State of California
DEPARTMENT OF TRANSPORTATION

Memorandum

To:

From:

Subject:

Serious drought.
Help save water!

WILLIAM E. LEWIS
Assistant Director
Audits and Investigations

T Y

THOMAS. HALLENBECK
Chief

Division of Traffic Operations

Date:  December 23, 2014

File:

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 of Traffic Operations has taken based on the recommendations in the Encroachment

Permits 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 of Accounting
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 of Traffic Operations, Headquarters
Yin-Ping Li, Chief, Office of Permits, Division of Traffic Operations, Headquarters

"Provide a safe, susiainable, integrated and efficient transporiatton systen
to enhance California s economy and livability”

California State Transponation Agency



HQ Division of Traffic Operations

60-Day Status Report
Andits and iovestigations (A&[) - Response to Draft Report
\Audit Name:___Encronchment Permitdndit Andit No._P4003.009]
Audites:
A&l Audit Recommendation ] Audlics Raponse Lo Drafi Report 60-Day Stams mdﬁ‘m Siaff Respoasibie AZT Anatysls
_Rroommendations o HQ Office of Permit —
IFdlnwupmﬂtlhal.quvmmmlf HQEPwmmnltmth:Legdﬂvmmnrmmmddm HQ EP contacted Legal and they recommend regulations. 13172016 HQ Traf Ops-Tom Franklin
are yto the Standard confirm the need of regulations to i the Standerd Hourly Rate. |HQ EP has drafied regulations, initieted the process
-HmrlyRah(SHR) If regulations are necessary, {through Legal, and currently working on the Office of
quest that the Legal Division procesd with If regulahons are necessary, HQ EP will consult with the Legal Administrative Law process. (DL)
implementing regulations Division to assess the risks if Caltrans increases the Standard Hourly
Rate pror to having regulations in place.
2. Finahze the process for mmMmmqmvmmﬁmAmunedemmur for [The p for g and revising the Standard TBD HQ Traf Ops-Tom Frankhin
Standard Hourly Rate on en annual basis when jroviewang and revising the SHR es recommended. HantiyRﬂ:(SH!lJummplnMwﬂlbe “finalized”
R {when regulations ere adopted.
3 den:!.helppmmdambﬂufhmnlﬂawud HQ EP will convene a commuttee of District and HQ EP and other iFinding 3, recommendation | and this item need to be 3172015 HQ Traf Ops-Alfredo Rodnguez, Jr
for pr gs and pr pudanceto  |functional umts to evaluate 1ssues and propose solutions, combined and worked on together, (TF) A group
me&mmlwwtoehmﬂwumupml mmgandeihumlmumfrhubm
{DL)
4 Requure that utility comp that are del HQ EP will meet wath Accounts Recevable, Dustrict EP, Legal, and | A group conaisting of HQ and three District StfT has TBD HQ Traf Ops-Tom Frankhn
puymndvmfurﬂmrpamtluﬂmqmmthulhcy utihities to ciscuss 1ssues and identify solutions. been assigned this task. Future meetings will be
{provide & central billing address scheduled 1o discuss actions required to sddress this
= recommendation. (DL)
‘Recommendations to District Permits Offiess
1 Using D of A's agang report, idenhfy permittees To essist the Distnets, HQ EP wall take the lead and work with A group consisting of HQ and three District Staff has TBD HQ Tral Ops-Tom Frankhin
with overdue balances pnor (0 accepling new Accounis Reczivable to provide Districts with & user fiendly aging  |been assigned this task. Future mestings will be
lapphcations report to identiy overdue balances, scheduled to discuss achons required to
i thus recommendation. (DL)
TR appli to pay due bai prior o |To assist the Districts, HQ EP will meet with Accounts Receivable  {A group consisting of HQ and three Drstnct Staff hes TBD HQ Traf Ops-Tom Frankhn
mepnngm-pphmm and District EP to evaluste existing processes and update as requred. {been ssugned thus task Future meetings wall be
heduled to discuss ive actions required to
i this recommendation. (DL}
3. Close out permit files timely and ensure the To essist the Districts, HQ EP will provide monthly performance |A group consisting of HQ and three District StafT has TBD HQ Traf Ops-Tom Frankiin
required close out documents are received. reports to the District Directors, DDDs, and DPES in a collak [been assgned this task. Future meetings will be
effort to timely close out permits that had been completed. scheduled to discuss correchve actions required to
this recommendation. (DL)
4, Comply with the Encroachment Permits Msnual | Based on information provided by A Receivable, the threshold Agm:pmmismgofHdeunqundSuﬂh- TBD HQ Traf Cps-Tom Franklin
for billable permitting activities and issue eppropriatc |on refind and billing has been established in the State Admi been assigned this task. Future mectings will be
refunds Manual (SAM). HQ E:‘Punﬂwurkmih Accounts Reccivable, District lchzdtﬂadmd!msmvcmmmqmmdm
ice to be impl d P this d: (DL)
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HQ Division of Traffic Operations
60-Day Status Report

Audits and Investigations (ART) - Responss to Draft Rapart

| 60-Day Status

and contain all pertinent documentation prior Lo that had been incorporated into Section 2015 of the EP Manual on
/312013 to ensure that 1) en spplication is complete prior 10 it
being simplex stamped and 2) Caltrans is in compliance with Section

will send out a letter to the

spplicass clmowledging its receipt and whether or nol it has been

+ If the submittal was rejected, tho lotier will detsi] the reason(s) for
the rejectian and list the requined item(s) to be included with the

then mimplex starmp end essign en Encroachiment Permit munber and
then distributr it 10 the necessary Caltrans urits 1o review it for

icambined and worked on together (TF)

12/5{2014 - Yin-Ping sent distnets @ memo re-
jemphanning the importance EPM Chp 200, sechon
201 5 and Streety and Highways Code, section 671.5
(DL}

A&l Andit Recommendation [ Asdites Resposso o Deaft Rep m""‘:s:"’“" SiafT Respoasible
R dation to HQ Office of Permits i : I :
We recommend the HQ Office of Permits adjost the [HQ EP wall meet with District 7 and the California Film Commission [12-17-14 - Malcolm Dougherty, Director, Caltrans sen a letter 12/17/72014 - HQ Traf Ops-Tem Franklin
hourly rate for film permues to the current standard |t discuss the Sisndard Hourly Rate and how it applies to filin [to Amy Lemisch, Director, Cafifornia Film Commimsion Completed
hourly rale of 82 1f the standard hourly rate 1s permits. informing her that Caltrans will apply the same hoatly rare to
ncressed 1n the future, the howty rate for film permets il permit types beginning Deccmber 31, 2014. (DL)
Develop a standard letler for distnct $o use st dearly |HQ EP will develop and implement standard lefters for application |A group consisting of HQ and tuec Distnct Stafl has 312015 Q) Traf Opa-Alfredo Rodriguez, Ir.
states that the application 13 denied and the cock will  |denials. Sample letters will be available on the EP intranet site for been assigned this task. Firsl meeting will be acheduled
siop entil the documentstion is recaved. reference. For late Jamuary to discuzs the exact coment of these
L {AR})

| Recomwepdation io District Permity Offices 1
1 Enyure that all pernnt applications arc complete |HQ EP will send emadl to the Districts reminding them of the steps ﬁnﬂing 1, recommendsation 3 and this stem neod to be V2015 HQ Traf Ops-Alfredo Rodriguez, Jr.

i

*A permit mumber is assigned when

applying the nmplex stamp
671.5 of the California Strests and Highways Code.
= After paric
rejected or conditionally accepted.
'resubmittal
= Il the subsmitial was conditionally
2. Remind Encroachment Penmt staff sboat the HQ EP will mssist the Districts by
requirement to start the 60-day hme penod once the  |application only after it has been accepted as complete. The EPM
penmut application has been simplex stamped and all  {Chepter 200, section 201.4 stutes,
d d entation has been received &0 ap

12/5/2014 - Yin-Ping sent districts a memo re-
emphasizing the importance of EPM Chp 200, section
201.4, 201.5, and only accepting complete applications,
und use the "EP Application Checidist” (form TR-0402)

12/5/2014 - Compleled

HQ Traf Ops-Alfredo Rodnguez, Ir.

iulmdln' ine completeness. (AR, DL)

3 Consmder documenting the stop and start dates on HQ EP will assist the Districts by working with HQ IT to explore the
[EPMS. pousibility of enhancing EPMS to bener document the 60 day cock.

12/5/2014 - Yin-Ping sent districts 8 memo re-
emphasizing the importance EPM Chp 200, section
201.6, mble 2.3, item 5. (DL)

An initiel of EPMS indi that the
enhancement might be more involved than previously
! tned. Fusther di ions will d ine the

2014 [ncrowchment Permits Audit Re ponses

{AR)

HQ Traf Ops-Alfredo Rodnguez, Jr




HQ Division of Traffic Operations
50-Day Status Report

when {o perform insp

HQ EP will assist the Districts by consulting with Districts to

fc i fatouiy
among all districts,

what obstacles might be contributing to this finding and
'what actions can be implemented on 2 siiewide basis to meet this
recommendation.

been assigned Uis task The first meeting will be
tacheduled for late January to discuss this finding and
{recommendation. {DL)

Andity ol Investig (A&T) - Response 1o Drait Report
Audlt Nome:___Encroschment Pormit Apdit Apdit No. P4000-0391
Andites:
A&] Audit Recommendation Audites Response to Draft Report | 60-Day Status !"""“"Df;""‘“" StalT Rmypoasiivie A&1 Anslysis
" L =
Recommendation to HQ Office of Permits 1
The HQ Office of Permits make 8 determination as lo A group conusting of HQ and three District StalT has 5/3172015 HQ Traf Ops-David Lessiter

Recommendation to District Permits Offices

1. Ensure that required insp are p
are consistently documented in the permit file.

2. Renquire that docurnentation be included in the
permit file when inspections are not required.

(Aadit Report Pindtag # 3

all distncts regarding the requirements to proceas and|
approve permit apphcanons,

Drstricts 3 and 4 Encroachment Permit Offices msmpn
the responsilality for reviewing and apgroving permi

HQ EP will esuist the Distncts by issmng a memorandum providing

&n imerim

mindiiidmlacml:vd ebove the penmit writers until
they recaive further guidance from Lhe HQ OfEce of

been assipned this task. The first meeting will be
scheduled for lale January to discuss this finding and
T dation. (DL)

and |HQ EP will assist the Districts by consulting with Districts to A group corsisting of HQ and three District StafT hes 531/2015 HQ Traf Ops-David Lassiter
determine what obstacles might be contributing lo this finding and been assigned this task. The first meeting will be
what acticns can be implemented on & statewide basis to meet Lhis scheduled for late January Lo discuss this finding and
|pecommiendation. ion. (DL)
HQ EP will assist the Districts by consulting with Districts to A group consisng of HQ and three District Staff has 53172015 HQ Traf Ops-David Lassiter
determine what obstacles might be ibuting to this finding and been assigned this task The first meeting will be
what actions can be implemented on a statewide basis to meet this  |scheduled for late January to discuss this finding and
recommendation. _irzcommendation. (DL)
Recommendation to HQ Office of Permits !
The HQ Office of Permits pravide specific gudance fHQ EP wll prepare (1) an intenm guidancs to the Distnets while A group consiatng of HQ and three District Staff hes (1) 33172015 HQ Traf Ops-David Lassiter
'worlang to develop (2) a statewnde policy been msugned this task. The first meeting will be
acheduled for late January to discuss this finding and (2) TBD
recommendation (DL)
Recommendation to District Permits Offices
A group conusting of HQ and three Distriet StafT hes 313172015 HQ Traf Ops-David Lassiter

2014 Encraschment PermitsAudit e ponses

Jol5




HQ Division of Traffic Operations

80-Day Status Report
Andits and Investigations (A&I) - Respomss to Draft Report
Avdit Name:__EncroschmentPermitApdli i AoditNe._fos0009)
Avditeo: 3
A&I Audit Recommendstioa J Aadlice Reapomse to Draft Report i 60Dy Status s % i l Staff Reponsihle A1 Analyils
R dations io HQ Office of Permits h
17 a change in policy is necessary, the change be 1f the HQ Office of Pormits determines that a change in policy is |A group consisting of HQ and three District Staff hes 6/1/2015 HQ Traf Ops-Darren Tam
icated 1o all the distreits by the HQ Offiee of  [pecessary, the change will be communicated to all the districts been aswigned this msk. The first meeting will be
|Permits. heduled for late January to discuss this finding and
dation. (DL) New or changes in policy, if
incoessary, will be updated in the EP Manual (DT)
R datious to District Permits Officas
1. Ramnd permit staff to send acknowledgment HQE’mnwmtmthlheD.manw IZUSQOM Yin-Ping sent districts a memo re- 3162015 HQ Traf Ops-Darren Tam
letters to all applicants after the wmitial g tedgement stter acknowledging receipt of application and to g the imp EPM Chp 200, section
o & required by the B h Pemits  [nofify apph hether the ,r‘ had been cond lly 201.5. M)nzﬁnimmuamﬂhmhdmad{wlle
pied or rejected. A g Ietter will be availahle on the {January to discuss this finding and recommendation.
EP inbmnet nile for reference. {(DL)Drafted letier templates for District review and
finin}
2. Enaure permit applications are complete prior to HQ EP will send email or memo to remund the Distnicts that they need [12/5/2014 - Yin-Ping sent districts a memo re- 471672015 HQ Traf Ops-Dawen Tam
accepting them. to adhere to the EP Mamal guidelines. The EP Manual Chapter 200, |emphesizing the importance EPM Chp 200, section
section 201.4 states, "A permit number is assigned when an 201.4 which atates thet only completed applications be
application 13 accepted as complele.” An Encroachment Permit mecepted and assigned & permit number. Also
Application Checklm (TR-0402) 15 also nvmlabia lo aid StafTin recommended Districts to utilize the Encroachment
reviewing apphi npl before g them. If Permit Application Checklist in reviewing application
additional clanﬁ«mum 18 warmanled, the EP Mnmul mﬂa’urthe compi {DT)(DL)
Applicatron Checklist wnil he updated accordingly
3. Date stamp applications at the time they are HQ EP will work with the Districts to draft policy makang it standard  |[nitiated contact with HQ IT for datebase enhancement. TBD HQ Tral Ops-Damren Tem
freceived. {practice to date stamp applicanon a the time they are received, A Service Desk Ticket # 00994559 was created on
whether received at District office or Field office. HQ EP will work  {December 4, 2014. (DT) The finst meeting will be
with HQ IT to explore options to provide an additional field in ldduladrurlucjmylndimmﬁﬂ:ﬁndingmd
database for datm input. D7)
4. Adhere to the requirements for ensuring checks  |HQ EP will send &n email or memo to the Districts to remind them of [12/5/2014 - Y'n-ngsulDlmwh amemo re- 12/512014 HQ Trafl Ops-Darren Tam
-t ty thaintained, and submitted he t practice s stated in EP Manual Chapier 200, Section phasizing the g procedure when handling all
timely to District Cashier's ofTice. 201.2, "All peyments {coin, aurency, checks, or warmanis) shall be  |payments at District ievel and recommended they adhere
mdudmmmwummﬁmﬁabylhem mEPMChaptuZOO Section 201.2 and use the
) ; . TR-0111) (DT (DL)

4 PermitsAudit R wor
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HQ Division of Trafflc Operations
60-Day Status Report

Andlty snd Investigations (A&I) - Responze to Draft Report

(Aundit Name: __Epcreschmont PermitAudit AuditNo. P4000-0391
Auditea:
A1 Audit Reconsmendation Andilse Resporse 1o Draft Repart 60-Day Status N xSl Siaft Responsle A& Anslysis
R dation to DofA Headquarters Cashier i_
1. Work with HQ Office of Permits to establish a HQ EP will assist the Cashering office in cating with the HQ has consulted with Jenny Wong, Cashiering Office, to meet| 123172015 HQ Traf Ops-Tom Franklin
p for validating fee pay flected tothe | Districts the appropnate actions required t validate pay end begin formulating 2 solution. The draft proposals will be
the di - P o ishared with the Districts for their input prior o
Jthe district cashiers and the California Film [fplementation.
e
2. Provide districts with ppropriste information so | HQ EP will assist the Cashering office in g withihe  [HQ bas consalied with Jenny Weng, Cashiering Office, to meet 1273172015 HQ Traf Ops-Tom Franklin
they can validate the payments posted and acknowledge | Districts the appropriste actions required to validate payments, and begin formulating = solution. The draft proposals will be
the permt fees collectad. shared with the Districts for ther input prior 10
Ropor Flading # §
R i 1
Recommendation to District Permits Offices
'We recommend Dhsincts ensure that Lhe latest HQ EP will send email to the Districts to re-emphasize the importance | 12/5/2014 - Yin-Ping sent Districts 8 memo re- 21/2015 HQ Traf Ops-Alfredo Rodnguez

version of encroachment parmt forms are used as
dicated wn the E h Permuts Manual

that only current standard forms should be used.

Official forms are located in the Caltrans Electronic Forms System

(CEFS), the EP intranet and internet websites and in the
Er h Permits Menagy System (EPMS).

emphasizing the impormance of using only current
standard forms and the location of where these are
lavatlable. Referenced EPM Chp 100, sechon 108; Chp
200, section 201 and 201 1, tmternet and intranet; CEFS;
and EPMS. (DL} (AR)

2004 Enaoadment Prrmits Audit Rewpan ien
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STATE OF CALIFORNIA-~CALIFORNIA STATE TRANSPORTATION AGENCY

DEPARTMENT OF TRANSPORTATION
OFFICE OF THE DIRECTOR.

P.O. BOX 942873, MS—49

SACRAMENTO, CA 942730001

PHONE (916) 654-6130

FAX (916) 653-5776

TTY 711

www.dot.ca.gov

Serious drought.
Help save water!

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 of Transportation (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 will 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 of the total encroachment permit fees. Therefore, applying the current
standard hourly rate to filming permits will result in & 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/hg/traffops/
developserv/permits/>.

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

Sincerely,

v, FSrs2

~" MALCOLM DOUGH
Director

¢: Yin-Ping Li, Chief, Office of Permits, Division of Traffic Operations, Caltrans
Ferdinand Ordona, Statewide Film Coordinator, Office of Permits,
Division of Traffic Operations, Caltrans District 7

“Provide a safe, sustainable, integrated and efficient ransportetion system
fo enhance Callfornia’s economy and livability”
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State of Californis California State Transporiation Agency
DEPARTMENT OF TRANSPORTATION

Memorandum Serious droughe.
Help save water!
To: DEPUTY DISTRICT DIRECTORS Date:  December 5, 2014
DISTRICT PERMIT ENGINEERS

From:

Subject:

File:

!Cftil;le-fPING LI ,(T Pa o~

Office of Permits
Division of Traffic Operations

ENCROACHMENT PERMIT AUDIT

Findings in the Encroachment Permits 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 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 follow.

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

Attachment: HQ Reminders to Districts on Existing Policies.pdf
¢ Thomas P. Hallenbeck, Chief, Division of Traffic Operations

Andrew Brandt, Acting Asgistant Division Chief, Division of Traffic Operations
Tom Franklin, Chief, Encroachment Permits Branch, Office of Permits

"Provide a 1afe, sustainable, integrated and effictant transportation system
to enkance California 't economy and livability™
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HQ Reminders to Districts m Existing Pollcies
Audit Nome: _EpcoachmentPeymsitAudlt

AcditNo Pa00003S]

References to Existing Pelicy and Guidance that Addresses the Recommendation

v o Dogied withsn Gy O
to District Permits Offices

1. Ensurc that all permit applications arc compicic and camtmn all
pertinent documentstion prior to applying the simplex stamp.

Encroachment Permit Manual (EPM), Chapter 200, section 201.5 siates:

* After performing an initial screening of the application submittal for completeness, the Permit Engineer will send oot a
fetier to the applicant acknowledging its receipt and whether or not it has been rejectad or conditionalty accepied.

« If the submittal was rejected, the letter witl detuil the reason(s) for the rejection and [ist the required item(s) 1o be
included with the resubmittal.

» If the submittal was conditionally accepted, the Permit Engineer will then simplex stamp and assign an Encroachment
Permit rumber and then distribute it to the necessary Caltrans units to review it for compliance with policy, design, and
construction standards.

Strects and Highways Code, section 671.5 says,

Caltrans has 60 days o approve or denry a complefed application. An application is complete when all other statniory

2. Remind Encroachment Permit staff sbout the requirement to start the
60-day time period once the permit application has been simplex
stamped and &l required documentation has been received.

mauemsuts. ncluding CEQA_ have heen mal, —
EPM Chapter 200, section 201.4 statcs, "A permit number is assigned when an application s accepted as complete.” This
means the 60-day time period begins when a complele application is assigned s permit number.

EPM Chapter 200, section 201.5 states, "The 50 calendar duy elock stops when a denial letter is sent to the applicant (via
registered mail) informing them of the denial. A new 60 calendar day clock begins upon receipt of the resubmitial from 'Lhe‘
icant.

3. Consider documentmg the stop and start dates on Encroachment
Permits Management System (EPMS).

EPM Chapter 200, seetion 201.6, table 2.3, item § states, "Respond in writing to alf applications requiring additional
information after all reviews are remmed. Enter inio the database under "letter sent” the date that any letter is sent 1o an

|applicant.” A denial letter stops the 60-day clock.

1ofl 12/5/2m4
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HQ Raminders to Districts o Existing Policles

Andit No. PHOSO03%]

1 Referoncey to Existing Poliey and Cuidsuce thet Addresses the Recommendstion

—

1. Remind permil staff to send acknowledgment letters to all

EPM Chapter 200, scction 201.5 states, "Afier performing an initial screening of the submittal for completeness, the Permit
Eagineer will send out a lettor to the applicant acknowledging its receipt and whether or not it has been rejected or
conditionally accepted.”

icants after the initial screening process as required by the
Encroschment Permits Manual.
. Ensure permit applications arc complete prior to accepting them.

J-Enamdment Permit Application Checidist (TR-0402) iz also availeble to aid Staff in reviewing application completeness

EPM Chapter 200, scction 201 4 sintes, "A permit number is essigned when an application is acoepted as complete.” An
before accepting them.

4. Adhere to the requiraments for ensuring checks are tracked,
securely maintained, and submiited timely to District Cashier's office.

EPM Chapter 200, section 201.2 states, "All payments (coin, currency, checls, or warrants) shall bo logged and remitted to
the District Cashier's Office by the next business day for deposit into the appropriate State Bank account "
Encroachmeat Permit Log (form TR-0111) can be used to log permits and peyments along with catering into EPMS.

Andit Report Floding# §__

B Plscd ormik: i

'Recommendation to District Permifs Offices

{We recommend Districts ensure that the latest version of
encroachment permit forms are used as indicated in the Encroachment
[Permits Manusl.

EPM Chapter 100, section 108 states, "An application for an encroachment permit must be on a current 'Standard
Encroachment Permit Application’ (form TR-0100) and signed by the owner or an sutharized representative whose
authority is validated by a letter or contract "

EPM Chapter 200, scction 201 states, "Applicants (or their authorized representatives whose suthority is validated by a
letier or contract) must complete a 'Standard Encroachment Permit Application’ (form TR-0100), aftach supporting
documentation and submit them to the appropriate District Encroachment Permits Office having jurisdictional authority
over the proposed encroachment site for processing.”

EPM Chapter 200, sectica 201.1 siates, "The 'Standard Encroachment Permit Application' (form TR-0100), instructions,
plan set requirements, sample application checldist and all other related forms can be found at:
hittp://www.dot.ca gov/ho/traffops/developserv/permits/applications/index html."

The EP intemet and intranet websites have the latest policies, guidance, information, forms, etz. At the bottom af the EP
intranct website is *Hardcopics of this manual are no longer being published. Pleass use this webaite instead.” All of the
official forms are also located in the Caltrans Electranic Forms System (CEFS) and in the EPMS.

21002 12/5/2014
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EP Audit Response Teams
Encroachment Permits Audit, 2014 (P4000-0391)

12/23/2014

of District Team Meambers IW
Report
Rnding
E D02 |DO3 D04 DAS DO& DO7 D08 D09 D10 11 D12 No. Recommendation to HQ Office of Permits HQ to Recommendations Staff
] Alan Joe Richard 1 3. Determine the appropriate number of hours 3. HQ EP will convene a committee of District and HQ Tom Franklin
Kwong Espinosa Goh for pre I and EP and other functional units to evahate lsues and
guidance to the districts on how to charge the time  propose solutions.
spent,
1 4R that utifity that deil 4. HQ EP will meet with Accounts Receivable, District

mmmmﬁxmmﬂmﬂgm
prowde a central billing address.

EP, Legal, and utilities to discuss lssues and identify
solutions.

Deveiop a standard lefter for districts to use that
clearly states that the application is denled and the
L

- HQ EP will develop and implement standard letters for Alfredo Rodriguez, Jr.

application denials. Sample letters will be avallable on
the EP site for ref

clock will stop until the o

HQ EP will assist the Districts by consulting with David Lassiter

Fred Sunny Rahi 4  The HQ Office of Permits makes a determination as 1o
Chaffin Mantravadi Nikravesh when to perform inspections and require consistancy  Districts to determine what obstacles might be. Walter Kumin
among all districts, contributing to this finding and what actions can be
implemented on a statewide basis to meet this
recommendation.
Stacey David Ann Fox 5 The HQOffice of Permits provide specific guidance to - HQ EP will prepare (1) an intesim guidance to the David Lassiter
Bames Salladay all districts regarding the requirements to process and | Districts while working to lop (2) & h
approve permit appilcations. pollcy.

Kelth
Witte

Paul

Farid

If a change in policy is necessary, the change be
d to all the by the HQ Office of

Permits.

if the HQ Office of Permits determines that a change  Darren Tam
n policy is necessary, the change will be
communicated to all the districts.
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STATE OF CALIFORNIA—CALIFORNIA STATE TRANSPORTATION AGENCY EDMUND G. BROWN Ir, Governor

DEPARTMENT OF TRANSPORTATION

DISTRICT 3

703 B STREET
MARYSVILLE, CA 95901
PHONE (530) 741-4233
FAX (530) 741-4245

TTY 711
wwiw.dot.ca.gov/dist3

Serious drought.
Help save water!

January 16,2015

Mr. William E. Lewis
Assistant Director

Audits and Investigations
1304 "O" 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.

s The District 3 Permits Office assigned two permit writers to help close permit files in
order to reduce the backlog of permits 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,

e 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.

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

e Permit writers are aware and have been reminded in staff meetings 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.

e 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.

s 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 transporiation system
to enhance California’s economy and livability"


www.dot.ca.gov/dist3

Mr. William E Lewis
1/16/2015
Page 2

e The Permits staff is using the latest versions of permits encroachment forms and is aware
of where to get any updates to these forms.

o 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,

Modun Rrondy

ANDREW BRANDT
Deputy District Director
District 3 - Division of Maintenance and Traffic Operations

“Provide a safe, sustainable, integrated and efficient transportation system
to enhance California’s economy and livability”



To:

Subject:

State of California California State Transpotation Agency
DEPARTMENT OF TRANSPORTATION

Memorandum Serious drought,
Halp Save Watar!

WILLIAM E. LEWIS ~ Date:  January 20, 2015

Assistant Director : |

Audits and Investigations File: P4000-0391

P My

f’“y District Director

2014 ENCROACHMENT PERMITS STATEWIDE AUDIT (60 DAY STATUS UPDATE)

District 4 has taken the following steps to enhance the Office of Encroachment Permits operations
and activities in certain areas identified in the 2014 statewide Encroachment Permits audit, including
employee morale and internal communication; application of staff and 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 of Encroachment Permits staff to address the audit
preliminary findings as well as the referenced eroployee morale and team building concerns.

On November 6, 2014, a mecting was held for Office of Encroachment 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 of the
District 4 Office of Encroachment Permits Branches to review with, and remind staff of their
responsibilities as stated in the Encroachment Permits Manual, and as highlighted by the
audit,

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

“Provide a safe, sustainable, integrated and efficient transportation
system fo enhance California’s economy and livability"



WILLIAM E. LEWIS
January 20, 2015
Page2 of 3

Cost recovery (Finding 1) _

Approval or denial of permits within the 60-day statutory requirement (Finding 3)
Segregation of duties (Finding 5)

Initial permit application screening process (Finding 6)

Expediting permits (Finding 10), and

Level of responsibility for reviewing and signing permits (Finding 11)

O 00000

e Other districts were polled to find out their method of file control, and to determine if any
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 of the file
room procedures they are required to follow.

e Other districts were polled to find out their method of date 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 of Permits, Division of
Traffic Operations (copy attached) was distributed to all Senior staff reminding them of their
responsibility to follow the procedures documented in the Encroachment Permits Manual
along with all applicable Caltrans policies,

o 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.

o 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 of the encroachment permit forms and standards. A link was provided to access and
obtain the current forms.

s The District 4 Encroachment Permits Storm Water Coordinator has taken 24 hours of training
for the Construction General Permit, Qualified SWPPP Practitioner and Qualified SWPPP
Developer. In addition, the Storm Water Coordinator has taken 42 hours of storm 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 documentation can be maintained.

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

» The District 4 Encroachment Permits supervisory/management team meets weekly to ensure

“Provide a safe, sustainable, integrated and efficient transportation
sysiem o enhance Celifornia s economy and Iivability”
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January 20, 2015
Page 3 of 3

the team is cohesive, and to provide a forum of training and sharing lessons learned on
engaging and inspiring their workforce.

e 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 communication.

e 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.

Permit writers reflect the stop and start dates of permit applications in EPMS.

Estimated fees are collected before permits are issued.

Permitees are billed properly or issued a refund, prior to closing out permits.

Each permit gets a secondary review before issuance (e.g., Permit writers do not issue

their own permits).

Senior permit engineers review all permit applications to help determine if the

proposal should be handled as an oversight project.

o O 0O O

o]

District 4 will continue to collaborate with Headquarters Office of Permits to address other audit
findings and recommendations towards uniform Statewide guidance in the Permit Manual and/or
other formal documents, These include policy on denial of permits due to overdue balances;
procedures for streamlined (or expedited) permit review, consideration of simplex stamping at initial
time of receipt (vs. when the application is determined complete); improvements in EPMS to track
start and stop dates; signatory authority; employee training; development of checklists for improved
supervisory oversight of permit 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 milestones.

If you have any questions or need additional information, please contact Sean Nozzari, Deputy
District Director of Operations at (510) 286-6345. :

Attachment; Memo dated December 5, 2014, Office of Permits, Division OF Traffic Operations

€ Thomas P. Hallenbeck, Chief, Division of Traffic 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 Permits, District 4

“Provide a safe, sustalnable, integrated and efficient transportation
sysiem to enhance Califernia s economy and livability”



State of California California Slate Transportation Agency
DEPARTMENT OF TRANSPORTATION

Memorandum Sl W aRghf
Help save water!
To: DEPUTY DISTRICT DIRECTORS Date:  December 5, 2014
DISTRICT PERMIT ENGINEERS
File:
Fom:  YIN-PINGLD ﬂa I~
Chief ’U"
Office of Permits

Subject:

Division of Traffic Operations
ENCROACHMENT PERMIT AUDIT

Findings in the Encroachment Permits 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 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 follow.

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

Attachment: HQ Reminders to Districts on Existing Policies.pdf
¢. Thomas P. Hallenbeck, Chief, Division of Traffic Operations

Andrew Brandt, Acting Assistant Division Chief, Division of Traffic Operations
Tom Franklin, Chief, Encroachment Permits Branch, Office of Permits

"Provide a safe, sustamable, integrated and efficient iransportaiion system
to enhance California’s economy and hvability
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1H1Q Reminders fo Districts o Existing Policies

1. Enstre that all permit applications are complete &ad contain all
{pertinent documentation prior to applying the simplex siamp. ’

Encroachment Permit Manual (EPM), Chapter 200, section 2015 states:

« Afier performing an initial screening of the spplication submiittal for complefeness, the Permit Engineor will send out 2
letter 1o the applicant ackmowiedping its receipt and whether or not it has beas rejectad or conditicnally accepted.

+ If tha submittal was rejected, ﬂmletterndﬂdcmﬂ'themsux(s)ﬁtthctqimﬁmmdlisttheluquinditnn(s)tobe
{included with the resubmittal

« If the submittal was coaditionally accepied, the Permit Engineer will then simplex siamp and assign an Encroechment
1Pemitnnmbermdthm distribute it to the necessary Caltrans units to review it for complisnce with policy, design, and
construction standards. -

Streets and Highways Code, section 671.5 says,

Caltrans has 60 days to spprove or deny & completed application. An spplicatian is complefe when all otber statutory

2. Remind Eneroachment Permit staff about the requirement to start the
60-dzy time period once the permit application has been simplax
|stamped and &l required docomentation has been received.

resirements, inchding CEOA, have been gt
[EPM Chapter 200, seotion 201.4 states, "A pernit number is assigned when an application is accepted as complete.” This
means the 60-day time period begins when & complete epplicution is assigned a permit number.

EPM Chapter 200, scction 201§ states, "The 60 calendar day clock stops when a denial letter is seat to the applicant (via
registored meil) informing them of the denial. A new 60 calendar day clock begins epoa receipt of the resubmitial from the
jgant.

3. Consider documenting the stop and start dates ca Encroachment
Permits Management System (EPMS),

EPM Chapter 200, section 201.6, tuble 2.3, item 5 states, "Respemd m writing to ell applications requiring additional
information after all reviews are roumed. Enter into the database under "letter sent” the date that sny letier is sent fo an

applicant ” A denial lstter stops the 60-day clock.

laf? 12/5f2a14
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HQ Reminders to Districts an Existing Polices
[Audit Name:  EncroachmentPenpit Avdit

Andit No. _P4000-0391

] References to Existing Policy and Guldsnce that Addresses the Recommendation

1. Remind permit stafito send acknowledgment letters to all
applicants after the initial screening process as required by the
 Encroachment Permits Manual.

EPM Chapter 200, section 201.5 states, Aﬁuperﬁxmmgmmhalmmgof:besubmmlfwmﬂemmﬂu?mu
Engineer will send out a Jetter to the applicant acknowledging its roceipt and whether or not it has been rejected or
icanditi

2. Ensure permit applications are complsts prior to accepting them.

onally acospted.”
EPM Chapter 200, seotion 201.4 states, "A permit number is ussigned when =n application is accepted as complete.” An
Encroachment Permit Application Checklist (TR-0402) is also availsble to aid Staff in reviewing application completeness
before them.

4. Adhere to the requiremeants for ensuring checks are tracloed,
securely maintained, and submitted timely to District Cashier's office.

EPM Chapier 200, section 201.2 states, "All payments {coin, carrency, checks, or warrants) shall be logged and remitted to
the District Ceshier's Office by the next business day for deposit into the appropriate State Bank account.”
Encroachment Permit Log (form TR-0111) can be used to log permils end payments along with entering into EPMS.

nmmm

We recommend Districts ensore fhat the labest version of
enoroachment permit forms are used as mdicated m the Enoroachment
Permits Manual.

EPM Chapier 100, section 108 states, *An applwanm for an encroachment permit must be on a current 'Standard
Emmehment?ermtAmhomm‘ Gmﬂﬂlﬂﬂ)mduwdby&emwmmmﬂnmdwmwm
anthority is validated by a letter or contract.”

EPM Chapter 200, section 201 states, "Applicents (or their suthorized representatives whose anthority is validated by a
{letter or contract) must compleic 2 "Stendard Encroachment Permit Application’ (form TR-0100), attach supportmg
dowimentstion and submit them to the appropriate District Encroachment Permits Office baving jusisdictions] suthority
over the proposed encrcachment site for processing.”

EPM Chapter 200, section 201.1 states, "The 'Steadard Encroachment Permit Application’ (form TR-0100), instructions,
plan set requitements, sample application checkdist end all other rolated forms can be found at
hitp:/fwww.dot ca.gov/hg/traffops/developserv/permits/applications/index html."

The EP internet and intranet websites have the latest policies, guidance, information, forms, efo. At the bottom of the EP
intranet websits is "Hardeopies of this manvel are no longer being published  Please use this website mstead.” All of the
official forms are ajso located in the Caltrans Electronic Forms System (CEFS) and in the EPMS.

23 12/5/20n4
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STATE OF CALIFORNA=CALIEORNIA STATE TRANSIORTATION AGENCY

DEPARTMENT OF TRANSPORTATION
OFFICE OF THE DIRECTOR

P.0O. BOX 942873, MS-49

SACRAMENTOQ, CA 94273-0001

PHONE (916) 654-5266

FAX (916) 654-6608

TIY 7l

www.dot.ca.gov

______ CEDMUND G BROWNJr, Govstost

Flex your power!
Be energy efficient!

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 lfast column of the attached spreadsheet.

Currently, I am the acting chief of this Office and our Senior T.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

of the areas that needed attention, as per the Audit Report, has not received the attention that they
deserve.

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

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

Sincerely,

M"‘”’.

e -
Omid Ghaemi,.PE
Acting Distiict Permit Engineer
District 07

¢c: Yin-Ping Li, Chief — Headquarter Permits
All Zaghari, DDD, Traffic Operations, District 07

"Calirans improves mobility across California”
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Audits and Investigations (A&I) - Response to Draft Report

Audit Name:Encroachment Permit Audit

Audit No.

Auditee; District 07

permitting activities and issue
appropriate refunds.

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

ongoing

Front Counter

A& Audit Recommendation Auditee Response to Draft Report ComE::::;::le;i)a t Staff Responsible progress report as of 1/12/2015

1. Establish a list of delinquent
applicants using DofA's aging report to . s _
identify permittees with overdue That T gond by For vurosn el yéa: e District: Front .counter The list has been prow.dcd to I.he' fI‘OI'.lt count.er staff
balances prior to accepting new and admin to be vigilant of previously delinquint applicants
applications
2. Collect the overdue balance from | This recommendation will be quite problematic and contrary to the current
the applicant prior to accepting the policy of partnership. Almost all of the overdue balances are from the
new application applications from the utility companies which are most 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 if we are paid. Our experience is that the utility companies

close and reconcile their accountmg every .year anq it would be very hard to DisttictFrontentiter M s oS :

reopen old accounts. Because of this very issue, Dist 07 has stopped the one year - The above list is being used for this purpose.

"deferment". We only defer the payment from the application submittal date to

the permit issuance date. This practice will, not only ensure payment and

climinate overdue balances, but also saves a lot of admin 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.

Larger districts may not be adequately resourced to manage the large backlog
of close-out permits.
3 Klasati per_mlt ety ; .| There has not been measurable progress yet, working
ensure the required close out Workload standard (WLS) is not adequately identified to assess the extent of ongoing Inspectors and admin. B
documents are received. work involved, including but not limited to file library management,
microfilming, cataloging, billing, and purging extraneous material.

4. Comply with the Encroachment
Permits Manual for billable - all staff agiing

We have assigned a focal point to screen and filter
issues prior to acceptance.

lof3

2/9/2015



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

Audit No.

_Audit Name:Encroachment Permit Audit __
: ' Auditee: District 07

Estimated e el
A&I Audit R dati Auditee R to Draft Report g Staff R ibl progress report as of 1/12
udit Recommendation uditee Response to Draft Repol Completia Dt esponsible progress report as of 1/12/2015
2. Establish a consistent process to et Eititer Perrie
start the 60-day time period once the 8 . ) the above focal point also ensures timely distribution
; i L agree ongoing writer, reviewers, 2 .
permit application has been simplex st to the reviewers and prevent time delays and lags.
stamped

We recommend that District
Encroachment Permit Offices ensure
that
required inspections are performed and
are consistent with the specified
permit requirements

1. Remind permit staff to send
acknowledgment letters to all
applicants

after the initial screening process as
required by the Encroachment
Permit Manual

strongly agree. Of course there are a number of permits that do not require
inspections or pre-job like "time extensions" or "Riders" and 1 hope and trust
that those were not among the files audited ??.. Inspection requests are rejected
sometimes based on budget limitations. Our opinion is that per Section 206 of
the EP Manual, as stated above - [nspection is necessary and is owed to the
applicants because: 1) they have paid for it in advance and they count on our
inspectors to be there, and 2) lack of presence and inspection deteriorates our
authority out there and would not best protect the state highway facilities and
increases the exposure to the State.

ongoing

This was probably drafted before we even had computers or fax machines. It
needs to be revisited. Generally speaking; if some things are not being done
over 95% of the times, it only means that policy needs to be revised. A copy of
the fee sheet of the application with "PAID" stamp while they are waiting at
the counter or email to the appliant should suffice in lieu of an
acknowledgement letter.

ongeing

Inspectors to perform
inspection -
supervisors to approve
overtime for
inspection if needed.

Front counter

Thanks to our deputy and his knowledge of permit
function and the criticality 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 the new era of

how the world is communicating and conducting
business -- and it is not via "mail"

2. Ensure permit applications are
complete prior to accepting them

strongly agree. ongiong

Front counter, permit
writers, inspectors

See response to audit #3, item [

3. Date stamp applications at the time
they are received.

That's ok if also noted on the stamp wheather the application is complete or
incomplete. If incomplete this date stamp should not constitute the date to be
used for the 60 days pelicy. In dist. 07, once the application is complete and
ready for aceptance, we date it, log it in, give it a number and the 60 days

ongoing

clock starts running from then on.

Front counter

We do that. On-going.

2of3
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Audits and Investigations (A&I) - Respons to Draft Report

_Audit Name:Encroachment Permit Audit 7 Audit No. _

Auditee: District 07

A&I Audit Recommendation

progress repart as of 1/12/2015

4. Adhere to the requirements for
ensuring checks are tracked,

securelymaintained and submitted
timely to District Cashier's office.

We recommend Districts ensure that

the latest version of encroachment
permit forms are used as indicated in
the Encroachment Permit Manual

. Estimated .
Auditee Response to Draft Report Completion Date Staff Responsible
agree ongoing front counter

agree 3/1/2015 Chief, Seniors,

The front counter staff are 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.

Still werking on it. No measurable progress.

3of3

2/9/2015



State of Califonia California State Transportation Agency

" DEPARTMENT OF TRANSPORTATION

Memorandum . Serions dronght
) * Help Save Water!
To: WILLIAM E. LEWIS _ Date:  January 5, 2015
Asgistant Director ¢ :

From:

Subject:

Audits and Investigations % Fil:  P4000-0391

MCELO PEINADO ”f-j- | \'l'

District Division Chief
Traffic Operations

District 11

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.

If you 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

c: Yin-Ping Li, Chief, Office of Permits, Disvision of Traffic Operations, Headquarters
Cory Binns, Chief Deputy District Director, District 11
Ann Fox, District Permit Engineer, District 11

“Provide a sqfe, sustainable, integrated and efficient transportation system
to enhance Callfornias economy and Itvability




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

Audit Name: Encroachment Permit Audit

Audit No. P4000-0391

Auditee: District 11 - Traffic Operations

Audit Report B

Finding: Under recovery of costs for sdministering the Encronchment Permit Program

A&I Audit Recommendation

Auditce Response 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.

D of A'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 of billing/collections
reported to Districts. Additional clarification is
needed from HQ.

Ongoing

DPE

If collections is te remain a HQ-centralized
activity, and the District's role is to received
the delinquent report to refer to when
determining application acceptance
cligibility, 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 [rom the
applicant prior to accepting the new
application.

District will defer to HQ Permits on how to
identify/collect overdue balances. Many of the
Utility companies on the aging list have deferred
billing accounts. Without status, the District is niot
aware of what billing cycle they may be on.

Upon obtaining clarification, District 11 will
implement this practice.

Ongoing

DPE

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.

Close 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
permit files are closed in a timely manner, in
cooperation with Permnit Writers. Implement
regular close-out status meetings to track
outstanding closures.

Ongoing

DPE

District has implemented weekly DPE/Permit
Inspector meetings to discuss on-going
permit work in additicn to status of each
inspector's list 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 Permits
Manual for billable permitting activities
and issue appropriate refunds.

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

Ongoing

DPE

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




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

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

Auditee: Dlstrictll Ope ;n

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

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.

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

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

Adobe Acrobat
Document

Consider documenting the stop and start
dates on EPMS.

Concur. Ongoing DPE
Staff will be reminded of the 60-day time period. Ongoing DPE
Concur. District will ensure that each

correspondence is input in EPMS so that identify Ongoing DPE
if waiting on District or Applicant response.

DPE 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.




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

Audit Name: Encroachment Permit Audit Audit No. P4000-0391
Auditee: District 11 - Traffic i

;s 5 Concur. Permit Inspectors will spot check to L 1 :
Ensure that required inspections are cris et tanes sk dhsostiong i District refers to the Permits Inspection
performed, and are consistently L — . Ongoing DPE Booklet (v. September 2007) for consistency
3 3 performed, and documnentation is placed in the . " ;
documented in the permit file. it Fils on inspection requirements.
Require that documentation be included in |[Concur. District will remind staff to capture this g:ixf):gg’;i;;ﬁ;ﬁﬁ:ﬂ:::’n d
the permit file when inspections are not  [information on Permit Progress Billing/Closure Ongoing DPE decarkicy of Tt ot Pk Progress

ki T Billing/Closure Notice form.




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

Audit Name: Encroachment Permit Audit Audit No. P4000-0391
i Aditee.: District 11 - Tra'c ', ations

Remind permit staff to send uu_“;;%:ﬂm
acknowledgment letters to all applicants District has developed a template to follow ki
after the initial screening process as Concur. This practice will be reinforced. Ongoing DPE for both formal letter acknowledgment and -
required by the Encroachment Permit via email. onf'fe:pmgﬁ;m
Manual.

DPE is reinforcing this practice by

‘ . . f} EH '
Ensure permit applications are complete incorporating use of ‘checklist' when

i b GGtk - Concur. This practice will be reinforced. Ongoing DPE reviewing initial application submittal and
! then making part of permit record for
reference.

The District stamps applications as 'received'

Concur. This practice will be reinforced. The when accepted across counter, then once all
Date stamp applications at the time they  |District stamps applications as 'received', then once i DPE information is collected and conditionally
are received. all information is collected and conditionally gomng complete, the application is Simplex stamped

complete, the application is Simplex stamped. and a letter sent to the Applicant
acknowledging conditional acceptance.

The District logs any checks received,

Adhere to the requirements for ensuring e O T
checks are tracked, securely maintained i ; ; 5 ; prEu Al # 2 AT
5 : oy . .. |Concur. This practice will be reinforced. Ongoing DPE submits immediately to Cashier. If Cashier is
and submitted timely to District Cashier's ] 6o
unavailable, the DPE maintains a locked bag

office. to hold checks until Cashier retums.




We recommend Districts ensure that the
latest version of encroachment permit
forms are used as indicated in the
Encroachment Permit Manual.

Audits and Investigations (A&I) - Response to Draft Report
Audit Name: Encroachment Permit Audit Audit No. P4000-0391
; Dish'ict 11 - Tfﬂfﬁe erations

Concur. Staff will be reminded to use the latest
version of encroachment permit forms. In
addition, the Administration Senior will forward
updated electronic forms to all staff.

Ongoing

DPE has assigned a staff lead to review
current forms used in District and replace
with latest version. Reinforcing use of latest
version of forms has also been an agenda
item of staff meetings.

-

H:\Permits\Meeting

agenda 12214.pdf






