
Request for Funds E-mail Instructions 

August2006 


New Policy 


Effective August 31, 2006, Budgets will only accept electronic Capital Outlay Allocation 
Request for Funds/Funds Request (FR) to the group e-mail addresses listed as follows: 

G-11/G-12 -Funds Reguest!HQ/Caltrans/CA/Gov 
SHOPP-Funds Request/HQ/Caltrans/CA/Gov 
STIP-Funds Reg uest/HQ/Caltrans/CA/Gov 

The Budgets Funds Request e-mail accounts have been set-up with auto-forward capabilities. 
Budgets' District Group Contact List will receive an auto-forward e-mail with the subject 
header as a confirmation receipt. 

General Requirements for Subject Line 

The following guidelines refer to all Budgets Funds Request group e-mail accounts to ensure 
electronic mail rules will work and the interested parties will receive their confirmation or 
auto-forward copies. 

District Format 

The Subject Line must be in the following sequence: District, Space and Two - Digit 
Numbers. The word district can be the following alternatives: District, Dist, or Dist. , 
before the Space and Two-Digit Numbers 

(Sample formats: District 01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12 and 75). 

Subject Line Formats 

The following guidelines refer to a specific e-mail account to ensure electronic mail rules 
will work, and the interested parties will receive their confinnation or forward copies. 

• 	 STIP (See Figure l) 

Required Subject Line - District-EA 

For Rail and Program 320 use District 75 


Paige Joh naoniHOICaltra nriCAGov 

07/1 4/2006 11 29 AM 

Figure 1 - STIP Subject Line Fom1at 
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• SHOPP (See Figure 2) 

Required Subject Line - District-EA 


Tools • Etpand Group 

P•oge John sonJHOIC•I1tansJCAGov Ist SHOPP- Funds Reques~Ote.ltrantiCAGcw. 
04n 212006 04 37 I'M 

b: ~----------~======~~~~====~~==~~ 
Sub!e<t Dlltnc10 1-€AAB C123. 

Figure 2 SI IOPP Suhje<.:t Line format 

• G-11/G- 12 (See Figure 3) 
Required Subject Line - District-EA, 

Initial or Supplemental 
Identify Type - G-11 or G-12 

Oelovery Options 

Paige J ohnsonlltO/C411ra ndCAGov V-===========:Ill jG11.012-Fund• Request/HQ/Coltront/CAG:;;;:O;.;..
04/1 2/2006 04 37 PM ~ [------------~=--===============~

bee '------------:-
Sobrect '0.!!_'!!_ct01-€AABC123. 1nitial G-11 

Figurt: 1 G I I and G 12 Suhjcct Line rormat 

Revised Request 
The following guidelines refer to revised FR to ensure correct version is forwarded 
and processed. 

• Revised (See Figure 4) 
Required Subject Line- The Word - "Revision" 

Number of Revisions 
Type of Request as Listed Above 

Tools • Expand Group 

Paoge Johnson/HO/CaUraniiCAGov Ill ~~ 1· G1 2 • Fund• Re~ettiHO/Cahrent/CAGcw 
04/1 2/2006 04 37 PM ec 

~~-====-------------=========~ 
bee 

'---~----------------
Subltc1 iRovi tion I 1. Oi stro c1 01-€AAB C123. Supplemental G-12 

Figure 4 - Re\ i-,cd Rcquc~t for Funds All Account" 

If you have any questions, please contact Paige Johnson, Capital Outlay Branch, Division of 
Budgets at (916) 654-3082 or Calnet 8-464-3082. 
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