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Memorandum 	 Serious drought. 

Help save water! 

To: 	 WILLIAM E. LEWIS Date: May 10, 2016 
Assistant Director 
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From: 	 THoM S P. HALLENBECK 

Chief 
Division ofTraffic Operations 

Subject: 	 540-DAY STATUS ON THE ENCROACHMENT PERMITS AUDIT REPORT 

Thank you for the opportunity to provide a 540-day status report on the actions taken by the 
Division ofTraffic Operations based on the recommendations in the Encroachment Permits 
Statewide Audit (P4000-0391). The districts will submit their remaining responses in 540-day 
status reports separately. 

Ifyou have any questions please contact Yin-Ping Li, Chief, Office ofEncroachment Permits 
and Engineering Support at (916) 654-5548. 

Attachment 

540-Day Status on the Encroachment Permits Statewide Audit Report 


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 
Kelly Takigawa, Acting Assistant Chief, Division of Traffic Operations, Headquarters 
Yin-Ping Li, Chief, Office ofEncroachment Permits and Engineering Support, Division of 

Traffic Operations, Headquarters 
Zilan Chen, Chief, Internal Audits, Audits and Investigations 
Juanita Baier, Senior Management Auditor, Internal Audits, Audits and Investigations 

"Provide a safe, sustainable, integrated and efficient transportation system 
to enhance California seconomy and livability" 



 

 

  

 

 

 

               

Attachment 1 

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

Audits and Investigations (A&I) - 540-Day Status on the Encroachment Permits Statewide Audit Report 

A&I Audit Recommendation Auditee Response to Draft Report 60-Day Status 180-Day Status 360-Day Update 540-Day Update 
Estimated Completion 

Date Staff Responsible A&I Analysis 

Audit Report Finding #_1___ 
Under recovery of costs for administering the Encroachment Permit Program 

Recommendations to HQ Office of Permits 
1. Follow up with the Legal Division to determine if 
regulations are necessary to increase the Standard Hourly 
Rate (SHR). If regulations are necessary, request that the 
Legal Division proceed with implementing regulations. 

HQ EP will consult with the Legal Division as recommended to confirm 
the need of regulations to increase the Standard Hourly Rate. 

If regulations are necessary, HQ EP will consult with the Legal Division 
to assess the risks if Caltrans increases the Standard Hourly Rate prior to 
having regulations in place. 

HQ EP contacted Legal and they recommend regulations. 
HQ EP has drafted regulations, initiated the process through 
Legal, and currently working on the Office of 
Administrative Law process. (DL) 

Standard Hourly Rate (SHR) regulations are drafted. The Office of Administrative 
Law (OAL) has revised some of their forms and processes. The HQ 
Encroachment Permits Branch is revising and updating the regulations for 
submission to OAL. The Appeals regulations will be submitted first and then used 
as a guide for making appropriate revisions to the SHR regulations. (TF) 

HQ EP is finalizing an issue paper to obtain Division Chief approval 
of the new SHR formula, implementation, and regulations. Estimated 
time of regulation adoption is Spring of 2017. 

HQ EP is finalizing an issue paper to obtain Division Chief approval 
of the new SHR formula, implementation, and regulations. Estimated 
time of regulation adoption is Winter of 2017. 

12/31/2017 HQ Traffic Ops-David Lassiter 

2. Finalize the process for reviewing and revising the 
Standard Hourly Rate on an annual basis when necessary. 

HQ EP will work with Accounts Receivable to finalize the process for 
reviewing and revising the SHR as recommended. 

The process for reviewing and revising the Standard 
Hourly Rate (SHR) is complete and will be finalized when 
regulations are adopted. 

The process for reviewing and revising the Standard Hourly Rate (SHR) has been 
completed. If process modifications are needed, they will be completed during 
updating and finalizing the SHR regulations through the OAL process. (TF) 

The process for reviewing and revising the Standard Hourly Rate 
(SHR) has been completed. If process modifications are needed, they 
will be completed during updating and finalizing the SHR regulations 
through the rulemaking process. 

The process for reviewing and revising the Standard Hourly Rate 
(SHR) has been completed. If process modifications are needed, they 
will be completed during updating and finalizing the SHR regulations 
through the rulemaking process. 

12/31/2017 HQ Traffic Ops-David Lassiter 

3. Determine the appropriate number of hours allowed 
for pre-conceptual meetings and provide guidance to the 
districts on how to charge the time spent. 

HQ EP will convene a committee of District and HQ EP and other 
functional units to evaluate issues and propose solutions. 

Finding 3, recommendation 1 and this item need to be 
combined and worked on together. (TF) A group 
consisting of HQ and three district staff has been assigned 
this task. (DL) 

Meetings were held on January 27 and February 24, 2015. The team proposed that 
preliminary meetings need to be kept to a minimum, but these meetings assist in 
obtaining a more complete application submittal. The encroachment permit 
process is for projects where most of the lengthy reviews and documentation have 
been completed, such as: project approval, California Environmental Quality Act 
(CEQA), design exceptions, and plans. The team is proposing several possible 
changes to the Encroachment Permits Manual (EPM) that will assist Districts in 
determining the amount of effort to be spent on preliminary meetings. Districts 
will review and comment on all proposed changes before they are finalized. (TF) 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the Encroachment Permits Manual (EPM) have 
been made that reflect the team's recommendations. HQ 
Encroachment Permits (EP) is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-David Lassiter 

4. Require that utility companies, that are delinquent, pay 
in advance for their permits and require that they provide 
a central billing address. 

HQ EP will meet with Accounts Receivable, District EP, Legal,and 
utilities to discuss issues and identify solutions. 

A group consisting of HQ and three District Staff has been 
assigned this task. Future meetings will be scheduled to 
discuss actions required to address this recommendation. 
(DL) 

Meetings were held on January 27 and February 24, 2015. After reviewing and 
discussing delinquent accounts, the team is proposing a progressive enforcement 
plan that will allow flexibility when resolving issues with our partners. Districts 
will review and comment on all proposed changes before they are finalized. (TF) 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-David Lassiter 

Recommendations to District Permits Offices 
1. Using D of A's aging report; identify permittees with 
overdue balances prior to accepting new applications. 

To assist the Districts, HQ EP will take the lead and work with Accounts 
Receivable to provide Districts with a user friendly aging report to 
identify overdue balances. 

A group consisting of HQ and three District Staff has been 
assigned this task. Future meetings will be scheduled to 
discuss corrective actions required to implement this 
recommendation. (DL) 

HQ is drafting proposed changes to the EPM that will clarify the Districts' 
responsibilities for taking appropriate actions to collect overdue balances prior to 
issuing new permits. (DL) 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-David Lassiter 

2. Require applicants to pay overdue balances prior to 
accepting new applications. 

To assist the Districts, HQ EP will  meet with Accounts Receivable and 
District EP to evaluate existing processes and update as required. 

A group consisting of HQ and three District Staff has been 
assigned this task. Future meetings will be scheduled to 
discuss corrective actions required to implement this 
recommendation. (DL) 

HQ is drafting proposed changes to the EPM that will clarify the Districts' 
responsibilities for taking appropriate actions to collect overdue balances prior to 
accepting new application submittals. (DL) 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-David Lassiter 

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

To assist the Districts, HQ EP will provide monthly performance reports 
to the District Directors, DDDs, and DPEs in a collaborative effort to 
timely close out permits that had been completed. 

A group consisting of HQ and three District Staff has been 
assigned this task. Future meetings will be scheduled to 
discuss corrective actions required to implement this 
recommendation. (DL) 

HQ will finalize the monthly performance report to raise the Districts' awareness of 
the number of unclosed permits. HQ proposes that District Permit Engineers 
develop a plan to meet the timely close out of permits. (DL) 

HQ EP implemented a monthly Closure Performance Report in 
October 2015 to assist the Districts in a collaborative effort to timely 
close out permits that have been completed. 

HQ EP implemented a monthly Closure Performance Report in 
October 2015 to assist the Districts in a collaborative effort to timely 
close out permits that have been completed. 

10/27/2015 -
Completed 

HQ Traffic Ops-David Lassiter 

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

Based on information provided by Accounts Receivable, the threshold on 
refund and billing has been established in the State Administrative 
Manual (SAM). HQ EP will work with Accounts Receivable, District EP, 
and Legal to establish a standard practice to be implemented consistently 
statewide. 

A group consisting of HQ and three District Staff has been 
assigned this task. Future meetings will be scheduled to 
discuss corrective actions required to implement this 
recommendation. (DL) 

HQ will continue to work with Accounts Receivable, Districts, and Legal to 
establish a standard practice to be implemented consistently statewide. Districts 
will review and comment on all proposed EPM changes before they are finalized. 
(DL) 

HQ EP will continue to work with Accounts Receivable, Districts, 
and Legal to establish a standard practice to be implemented 
consistently statewide. Districts will review and comment on all 
proposed EPM changes before they are finalized. (DL) 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-David Lassiter 

Hourly Rate for Film Permits is Less than the Standard Hourly Rate____________ 
Audit Report Finding #_2___ 

Recommendation to HQ Office of Permits 
We recommend the HQ Office of Permits adjust the 
hourly rate for film permits to the current standard 
hourly rate of $82. If the standard hourly rate is increased 
in the future, the hourly rate for film permits should also 
be increased. 

HQ EP will meet with District 7 and the CaliforniaFilm Commission to 
discuss the Standard Hourly Rate and how it applies to film permits. 

12-17-14 - Malcolm Dougherty, Director, Caltrans sent a 
letter to Amy Lemisch, Director, California Film 
Commission informing her that Caltrans will apply the 
same hourly rate to all permit types beginning December 
31, 2014. (DL) 

Completed - 12/17/2014 Completed - 12/17/2014 12/17/2014 -
Completed 

12/17/2014 - Completed HQ Traffic Ops-David Lassiter 
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Attachment 1 

Audit Name: Encroachment Permit Audit 

Audits and Investigations (A&I) - 540-Day Status on the Encroachment Permits Statewide Audit Report 

Audit No. P4000-0391 

A&I Audit Recommendation Auditee Response to Draft Report 60-Day Status 180-Day Status 360-Day Update 540-Day Update 
Estimated Completion 

Date Staff Responsible A&I Analysis 

Audit Report Finding #_3___ 
Encroachment Permits are not Approved or Denied within the 60- day Statutory Requirement______________ 

Recommendations to HQ Office of Permits 
Develop a standard letter for districts to use that clearly 
states that the application is denied and the clock will stop 
until the documentation is received. 

HQ EP will develop and implement standard letters for application 
denials. Sample letters will be available on the EP intranet site for 
reference. 

HQ EP has been assigned this task. The exact content of 
these letters will be determined. (AR) 

Drafts of these letters have been developed and will be circulated for comments 
before they are implemented. (AR) 

Completed. Sample letter templates have been posted at: 
http://traffic.onramp.dot.ca.gov/epref 

Completed. Sample letter templates have been posted at: 
http://traffic.onramp.dot.ca.gov/epref 

10/01/2015 - Completed HQ Traffic Ops-Alfredo Rodriguez, 
Jr. 

Recommendations to District Permits Offices 
1. Ensure that all permit applications are complete 
and contain all pertinent documentation prior to 
applying the simplex stamp. 

HQ EP will send email to the Districts reminding them of the steps that 
had been incorporated into Section 201.5 of the EP Manual on 07/31/2013 
to ensure that 1) an application is complete prior to it being simplex 
stamped and 2) Caltrans is in compliance with Section 671.5 of the 
California Streets and Highways Code. 

• After performing an initial screening of the application submittal for 
completeness, the Permit Engineer will send out a letter to the applicant 
acknowledging its receipt and whether or not it has been rejected or 
conditionally accepted. 

• If the submittal was rejected, the letter will detail the reason(s) for the 
rejection and list the required item(s) to be included with the resubmittal. 

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

12/5/2014 - Yin-Ping sent districts a memo re-emphasizing 
the importance EP Manual Chapter 200, section 201.5 and 
Streets and Highways Code, section 671.5. (DL) 

Verified by Audits and Investigations on 01/06/2015 @ (A-1 p.9-11) The proposed 
actions for Finding # 1, recommendation # 3 to HQ should assist prospective 
applicants in producing a higher quality and complete EP application submittal. 
(TF) 

Verified by Audits and Investigations on 01/06/2015 @ (A-1 p.9-11) 
The proposed actions for Finding # 1, recommendation # 3 to HQ 
should assist prospective applicants in producing a higher quality and 
complete EP application submittal. (TF) 

Verified by Audits and Investigations on 01/06/2015 @ (A-1 p.9-11) 
The proposed actions for Finding # 1, recommendation # 3 to HQ 
should assist prospective applicants in producing a higher quality and 
complete EP application submittal. (TF) 

1/30/2016 -
Completed 

HQ Traffic Ops-Alfredo Rodriguez, 
Jr. 

2. 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. 

HQ EP will assist the Districts by reminding them to simplex the 
application only after it has been accepted as complete. EP Manual 
Chapter 200, section 201.4 states, "A permit number is assigned when an 
application is accepted as complete." 

12/5/2014 - Yin-Ping sent districts a memo re-emphasizing 
the importance of EP Manual Chapter 200, section 201.4, 
201.5, and only accepting complete applications, and use 
the "EP Application Checklist" (form TR-0402) as a tool to 
determine completeness. (AR, DL) 

Verified by Audits and Investigations on 01/06/2015 @ (A-1 p.8) Verified by Audits and Investigations on 01/06/2015 @ (A-1 p.8) Verified by Audits and Investigations on 01/06/2015 @ (A-1 p.8) 12/05/2014 - Completed HQ Traffic Ops-Alfredo Rodriguez, 
Jr. 

None 

3. Consider documenting the stop and start dates on 
EPMS. 

HQ EP will assist the Districts by working with HQ IT to explore the 
possibility of enhancing EPMS to better document the 60 day clock. 

12/5/2014 - Yin-Ping sent districts a memo re-emphasizing 
the importance EP Manual Chapter 200, section 201.6, table 
2.3, item 5. (DL) 
An initial assessment of EPMS indicates that the 
enhancement might be more involved than previously 
determined. Further discussions will determine the 
feasibility of this proposed enhancement. (AR) 

Due to the Encroachment Permit Management Systems' structure and limitations, 
an enhancement to start and stop the clock was deemed impractical. HQ 
Encroachment Permits will explore other options such as a stand alone tracking 
procedure. (AR) 

Due to the Encroachment Permit Management Systems' structure and 
limitations, an enhancement to start and stop the clock was deemed 
impractical. HQ Encroachment Permits will explore other options 
such as a stand alone tracking procedure. (AR) 

Due to the Encroachment Permit Management Systems' structure and 
limitations, an enhancement to start and stop the clock was deemed 
impractical. HQ Encroachment Permits will explore other options 
such as a stand alone tracking procedure. (AR) 

TBD HQ Traffic Ops-Alfredo Rodriguez, 
Jr. 

None 
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Attachment 1 

Audit Name: Encroachment Permit Audit 

Audits and Investigations (A&I) - 540-Day Status on the Encroachment Permits Statewide Audit Report 

Audit No. P4000-0391 

A&I Audit Recommendation Auditee Response to Draft Report 60-Day Status 180-Day Status 360-Day Update 540-Day Update 
Estimated Completion 

Date Staff Responsible A&I Analysis 

Project Inspections are not Consistently Performed_____________ 
Audit Report Finding #_4___ 

Recommendation to HQ Office of Permits 
The HQ Office of Permits make a determination as to 
when to perform inspections and require consistency 
among all districts. 

HQ EP will assist the Districts by consulting with Districts to determine 
what obstacles might be contributing to this finding and what actions can 
be implemented on a statewide basis to meet this recommendation. 

A group consisting of HQ and three District Staff has been 
assigned this task. The first meeting will be scheduled for 
late January to discuss this finding and recommendation. 
(DL) 

The first meeting was held on 1/23/15. The finding and several alternative 
solutions were discussed. The second meeting was held on 4/7/15. The team 
proposed changes to the EPM to clarify that documentation is required to show 
when inspections are performed, and when and why they are not performed. 
Other changes may include guidelines specifying when inspections should be 
performed. Another considered alternative is guidance in the form of a list of 
permit types versus how many hours should be spent on inspection. The District 
Permit Engineers (DPE) may be provided a tool in the form of a sample 
memorandum to communicate 'expectations' and time reporting information to the 
inspector. Districts will review and comment on all proposed changes before they 
are finalized. (DL) 

1) Revised existing section 206.1 to state that every project file should 
include a completed "Encroachment Permit Report (Diary), form TR-
0130 that documents whether or not a site was inspected. 
2) Revised EPM, section 206 to confirm that projects typically do not 
require full-time inspection and provides guidance to define higher 
priority projects that should consider inspection. (DL) 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-David Lassiter 

Recommendation to District Permits Offices 
1. Ensure that required inspections are performed, and 
are consistently documented in the permit file. 

HQ EP will assist the Districts by consulting with Districts to determine 
what obstacles might be contributing to this finding and what actions can 
be implemented on a statewide basis to meet this recommendation. 

A group consisting of HQ and three District Staff has been 
assigned this task. The first meeting will be scheduled for 
late January to discuss this finding and recommendation. 
(DL) 

The first meeting was held on 1/23/15. The finding and several alternatives were 
discussed. A second meeting was held on 4/7/15. In addition to the EPM changes, 
HQ also recommends strategies the Districts may use to increase inspection 
documentation which include: distribute tablets, provide laptops with internet 
connections, or provide administrative assistance for data entry. DPEs may also 
meet with inspectors prior to field work to review expectations, including time 
charging practices and inspection documentation. A transmittal memorandum can 
be used in lieu of a face-to-face meeting. The Encroachment Permit Report 
(Diary)(form TR-0130) should be included in the permit file prior to closing and 
archiving. Districts will review and comment on all proposed changes before they 
are finalized. (DL) 

HQ will assist Districts by distributing a memorandum template that 
can be used to facilitate coordination between external inspectors and 
the Encroachment Permits Office. The memorandum can be used to 
communicate inspection priority, labor hour allocations, and other 
pertinent information to the encroachment permit inspector. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-David Lassiter 

2. Require that documentation be included in the permit 
file when inspections are not required. 

HQ EP will assist the Districts by consulting with Districts to determine 
what obstacles might be contributing to this finding and what actions can 
be implemented on a statewide basis to meet this recommendation. 

A group consisting of HQ and three District Staff has been 
assigned this task. The first meeting will be scheduled for 
late January to discuss this finding and recommendation. 
(DL) 

The first meeting was held on 1/23/15. The problem and several alternatives were 
discussed. A second meeting was held on 4/7/15. In addition to the EPM changes, 
HQ also suggests distributing tablets, providing laptops with internet connections, 
and assisting with data entry to increase inspection documentation. DPEs may also 
meet with inspectors prior to field work to review documentation and resource 
expectations. A transmittal memorandum can be used in lieu of a face-to-face 
meeting. The Diary should be included in the permit file prior to closing and 
archiving. Districts will review and comment on all proposed changes before they 
are finalized. (DL) 

HQ will assist Districts by updating the EPM as described in the 360-
day response for HQ Recommendations for Finding #4. A completed 
"Encroachment Permit Report (Diary), form TR-0130 is required for 
all project files. (DL) 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-David Lassiter 

Audit Report Finding #_5___ 
Lack of Segregation of Duties in Processing and Approving Permit Applications_______________ 

Recommendation to HQ Office of Permits 
The HQ Office of Permits provide specific guidance to 
all districts regarding the requirements to process and 
approve permit applications. 

HQ EP will prepare (1) an interim guidance to the Districts while working 
to develop (2) a statewide policy. 

A group consisting of HQ and three District Staff has been 
assigned this task. The first meeting will be scheduled for 
late January to discuss this finding and recommendation. 
(DL) 

The first meeting was held on 1/23/15. The team discussed the existing guidance in 
the EPM and alternatives to clarify the process and approval of permit applications. 
Process and approval questions can be addressed to the Encroachment Permits 
Branch Chief. A Proposed Revisions to EPM Form can be used to address clarity 
issues and to suggest EPM changes. At a second meeting held on 4/7/15, the team 
decided to increase internal controls by revising the EPM to specify that one 
individual will review and write the permit, while a second individual will review 
and approve the permit. Also, HQ Encroachment Permits Branch will work 
towards formalizing the delegation authority. Districts will review and comment 
on all proposed changes before they are finalized. (DL) 

The following EPM chapters were revised to provide specific 
guidance as follows: 
1) Chapter 100 clarifies that encroachment permits can only be issued 
if authorized by statute. 
2) Chapter 200 provides existing requirements to process and 
approve permit applications. 
3) Revised EPM section 205.1 to specify that a TE, Range D is the 
lowest rank that may approve encroachment permits. 
4) Revised EPM section 205.1 to be clear that two different 
individuals are required to review the permit package prior to permit 
issuance. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-David Lassiter 

Recommendation to District Permits Offices 
Districts 3 and 4 Encroachment Permit Offices assign 
the responsibility for reviewing and approving permits to 
individuals one level above the permit writers until they 
receive further guidance from the HQ Office of Permits. 

HQ EP will assist the Districts by issuing a memorandum providing an 
interim guidance. 

A group consisting of HQ and three District Staff has been 
assigned this task. The first meeting will be scheduled for 
late January to discuss this finding and recommendation. 
(DL) 

Two meetings were held, one on 1/23/15 and the second on 4/7/15. Standard 
practice among the Districts is to control the issuance of permits by having at least 
two individuals involved with writing and issuing an encroachment permit. The 
proposed EPM changes will help to clarify this ongoing practice. Districts will 
review and comment on all proposed changes before they are finalized. (DL) 

HQ will assist Districts by updating the EPM as described in the 360 
day response for the Recommendation to HQ for Finding #5. (DL) 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-David Lassiter 
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Audit Name: Encroachment Permit Audit 

Audits and Investigations (A&I) - 540-Day Status on the Encroachment Permits Statewide Audit Report 

Audit No. P4000-0391 
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Audit Report Finding #_6___ 
Weakness in the Initial Screening Process of Permit Applications_______________ 

Recommendations to HQ Office of Permits 
If a change in policy is necessary, the change be 
communicated to all the districts by the HQ Office of 
Permits. 

If the HQ Office of Permits determines that a change in policy is 
necessary, the change will be communicated to all the districts. 

A group consisting of HQ and three District Staff has been 
assigned this task. The first meeting will be scheduled for 
late January to discuss this finding and recommendation. 
(DL) New or changes in policy, if necessary, will be 
updated in the EP Manual. (DT) 

The team met on 1/28/15 to discuss Finding #6. Some changes or clarification in 
policies are necessary to address the weakness in the initial screening process of 
permit applications. Those changes are discussed in Finding #6, 
Recommendations 1-4 to the District Permits Offices. Proposed changes are 
drafted and are included in Chapter 200, sections 201.2, 201.5, and 201.6. Districts 
will review and comment on all proposed changes before they are finalized. (DT) 

The following sections of EPM Chapter 200 were revised with new 
or changes in policy: 
1) Section 201.2 clarifies the use of the Encroachment Permit Log 
(TR-0111) to log all payments, consistent with section 201.2C. 
2) Section 201.5 is revised to:

 • Provide guidance that EP staff should reference
 the Encroachment Permit Application Check List
 (TR-0402) to determine application completeness,
 • Adopt the best practice of date stamping
 applications into policy, and
 • Reinforce the existing requirements to send
 acknowledgement letters to inform applicants
 of application status. 3) Revised Section 201.6 to require the application date stamp 
(Application Received Date) as part of the permit record in the 
database. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-Darren Tam 

Recommendations to District Permits Offices 
1. Remind permit staff to send acknowledgment letters HQ EP will work with the Districts to draft a standard acknowledgement 12/5/2014 - Yin-Ping sent districts a memo re-emphasizing The team met on 1/28/15 to discuss Finding #6. Existing policy in the EPM Sample letter templates have been posted at: Draft revisions to the EPM have been made that reflect the team's 6/30/2016 HQ Traffic Ops-Darren Tam 
to all applicants after the initial screening process as letter acknowledging receipt of application and to notify applicant the importance EPM Chp 200, section 201.5. (DL) The first requires that acknowledgement letters be sent to all applicants after the initial http://traffic.onramp.dot.ca.gov/epref recommendations. HQ EP is circulating the final draft to obtain 
required by the Encroachment Permits Manual. whether the application had been conditionally accepted or rejected. 

Acknowledgement letter will be available on the EP intranet site for 
reference. 

meeting will be scheduled for late January to discuss this 
finding and recommendation. (DL)Drafted letter templates 
for District review and concurrence. (DT) 

screening process to inform applicants of application status, however, there is no 
uniformity among Districts. For consistency, standard acknowledgement letter 
templates had been drafted, and the team had reviewed and revised them. The 
templates will be circulated to the rest of the Districts for concurrence, then placed 
on the intranet for statewide use. At the team's recommendation, emails should be 
allowed as an acceptable form of communication with applicants. Emails that 
include the standard letter template and kept in the permit file will be considered an 
alternative to the acknowledgement letter. (DT) 

Division Chief approval and will publish the final revisions in the 
EPM. 

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

HQ EP will send email or memo to remind the Districts that they need to 
adhere to the EP Manual guidelines. The EP Manual Chapter 200, section 
201.4 states, "A permit number is assigned when an application is 
accepted as complete." An Encroachment Permit Application Checklist 
(TR-0402) is also available to aid Staff in reviewing application 
completeness before accepting them. If additional clarification is 
warranted, the EP Manual and/or the Application Checklist will be 
updated accordingly. 

12/5/2014 - Yin-Ping sent districts a memo re-emphasizing 
the importance EPM Chp 200, section 201.4 which states 
that only completed applications be accepted and assigned a 
permit number. Also recommended Districts to utilize the 
Encroachment Permit Application Checklist in reviewing 
application completeness. (DT) (DL) 

The team met on 1/28/15 to discuss Finding #6. Policies and guidance are already 
in place in the EPM to preliminarily review applications to accept only complete 
applications, and then assign a permit number. A memorandum re-emphasizing 
that importance had been sent to Districts on 12/5/2014. The EPM will be updated 
to show that EP staff should reference the Encroachment Permit Application Check 
List (TR-0402) in determining whether an application is complete. In addition, the 
team suggested to explore options in requiring applicants to complete the checklist 
and include it in the application submittal. (DT) 

HQ will assist Districts by updating EPM to provide guidance that EP 
staff should reference the Encroachment Permit Application 
Checklist (TR-0402) in determining application completeness. (DT) 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-Darren Tam 

3. Date stamp applications at the time they are received. HQ EP will work with the Districts to draft policy making it standard 
practice to date stamp application at the time they are received, whether 
received at District office or Field office. HQ EP will work with HQ IT 
to explore options to provide an additional field in database for data 
input. 

Initiated contact with HQ IT for database enhancement. A 
Service Desk Ticket # 00994559 was created on December 
4, 2014. (DT) The first meeting will be scheduled for late 
January to discuss this finding and recommendation. (DT) 

The team met on 1/28/15 to discuss Finding #6. Although not specifically 
required, Districts are already date stamping applications as they are received. 1) 
EPM Section 201.6 will be updated to adopt this best practice into policy requiring 
date stamping applications as part of the application intake process. The date 
stamp to every encroachment permit application provides the capability to monitor 
the time between when the District Encroachment Permit Office receives the 
application and when it performs the cursory review. 2) As part of the 
Encroachment Permits Management System (EPMS) enhancement, HQ EP has 
requested a data field, "Application Received Date," be added in EPMS for 
inputting the application date stamp. IT has not started on the EPMS enhancement 
due to resource constraints. (DT) 

1) HQ will assist Districts by updating EPM requiring date stamping 
applications as part of the application intake process. 
2) HQ will assist Districts by continuing to work with IT to add a 
data field "Application Received Date" in database. (DT) 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-Darren Tam 

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

HQ EP will send an email or memo to the Districts to remind them of the 
current practice as stated in EP Manual Chapter 200, Section 201.2, "All 
payments (coin, currency, checks, or warrants) shall be logged and 
remitted to the District Cashier's Office by the next business day for 
deposit into the appropriate State Bank account." 

12/5/2014 - Yin-Ping sent Districts a memo re-emphasizing 
the accounting procedure when handling all payments at 
District level and recommended they adhere to EPM 
Chapter 200, Section 201.2 and use the Encroachment 
Permit Log (form TR-0111). (DT) (DL) 

The team met on 1/28/15 to discuss Finding #6. Districts agreed that guidelines in 
EPM Chapter 200, Section 201.2 are generally followed to timely submit payments 
to the District Cashier's office. Districts do not seem to make use of the 
Encroachment Permit Log (Form TR-0111). Particularly the districts participated 
in the team were not familiar with that form. As the Encroachment Permit Log is 
used to chronologically log accepted applications, payments, and refunds, Districts 
are reminded to use this useful tool for tracking any amount of deposit or fee paid 
to the District Cashier. EPM Section 201.2 will be updated to reference the 
Encroachment Permit Log (TR-0111) to log in all payments to the District Cashier. 

HQ will assist Districts by updating EPM section 201.1 clarifying the 
use of the Encroachment Permit Log (TR-0111)to log all payments. 
(DT) 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-Darren Tam 
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Attachment 1 

Audit Name: Encroachment Permit Audit 

Audits and Investigations (A&I) - 540-Day Status on the Encroachment Permits Statewide Audit Report 

Audit No. P4000-0391 

A&I Audit Recommendation Auditee Response to Draft Report 60-Day Status 180-Day Status 360-Day Update 540-Day Update 
Estimated Completion 

Date Staff Responsible A&I Analysis 

Audit Report Finding #_7___ 
Lack of Reconciliation for Encroachment Permit Fees Collected _____________ 

Recommendation to D of A Headquarters Cashier 
1. Work with HQ Office of Permits to establish a process 
for validating fee payments collected to the permits the 
districts issued including fees collected by the district 
cashiers and the California Film Commission. 

HQ EP will assist the Cashiering office in communicating with the 
Districts the appropriate actions required to validate payments. 

HQ has consulted with Jenny Wong, Cashiering Office, to 
meet and begin formulating a solution. The draft proposals 
will be shared with the Districts for their input prior to 
implementation. 

HQ Cashiering Office has produced a report that can be used by District 7 to 
validate fee payments and balance permittee accounts with respect to the California 
Film Commission. The report is sent by HQ Cashiering Office on a monthly basis. 
HQ continues to work with HQ Cashiering and Accounts Receivable to have the 
ability to extend a similar report to all permittee accounts. The Districts will review 
and comment on the process prior to finalizing EPM changes. (DL) 

HQ EP has worked with HQ Cashiering and has established a process 
for validating fee payments collected. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-David Lassiter 

2. Provide districts with appropriate information so they 
can validate the payments posted and acknowledge the 
permit fees collected. 

HQ EP will assist the Cashiering office in communicating with the 
Districts the appropriate actions required to validate payments. 

HQ has consulted with Jenny Wong, Cashiering Office, to 
meet and begin formulating a solution. The draft proposals 
will be shared with the Districts for their input prior to 
implementation. 

The monthly reports will provide the Districts with the appropriate information so 
they can validate the payments posted and acknowledge the permit fees collected. 
(DL) 

HQ EP has worked with HQ Cashiering and has established a process 
for validating payments posted and for acknowledging permit fees 
collected. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. The final draft is being circulated to the 
remaining Districts for their comments and concurrence. HQ EP will 
obtain Division Chief approval on the final revisions and then 
publish them in the EPM. 

Draft revisions to the EPM have been made that reflect the team's 
recommendations. HQ EP is circulating the final draft to obtain 
Division Chief approval and will publish the final revisions in the 
EPM. 

6/30/2016 HQ Traffic Ops-David Lassiter 

Audit Report Finding #_8___ 
Inconsistency in Using Standard Forms_____________ 

Recommendation to District Permits Offices 
We recommend Districts ensure that the latest version 
of encroachment permit forms are used as indicated in 
the Encroachment Permits Manual. 

HQ EP will send email to the Districts to re-emphasize the importance 
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 Encroachment 
Permits Management System (EPMS). 

12/5/2014 - Yin-Ping sent Districts a memo re-emphasizing 
the importance of using only current standard forms and 
the location of where these are available. Referenced EP 
Manual Chapter 100, section 108; Chapter 200, section 201 
and 201.1; internet and intranet sites; CEFS and EPMS. 
(DL) (AR) 

Verified by Audits and Investigations on 01/06/2015 @ (A-1 p.9-11) Verified by Audits and Investigations on 01/06/2015 @ (A-1 p.9-11) Verified by Audits and Investigations on 01/06/2015 @ (A-1 p.9-11) 12/5/2014 -
Completed 

HQ Traffic Ops-Alfredo Rodriguez, 
Jr. 
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