are being posted at specific locations, that employee interviews will
be conducted in accordance with the Labor Compliance/EEO Interview form, and that
DBE requirements are met. The local agency submits the checklist along with the award
package shortly after award of the construction contract (see Chapter 15, “Advertise and
Award Project,” of the LAPM).

TITLE VI COMPLAINTS

The procedures in this section have been established to receive and resolve alleged civil
rights discrimination complaints concerning a local agency project or projects constructed
with federal-aid funds. Caltrans will investigate and submit a report of findings to FHWA
within 60 days of receipt of the complaint. The complainant will be informed by the
Caltrans Discrimination Complaint Investigation Unit (DCIU) staff of his/her right to
appeal the Caltrans findings to FHWA California Division. An appeal will be accepted by
FHWA up to 180 days FROM THE DATE OF RECEIPT OF THE DECISION.

Caltrans will include a summary report of its findings on all Title VI complaints in its
annual Title VI update report to FHWA.

9.3 ACCESSIBILITY

Section 504 of the Rehabilitation Act of 1973 (codified as 29 USC Subsection 791 et
seq.) requires that any entity receiving federal financial assistance must ensure that
persons with disabilities are not discriminated against in any and all aspects of
employment, or denied access to the goods or services that these federal fund recipients
provide.

The intent of the Americans with Disability Act (ADA) (Public Law 101-336, codified as
42 USC 12101 et seq.) is to “assure equality of opportunity, full participation,
independent living, and economic self-sufficiency for persons with disabilities.” This law
extended the protections offered for persons with disabilities.

28 CFR, Part 35 requires that facilities constructed by on behalf of, or for the use of a
public entity shall be designed and constructed so that the facility is accessible to and
usable by persons with disabilities.

49 CFR, Part 27 requires nondiscrimination on basis of disability in programs and
activities receiving or benefiting from federal financial assistance.

The State of California has also adopted regulations —Title 24 of the California
Government Code, specifying that all buildings, structures, sidewalks, curbs, and related
facilities constructed in California by the use of State, county or municipal funds, or the
funds of any political subdivision of the State, shall be accessible to and usable by
persons with disabilities.
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Implementation Agreement for Local Agencies

3. The agency shall hold retainage from the prime contractor and shall make prompt and regular
incremental acceptances of portions, as determined by the agency of the contract work and pay retainage
to the prime contractor based on these acceptances. The prime contractor or subcontractor shall return all
monies withheld in retention from all subcontractors within thirty (30) days after receiving payment for
work satisfactorily completed and accepted including incremental acceptances of portions of the contract
work by the agency. Any delay or postponement of payment may take place only for good cause and with
the agency’s prior written approval. Any violation of these provisions shall subject the violating prime
contractor to the penalties, sanctions, and other remedies specified in Section 7108.5 of the California
Business and Professions Code. This requirement shall not be construed to limit or impair any
contractual, administrative, or judicial remedies, otherwise available to the contractor or subcontractor in
the event of: a dispute involving late payment or nonpayment by the contractor; deficient subcontractor
performance; and/or noncompliance by a subcontractor. This clause applies to both DBE and non-DBE
subcontractors.

XIl  Local Assistance Procedures Manual

The RECIPIENT will advertise, award and administer DOT-assisted contracts in accordance with the most
current published Local Assistance Procedures Manual (LAPM).

XIV  Transit Vehicle Manufacturers (8 26.49)

If FTA-assisted contracts will include transit vehicle procurements, RECIPIENT will require each
transit vehicle manufacturer, as a condition of being authorized to bid or propose on transit vehicle
procurements; to certify that it has complied with the requirements of 49 CFR, Part 26, Section 49.

XV  Bidders List (8§26.11(c))

The RECIPIENT will create and maintain a bidders list, consisting of information about all DBE and
non-DBE firms that bid or quote on its DOT-assisted contracts. The bidders list will include the name,
address, DBE/non-DBE status, age, and annual gross receipts of the firm.

XVI Reporting to the DLAE

RECIPIENT will promptly submit a copy of Local Agency Proposer UDBE Commitment (Consultant Contracts),
(Exhibit 10-O1) or Local Agency Bidder UDBE Commitment (Construction Contracts) (Exhibit 15-G1) of the
LAPM to the DLAE at the time of award of the consultant or construction contracts.

RECIPIENT will promptly submit a copy of Local Agency Proposer DBE Information (Consultant Contracts)
(Exhibit 10-02) or Local Agency Bidder DBE Information (Construction Contracts) (Exhibit 15-G2) or of the
LAPM to the DLAE at the time of execution of consultant or construction contract.
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RECIPIENT will promptly submit a copy of the Final Utilization of DBE participation to the DLAE using Exhibit
17-F Final Report-Utilization of Disadvantaged Business Enterprises (DBE), First-Tier Subcontractors of the
LAPM immediately upon completion of the contract for each consultant or construction contract.

XVII Certification (§26.83(a))

RECIPIENT ensures that only DBE firms currently certified by the California Unified Certification Program will
participate as DBEs on DOT-assisted contracts.

XVIII Confidentiality

RECIPIENT will safeguard from disclosure to third parties, information that may reasonably be regarded as
confidential business information consistent with federal, state, and local laws.

‘ By Date:
(Signature)

Phone Number:

(Print Name and Title) ADMINISTERING AGENCY
(Authorized Governing Body Representative)

This California Department of Transportation’s Disadvantaged Business Enterprise Program Implementation
Agreement is accepted by:

Date:

[Signature of DLAE]

[Print Name of DLAE]

Distribution: (1) Original - DLAE
(2) Signed copy by the DLAE — Local Agency

(Updated: March 4, 2009)
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Case 1: Contracts less than $1 million

For consultant contracts under $1 million, a pre-award audit is not required unless the
consultant has been previously identified as a “high-risk” as described in 49 CFR, Part 18
Section 12.

49 CFR, Part 18 Section 12 states that a grantee or subgrantee may be considered “high-
risk,” if an awarding agency determines that a grantee or subgrantee:

e  Has a history of unsatisfactory performance, or
e I[s not financially stable, or

e  Has a management system which does not meet the management standards set forth
in this part, or
e  Has not conformed to terms and conditions of previous awards, or

e [s otherwise, not responsible; and if the awarding agency determines that an award
will be made, special conditions and/or restrictions shall correspond to the high-risk
condition and shall be included in the award.

For further clarification of the term “high-risk” contact Caltrans Audits and
Investigations.

Case 2: Contracts $1 million or more

Consultant contracts $1 million or more require a pre-award audit. The pre-award audit
examines the consultant’s accounting, estimating, administrative systems, proposed costs,
financial condition, and the proposed contract language. The audit is as broad in scope as
necessary to meet the objectives found in Exhibit 10-M “Standard Audit Program
Procedures” in this chapter.

An audit is also required under the following situations:

e  Accumulative amendments that increase the total amount of the contract to
$1 million or more regardless of the number of amendments.

e  Any single amendment $1 million or more.

e Any subcontract $1 million or more.

Procedures to perform the pre-award audit will depend on who the local agency selects to
perform the audit. The local agency may perform the pre-award audit with their own
personnel; employ a Certified Public Accountant (CPA) to perform the pre-award audit;
or request Caltrans to perform the pre-award audit.

CALTRANS PERFORMS PRE-AWARD AUDIT

For situations where a local agency selects Caltrans to perform the audit, the local agency
must transmit a Pre-award Audit Request Letter and Checklist (see Exhibit 10-A in this
chapter) to Caltrans Audits and Investigations with copies of the proposed consultant
contract and cost proposal (also a copy to the DLAE). The consultant’s cost proposal for
the prime and all proposed subcontractors must contain a breakdown of all components
of cost to include: labor base, rate, other direct costs, overhead, and fee. For “Sample
Cost Proposals,” see Exhibit 10-H in this chapter. The agency must advise the consultant
that an audit needs to be performed and that cooperation with the auditors is expected.
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Thirty working calendar days from the date of receipt of a complete and acceptable
package (whichs includes the request, draft contract, and a cost proposal for the
consultant and subcontractors, each with a cost breakdown) should be allowed as a
guideline. After receipt of the pre-award audit report from Caltrans Audits and
Investigations,with the resolution of outstanding issues by the local agency, the “Audit
Disposition” (Exhibit 10-K in this chapter) shall be completed by the local agency and
sent to Caltrans Audits and Investigations with a copy to the DLAE . Section 4.3 of the
Caltrans Service Contracts Manual provides additional details about the audit process
and is available at: http://admin.dot.ca.gov/pc/pdfshell.shtml

LocAL AGENCY/ HIRED CERTIFIED PUBLIC ACCOUNTANT PERFORMS PRE-AWARD AUDIT

The local agency shall notify Caltrans Audits and Investigations of their decision to
perform the pre-award audit using its own forces, or by contracting with a Certified
Public Accounting firm. The notification will be in writing, using the sample “Pre-award
Audit Notification Letter” (Exhibit 10-L in this chapter). As a part of this notification
process, the local agency shall also submit pre-award audit procedures.

Caltrans Audits and Investigations may perform a review of such procedures and express
an opinion on them as needed. Caltrans shall retain the right to audit, or review the work
of the local agency or designee at any time.

The audit must be completed before the consultant contract is executed. Failure to do this
will result in loss of funds for the consultant services. The audit must be performed in
accordance with generally accepted government auditing standards required by the
United States General Accounting Office at: www.gao.gov/govaud/ybk01.htm .

The local agency shall follow the information in the “Accounting and Auditing
Guidelines for Contracts with Caltrans” (Exhibit 10-N in this chapter) to assure that the
audit objectives are clear as to the basic elements of an accounting system. In addition,
Standard Audit Program Procedures shall be used as the minimum procedures to be
performed for the pre-award audit.

Negotiation may begin with the consultant while the audit is being performed. The
contract shall not be executed until the audit report has been completed and the following
are found to be satisfactory by the auditor: consultant’s accounting system, rates
charged, knowledge of FHWA’s cost eligibility, and documentation requirements. The
local agency shall be proactive to resolve any audit comments before execution of the
consultant contract.

The “Request for Authorization to Proceed with Preliminary Engineering” (Exhibit 3-A,
of the LAPM) includes boxes that indicate compliance with the pre-award audit
requirement when there is federal-aid and or state participation.

The “Audit Disposition” ( Exhibit 10-K in this chapter) must be signed by the local
agency financial officer and submitted to the DLAE at completion of the pre-award audit.
A courtesy copy of pre-award audits conducted by the local agency shall be mailed to:

Department of Transportation
Caltrans Office Audits and Investigations
P.O. Box 942874
Sacramento, CA 94272-0001
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FIGURE 10-1 SEGMENTING CONSULTANT WORK
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VALUE ENGINEERING ANALYSIS

For projects on the federal-aid system with a total project cost of $25 million or more and
a bridge project with a total project cost of $20 million 