
State ofCalifornia California State Transportation Agency 
DEPARTMENT OF TRANSPORTATION 

Memorandum Serious drought. 
Help save water! 

To: WILLIAM E. LEWIS Date: December 23, 2014 
Assistant Director 

A;~i~~/:;;tig~ -· File: 

From: THOMAl),~HA~EN£& 
Chief 
Division ofTraffic Operations 

Subject: 	 60-DAY STATUS OF CORRECTIVE ACTIONS-ENCROACHMENT PERMIT AUDIT 
REPORT (P4000-0391) 

Thank you for the opportunity to provide a 60-day status report on the corrective actions the 
Division ofTraffic Operations has taken based on the recommendations in the Encroachment 
Pennits Statewide Audit (P4000-0391). Attached is the report and copies of the correspondence 
documenting the actions taken. 

If you have any questions please contact Yin-Ping Li, Chief, Office of Permits at 
(916) 654-5548. 

Attachments 
(1) 	 60-Day Status EP Audit, P4000-0391 
(2) 	 Director's Letter to California Film Commission dated 12-17-2014 
(3) 	 EP Audit Reminder Memorandum to Districts 
(4) 	 EP Audit Response Teams 

c: 	 Steve Takigawa, Deputy Director, Maintenance and Operations 
Clark Paulsen, Chief, Division ofAccounting 
Jeanne Scherer, Deputy Chief Counsel, Legal Division 
Andrew Brandt, Deputy District Director, Maintenance and Operations, District 3 
S. Sean Nozzari, Deputy District Director, Traffic Operations, District 4 
Ali Zaghari, Deputy District Director, Traffic Operations, District 7 
Marcelo Peinado, Deputy District Director, Traffic Operations, District 11 
Kris Kuhl, Assistant Chief, Division ofTraffic Operations, Headquarters 
Yin-Ping Li, Chief, Office ofPennits, Division ofTraffic Operations, Headquarters 

"Prowde a safe, sustamable. mlegrated and e.fftctenllransportatton system 
Jo enhance California seconomy and livabtltly " 
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!he dalncts on haw to clwge the tune apc:nt 
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refunds 
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HQ EP will amsult with the Legal Divuian u rKilmlDODded to HQ EP c:cntacted Lepl md they noc:ommeDCI rosuJIIIiono. 1131nol6 HQ TrafOpo-Tom Frwlklin 
confinn 11w: oecd of.-egulatians to illcrease tbe Standlrd Hourly IUic. HQ EPha clratled lq!lllalions, illiliated tbe proa:u 

lhrougb Legai,IRI cum:ndy working on the Office of 
lfr<gUiobons- ncccoaary, HQ EP will consult wtlh lbc Lcpl AdmiaDtndi•e Law proceu. (DL) 
DiVISionto ...... the risb ifCol trms inaeaseo the Sltmdard Hourly 
Rate pnar to biMng ,..Williom in Jll-. 
HQ EPwill wod: with Acc:ounl> R=ivable Co 6noliz theproa:ss for The procao f<>< nmewmg ond r<Yioing lbc Stondord TBD HQ Tnof Opo-Tom Fnmldm 

"'""""'ng andteVioing the SHR a recommended. Hourly !We(SHR)ia complete111d will be "finaliaxl" 
when~ons ....,ou!aoi..i. 

HQ EP WID convene a CO!MIIItlle ofDislrict and HQ EP and olher Finding 3, reconunendalion I and this ilan need to be 311no1s HQ TrafOpo-Aifredo Roclngue2. Jr 
funcllonal umb to eva!UIIe1ssua and p!'OpOOO IO!uoona. combined and W<lflct>d on "'S<ther. (TF) A 8""'1' 
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..,;.....,..tiH• ....k mu 

HQ EP wiD meetWith Accounl> Recavable, District EP, Legal, and A group c:uaisling ofHQ 111<1 three Ddlrict Sc.lfhos TBD HQ TrafOps-Tom Franldm 

Ullbbes to dtac:uss taues and tdatttl)' IOlut>ons. been assigned this task FutUre meetinp W>U be 

ocbcclulcd to discuss actions required to address tlu s 
~cn""""".ffiL\ 

I 
To autst tbc Distnets, HQ EP WID toke the lelld ond ......X wtlh A group c:onsistiJlg of HQ IKid three District SIBITh• TBD HQ TrafOps·Tom Fnmldm 

Accounla Reoe1Vablc to provtde Oistriel> with a user lhcndly ~ been auigned this task. F'Uiun> meetinp win be 

report to idcntiy overdue balances. schcdWcd to di:talH c:or=bve aei>Ons reqwrcd to 
imnlcrnc:ntllu n:axnmcndallon. ffiL\ 

To 1111istlhc Districts, HQ EP wi.U meet with ACC0111111 Recctvable A group oonsisbng ofHQ lnlthru Dlotnct Stall'has TBO HQ TrafOps-Tom Fnmldm 

and District EP to evaluate exilning pnxzues IRI updaie as n:qu>n:d. becn amgned lhls task. Furun: meetings wtU be 
scheduled 10 discuss c:orrcctivc C1lom required to 
imnl-t this reccmmeDC!arion. ffiL) 

To assist the DUtricts, HQ EP will pnMdc monthly perfoanance A group oonsistiJlg ofHQ and thru Ooattict Stall'has TBD HQ TrafOpo-Tom Fmtldin 

RpOrtS to the District t:lirecooD, DDO., and OPEs iD a c:ollal>cnllvc becn BSSigned this task Future meelnlp wiU be 

effort ID timely close 0111 pamil> that had been oompld.ed. scheduledto dUalls com:cllve actions n:quire4 to 
tm"'""""'' this reccmmenclaharl. ffiL) 

Based on informabon provtded byAa:ounto Receivable, the tbn:oMid A group eonsisbng ofHQ and three Distnct Sc.lfb• TBD HQTrafOpo-Tom Fmtldin 

on n:fuod and billing has been c:stablished in the Stole Adaninaarallvc been assigned this lllsk. Futwl:meebl:lj!l wtU be 

Manual (SAM). HQ EP will ......X with Aa:ounll Rec<ivahl<:, Dillnct scheduled to diJOJSs com:ctlvc actJora required 10 

EP, and Legal to cslahlioba·-practice to be implemcnled UDplemenl lias recommcndabon. (DL) 
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'"" U/Z3/l1U4 



.A...b- law... -(A.AI) • ...,_.DnltJlapca1 

AIIIIUl'l"'"' ~brllll611111 AIIIIU No. Gl!J 

AAJ Aadlt __..,._ 
Alldi-. 

,\a-~ Ill llnft lbpcrt ·-·-a.Doysaaus --c..,_
Dolo 

-

SUfrR.op.ll>lo .A.AI Aaolylls 

-~~... . .. . .. - .. ... 

~~~-~·?.~,~: - ..• . ~· .  .. . 
! -...- . ... . · 

a-....clad... ..HQOftlwoll'er81b 
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applying IliallmpiiiX lllmp. 07/3112QIJ 1o CIIJUie 1M!. 1)ml!ppiicatian. is cooq>l«e prlano it 

~ simpl""' llllmpod aud 2) Clllfllnl is in c:omplilaH:e with Sccbal 121~12014-Yin·l'inf: ICIJtdillnclla momo,..... 
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121512014- Yin-f'1111oeutdilllrids a~m~mo~ 121512014 -Completed HQ Tllii'Op.-Alfndo Roc!nguoz. Ir. None 
roquuanc:nt lo >IBft the 60-day tunc pulOd opce the 
2. Remind~~ Pmnu olaft'obout tbe HQ EP wiU asilllhe OilllridJ by n:mindina them ro llimpl""' the 

opp1ica1ian only oft.,.it bao beeu aa;epe.:d u axnplck. The EPM ompbosizing the impcrtmce ofEPM Clip 200. J<ldion 
pelllllt ljlp(Jc;alioo hal beeu simpler.llllmpal ond IIIJ Chapl<rlOO,section 201.411...,, •Apcnnit......,._is ruaipcd what 201.4, 201.5, and only aeccpti~~& coonplete applieations, 
reqwrod cloc:uman!Bt1on has been n:ceivod. 1111 application is aeeepllod u complota.• 	 ODd use the"EP Applic:alion Cbec*liot" (form TR~) 

u a toollo ddenniue . (AR. DL) l 
3 Collllderclocurru:olin& the tlopODd alar! data on 121512014- Yin-l'inf: ...,Idistricts a memo re- TBD HQ T..t'Ops-Aifledo lWdngvez, Jr NoneHQEP willauiJI tbe OiJtricts by wart:ing with HQ IT to explore tlle 

pouibility ofcnbon:ing EPMS to belta' d<x:um""' the 60 day d~ 	amphali;zing the irnpor11111Ce EPM Chp 200,-=bon 
201.6, table 2.3, itan S. (DL) 
An initial ........,.... ofEPMS indi<OICI lllat tho 

enhaaecmcN might be """"involved than previously 
dec.mi~Jod. F'urthc:r di.JcuJaio111 wiU ddaminolhe 
ir.....,;mlotv ,ctt.., ......._t fAll\ 
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The HQ Office ofPamib ma1ce a detennincion u to 
wballo perform iNpoctions and roquin: a>noisteQC)f 

-oildistrict> . 

!Uao.-tloa to Oblllct J>H.IU Ol'll«s 

I. Ensua: tbot required inopocti0111 are perfonncd, and 
an: aJilSistcntlydoc:umcntad in the permit file. 

2. Requin: that doaunmtolion be included in the 
penni! file when ilupections"'"' not RqlllR'AI. 

A...Ill ...r-Ip- (AAI)- R.oop-•111 DnA~ 

Alldiloo: t l'mmlll"n>aam 

Adltcc A.apo-"' Dnft lbpart 6G.-O.y&.bu. 
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HQ EP will asilt the Districts by COftJulling withDi- to A group cooms~ ofHQ ~ lhcee District SlaiT!uo 
determine what obslacles misJtt be contribuomg 10 this finding ond been ;wjgned Ibis task The lint meeting wiU be 
wbatactioos am be implemented on a statawide buio to meet lhi> ICbcduled f.,.- lole JlllUOI)' to discus~ lhiJ finding and 
nocommaulolion. •recommendation. IDL) 

HQ EP will asist the Districts by consulting with Dillricb to A groupconsisting ofHQ ~ lhcee District SlaiThao 
dclcrmioewnm obslacJes misht be contribuomg 1o this finding ond beenasoigncd this task The lint meeting wiU be 
what acti0<11 can be implc:mcntad on a seam.ide louis 10 meet lhi> ochcduled fOI' !ole January lo diiCUOS this finding an<l 

r-..:ommmdarion IDL) 
HQ EP will allilt the Districts by consulting wilh Dillricts to A group COIISISbng ofHQ ll1d lhcee Oillnct Stall"hal 
determine whal obstacles mighl be conlributing to this findi111 and been assigned 1his task The 6nl meeting will be 
what actions ean beimplemented on a statawide louis to meet this sebeduled fOI' lase Jonll3r)' to discuos llu.s finding and 
!recommcndorion. - . IDL) 

~~~~~~~---·"" -~ ......... 
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The HQ Office ofPcnnltl provide specific gwdamx 1 HQ EP Wllll""""'fC (I) an mtcrun gwdanoe to the Dntnc:ll while A group COIISISIIng ofHQ ll1d lhcee Olllrict Slllffha 
all dalnct> reg~ the rc:qw-emenls 10 proceu and worlang to develop (2) a stalew>de pollcy beCl ~~~Signed llu.s tuk. The 6nt meebll(! wiU be 

approve permit appbCIWDIU. scheduled for lore Jonuary to discuss this finding and 
roconuncmlahon (DL) 

R&co•-.eadatioa to Dbt.rict Pcrw..lb OIIJccs 

Dtstric:ll3 """4 Eru:roecbment Pennie Oflicel -sn HQ EP WllliDilll the Dllinc13 by usiDng a mctnOI'IKidum providing A group cotiSl.Sbng ofHQ and lhcee District SIBIT h• 
the responsibility for reviewing and approving permits an interim guidance. bemi!Siigncd this tuk The 6rst meeting will be 
to individuals <n: level above the pellllit wri""" until oclleduled for l.re JIJ\uary to cliSCUD this findinc lllld 
they rcc:OY<: fulthc:.- guidance li'om llle HQ Ortic:o:: of 
IP~ ... 

rc<:ommcndation. (DL) 
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SIJ112015 HQ T~Opi-Dmd Lauttu 

I 

SIJl/2015 HQ T~Opo-David IAuitcr 

513112015 HQ Ttai'Opi-Dovtd Lauttu 

(I) 31311201~ HQ TrafOps-Onvod Lauoter 

(2)TBD 

313112015 HQ Ttai'Ops-Dovid Lassiler 

12/23/ltlC 
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AAIAtlcllt-.....tatk. Aaclltcolla- to Dnl\ Ropon a-lloy SlaiM• 
EIU.olcd C.-picdoo 

Dale 
Starrlra!o..,... AAIAit~ 
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Ifa change in poUcy is necessll)', tho change be 
communi.,_, 10 ollllte discrcillt by the HQ Oflia: of 
Pamits. 

Iftho HQ Office of Permits detennines thalo change io poUcy i• 
""""""'Y· tho change will be Cl011U11unicalod to oil the diSlrid» 

lAS""''' oamioting ofHQ ond three District Stalfhoo 
beco assigned this blslc. The fir>t meeting will be 

1-uJcd for laic Jlllll*)' 10 ditc:usllhis rtndina and 
·on. (OL) New orchanges iD policy, if 

lnocossarv. will be uodated in the EP Manual ron 

6/lflQl) HQ TrafOpo-Darroo Tom 

--.-toDiltrkt Pmoltl Olroca I 
I. Rcmmd permit SIOfl't.o >end oclmowlecf&mcat HQ EP will work Wlth the Dulricts 10 cb1lft a otonclllnl 12/512014- Yin-Ping xnt diSlricts a memo ro 311612015 HQ Trof Opo-llllm:n Tam 
!etten 10 aU "!'Ptiallb oller the lllitiol ~ adatowl~cro<nl lett..-oclmowleclpng I'OCCI_pl of 'l'!'lication and 10 ~:ms the irrtpClrtlanee EPM Clip 200, section 
prt>CSS as ""'uired by tile Encroaclunenl Permillt oolifY appiJCaDlwhc:th:r the appllcabon had been c:ondiaonally 201.5. (DL) The 6nt meeting will be scheduled for lillie 
Manual aa:epcd or nojectod. Actnowlcdg<mmt lenerwill be ovoilable on the 

EP mlr.mc1 S>le for n:fercna:. 
JIIIIU8J)' 10 dUcuss lhi a finding ...t m:ommendation. 
DL)Draftcd ~ templatea for District review and 

2. Enoun: pemut opplic:aliona ., complete prior to HQ EP will send email ar m..-no to rettuDd the Dtllncts that they neod 12/5/2014 -Yin-Ping saildistricts a memo re 41161'20!5 HQ TrofOps-Dom:n Tam 
acceptlt18 them. to adhere to the EP Manual guidelines. The EP Manual OlopCu 200, cmphastzmg the importance EPM Chp 200, section 

section 201 4 stales, "A permit nwnb..-iu..igncdwben an 201.4 wbich llateslhat only completed applic:aliona be 

apphoation u accepted as complele. • An En<:tOIItCiuncnl Pormit aa:cpcd and usi~cd a permit number. Abo 
ApplicatiOn ChecldJst (TR-0402) ts also available lo aid Staff in recommended !Mtricts to utili:!~! !he~~ 
reviewing application completenc10 before acc>opting th..-n. If Pc:nnit Application Cheddist in reviewing oppUcotion 
additional clanlication 11 wamonled. the EP Manual an4/ar tile completeness. (DT) (DL)
•nnl;.,.,...., rhrcl-h"' ....n ho· ,mru,._"' >t<r.nrrln...tv 

3 Dale stomp opphcotions Ill the time they are HQ EP wiD work with the Di&triets to draft policy molangitsran:lard Jaitiatcd coniBet with HQ IT for daltlbooe enhanc<mcnt. TBD HQ TrafOpo-OBm:n Tam 
rccetVcd. practice to date sump "!'PilCalton II the time they arc rcccivod, 

whether received at Dislriet of6oc ar Fidel office. HQ EP will wolk 
with HQ IT to aplare options to pn>vide an additional field in 
I<lootol-w • r~MIA ;mxrt 

A Servia: Desk Ticl:et II 00994SS9 was cn:al.lod on 
Deocmber4, 2014. (DT) The fintmeelins will be 

schcdulcd for lillie January to discusa this findina and 
· mn 

4 . Adhere to the requtrcmenl> for ensuring c:l!ccb HQ EP will sene! an email or memo to the Distriets to remind them of l=<ll4- Yin-~ ,...t Di•tricts a memo n> 12/)/20]4 HQ TrofCps-Darren Tam 
an: lntcl:cd, securely mainlaincd, and !Ubmitled the =n:nt pr.!Cticc as &t.llllcd 1n EP Manual <:!IIJ*r 200, Sediall 

.. 
the IIC<OWtling ~when boodling oil 

timely to DiSlrict Cashier's olfta:. 201.2. • All payments (coin. aatatey, c:hecb, or wan-onll ) shall be 
IOBScd admrutlcd to the DiS!riet c.shicl'o Oflice by the DGt 
t.m.... ""'- f<>r ri.nnoit intn the Annmnriote Sllatell:onlr """"""' • 

peymcnts at DiS!rict level and ~ed they edhctc 
~ EPM Cbapl=" 200, Section 201 .2 111d use the 

t Permit Lodform TR~IIIliDTI IDL) 

4 of S 12/U/ZOI«. 
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Estisulod c-pl. 

Alr.l Aodit Ran.......sa AllciU.C~ ... DnA Ropart 60-DooyS....s Slat!~.. .U.I Alloly>ls
Dole 

1-"-~.........2..._
...... .~ ·-•-r• --ItDerA HD4qurtcn Calli<r 
HQ EP will asi.stlbe Caobcrins offic;e in COIIIIYI\ln1CIIu1! with tlte 11Q 1w ClllllllllledwithJmoy w-Culliorins Office. to m... 1213112015 HQ T!WOps-Tom Franldin 

proceu forvolidalif6 feepoymen~~ collected ID lbe 
l. Woric wid\ HQ Olli=ofPermib to -blish a 

ond bcsin fomnaloliJ>a o tollllioo. n.dnA popcoalo wall be 
-..!with,. Dio1rido li>ctha.-irlpot .-;..... 

Districu tlte oppropnllle actions rt:<plin>c!ID valiclare paymmu. 

pcmoitslbe distridS istuoodincluding fees coll<aod by 
implom.-ioo.die cliotrict COJioien ond the Califomio ralm 

Commiuim. 
2. Provide diJtricll with oppropriiiiO infonnalion so HQ EPwill ..,;., die c..berina offic:e in commumeoltf6 with tlte HQ Jmo COGRIItod withJIOUI)' w-Co.tllicrina Of5ee,to.,... 1213112015 HQ T.WOps-Tom F.-.Jdin 
they Qll valodal£ lbe paymatiJ pooiA:d IDd ..mowtcclge n..tricts tlteoppmprillle actions reqwrod to volidotc poymo:rou. ond bcsin form1>111ins o tolllliotL Tho clrwft ~will be 

lll1ond with tbc Diobia. liJc lbar inpatpi<woo 
implancnlalioa. 

~ lllport........,L_ 

lbe pcnml fca callccl.od. 

'-·-llo•.. Dlstrkt -Peralts omc.. 
We reoommend Dlotneb ons~n !hoi the ,.....,, HQ EP will send emaiiiD lbe DiotrictsiD re-empltaoiu lhe impor1ance 121512014- Yin-Ping smt Dl•tricts a memo~ 2/11201~ HQ TrafOps-Alhdo Rodnguez 

vemon of enat>eeluD0111 pcnmt formo or< uoed .. that ..aty cum:nt ~ fonns sbould be used. emplutsizing the im~ ofusn'!! only aun:nt 

ondtcollld uo the Enaoacbment Pcmull Manual st:mdard forms ond the location ofwhae lhese on: 
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December 17,2014 

Ms. Amy Lemisch 

Director 

California Film Commission 

7080 Hollywood Boulevard, Suite 900 

Hollywood, CA 90028 


Dear Ms. Lemisch: 

Please be advised that a recent California Department ofTransportation (Caltrans) internal 
audit revealed that the hourly rate used to calculate fees for a filming permit has been less than 
the hourly rate used for other encroachment permits. Caltrans wBl begin applying the same 
standard hourly rate to all encroachment permit applications received after December 31, 2014. 

The Caltrans Encroachment Permits Manual, section 207, Accounting and Record Keeping, 
states, "Districts are not delegated authority to waive or reduce fees and should recover all costs 
of administering chargeable permits." The standard hourly rate multiplied by the total number 
of staff hours is a portion ofthe total encroachment permit fees. Therefore, applying the current 
standard hourly rate 1o filming pennits will result in a fee increase. The fee varies depending on 
the complexity of the project and the number of staff hours required for review and inspection. 
For additional information, please visit our Web site at <http://www.dot.ca.gov/hq/tra:ffops/ 
developserv/permits/>. 

We will continue to provide any updates as they become available. lf you have any questions 
or need additional information, please contact Ym-Ping Li, chiefofthe Office ofPermits, 
at (916) 654-5548 or by e-mail sent to <yin-ping.li@dot.ca.gov>. 

Sincerely, 

~~ 
MALCOLM DOUGH'~: 
Director 

c: Ym-Ping Li, Chief, Office ofPennits, Division ofTraffic Operations, Caltrans 
Ferdinand Ordona, Statewide Film Coordinator, Office ofPermits, 

Division ofTraffic Operations, Caltrans District 7 

"Provide a safe, suslainable, iruegroled and ~fficienr rraruportorion system 
ro enhance California~ economy and ltvabiliry" 

--~~-------- ..----··--·~-- ----
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DEPARTMENTOPTRANSPORTATION 

Memorandum 

lb: 	 DEPUTY DISTRICT DIRECTORS Date: December 5, 2014 
DISTRICT PERMIT ENGINEERS 

J'lle: 

From: YIN-PING Ll ~~ f~ ~ 
Chief 	 U 
Office ofPennits 
Division ofTraffic Operations 

SabJect 	 ENCROACHMENT PERMIT AUDIT 

Findinp in the Encroachment Pennits Statewide Audit dated October 2014 (P4000-0391) 
indicated that districts were not implementing the existing policies uniformly statewide. This 
memorandum is to remind the districts that the District Permit Engineers are responsible for 
ensuring that their stafr follow the procedures documented in the Encroachment Pennits Manual 
alons with all applicable Caltrans policies. 

Please share with your staffthe attached spreadsheet that summarizes the specific audit findings 
and recommendations and the associated existing policies and procedures that the district staff 
need to follow. 

Ifyou have any questions or need clarification, please contact Tom Franklin. chief ofthe 
Encroachment Permits Branch, at (916) 654-6232 or at <Thomu.Franklin@dot.ca.gov>. 

Attachment: HQ Reminders to Districts on Existing Policies. pdf 

c: 	 Thomas P. Hallenbeck, Chief: Division ofTraffic Operations 
Andrew Brandt, Acting Assistant Division Chiet: Division ofTraffic Operations 
Tom Franklin, Chief: Encroachment Permits Branch, Office ofPermits 

"Pmwde a 1afo, lllltDfrttJ6t., lllt'II'Gted Gild 1/lciUlt tra111p01'14rftllt IJ'''"' 
to~CaiJftmtla) eco-,.GIOtll/IIQbllity• 
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January 16,2015 

Mr. William E. Lewis 

Assistant Director 

Audits and Investigations 

1304 "0" Street Suite 200 

Sacramento, CA 95814 


Dear Mr. Lewis: 

As a follow up to the audit of Encroachment Permits offices completed on November 5, 2014, 
this is the 60-day status update for District 3. Below is a summary of actions taken as a result of 
and in response to audit recommendations. 

• 	 The District 3 Permits Office assigned two permit writers to help close permit files in 
order to reduce the backlog ofpermits with completed work. While this remains an 
ongoing effort, to date we have reduced the backlog from 288 permits in October, 2014 
to 174 Permits in January, 2015. 

• 	 Clear direction and guidance has been sent to Permits staff in regards to billable permit 
activities. This direction was provided via e-mail with attachment of the charging 
practices booklet. 

• 	 Permit writers have been given instruction in staff meetings to ensure permit applications 
are complete before applying a simplex stamp. 

• 	 Permit writers are aware and have been reminded in staffmeetings the 60-day time 
period to respond to permit applications begins when the simplex stamp is applied to 
permit applications. 

• 	 In staff meetings EPMS training has been conducted by more experienced staff members 
to ensure that all permit writers use this tool for permits tracking, including start and stop 
dates. 

• 	 During staff meetings as well as per written direction sent via e-mail, permit inspectors 
have been given clear direction to document all inspections by completing diaries for 
inclusion into the permit file. If no diaries are needed this is documented in the 
completion notice. Also, the Permit's office is producing a monthly report to track diary 
submittals by permit inspectors so that we can ensure diaries from the field are included 
in the permit file. 

• 	 The Permits Engineer is reviewing all outgoing permits before they are issued to ensure 
quality and consistency with policy, procedures, and the Permits Manual. Once a permit 
is reviewed, the Permits Engineer delegates the authority to sign the permit to the permit 
writer. 

"Provide a safe, sustainable, integrated and efficient transportation system 
to enhance California's economy and livability" 

www.dot.ca.gov/dist3
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• 	 The Permits staff is using the latest versions of permits encroachment forms and is aware 
of where to get any updates to these forms. 

• 	 The workload for the permit writers has been re-distributed to better balance workload. 
Before this change, the two electrical permit writers only had one county each, and the 
two civil permit writers covered the other nine counties. We have moved all the PG&E 
permits from the civil permit writers to the electrical permit writers to better balance the 
workload. 

Thank you for allowing us to be part of this audit process. We will provide the next update to our 
efforts at the 180-day audit status update due May 5, 2015. If you have any questions please 
contact Sergio Aceves at (530) 741-5728. 

Sincerely, 

~~ 
ANDREW BRANDT 

Deputy District Director 

District 3 - Division of Maintenance and Traffic Operations 


"Provide a safe, sustainable, integrate d and efficient transportation system 
to enhance California "s economy and livcrbi/ity " 



State of Califomia 
DEPARTMENT OFTRANSPORTATION 

California State Ttanspo11lltion Agency 

Memorandum Serious ill'ougltt. 
Help &ve WaJsr/ 

To: WILLIAM E. LEWIS 
Assistant Director 
Audits and Investigations . 

Date: 

File: 

January 20, 2015 

P4000~0391 

-..~~-~~ 
"& District Director 

SubJect: 2014 ENCROACHMENT PERMITS STATEWIDE AUDIT (60 DAY STATUS UPDATE) 

District 4 has taken the following steps to enhance the Office ofEncroachment Permits operations 
and activities in certain areas identified in the 2014 statewide Encroachment Permits audit, including 
employee morale and internal communication; application ofstaffand supervisorial responsibilities 
relative to the Encroachment Permits Manual as well as the general Departmental policies; employee 
training; and billing and accounting. 

• 	 All Permit employees will be directed to take and complete Ethics Training online and review 
Director's Policy on Ethics. We hope to complete this training by June 30, 2015 or sooner and 
an update will be provided in the next report. 

• 	 All District 4 Encroachment Permits staff were provided with a reminder of the new Caltrans 
Ethics Helpline, as well as the Whistleblower Hotline, as a means for employees to safely, 
confidentially, and anonymously report suspected unethical behavior, and/or activities. 

• 	 On September 24, 2014, a meeting was held by the Deputy District Director, Traffic 
Operations, for all District 4, Office ofEncroachment Permits staff to address the audit 
preliminary findings as well as the referenced employee morale and team building concer:n.s. 

• 	 On November 6, 2014, a meeting was held for Office ofEncroachment Permits Senior staff 
to review the audit findings, recommendations, and to develop District 4 work plan. 

• 	 On November 19 and 20, and December 2, 2014, staff meetings were held in each ofthe 
District 4 Office ofEncroachment Permits Branches to review with, and remind staff oftheir 
responsibilities as stated in the Encroachment Permits Manual, and as highlighted by the 
audit. 

• 	 On November 25, 2014, the District 4 Chief, Office ofEncroaclnnent Permits met with the 
Headquarters Chief, Office of Permits, Division ofTraffic OperationB and her staff to discuss 
implementation options ofaudit recommendations. This meeting was followed with a 
memorandum summarizing the suggestions ofDistrict 4, as well as a request for direction to 
fully reconcile and implement the recommendations ofthe audit. The specific issues that 
were discussed included: 

"Provide a s4fe, SI/Stainab/e, integrated and efficient tronsportation 
system to enhance Californias economy and livability" 
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o 	 Cost recovery (Finding 1) . 
o 	 Approval or denial ofpermits within the 60-day statutory requirement (Finding 3) 
o 	 Segregation ofduties (Finding 5) 
o 	 Initial permit application screening process (Finding 6) 
o 	 Expediting permits (Finding 10), and 
o 	 Level ofresponsibility for reviewing and signing pennits (Finding 11) 

• 	 Other districts were polled to :find out their method of file control, and to determine ifany 
changes would benefit District 4. Based on the feedback from the other districts, it was 
determined that the District's current process is consistent with the practice in other districts, 
and effective. All District 4 Encroachment Permits staff were issued a reminder ofthe file 
room procedures they are required to follow. 

• 	 Other districts were polled to find out their method ofdate stamping applications. All 
districts that responded stated that they date stamp the original hard copy of the application 
upon receiving it at the counter or by mail. District 4 has now implemented this practice. 

• 	 A memorandum dated December 5, 2014, from the Chief, Office ofPermits, Division of 
Traffic Operations (copy attached) was distributed to all Senior staff reminding them oftheir 
responsibility to follow the procedures documented in the Encroachment Pennits Manual 
along with all applicable Caltrans policies. 

• 	 To ensure the Department's goals and values are met, all District 4 Encroachment Permits 
staff were issued expectation memorandums that reflected key Department policies. 

• 	 Updated duty statements were issued to all District 4 Encroachment Permits Administrative 
staff. 

• 	 All District 4 Encroachment Permits staff were sent a reminder to always use the latest 
version ofthe encroachment permit forms and standards. A link was provided to access and 
obtain the current forms. 

• 	 The District 4 Encroachment Permits Storm Water Coordinator has taken 24 hours oftraining 
for the Construction General Permit, Qualified SWPPP Practitioner and Qualified SWPPP 
Developer. In addition, the Storm Water Coordinator has taken 42 hours ofstonn water 
training by attending modules 1, 2, 3, and 5. · 

• 	 Senior permit engineers have spot checked permit files, ensured close out documents are 
received, and permits are closed in a timely manner. A checklist is being developed to ensure 
future supervisory reviews are consistent, and doclUnentation can be maintained. 

• 	 Senior permit engineers have spot checked pennit files, ensured proper benchmark inspection 
is performed, and documentation is placed in the permit files. A checklist is being developed 
to en.sme future supervisory reviews are consistent, and docwnentation can be maintained. 

• 	 The District 4 Encroachment Permits supervismy/management team meets weekly to ensure 
"Provide a safe, sustainable, integrawi and efficient trmtsportauon 

system to enhance California~ economy and livability" 
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the team is cohesive, and to provide a forum oftraining and sharing lessons learned on 
engaging and inspiring their workforce. 

• 	 The District 4 Senior ·permit engineers hold bi-weekly staff meetings, or more frequently if 
needed, to disseminate information and provide a forum of open conununication. 

• 	 In addition to the actions identified above, the following procedures documented in the 
Encroachment Permits Manual and applicable Caltrans policies continue to be reinforced, 
including: 

o 	 Acknowledgement letters are sent to all applicants after the initial screening process. 
o 	 Simplex stamps are applied after permit applications are complete. 
o 	 Checks are tracked, securely maintained, and submitted timely to the District 

Cashiers office. 
o 	 Permit writers reflect the stop and start dates ofpermit applications inEPMS. 
o 	 Estimated fees are collected before permits are issued. 
o 	 Penni tees are billed properly or issued a refund, prior to closing out permits. 
o 	 Each pemrit gets a secondary review before issuance (e.g., Permit writers do not issue 

their own permits) . 
o 	 Senior permit engineers review all permit applications to help determine ifthe 

proposal should be handled as an oversight project. 

District 4 will continue to · collaborate with Headquarters Office ofPermits to address other audit 
fmdings and recommendations towards uniform Statewide guidance in the Permit Manual and/or 
other formal documents. These include policy on denial ofpermits due to overdue balances; 
procedures for streamlined (or expedited) permit review; consideration ofsimplex stamping at initial 
time ofreceipt (vs. when the application is determined complete); improvements in EPMS to track 
start and stop dates; signatory authority; employee training; development ofchecklists for improved 
supervisory oversight ofpermit inspection documentation and closeout. Progress reports on our 
work plan items to address the audit findings will be provided for the 180- and 360-day o:illestones. 

Ifyou have any questions or need additional infonnation, please contact Sean Nozzari, Deputy 
District Director ofOperations at (51 0) 286-6345. 

Attachment: Memo dated December 5, 2014, Office ofPennits, Division OF Traffic Operations 

c: 	 Thomas P. Hallenbeck, Chief, Division ofTraffic Operations 
Dan McElhinney, Chief Deputy District Director, District 4 
Sean Nozzari, Deputy District Director, Traffic Operations, District 4 
Premjit Rai, Deputy District Director, Administration, District 4 
David Salladay, Office Chief, Encroachment Pennits, District 4 

"Provide a safo, sustainable, inregrated and efficient tran.sJXmatlon 
system to enhance California 'I er.onomy and livability" 



State ofCalifomia California State Transportation Agency 
DEPARTMENTOF TRANSPORTATION 

Memorandum 	 SeriDIU thought. 

Help ~a111Wrller! 

To: DEPUTY DISTRICT DIRECTORS Date: December 5, 2014 
DISTRICT PERMIT ENGINEERS 

Ftle: 

From: YIN-PING LI . P0\ J--. 
Chief ~ U 
Office ofPermits U 
Division ofTraffic Operations 

SubJect: ENCROACHMENT PERMIT AUDIT 

Findings in the Encroachment Pennits Statewide Audit dated October 2014 (P4000-0391) 
indicated that districts were not implementing the existing policies unifonnly statewide. This 
memorandum is to remind the districts that the District Permit Engineers are responsible for 
ensuring that their staff follow the procedures documented in the Encroachment Permits Manual 
along with all applicable Caltrans policies. 

Please share with your staff the attached spreadsheet that summarizes the specific audit findings 
and recommendations and the associated existing policies and procedures that the district staff 
need to foUow. 

If you have any questions or need clarification, please contact Tom Franklin, chief ofthe 
Encroachment Permits Branch, at (916} 654-6232 or at <Thomas.Franklin@dot.ca.gov>. 

Attachment: HQ Reminders to Districts on Existing Policies.pdf 

c: 	 Thomas P. Hallenbeck, Chief, Division ofTraffic Operations 
Andrew Brandt, Acting Assistant Division Chief, Division ofTraffic Operations 
Tom Franklin, Chief, Encroachment Permits Branch, Office ofPermits 

"Prov1de a safe, sustamab/e, Integrated and efficumttrarupartaiiOn system 
to enharrce Califarrria secarromy and livability " 

mailto:Thomas.Franklin@dot.ca.gov
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www.dot.ca.gov 

January 14, 2014 

WILLIAM E. LEWIS 
Assistant Director 
Audits and Investigations 
Sacramento, CA 

Re: 60 days status report on Audit of Encroachment Permit Office, Dist. 07 

Dear Mr. Lewis, 

Attached, please find the 60 days status report for the audit of District 07's Office of Permits. 
The progress/status is shown on the last column of the attached spreadsheet. 

Currently, I am the acting chiefof this Office and our Senior I.E. for Ventura County has retired 
which we have not been able to backfill his position. As such, I am wearing three hats and some 
ofthe areas that needed attention, as per the Audit Report, has not received the attention that they 
deserve. 

Our initial feedback included some of the areas that were recommended for Manual revision. lt is 
our hope that this Audit will be used to support those changes as well. 

Again, thank you for the opportunity and feedback to improve the operation and efficiency of the 
Permit process. 

Sincerely, ..--
~.,.-'· p,··. 

... __...--_,;;; """'..
L~-- ..· >< (_ "_,.,._,-.:. .· <;.:._..-.. <_............... 


Omid Ghaemi.~PE 


Acting I)isti:lct Permit Engineer 

Distric{07 


cc: Yin-Ping Li, Chief- Headquarter Permits 

Ali Zaghari, DDD, Traffic Operations, District 07 


"Callrans tmprO\Ies mobility across California" 

http:ut.:J:1..QE


Audits and lnvesti2ations (A&l)- Response to Draft Report 

Audit Name: Encroachment Permit Audit Audit No. 

Auditee: District 07 

Audit Report Flucliug #_I_ 

Lilt F1DdJag Here: Vudft" Recovery ofCOlt for adablilterlq tile Eaeroacbmeut Pel'llllt Program 

A&l Audit Recommendation Auditee Response to Draft Report 
Estimated 

Staff Responsible
Completion Date 

progress report as of 111212015 

I. Establish a list ofdelinquent 
applicants using DofA's aging report to 
identify pennittees with overdue 
balances prior to accepting new 
applications 

2. Col lect the overdue balance from 
the applicant prior to accepting the 
new application 

That is good only for current fiscal year. 

This recommendation will be quite problematic and contrary to the current 
policy of partnership. Almost all of the overdue balances are from the 
appl ications from the utility companies which are mos t likely over one year 
old. In order to recover the charges and once a "request to pay" is made; these 
companies need to send the bill to their accounting office and that could take 
months before and ifwe are paid. Our experience is that the utility companies 
close and reconcile their accounting every year and it would be very hard to 
reopen old accounts. Because of this very issue, Dist 07 has stopped the 
"defe nnent". We only defer the payment from the application s ubmittal date to 
the permit issuance date. This practice will, not only ensure payment and 
eliminate overdue balances, but also saves a lot ofadmin time and minimizes 
refunds. DofA should go thru a collection process for aged bills over one year 
in a manner that would not interfere with current utility work. 

one year 

one year 

District: Front counter 
and admin 

Dis trict: Front counter 
and admin 

The list has been provided to the front counter staff 
to be vigilant of previously delinquint applicants 

The above list is being used for this purpose. 

3. Close out permit files timely and 
ensure the required close out 
documents are received. 

Larger districts may not be adequately resourced to manage the large backlog 
of close-out permits. 

Workload standard (WLS) is not adequatel y identified to assess the extent of 
work involved, including but not limited to file library management, 
microfilming, cataloging, billing, and purging extraneous material. 

ongoing Inspect ors and admin. 
There has not been measurable progress yet, working 

on it. 

4. Comply with th e Encroachment 
Permits Manual for billable 
permitting activities and issue 
appropriate refunds. 

o ngoing all staff on going 

Audit Report Findlug # .) 

List Flndiu£ Here: Eueroaebmeut permits are aot iuued or deuled wtblu the 60-days Statutory rqulremeats 

I . Ensure that all permit applications 
are complete and contain all all 
pertinent doc umentation prior to 

applying the simplex 

agree ongoing Front Counte r 
We have assigned a focal point to screen and filter 

issues prior to acceptance. 

lof3 2/9/2015 



Audits and lnvesti~tations (A&O- Response to Draft Report 

Audit Name: Encroachment Permit Audit Audit No. 

Auditee: District 07 

Audit Report Ftlldlag #_1_ 

List Fladlag Here: Under Recovery orcost for adabdateriDg tbe Eacroacbmeat Peradt Program 

A&l Audi t Recommendation Auditee Response to Draft Report 
Estimated 

Staff Responsible
Completion Date 

2. Establ ish a consistent process to 
Front Counter, Pem1it 

start th e 60-day time period once the 
agree ongoing writer, reviewers, 

permit application has been simplex 
ad min 

stamped 

Audit Report Findiag #4 

List FiDdiDg Here:Projectlaspecdoas are uot conslstantly performed. 

strongly agree. Of course there are a number of permits that do no t require 

We recommend that District 
inspections or pre-job like "time extensions" or "Riders'' and I hope and trust 

Encroach ment Permit Offices ensure 
that those were not among the files audited ?? .. Inspection requests are rejected Inspectors to perform 

that 
sometimes based on budget limitations. Our opinion is that per Section 206 of inspection 

the EP Manual, as stated above- Ins pection is necessary and is owed to the ongoing supervisors to approve 
required inspections are performed and 

applicants because: I) they have paid for it in ad vance and they count on our overtime for 
are consiste nt with the specified 

permit requirements 
inspectors to be there, and 2) lack of presence and inspection deteriorates our inspection if needed. 
authority out there and would not best protect the state hi ghway facilities and 

increases the exposure to the State. 

Audit Report FIDdiDg #6 

List Finding Here: Weakness in the initialscreeniag process ofPermit AppUc.adons 

This was probably drafted before we even had co mputers or fax machines. It 
I. Remind permit staff to send needs to be revisited. Generally speaking; if some things are not being done 
acknowledgment letters to all over 95% of th e times, it onl y means that policy needs to be revised. A copy of 
applicants the fee sheet of the application with "PAID" stamp while they are waiting at ongoing Front counter 
after the initial screening process as the counter or email to the appliant should suffice in lieu of an 
required by the Encroachment acknowledgement letter. 
Permit Manual 

2. Ensure permit applications are 
strongly agree. ongiong 

Front counter, permit 

complete prior to accepting t hem writers, inspectors 

That's ok if also noted on the stamp wheather th e application is complete or 

3. Date stamp applications at the time incompl ete. If incomplete this date stamp s hould not constitute the date to be 
ongoing Front counter 

they are received. used for the 60 days policy. In dist. 07, once the application is complete and 
ready for accptance, we date it, log it in, give it a number and the 60 days 
clock starts runnino from then on. 

progress report as of 1/ 12/2015 

th e above focal point also ensures timely distribution 
to the reviewers and prevent time delays and lags. 

Thanks to our deputy and his knowledge of permit 
function and the critical ity of inspection, the requests 

for OT to perform inspections are being approved 
and we have had very good coverage in this area. 

See Auditee response. This section of the Manual 
needs to be revised to keep up with th e new era of 
how the world is commun icating and conducting 

business-- and it is not via "mail" 

See response to audit #3, item I 

We do that. On-going. 

2 of3 2/9/2015 



Audits and lnvesti2ations (A&I) - Response to Draft Report 

Audit Name:Encroachment Permit Audit Audit No. 

Auditee: District 07 

Audit Report Fladlag #_I_ 

LiltFladlq Here: Under Recovery ofeo1t for adlliDilterlq tile EauoadlmeatPermit PI"OIJ1Uil 

A&l Audit Recommendation 

4. Adhere to the requirements for 
ensuring checks are tracked, 
secure lymai ntained and submitted 
timely to District Cashier's office. 

Audit Report Fiadiag tl8 

Auditee Response to Draft Report 

agree 

Estimated 

Completion Date 


ongoing 

Staff Responsible 

front counter 

progress report as of 1112/2015 

The front counter staffare responsible for their 
assigned area. The checks that are received over the 

counter are deposited with the cashier by the 
applicant. We do not have a mechanism for tracking 

the checks that are received by mail yet. 

List Fladlag Here: laeoasisteacy Ia using Standard forms 

We recommend Districts ensure that 
the latest version of encroachment 

agree 3/ 1/2015 Chief, Seniors, Still working on it. No measurab le progress. permit forms are used as indicated in 
the Encroachment Permit Manual 

3 of 3 2/9 /2015 



State ofCalifornia California State Transportation Agency 
DEP~TMENT OF TRANSPORTATION 

Memorandum 	 Serloru drougflt. 

Htfp Sat~e WDiul 

To: 	 WILLIAM E. LEWIS Date: January 5,.2015 

Assistant Director 

Audits and Investigations 
 File: P4000-0391 

From: 	 MARCELO PEINADO 

District Division Chief 

Traffic Operations 

District 11 


SubJect: 	 ENCROACHMENT PERMITS STATEWIDE AUDIT 60 DAY STATUS REPORT 

The District's 60 Day· Status Report, to the Encroachment Permits Statewide Audit, dated 

November 5, 2014, is attached. · 


Ifyou have any questions, please contact Ann Fox, District 11 Permit Engineer at (619) 688.: 
3276. . 

Attachment(s) under separate cover 
District 11 60 Day Status Report 	

I 
I 

·I 

c: 	 Ym-Ping Li, Chief, Office ofPermits, Disvision ofTraffic Operations, Headquarters 

Cory Binns, ChiefDeputy District Ditector, District 11 

~ Fox, District Permit Engineer, District 11 


"Provide a sqfe, sustainable, Integrated and~clent transportation 11)18/rm 
to enhanCfl California) econoll!}! and /tvabtlity" 



Audits and Investigations (A& I)- Response to Draft Report 

Audit Name: Encroachment Permit Audit Audit No. P4000-0391 

Auditee: DistTict II - Traffic Operations 

Audit Report F1adllll t# 1 
Fladlag: Uadu recovery of eOitl for admlal1teriag tile Eueroaehment Permh l'ro!P"am 

A& I Audit Recommendation Auditee Responsr to Draft Report 
Estimated 

Completion 
Date 

Staff 
Responsible 

A&l 
Analysis 

60-Day Response Attachment 

Establish a list of delinquent applications 
using DofA's aging report to identify 
permittees with overdue balances prior to 
accepting new applications. 

0 ofA's aging reports have only been provided to 
the Districts for a few months. 

Collections is a centralized activity , so action will 
be required of HQ and status ofbilling/collections 
reported to Districts. Additional clarification is 
needed from HQ. 

Ongoing OPE 

If collections is to remain a HQ-centralized 
activity, and the District's role is to received 
the delinquent report to refer to when 
determining application acceptance 
eligibility, then the list of aging reports 
should be prepared and sorted 'by Applicant' 
and identify Permit number in order for it to 
be searchable/useful in the districts. 

Collect the overdue balance from the 
applicant prior to accepting the new 
appl ication . 

District will defer to HQ Permits on how to 
identify/collect overdue balances. Many ofthe 
Utility companies on the aging list have deferred 
billing accounts. Without status, the District is not 
aware of what billing cycle they may be on. 

Upon obtaining clarification, District 11 will 
implement this practice. 

Ongoing OPE 

Currently, the collection of overdue balances 
is handled through HQ. The Districts will 
only be able to identify if an overdue balance 
exists, when provided the prepared report 
identified above. 

C lose out permit files timely and ensure 
the required close out documents are 
received. 

District will remind all permit inspectors to ensure 
the required close out documents are received, and 
perm it files are clos ed in a timely manner, in 
cooperation with Pennit Writers . Implement 
regular close-out status meetings to track 
outstanding closures. 

Ongoing OPE 

District has implemented weekly DPE/ Pem1it 
Inspector meetings to discuss on-going 
permit work in addition to status of each 
inspector's li st of completed, un-closed 
permits . DPE regularly shares expectations 
in timeliness of permit close out and the HQ 
documents showing monthly percent change 
in our permit close out. 

Comply with the Encroachment Perm its 
Manual for billable permitting activities 
and issue appropriate refunds . 

Concur. District business practice is to currently 
collect estimated review and in spection hours prior 
to issuance of pennit. Prior to closing out permits, 
District will ensure permittees have been billed 
properly, or issued a refund . 

Ongoing OPE 

District business practice is to currently 
collect esti mated review and inspection hours 
prior to issuance of permit. Prior to closing 
out permits , District will ensure permittees 
have been billed proper! y, or issued a refund. 



Audits and Investigations (A&I)- Response to Draft Report 

Audit Report Filldiaa # J 
Fiacli112: hrro~~chmeat Denllib are aot 

Ensure that all pennit applications are 
complete and contain all pertinent 
documentation prior to applying the 
simplex stamp. 

Remind Encroachment Permit staff about 
the requirement to start the 60-day time 
period once the permit application has 
been s implex stamped and all required 
documentation bas been received. 

Consider documenting the stop and start 
dates on EPMS . 

Audit Name: Enc.roachment Permit Audit Audit No. P4000-0391 

Auditee: District II - Traffic Operations 

aDDroved or daled witlaia tile 60-day ltatutory reaairemeat 

Concur. Ongoing OPE 

Staff will be reminded of the 60-day time period. Ongoing OPE 

Concur. District will ensure that each 
correspondence is input in EPMS so that identify 
if waiting on District or Applicant response. 

Ongoing DPE 

DPE continues to work with Counter Staff to 
ensure that the Permit Application checklist 
is followed and completed for consistency 
and then a copy of the checklist included in 
the Permit's file for Writer to reference. 

Staff has been made and continues to be 
aware of the 60-day time period. This 
reminder has been made part of the weekly 
OPE/staff meeting agenda. 

OPE continues to work with staff to ensure 
correspondence is properly documented in 
EPMS, starting and stopping the 60-day time 
period. Additionally , the District has 
implemented an "Email to Applicant" in 
EPMS to document electronic 
correspondence. 

~ 
Adobe AO"'bat 

Docuorent 



Audits and Investigations (A&l)  Response to Draft Report 

Audit Name: Encroachment Permit Audit Audit No. P4000-0391 

Auditee: District I I - Traffic Operations 

Audit Report li'fadllia# 4 
FIIUbr. Pto.leet are aoc COIIIilttll ~-

Ensure that required inspections are 
Concur. Permit Inspectors will spot check to 

performed, and are consistently 
ensure that proper bench mark inspection is 

Ongoing DPE 
documented in the permit file . 

performed, and docw nentation is placed in the 
permit files. 

Require that docu mentation be included in Conc ur. District will remind staff to capture this 
the permit file when inspections are not information on Permit Progress Billing/Closure Ongoing DPE 
req uired. Notice form . 

Dis trict refers to the Permits Inspection 
Booklet (v. September 2007) for consistency 
on inspection requirements. 

DPE has ongo ing communication with 
in spection staff regarding timeliness an d 
accuracy of information on Permit Progress 
Billing/Closure Notice form . 



Audits and Investigations (A&I)  Response to Draft Report 

Audit Name: Encroachment Permit Audit Audit No. P4000-0391 

Auditee: District II - Traffic Operations 
Audit Report Fladiag # 6 
FiDdiDR: Waloana Ia inltial~ereealatproeaa olpmalt applkadou 

Remind pem1it staff to send 
acknowledgment letters to all applicants 
after the initial screening process as 
required by the Encroachment Permit 
Manual. 

Concur. This practice will be rein forced. Ongoing DPE 
District has developed a template to follow 
for both formal letter acknowledgment and 
via email. 

~. ~ .I t-tV'cmb\ 
ll_hrmltR evlew 

~. ~ .I 1-t\Pern-l.s\ 
t_P..,mit ~lr!w 

Ensure permit applications are complete 
prior to accepting them. · 

Concur. This practice will be reinforced. Ongoing DPE 

DPE is reinforcing this practice by 
incorporating use of'checklist' when 
reviewing initial application submittal and 
then making part ofpermit record for 
reference. 

Date stamp applications at the time they 
are received. 

Concur. This practice will be reinforced . The 
District s tamps applications as 'received', then once 
all information is collected and conditionally 
complete, the application is Simplex stamped. 

Ongoing DPE 

The District stan1ps applications as 'received' 
when accepted across counter, then once all 
in formation is collected and conditionally 
complete, the application is Simplex stamped 
and a letter sent to the Applicant 
acknowledging conditional acceptance. 

Adhere to the requirements for ensuring 
checks are tracked, securely maintained 
and submitted timely to District Cashier's 
office. 

Concur. This practice will be reinforced. Ongoing DPE 

The District logs any checks received, 
provides a copy in the permit file, and 
submits immediately to Cashier. IfCashier is 
unavailable, the DPE maintains a locked bag 
to bold checks until Cashier returns. 



Audits and Investigations (A&I) - Response to Draft Report 

Audit Name: Encroachment Permit Audit Audit No. P4000-0391 

Auditee: District L 1 - Traffic Operations 
Aadlt Report Fladillc # I 
Ftadla_.: llleolllliltelley iD~atudarcJ lorm 

DPE has assigned a stafflead to review 
We recommend Districts ensure that the Concur. Staffwill be reminded to use the latest 

current forms used in District and replace 
\PemitS\Mee:ti'l9latest version ofencroachment permit version ofencroachment permit forms. In 
genda l2214.pdfOngoing DPE ~' ~ ~with latest version. Reinforcing use of latest 

forms are used as indicated in the addition , the Administration Senior will forward 
version of fonns has also been an agenda 

Encroachment Permit Manual. updated electronic forms to all staff. 
item ofstaffmeetings. 




