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Instructions for Completing an Adopt-A-Highway Program Application

Date Received - Date Completed: This section is for Caltrans use. The Adopt-A-Highway (AAH) Coordinator will enter these dates.
Adoption Type(s): At least one adoption type must be checked.

Adoption Site(s) Requested: Each row must list a ADOPTION SITE(S) REQUESTED: If you do not know a site’s post mile range, please call 1-866-236-7824 for assistance

. . or leave the ficld empty and your District Adopt-A-Highway Coordinator will call you.
Slngle site: TYFE | GOUNTY ROUTE | POST WILE RANGE - LOGATION TYPE DIRECTIONS) ’
. Type: Enter the adoption type abbreviation LE. |Sacramento B0 | 24-26 Freeway [E] miortn or East Bouna [ south or west Boun.a

shown in the “Adoption Type(s)” section of
the application. For example, “LR” is shown as the abbreviation for “Litter Removal.”

» County: Enter the county where the site is located.
* Route: Enter the route number where the site is located. For park and rides and bike trails, use the nearest route.

* Post Mile Range - Location Type: Applicants may contact the District AAH Coordinator to obtain this information or may leave this
field empty. If the field is left empty, the District AAH Coordinator will contact the applicant to discuss the desired location and will
enter the post mile range and location type on the applicant’s behalf.

* Directions(s): Check one or both directions. Litter removal participants normally adopt both sides of conventional (two-lane)
highways but may adopt one or both sides of freeways or wide expressways.

 Unlabeled Fields The circled fields in the above example are for Caltrans use. (The District AAH Coordinator will enter a code into
the fields, indicating the action to be taken for the requested locations.)

Applicant Information: The name entered into the “Individual, Organization, Agency, or Business Name” field determines what may be
displayed on the AAH recognition panel. For more information regarding recognition panel rules, please obtain a copy of the Adopt-A-
Highway Recognition Panel Design Guidelines from the District AAH Coordinator.

° |ndiVidua|: An |nd |V|dual mUSt apply USIng hIS APPLICANT INFORMATION: Businesses must submit a copy of their business license or other proof of business name.
OI‘ her Iegal fl I’St and |aSt name Use Of a mlddle INDIVIDUAL. ORGANIZATION, AGENCY. OR BUSINESS NAME WORK WILL BE PERFORMED BY (Minimum age for participants is 18 years)

Joe's Donuts Volunteers: Aged [ 16+ [X]18+ [JHired Contractor

name or initial is optional. Use of a nickname AoDrESS G S ZFconE

: ; ; 1120 P Street Sacrament cA 95815
WI II 'be COIr]SIde.red.On a Case-.by-case baSIS' If the NAME OF PRIMAR]:’E::iNTACT-MusinEM least 21 years old) TITLE — E-MAIL - -
applicant is an individual, this person must also  Joe Jones Owner joesdonuts@comeast.net

- PHONE NO. ALT. PHONE NO. FAX ALTERNATE CONTACT (Required, must be at least 21 years old) | ALT. CONTACTS PHONE NO.
be the primary contact. (916) 232 3332 |(916) 232 3334 | (916) 232 3338 | Mary Jones (916) 232 3337

DATE

° H H . H H H SIGNATURE OF APPLICANT'S PRIMARY CONTACT
Organization: An organization must apply using 11/24/08

the organization’s complete name. P Jjoe jones
+ Agency: An agency must apply using the agency’s legal name.

» Business: A business, even if it is a nonprofit business, must submit documentation verifying its legal business name along with its
Program Application. The business hame entered on the application must exactly match the name displayed on the documentation.
The following documents can be used to verify a business name: business license, seller’s permit, city or county tax certificate,
articles of incorporation, or a Business Entity Detail from the Secretary of State’s Business Search page (http://kepler.sos.ca.gov).
Please contact the District AAH Coordinator if you are unable to provide any of the documents listed above. Other documents will
be considered on a case-by-case basis.

* Memorials: An applicant may wish to participate in honor of a deceased person. In this case, instead of the applicant’s name, the
words, “In Memory of,” plus the deceased person’s name(s) are entered into the field. For example, “In Memory of John Doe.” The
deceased person’s first name may be used without the last name. Use of a middle name or initial is optional. Use of a nickname will
be considered on a case-by-case basis. If several persons are to be memorialized, a group hame will be considered on a case-by-case
basis. For example, “In Memory of the Doe Family.”

»  Work Will Be Performed By: An anticipated crew type must be checked. Adopters may perform adoption tasks as volunteers or they
may hire a contractor to perform adoption tasks on their behalf. A list of approved contractors is available from the District AAH
Coordinator. The name of the contractor does not need to be submitted with the Program Application.

 Contact Information: Green shaded fields in the example above are optional. All other information is required.
- Sponsor Applicants: A contractor may not be listed as the primary or alternate contact.

- Volunteer Applicants: Persons entered as the primary and alternate contacts must be at least 21 years old and will be considered
the group’s leaders. Both group leaders must attend a safety orientation at Caltrans. At least one group leader will be expected to
be present at each work event.

Authorized Signature: This must be the primary contact’s signature. A contractor may not sign on behalf of its sponsor.

Contractor Information: The fields in this section must be left empty unless the Program Application is being submitted by an
authorized contractor of behalf of the adopter.

Applicant Eligibility Approval: This section is for Caltrans use. A District Deputy Director of Maintenance [Fle Edt GoTo Favortes |
will approve or deny each applicant’s eligibility. Mew 3
CAUTION: Pressing the “Lock Data on Form Button” will disable your ability to edit S cehio

the form. Instead, perform a “Save As” to save the Program Application.


http:http://kepler.sos.ca.gov

Adopt-A-Highway Sponsor FAQs

ADOPT-A-HIGHWAY

Who Administers the Adopt-A-Highway Program?

The Adopt-A-Highway (AAH) Program is solely administered by the California Department of Transportation
(Caltrans).

What is the Difference Between an Adopt-A-Highway Volunteer and an Adopt-A-Highway Sponsor?

An adopter has the option to use its own forces to perform adoption tasks or to hire a contractor to perform
adoption tasks on its behalf. The first arrangement is considered a “volunteer adoption;” the second is considered
a “sponsored adoption.” In a sponsored adoption, both the sponsor and its contractor receive an AAH En-
croachment Permit (Permit). The sponsor’s Permit is considered the “parent” Permit. The contractor’s Permit is
considered a “double” Permit and is completely dependant on the existence of a corresponding parent Permit.

What is an Adopt-A-Highway Contractor and How Do | Locate One?

An AAH service contractor is an independent business that has met Caltrans’ license and insurance require-
ments. In addition, an AAH service contractor must conform to all laws and regulations concerning business
and professional licensing, workers’ compensation insurance, and fair employment practices. A list of contrac-
tors who have met these requirements is available from AAH coordinators. A sponsor is responsible for obtain-
ing and discontinuing the services of a contractor. A sponsor may obtain bids from more than one contractor.
The AAH service contractor will prepare a contract covering the work to be provided, which a sponsor should
carefully read before signing. All funds paid to a contractor remain with the contractor.

What is the Relationship between Contractors, Sponsors, and Caltrans?

Caltrans has no involvement in the contract established between a sponsor and its hired contractor. A contractor
may prepare and submit paperwork associated with an adoption on behalf of its sponsor, or, the sponsor may
work directly with an AAH coordinator to establish an adoption. Caltrans may contact a sponsor, or a sponsor
may contact Caltrans, at any time during the adoption process or Permit period, even if the contractor submitted
AAH paperwork on its sponsor’s behalf.

Is a Fee Charged to Participate in the AAH Program?

Caltrans does not charge a fee to apply to, or to participate in, the AAH Program. If an AAH contractor pre-
pares and submits AAH paperwork on its sponsor’s behalf, the contractor might charge for these services.

Contractors are supplied with AAH litter bags free of charge. (Molunteer adopters are provided with AAH litter
bags and safety gear.) Caltrans collects and disposes of filled AAH litter bags and other debris cleared from the
adoption site free of charge. However, planting or graffiti removal adopters must provide materials and equip-
ment at their own cost.

Is a Fee Charged for AAH Signs?

An AAH courtesy sign consists of a base sign and a recognition panel “overlay.” The recognition panel displays
the adopter’s name and is attached to the base sign. Caltrans does not charge a fee for manufacturing and
installing a base sign or for attaching a recognition panel to a base sign. Caltrans also does not charge a fee
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for manufacturing a “standard” recognition panel - one with plain black lettering. An adopter may provide to
Caltrans adhesive-backed logos or colored lettering at its own cost. Caltrans does not charge a fee for mounting
supplied artwork onto a recognition panel. Caltrans supplies blank recognition panels to contractors (and
volunteer adopters) free of charge.

A contractor may offer to design, manufacture, and deliver its sponsor’s recognition panel to Caltrans. If
authorized to do so on its Permit, a contractor may also attach the recognition panel onto a base sign. A contrac-
tor will charge its sponsor for these services.

A recognition panel’s design must be approved by an AAH coordinator before it can be installed. For informa-
tion on what may be displayed on an AAH recognition panel, please obtain the “Ordering Signs” documents
from the AAH Internet site: http://adopt-a-highway.dot.ca.gov/ordering.htm.

Does My Contractor Have to Work if My Recognition Panel is Not Installed?

Yes. AAH work is not contingent on the installation of a recognition panel. A contractor must attend a safety
orientation and begin work within 30 days of the start date on its Permit, regardless of whether or not the
sponsor’s recognition panel has been installed. In addition, work must continue throughout the Permit period,
even if a panel is damaged, stolen, or a sign is knocked down.

What Happens if | Cancel My Permit?

Permits are issued for a period of five years. A sponsor may convert to a volunteer adoption, cancel its adop-
tion, or change contractors at any time without consequence or fee from Caltrans. If any of these changes occur,
the existing contractor’s Permit is no longer valid and Caltrans will cancel it.

However, it is important to note that changing a Permit arrangement with Caltrans does not negate the contract
obligation established between a sponsor and its contractor. A sponsor is advised to carefully examine the terms
of its contract with its contractor prior to making any change. Permit provisions establish that it is the sponsor’s
responsibility to notify Caltrans of any such change.

What Happens if My Contractor Cancels Its Permit?

If a contractor voluntarily cancels its Permit, the sponsor’s Permit is still valid. The AAH coordinator will give
the sponsor a deadline of no more than 30 calendar days to decide whether to cancel its own Permit, hire a new
contractor, or convert to a volunteer adoption.

Who Provides Adopt-A-Highway Program Quality Assurance?

Even though Caltrans has no involvement in the contract established between a sponsor and its contractor,
Caltrans has the authority to enforce AAH Program Regulations and Permit provisions. Caltrans monitors

a contractor’s performance for work quality and safety. If a minor infraction occurs, Caltrans will warn the
contractor directly. However, if minor infractions continue or a more serious infraction occurs, Caltrans will is-
sue a warning notice. A warning notice is sent to the sponsor and a copy is sent to its contractor. A contractor’s
Permit will be revoked if a third warning notice is necessary. If a contractor (or one of its employees) acts

with a deliberate disregard for their own safety, the safety of Caltrans employees, or the safety of the traveling
public, the contractor’s Permit will be immediately revoked.

What Happens if My Contractor’s Permit is Revoked?

If a contractor’s Permit is revoked, the contractor may no longer work at the adoption site. A contractor has the
right to appeal the revocation. The sponsor’s Permit remains valid and the adoption site is held until the appeal
deadline has passed or, if an appeal is submitted, until the appeal process has been completed. During this time,
Caltrans is responsible for maintenance activities at the site.

If the contractor does not appeal, or if the revocation is upheld in spite of the appeal, the AAH coordinator will
give the sponsor a deadline of no more than 30 calendar days to decide whether to cancel its own Permit, hire a
new contractor, or convert to a volunteer adoption. If the contractor does appeal and the revocation is reversed,
then the contractor’s Permit will be reinstated and the adoption will continue for the duration of the Permit period.

To obtain more information regarding the AAH Program, please visit AAH Internet site: http://adopt-a-high-
way.dot.ca.gov or call your District AAH Coordinator at 1-866-ADOPTAHWY (1-866-236-7824).
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