Local Programs Procedures

LPP 11-05 Manual Update
Subject: Office Bulletin Consolidation Phase I & Technical Changes

Reference: Local Assistance Procedures Manual (LAPM),
Chapter 2- Roles and Responsibilities; Chapter 3- Project Authorization;
Chapter 5- Accounting/Invoices; Chapter 6- Environmental Procedures;
Chapter 7- Field Review; Chapter 9- Civil Rights & Disadvantaged Business
Enterprise; Chapter 10- Consultant Selection; Chapter 11- Design Standards;
Chapter 12- Plans, Specifications & Estimate; Chapter 13- Right of Way;
Chapter 14- Utility Relocations; Chapter 15- Advertise & Award Project;
Chapter17- Project Completion; Chapter 19- Oversight & Process Reviews;
Chapter 20- Deficiencies & Sanctions
Local Assistance Program Guidelines (LAPG),
Chapter 12- Other Federal Programs; Chapter 23- Local Agency STIP Projects

Effective Date: December 12, 2011 Approved:

Denix Anbiah, Chief
Division of Local Assistance

WHAT IS AN LPP

LPPs are Local Programs Procedures. These documents are used for the deployment of procedures
and policies between updates of the Local Assistance manuals, guidelines and programs. They are
numbered according to calendar year and order in which released.

PURPOSE

The purpose of this LPP is to incorporate several Division of Local Assistance Office Bulletins
(DLA-OBs) and other technical changes into the LAPM and LAPG. This is Phase I of II to
consolidate all relevant DL A-OB policy changes issued prior to January 1, 2011, into the LAPM
and LAPG.
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BACKGROUND

DLA-OBs were developed in September 2008 to disseminate recent policy or procedural
changes until LPPs can be issued. DLA-OBs supersede specific DLA policy and or procedural
publications including the LAPM, LAPG, and electronic forms. Six DLA-OBs were issued in
2009 and 16 were issued in 2010. This Phase I LPP consolidates 9 of those 22 DLA-OBs, and
also incorporates several miscellaneous technical changes.

PoOLICY & PROCEDURE

The following Office Bulletins are incorporated into this Office Bulletin Consolidation Phase I
LPP and therefore expire with its issuance: DLA-OB 09-03, 10-03, 10-04, 10-06, 10-08, 10-12,
10-13, 10-14, 10-15. Several miscellaneous technical changes are also included in this LPP.

DLA-OB 09-02, 10-09, and 10-10 will be included in the Office Bulletin Consolidation Phase II
LPP. The remaining DLA-OBs issued prior to January 2011 are not included in Phase I or Phase
IT LPPs because they:

e have already been issued as LPPs;

e have been superseded by other Office Bulletins;
e are temporary in nature, or;

e are in the process of being modified.

USER FRIENDLY FEATURES

e These new procedures are incorporated in the electronic version of the LAPM and LAPG
that are available at the Division of Local Assistance (DLA) Home Page on the Internet
at: http://www.dot.ca.gov/hg/LocalPrograms/. Under “Publications” select Local
Assistance Procedures Manual or Local Assistance Program Guidelines.

e Sidebars are used to indicate where revisions were made to affected pages. However,
when a chapter is released in its entirety, sidebars are not indicated. The revised pages in
this LPP are to replace the pages affected in the hard copy of the LAPM and/or LAPG.
The online versions of the LAPM and LAPG will already incorporate these changes.

e To receive an electronic notification when new information is posted on the DLA web site,
please subscribe to the DLA list server at:
http://www.dot.ca.gov/hg/LocalPrograms/sub.htm
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e Comments and suggestions for improvement to the manual or the processes and
procedures are welcome. They may be submitted to:

Department of Transportation
Division of Local Assistance, MS 1
Attention: David Saia
P.O. Box 942874
Sacramento, CA 94274-0001
FAX (916) 654-2409
David_Saia@dot.ca.gov

SUMMARY OF CHANGES

LAPM Item Change

LAPM Cover Page Revised office title.

Chapter 2 Table of Contents was reissued due to added subsection, “Conflict of

Table of Contents

Interest.”

Section 2.11

Added third paragraph.

{{Caltfanﬁb,l‘ . Added subsection “Conflict of Interest.”

t

Pae;lg:l,;jllzl ‘ihlrelf)l 6 Text shifted on pages 2-12 thru 2-16 due to new subsection added.
Chapter 3 Added High Profile projects and replaced “Demonstration Discretionary”
Section 3.6 with Historic.

(Underfunded Projects)

Page 3-14

Exhibit 3-A Added “Toll Credit Usage” to page 3-21.

Pages 3-21 thru 22a

Removed first check box under “Disadvantaged Business Enterprise” and
changed $250,000 to $1 million under “Pre-Award Audit” on page 3-22.

Revised content under “Project Agreement and Liquidation of Funds.”
Added signature line to page 3-22a.

Exhibit 3-B
Pages 3-23 thru 24

Added “Toll Credit Usage” and removed first check box under
Disadvantaged Business Enterprise on page 3-23.

Revised content under “Project Agreement and Liquidation of Funds.”
Added signature line to page 3-24.
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Exhibit 3-C
Pages 3-25 thru 27

Added “Toll Credit Usage” to page 3-25 and “Disadvantaged Business
Enterprise” shifted to page 3-26.

Removed first check box under “Disadvantaged Business Enterprise” on
page 3-26.

Revised content under “Project Agreement and Liquidation of Funds.”
Added signature line to page 3-27.

Exhibit 3-D
Pages 3-29 thru 31

Added “Toll Credit Usage” and removed first check box under
“Disadvantaged Business Enterprise” on page 3-29.

“Right of Way” shifted to page 3-30 and was revised.
Revised content under “Project Agreement and Liquidation of Funds.”
Added signature line to page 3-31.

Exhibit 3-L Under “Standard Federal Programs Prefixes,” changed BH to BR.
Page 3-51 Under “Sub-Level Identifier,” changed HBRR to HBP.

Chapter 5 Removed bolded NOTE from paragraph.

Section 5.8 Changed $300,000 to $500,000.

(Audit of Local Agency

Expenditures)

Page 5-18

Exhibit 5-E Corrected header; changed “Exhibit 5-E” to “Exhibit 5-D.”

Page 5-36

Chapter 6 Under step 14, revised content under sub-step number three.

Section 6.5 (Step-by-
Step Procedures —
Categorical Exclusion
with No Technical

Studies)

Page 6-27

Section 6.6 Under step 17, revised first sentence on page 6-27 and last paragraph on
(Step-by-Step page 6-31.

Procedures —

Categorical Exclusion
with Technical Studies)
Page 6-27 & 31 thru 34

Revised step 19 and the Note below it on page 6-32.
Revised step 28 on page 6-33.
Revised steps 33, 34, 36, & 37 on page 6-34.
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Section 6.7
(Step-by-Step
Procedures — Routine

Revised steps 14, 15, & 19 on page 6-39.
Revised steps 20 on page 6-40.
Revised steps 33 and 34 on page 6-41.

Environmental )

Assessment) Step 31 shifted from page 6-41 to 40.
Page 6-39 thru 41

Section 6.8 Revised steps 14 and 15 on page 6-45.

(Step-by-Step
Procedures — Complex
Environmental
Assessment)

Page 6-45, 49, & 50

Revised steps 26 and 27 on page 6-49.
Revised steps 40 and 41 on page 6-50.

Section 6.9 (Step-by
Step Procedures —
Environmental Impact
Statement)

Page 6-55, 60, 61, 63,
& 65

Revised step 24 on page 6-55.
Revised step 29 on page 6-60.
Revised steps 38 and 40 on page 6-61.
Revised step 55 on page 6-63.
Revised steps 61 and 62 on page 6-65.

Chapter 7

Section 7.2

(Type & Requirement
for Field Review)
Page 7-4

Under “Required Review,” changed “major” to “significant.”

Exhibit 7-B
Pages 7-14 thru 14a

Under “Project Manager’s Concurrence,” added Representative to Local
Entity and Caltrans (District) and added FHWA Representative and
signature/title.

Number 12, “List of Attachments” shifted to page 7-14a.

Exhibit 7-C Under “Traffic Data,” removed a zero from each “year.”

Page 7-15

Chapter 9 Under “Implementing Title VI,” added “Local Agency Contact with LEP
Section 9.2 Persons.”

(Nondiscrimination: “Construction” shifted to page 9-3.

Title VI of the Civil

Rights Act)

Pages 9-2 thru 3

Exhibit 9-A Added “Date” field next to signature field.

Page 9-40

Chapter 10 The Table of Contents was reformatted and Exhibits 10-T and 10-U were

Table of Contents

added.
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Section 10.1
(General)
Page 10-3

Under “Pre-Award Audit,” “$250,000” was changed to “$1 million or
more” as well as other minor grammar changes.

Section 10.2

(Identifying & Defining
a Need for Consultants)

Pages 10-6b thru 7

Under “DBE Participation,” revised second sentence in paragraph on page
10-6b.

Revised first paragraph on page 10-7

Section 10.5
(Consultant Selection
Using the One-Step

Under “Negotiate Contract with Top-ranked Consultant,” last paragraph
was modified.

RFQ Method)

Page 10-20

Section 10.8 Content under “Retaining a Consultant as an Agency Engineer” was
(Miscellaneous revised.

Considerations) ““Construction Engineering Services” and “References” shifted to pages

Pages 10-25 thru 26b

10-26a and 10-26b.

Exhibit 10-K
Page 10-59

Changed “$250,000” to “$1 million,” and other minor revisions to
paragraph.

Exhibit 10-T
Page 10-99 thru 102

Added new exhibit, “Panel Member Conflict of Interest and
Confidentiality Statement.”

Exhibit 10-U
Page 10-103 thru 105

Added new exhibit, “Consultant in Management Position Conflict of
Interest and Confidentiality Statement.”

Chapter 11

Section 11.2
(Statewide Design
Standards for Local
Assistance Projects)
Page 11-13 & 14

Under “Bridge Design Procedures,” modified web address.
Removed last paragraph and web link regarding publications.

On page 11-14 under “Clear Width Design,” fixed typo.

Chapter 12
Table of Contents

Table of Contents was reissued due to a change in page numbers caused by
added content.

Section 12.5
(Value Engineering
Analysis)

Page 12-6

Revised paragraph under “SAFETEA-LU.”
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Section 12.9
(Required Federal
Contract Provisions)
Page 12-25 thru 26

Under “Relations with Railroad,” removed last sentence of first paragraph
on page 12-26.
Moved “agency and the railroad company.” to page 12-25.

Section 12.10
(Restricted Contract

Provisions)
Page 12-29 thru 31b

Content under “Project Labor Agreement,” was rewritten.
Reference to Executive Orders and web link were updated on page 12-30
A portion of content on pages 12-30, 31, & 31a shifted to the next page.

Exhibit 12-D
Page 12-54

Removed “(Complete this section if project is on the NHS)” from
“E. Proprietary Items.”

Exhibit 12-E
Page 12-59, 64, & 95

99 ¢¢

Under “X. Project Plans and Specifications,
added to first paragraph on page 12-59.

and specifications” was

Minor miscellaneous grammar & formatting changes made on pages
12-64 & 95.

Chapter 13
Table of Contents

Table of Contents was reissued due to a change in page numbers caused by
deleted content.

Section 13.6
(National
Environmental Policy
Act [NEPA])

Section number was corrected from 13.5 to 13.6.

Page 13-12

Section 13.10 Under “Certification Forms,” removed reference to Exhibit 13-A and
(Right of Way reference to Caltrans Publications Unit on page 13-20. And, removed last
Certification) sentence in subsection on page 13-21.

Page 13-20 thru 27

Sub-sections “Project Certification---No Additional Right of Way
Required” and “Acceptance of the No Right of Way Certification” were
removed from page 13-21.

Content on pages 13-22 thru 27 shifted to the previous page.

Section 13.15
(References)
Page 13-41

Removed reference to Publications for Local Assistance.

Exhibit 13-A
Page 13-43 thru 44

“Exhibit 13-A No Right of Way Certification” was deleted.

Figure 13-1
Page 13-61

Flowchart was changed to Figure.
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Chapter 14 Under “Pre-Award Evaluation,” added “equal or” and changed $250,000
Section 14.4 to $1 million.

(Audit Requirements)

Page 14-10

Chapter 15 Table of Contents was reissued due to deletion of Exhibit 15-E and other

Table of Contents

miscellaneous changes.

Figure 15-1
Page 15-1

Changed from Flowchart 15-1 to Figure 15-1.

Section 15.5

Under “Procedures,” removed reference to NHS projects and the last

(Contract Bid Opening) | bullet point.

Page 15-10

Section 15.7 Removed bullet regarding copy of the Local Agency Bidder UDBE
(Award Package) Commitment.

Page 15-15

Exhibit 15-E

“Exhibit 15-E National Highway System Bid Tabulation Data” was

Page 15-27 deleted.

Chapter 17 Table of Contents was reissued due to deletion of Exhibit 17-H.

Table of Contents

Chapter 17 Under “Federal-Aid Projects,” removed bullet point regarding Statement
Secionl7.5 of Materials and Labor Used by Contractors Involving Federal Funds
(Report of FHWA — Form 47.

Expenditures)

Page 17-6

Exhibit 17-A
Page 17-11

Removed “Statement of Materials and Labor Used by Contractors
Involving Federal Funds...” from checklist.

Exhibit 17-H
Page 17-25 & 26

“Statement of Materials and Labor Used by Contractors on Highway
Construction Involving Federal Funds” was deleted.

Exhibit 17-O
Pagel7-43

Corrected miscellaneous typos.

Chapter 19

Section 19.3 (Oversight
& Process Review
Methods)

Page 19-2

Removed last sentence under “Caltrans Oversight and Process Reviews.”
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Chapter 20
Section 20.2

(Deficiencies)
Page 20-4

Changed “over $250,000” to “of $1 million or more.”

LAPG Item

Change

Chapter 12
Table of Contents

Table of Contents was reissued due to changes made to section 12.1,
section 12.6, and the addition of Exhibit 12-C.

Section 12.1

(High Priority Project
Program)

Page 12-1 thru 4

Section 12.1, previously Demonstration Projects, was revised.

References to “demonstration project” changed to High Priority Project
(HPP).

Section 12.5 (Defense
Access Roads)
Page 12-13 thru 14

Some content under “Project Administration,” was shifted to page 12-13 to
make room for new content in section 12.6.

Some content under “Strategic Highway Network,” was shifted to page
12-14 to make room for new content in section 12.6.

Section 12.6
(Highways For Life
Program)

Page 12-15 thru 16

Added section. Section 12.6 was previously deleted.

Exhibit 12-C
Page 12-21 thru 24

“Exhibit 12-C Highways for LIFE Project Application Packet” was added.

Exhibit 23-N
Page 23-72

Changed “ > $250,000” to “ > $1 million.”
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CHAPTER 2 ROLES AND RESPONSIBILITIES
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2.10 FHWA RESPONSIBILITIES

As discussed above, the FHWA has the overall responsibility for the Federal-Aid highway
Program (FAHP) pursuant to 23 USC § 106 with the exception of the environmental
responsibilities under SAFETEA-LU Sections 6004 and 6005 (23 USC § 326 and 327). In
addition, the FHWA is ultimately responsible for ensuring the financial integrity and
compliance with applicable federal laws and regulations.

Through the stewardship agreement, FHWA and Caltrans have committed to work
cooperatively to identify appropriate stewardship and oversight initiatives using a risk-based,
performance management approach. At the program level, strategic stewardship and oversight
are to be achieved by effectively managing the program through: continuous program-level
involvement; promoting new initiatives and concepts; participating on relevant joint task forces,
joint committees, and joint quality improvement teams; assisting other stakeholders with
program-related issues; conducting program assessments; conducting program reviews; and
performance monitoring via performance measures and indicators.

PROJECT IMPLEMENTATION

At the project-level, strategic stewardship and oversight are accomplished through:
conducting routine approval actions; verifying compliance through project-level
samples; and conducting strategic project oversight. Routine approval actions are
identified in Exhibit 2B and are those actions which have not been delegated to Caltrans.
These include, but are not limited to:

e Federal-aid project agreements and modifications

e obligation of federal funds

e reimbursement to Caltrans of interim and final vouchers

e project-level conformity determinations

e right-of-Way Certificate 3

e protective buying and hardship acquisition

e new/modified interstate access determination of engineering and operations
acceptability (minor access changes assigned to Caltrans, see letter dated
September 15, 1994)

e design exceptions on the interstate
e Buy America waivers

e innovative contracting practices

Strategic project oversight is accomplished through the High Profile project process
described in Section 2.5. For projects that are determined to be of high-risk to the FAHP,
FHWA and Caltrans will jointly determine which project-level approvals will be retained
by the FHWA Division office or delegated to Caltrans. In general, all major projects
(those projects with total cost greater than $500 Million) will be High Profile projects.

Page 2-11
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2.11 CALTRANS RESPONSIBILITIES

Caltrans is responsible and accountable to the FHWA for administering the successful
implementation of federal-aid programs and projects in accordance with laws,
regulations, and policies that govern the federal-aid program. Caltrans also administers
the implementation of state funded programs and projects for the California
Transportation Commission and State Legislature.

These responsibilities are divided into three areas: Policy and Procedures, Program
Management, and Project Implementation.

It is imperative that Caltrans employees involved in project ranking or scoring, or process
reviews have a completed Conflict of Interest Statement (form ADM-3043) on file.

PoLicy AND PROCEDURES

Caltrans establishes uniform policies and procedures to assist the local agencies in
meeting the program requirements for their projects. Caltrans in collaboration with
FHWA interprets federal and state laws, rules and regulations, and provides guidance in
the form of manuals, guidebooks, handbooks, reference materials and service, and
training to assist the agencies in planning, designing, constructing, and maintaining their
transportation systems.

Caltrans policy and procedure development is achieved in coordination and consultation
with the FHWA, representatives of local agencies, MPOs, RTPAs, other affected
agencies, and organizations.

PROGRAM MANAGEMENT

Each specific local assistance program provides funding which requires distribution,
management, and oversight control to ensure that the funds are expended in accordance
with the program requirements and that allocations and budget authority are not
exceeded. Caltrans distributes both state and federal fund allocations to the MPOs,
RTPAs, cities, counties and others as specified by law.

Once the distributions are established, Caltrans provides program guidance for their
expenditure. Some programs may require annual or periodic project application and
selection to establish eligibility lists. Caltrans also monitors project implementation to
ensure that the projects are implemented in a timely manner to achieve program goals.
The Local Assistance Program Guidelines describes each current program.

CONFLICT OF INTEREST

49 CFR, Part 19.36 (b) (3) states that grantees and subgrantees will maintain a written
code of standards of conduct, governing the performance of their employees engaged in
the award and administration of contracts. No employee, officer, or agent of the grantee,
or subgrantee, shall participate in selection, or in award of administration of a contract
supported by federal funds, if a conflict of interest, real or apparent, would be involved.
Such a conflict arises when: (i) the employee, officer, or agent (ii) any member of his
immediate family (iii) his or her partner (iv) an organization, which employs, or is about
to employ, any of the above, has a financial or other interest in the firm selected for
award.

In response to the above requirement and other laws and regulations, the Caltrans has
issued policy under Deputy Directive DD-09-R3 titled Incompatible Activities and
Contflict of Interest. This directive is to ensure that California Department of
Transportation (Department) employees do not willfully engage in any employment or
activities that are illegal, that are or give the appearance of being incompatible or in
conflict with their duties as State employees, that discredit their profession, the
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Department or the State, or that have an adverse effect on the confidence of the public in
the integrity of government.

Conflict of Interest Form ADM-3043 is to be completed annually by all Caltrans
headquarters and district employees that review, rank and rate project applications from
local agencies for any federal or state funded programs. Forms must be signed by the
employee and their respective supervisor. Signatures from the Acquisition Analyst and
Contract Officer are not required for DLA staff who are not acting as a contract manager.
Immediate supervisors shall keep copies of the signed ADM-3043. Additional
information on conflict of interest is provided by the Division of Procurement on the
intranet at: http://admin.dot.ca.gov/pc/coi.shtml#1. Also, instructions are included on the
back of the ADM-3043 and an electronic version of the form is available on the Caltrans
intranet at: http://cefs.dot.ca.gov/forms/index.html .

Compliance with this policy helps safeguard State and Federal funds and the public’s
interest. Non-compliance with this policy could result in the loss of delegated purchasing
or contracting authority for the individual or the entire Department.

PROJECT IMPLEMENTATION

Some major federal-aid project implementation steps delegated by the FHWA to Caltrans
cannot be further delegated to the local agency level and remain Caltrans’ responsibility.
These are shown in Exhibit 2-B and include:

¢ Funding Eligibility Determinations

e Acceptance of Right of Way certification and airspace agreement
e Railroad Agreement approval

e Utility Agreement and relocation approval

e Environmental approval actions pursuant to SAFETEA-LU Sections 6004 and
6005

e Financial Plans for projects over $100 million

e Low Risk ITS project development

e Interstate access determination

e Some Public Interest Findings

e Approval of preliminary plans for major and unusual structures
e Design exceptions (for NHS)

e Value engineering (for NHS)

e Authorization of utility or railroad force account work

e Hiring of consultants in a management role

e Noise determination for PS&E approval

e Supplemental Work item justification

e Approval of liquidated damage rates

e Approval of major changes (requiring additional federal funds) and extra work

e ER damage assessments and report approval

The individual chapters covering these topics should be consulted for details concerning
the responsibilities. Where the FHWA has not delegated final approval, Caltrans
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OVERSIGHT

monitors local agency activities, reviews or prepares documents, and makes
recommendations to FHWA.

Caltrans also provides assistance to the local agencies in interpreting the regulations,
manuals and guidelines as they apply to specific project conditions. The District Local
Assistance Offices and Headquarters DLA personnel are available to aid the local agency
through the required process and procedural steps.

Where expertise is not otherwise available, the local agency may also request assistance
from Caltrans technical specialists in solving special technical problems. Environmental
issues, engineering services, right of way concerns, hazardous wastes, labor compliance,
equal employment opportunity, Title VI, and Disadvantage Business Enterprise are
among these areas where assistance is available. The use of this expertise must be
requested early and be well coordinated to assure that Caltrans limited resources and
personnel will be available when needed.

As outlined in Chapter 19 “Oversight and Process Reviews,” of the Local Assistance
Procedures Manual (LAPM), Caltrans and FHWA will use the process review and other
oversight methods to determine if local agencies are in compliance with all federal-aid
laws, regulations, and procedures. The oversight findings will be used to evaluate all
aspects (including Title 23 requirements) of the local agencies federal-aid program and to
improve local assistance procedures.

MAINTENANCE REVIEWS

Annually, Caltrans reviews project maintenance for selected agencies using federal-aid
funds so that every agency is covered during a four-year cycle. Chapter 18
“Maintenance,” of the LAPM describes these maintenance review procedures in detail.

2.12 CiTY, COUNTY AND OTHER LOCAL PuBLIC AGENCY RESPONSIBILITIES

The cities, counties, joint power authorities, transit agencies and other public agencies
have the primary responsibility for implementing the specific projects which carry out the
programs described in this manual. Nonprofit entities may also qualify for this. For the
purpose of this manual, these agencies/entities are commonly called local agencies.

PROJECT IMPLEMENTATION

The local agency is responsible for the conception, planning, programming,
environmental investigation, design, right of way, construction and maintenance of the
projects on their local transportation system. It must ensure that its staff members,
consultants and contractors comply with the applicable state and federal laws, regulations
and procedures in developing, and constructing its projects.

If a local agency has never implemented a federal-aid or state funded project, or does so
infrequently; it should review the processes with the DLAE prior to beginning any
implementation activity. It may wish to seek the administrative services of another
agency, which is more familiar with the process and procedure details.

Caltrans exercises its FHWA delegated authority by further delegating federal authority
to local agencies to the greatest extent possible for those federal-aid projects that are
located off of the State Highway System. The local agency is delegated decision-making
authority and responsibility for most design and construction-related activities of federal-
aid projects. These include:

e  Getting the project into the FSTIP

e Preparing the Request for Authorization for each project phase
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Decision to hold field review for projects off the NHS
Determining/Approving project DBE Availability Advisory percentage

For ITS projects and other projects with ITS elements, make a preliminary
classification of High-Risk, Low-Risk, or Exempt.

Selecting consultant and approving consultant contracts
Approving local design standards for projects off the NHS
Approving design exceptions for projects “off” the NHS

Preparing and Certifying PS&E (Caltrans must approve the local agencies’ PS&E
procedures for most NHS projects and FHWA for High Profile)

Qualifying/selecting right of way consultants

Right of Way acquisitions and relocation

Preparing and approving Quality Assurance Programs (non-NHS projects only)
Advertising and awarding construction project

Construction contract administration and inspection (Caltrans must approve the
local agencies construction administration procedures for high cost, complex,
corridor-type NHS projects)

Construction contract acceptance on delegated projects
Coordinating railroad agreements

Contract compliance

The individual chapters covering these topics should be consulted for details concerning
the responsibilities.

2.13 CALIFORNIA TRANSPORTATION COMMISSION

The California Transportation Commission (CTC) has programming and fund allocation
responsibility for some federal-aid and state funded programs used for local assistance
projects. It is the responsibility of the local agency to notify the DLAE to request a CTC
vote where applicable.

PROGRAMMING

FUND ALLOCATION

The CTC currently selects federal Transportation Enhancements projects for inclusion in
the STIP.

When a project is ready for implementation, the CTC must vote to allocate funding to the
following programs. This action is commonly called the “second vote.”

2.14 METROPOLITAN PLANNING ORGANIZATIONS, REGIONAL TRANSPORTATION
PLANNING AGENCIES AND COUNTY TRANSPORTATION COMMISSIONS

These organizations have broad transportation planning duties and responsibility for
programming most projects using federal-aid or state allocations from the programs
described in this manual.

These organizations are responsible for providing each local agency with their
application rules, procedures and timelines. They are also responsible for providing the
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local agency with results of the decisions about its projects and the agency, CTC and
federal approval dates.

The local agency must work closely with these organizations to ensure that its projects
are placed in the appropriate TIP with the correct funds in the proper years. Federal funds
and many state funds cannot be obtained without this programming step.

Chapter 4 of the Caltrans Project Development Procedures Manual discusses the
programming process in more detail.

2.15 OTHER PuBLIC AGENCIES AND ORGANIZATIONS

Other federal, state, regional and local entities may have an interest, role or jurisdiction in
the development and implementation of a local project. Examples at the federal level
include the Environmental Protection Agency, the Army Corps of Engineers, and the Fish
and Wildlife Service. At the state level, examples include the Department of Fish and
Game, Air Resources Board, and State Historic Preservation Officer, Regional agencies
include the Air or Water Quality Control Boards and Flood Control Districts.

The State Resources Agency selects the projects to be funded by the CTC for the EEM
program.

The role of these agencies will vary with the project scope, location and environmental
impact. Coordination should begin early to prevent critical delays later in the project
development.

Quasi-public or nonprofit organizations may apply for and receive programmed funds for
some programs, notably EEM. These agencies must follow the same rules and
regulations, which apply to any other local agency developing a state or federal-aid
funded project. When such an agency does not have a full staff of administrative,
engineering, contracting, or accounting personnel, Caltrans encourages it to work through
a local agency that can provide these services and is familiar with the applicable rules.

2.16 REFERENCES

Joint Stewardship and Oversight Agreement:
http://www.dot.ca.gov/hg/oppd/stewardship/

SAFETEA-LU Section 1904
23 USC 106(c)

FHWA Major Projects website:
http://www.thwa.dot.gov/ipd/project_delivery/defined/thwa_delivery process.htm
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California Government Code 16304 stipulates that any federal and state local assistance funds
encumbered for a project are typically available for disbursement for a period of seven (7) and
five (5) years, respectively, from the beginning of the fiscal year(s) the funds are appropriated
in the State Budget Act. A DLA prepared project Finance Letter (based on information
provided by the project sponsor) is sent to the project sponsor and reflects various project fund
reversion dates. It is imperative that a local agency request federal authorization only when
they are ready to do the work and only for work that will be completed and invoiced within
this time period. Federal authorization for the remaining project work should be requested at a
future date.

3.6 UNDERFUNDED PROJECTS

When the federal funds programmed for a project in the FTIP/FSTIP are insufficient to
reimburse a local agency at the maximum federal reimbursement rate (legal pro rata)
permitted for a federal fund type, the project is defined as “federally underfunded.” From a
federal perspective, underfunded projects result in more federal projects for a given amount of
federal funds. The increased oversight/administration costs make this an inefficient way of
utilizing federal funds.

Section 630.106 of Title 23 (Highways) of the United States Code of Federal Regulations
(CFR) stipulates:

(N(1) The federal-aid share of eligible project costs shall be established at the time of
project authorization in one of the following manners:

e Pro rata, with the authorization stating the federal share as a specified
percentage; or

e Lump sum, with the authorization stating that federal funds are
limited to a specified dollar amount not to exceed the legal pro rata.

(2) The pro rata or lump sum share may be adjusted before or shortly after contract
award to reflect any substantive change in the bids received as compared to the State
Transportation Department’s (STD’s) estimated cost of the project at the time of
FHWA authorization, provided that federal funds are available.

(3) Federal participation is limited to the agreed federal share of eligible costs incurred
by the state, not to exceed the maximum permitted by enabling legislation.

(g) The state may contribute more than the normal nonfederal share of Title 23, U.S.C.
projects. In general, financing proposals that result in only minimal amounts of
federal funds in projects should be avoided, unless they are based on sound project
management decisions.

Therefore, except as permitted by 23 CFR 630.106 (f)(2), once a federal fund source is placed
under agreement (E-76) for a phase of work, the pro rata reimbursement rate for that federal
fund type (apportionment) and phase of work is fixed for the life of the project. In other
words, when a phase of work is placed under federal agreement (E-76), the project sponsor
has agreed to deliver a scope of work for an agreed upon amount of federal funds. If project
costs increase, the federal share of the eligible costs is fixed at the federal pro rata established
at the time of the project was placed under agreement. For this reason, MPOs/RTPAs should
strive to fund projects at the maximum federal reimbursable rate.
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ADMINISTRATIVE RULES

For Delegated projects, Caltrans DLAE will consider underfunding on a project-by-project
basis. However, if there is a potential for a Region to lapse funds to the “Use It or Lose It”
provisions of AB1012, Caltrans will not permit the initial underfunding of projects for that
Region.

Many federal “earmark”™ and “discretionary” federal funding programs (High Profile projects,
Historic Bridge, and so forth.) release or allocate federal funds on an annual basis. For long-
term or high cost projects, the total anticipated federal funds might not be available at the time
of the initial federal authorization for the project phase of work. Therefore, for these types of
funds, FHWA will permit adjustment to the federal pro rata as the federal funds become
available.

FEDERAL REIMBURSEMENT OF UNDERFUNDED PROJECTS

At the time of Federal Authorization (E-76), the federal reimbursement rate for a project or
phase of work is established by dividing the authorized federal funds by the federal
participating costs of work, not to exceed the legal pro rata.

For progress invoices, the federal reimbursement rate is limited to the rate established in FMIS
by the most current Federal Authorization to Proceed/Obligation of Funds (E-76) at the time
of award. On the final invoice, the federal reimbursement rate may fluctuate to ensure that the
local agency receives the total federal funds to which it is entitled not to exceed the legal pro
rata or obligated federal funds.

3.7 LOCAL ADVANCE CONSTRUCTION PROCEDURES

When federal funds are not available for obligation due to an insufficient balance of funds or
OA, alocal agency may request in writing federal authorization to proceed with the project (or
project phase) under advance construction procedures (see Exhibit 3-1, “Request for Local
Advance Construction Authorization” in this chapter).

Under local advance construction procedures, following federal authorization to proceed, the
local agency will use its own funds to perform work eligible for future federal reimbursement.
The local agency must have sufficient local funds to pay for all project costs until such time as
federal funds become available. An FTIP amendment may be required when the Advance
Construction Authorization is converted to a real obligation of federal funds (see Exhibit 3-1
“Request for Local Advance Construction Authorization” in this chapter). The local agency
must consider the risk that the federal funds may never become available.
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Request for Authorization To Proceed with Preliminary Engineering

To: (DLAE Name) Date:
District Local Assistance Engineer FTIP/FSTIP ID:
Caltrans, Office of Local Assistance Federal Project No:
(District Address) EA:

EXHIBIT 3-A REQUEST FOR AUTHORIZATION
TO PROCEED WITH PRELIMINARY ENGINEERING

[Place this form on Local Agency Letterhead]

PPNO (For STIP Projects):

High-Risk ITS (Phase 1 or 2):

Project Description:

Dear (DLAE Name):

In order to begin federally reimbursable preliminary engineering work for the above-referenced project, we request that you
secure Federal Authorization to Proceed and Obligation of Funds. The federal funds requested will not exceed those provided to
this agency in the federally approved Federal Transportation Improvement Program (FTIP)/Federal Statewide Transportation
Improvement Program (FSTIP).

Attached are the following documents required to authorize this phase of work:

Request for Authorization Package

[]
[]
[]
[]

——
[E—p—

Completed Request for PE Authorization Data Sheet (Exhibit 3-E)

Copy of FTIP/FSTIP Reference

Completed Finance Letter (Exhibit 3-O)

For High-Risk (formerly “Major”) ITS Projects — Phase 2 Only: FHWA approved Systems Engineering
Management Plan (SEMP) (Note that federal approval of the SEMP is contingent on prior federal approval of
the Systems Engineering Review Form [SERF])

Copy of Executed Cooperative Agreement (only for projects on State Highway System)

Request for Capital Subvention Reimbursement Allocation (Exhibit 3-H) (only for projects on State Highway
System)

Toll Credit Usage

[]
[]

This project will use Toll Credit. It is fully funded.
This project will NOT use Toll Credit.

Field Review Form (Exhibit 7-B)

[]
[]

Completed Field Review Form (Exhibit 7-B), or

A Field Review Form will be submitted within four (4) months of the Federal Authorization date, otherwise, it
is understood the authorization to proceed will be canceled automatically. It is further understood that a
Program Supplement Agreement will NOT be prepared until after the Field Review Form is submitted.

Environmental Document

[]

Type of NEPA Document. Approval Date:
[] Categorical Exclusion (CE)

] Findings of No Significant Impact (FONSI)
] Record of Decision (ROD)

] Revalidation

— r——

This agency has not completed the environmental process. The NEPA Document will be submitted at a later
date, prior to beginning of final design (PS&E).
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Disadvantaged Business Enterprise (DBE)
[] All work for this phase of the project will be performed by local agency staff.
[] For consultant contracts an Underutilized Disadvantaged Business Enterprise (UDBE) goal will be established
for each contract and the Local Agency Proposer UDBE Commitment (Consultant Contracts) (Exhibit 10-O1)
will be submitted with the proposal. Within 15 days of contract execution, the Local Agency Proposer DBE
Information (Consultant Contracts) (Exhibit 10-O2) shall be forwarded to the DLAE.

Pre-Award Audit
[ ] Completed Audit Disposition (Exhibit 10-K), or

[] Audit Disposition was not completed because neither federal-aid nor state funds will be used to fund a
consultant contract, or

[ ] Pre-award audit was not performed because the consultant contract is less than $1 million and does not meet
the criteria outlined in Exhibit 10-K requiring pre-award audit, or

[ ] Audit Disposition is not being submitted at this time. It will be submitted to the DLAE prior to entering a

contract with the consultant(s).

California Transportation Commission (CTC) Allocation

[1] A CTC allocation is not required, or

[] A CTC allocation of $ (federal/state) funds for the PA/ED and/or PS&E component(s) of
work was made at the meeting of the CTC, or

[1] A CTC allocation of funds has been scheduled for the meeting of the CTC. Itis
understood that the authorization/obligation of any federal STIP funds will not be made until after the CTC
allocation.

Project Agreement and Liquidation of Funds

Upon FHWA issuance of the “Authorization to Proceed” and Agency submittal of the “Field Review” form (Exhibit 7-B), a
“Program Supplement Agreement” will be prepared to encumber the federal and/or state funds for the project. This Agency
understands that any federal and/or state funds encumbered for the project are available for disbursement for limited period(s) of
time. For each fund encumbrance the limited period is from the start of the fiscal year that the specific fund was appropriated
within the State Budget Act, to the applicable Fund Reversion date shown on the State approved project finance letter (unless an
extension is granted by the Department of Finance). It is anticipated that this phase of work will be completed by

(month, year).

Invoice Submittal

This Agency understands that only relocation work performed after federal “Authorization to Proceed” (E-76) is eligible for
reimbursement. Invoices for reimbursement will not be submitted until after the federal and state (if applicable) funds are
encumbered via an executed “Program Supplement Agreement” and/or State approval Finance Letter. In addition, it is also
understood that an invoice must be submitted at least once every six (6) months for each project phase until all funds are
expended. If there are no eligible expenses, then a written explanation will be provided for that six (6) month period along with
the target amount and date for the next invoice submittal.

CERTIFICATION

I certify that the facts and statements in this Request for Authorization Package are accurate and correct. This Agency agrees to
comply with the applicable terms and conditions set forth in Title 23, U.S. Code, Highways, and the policies and procedures
promulgated by the Federal Highway Administration and California Department of Transportation relative to the above-
designated project.

I understand that this Agency is responsible for all costs in excess of the federal and/or state funds obligated / encumbered as
well as for all costs it incurred prior to receiving the FHWA issued “Authorization to Proceed.” I further understand that all
subsequent phases of the project will require a separate “Federal Authorization to Proceed.”
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For High-Risk (formerly “Major”’) and Low-Risk (formerly “Minor”) ITS projects, I understand that our project shall be
consistent with the Regional ITS Architecture, adhere to ITS Standards, and undergo Systems Engineering analysis. A SERF
will be included in the Field Review Package. For High-Risk ITS projects, I understand that this Agency shall not proceed with
component detailed design until after FHWA approval of the SEMP and receipt of “Authorization to Proceed.”

Please advise us as soon as the “Federal Authorization to Proceed” has been issued. You may direct any questions to:

(Name of Local Agency Contact) at (phone number and e-mail address)

Signature of Local Agency Representative

Print Name

Title

Agency

Distribution: DLAE
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Request for Authorization To Proceed with Right of Way

To: (DLAE Name) Date:
District Local Assistance Engineer FTIP/FSTIP ID:
Caltrans, Office of Local Assistance Federal Project No:
(District Address) EA:

EXHIBIT 3-B REQUEST FOR AUTHORIZATION
TO PROCEED WITH RIGHT OF WAY

[Place this form on Local Agency Letterhead]

PPNO (For STIP Projects):

Project Description:

Dear (DLAE Name):

In order to proceed with right of way phase of work for the above-referenced project, we request that you secure Federal
Authorization to Proceed and obligation of funds. The federal funds requested will not exceed those provided to this agency in
the federally approved Federal Transportation Improvement Program (FTIP)/Federal Statewide Transportation Improvement

Program (FSTIP).

Attached are the following documents required to authorize this phase of work:

Request for Authorization Package

[]
[]
[]
[]
[]

Toll Credit Usage
[]
[]

Completed Request for R/W Authorization Data Sheet (Exhibit 3-E)

Copy of FTIP/FSTIP Reference Sheet

Completed Finance Letter (Exhibit 3-O)

Copy of Executed Cooperative Agreement, if not previously submitted (only for projects on State Highway
System)

Request for Capital Subvention Reimbursement Authority (Exhibit 3-H) (only for projects on State Highway
System)

This project will use Toll Credit. It is fully funded.
This project will NOT use Toll Credit.

Field Review Form (Exhibit 7-B)

[]
[]

Completed Field Review Form (Exhibit 7-B), or
The Field Review Form was submitted previously on

Environmental Document

[ 1 Type of NEPA Document. Approval Date:

[]
[]
[]
[]

Categorical Exclusion (CE) Form

Findings of No Significant Impact (FONSI)
Record of Decision (ROD))

Revalidation

Disadvantaged Business Enterprise (DBE)

[]
[]

All work for this phase of the project will be performed by local agency staff.

For consultant contracts an Underutilized Disadvantaged Business Enterprise (UDBE) goal will be established
for each contract and the Local Agency Proposer UDBE Commitment (Consultant Contracts) (Exhibit 10-O1)
will be submitted with the proposal. Within 15 days of contract execution, the Local Agency Proposer DBE
Information (Consultant Contracts) (Exhibit 10-O2 ) shall be forwarded to the DLAE.
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California Transportation Commission (CTC) Allocation

Check which of the following applies:

A CTC allocation is not required, or
A CTC allocation of funds for the right of way component of work was made at the
meeting of the CTC, or

[]
[]

[] A CTC allocation of funds has been scheduled for the meeting of the CTC. It is
understood that the authorization/obligation of any federal STIP funds will not be made until after the CTC
allocation.

Project Agreement and Liquidation of Funds

Upon FHWA issuance of the “Authorization to Proceed” (and agency submittal of the “Field Review” form [Exhibit 7-B] if not
previously submitted), a “Program Supplement Agreement” and/or state approved “Finance Letter” will be prepared to encumber
the federal and/or state funds for the project. This Agency understands that any federal and/or state funds encumbered for the
project are available for disbursement for limited period(s) of time. For each fund encumbrance the limited period is from the
start of the fiscal year that the specific fund was appropriated within the State Budget Act, to the applicable Fund Reversion date
shown on the State approved project finance letter (unless an extension is granted by the Department of Finance). It is anticipated
that this phase of work will be completed by (month, year).

Invoice Submittal

This Agency understands that only work performed after federal “Authorization to Proceed” (E-76) is eligible for
reimbursement. Invoices for reimbursement will not be submitted until after the federal and state (if applicable) funds are
encumbered via an executed “Program Supplement Agreement” and/or state approval Finance Letter. In addition, it is also
understood that an invoice must be submitted at least once every six (6) months for each project phase until all funds are
expended. If there are no eligible expenses, then a written explanation will be provided for that six (6) month period along with
the target amount and date for the next invoice submittal.

CERTIFICATION

I certify that the facts and statements in this Request for Authorization Package are accurate and correct. This Agency agrees to
comply with the applicable terms and conditions set forth in Title 23, U.S. Code, Highways, and the policies and procedures
promulgated by the Federal Highway Administration and California Department of Transportation relative to the above-
designated project.

I understand that this Agency is responsible for all costs in excess of the federal and/or state funds obligated/encumbered as well
as for all costs it incurred prior to receiving the Federal Highway Administration issued “Authorization to Proceed.”

Please advise us as soon as the Authorization to Proceed has been issued. You may direct any questions to:

(Name of Local Agency Contact) at (phone number and e-mail address)

Signature of Local Agency Representative

Print Name

Title

Agency

Distribution: DLAE
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EXHIBIT 3-C REQUEST FOR AUTHORIZATION
TO PROCEED WITH UTILITY RELOCATION

[Place this form on Local Agency Letterhead]

To: (DLAE Name) Date:
District Local Assistance Engineer FTIP/FSTIP ID:
Caltrans, Office of Local Assistance Federal Project No:
(District Address) EA:

PPNO (For STIP Projects):

Project Description:

Dear (DLAE Name):

In order to proceed with Utility Relocation phase of work for the above-referenced project, we request that you secure Federal
Authorization to Proceed and obligation of funds. The federal funds requested will not exceed those provided to this agency in
the federally approved Federal Transportation Improvement Program (FTIP)/Federal Statewide Transportation Improvement
Program (FSTIP).

Attached are the following documents required to authorize this phase of work:

Request for Authorization Package
[] Completed Request for R/W Authorization Form (Exhibit 3-B)

Request for Authorization Data Sheet (Exhibit 3-E)

Copy of FTIP/FSTIP Reference Sheet

Completed Finance Letter (Exhibit 3-O)

Copy of Executed Cooperative Agreement, if not previously submitted (only for projects on State Highway

System)

[] Request for Capitol Subvention Reimbursement Authority (Exhibit 3-H) (only for projects on State Highway
System)

Toll Credit Usage
[1] This project will use Toll Credit. It is fully funded.
[ ] This project will NOT use Toll Credit.

Field Review Form (Exhibit 7-B)
[ ] Completed Field Review Form (Exhibit 7-B), or
[1] The Field Review Form was submitted previously on

Environmental Document
[ 1 Typeof NEPA Document. Approval Date:
[1] Categorical Exclusion (CE) Form
] Findings of No Significant Impact (FONSI)
] Record of Decision (ROD)
] Revalidation

———
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Disadvantaged Business Enterprise (DBE)
[ ] All work for this phase of the project will be performed by local agency staff.
[] For consultant contracts an Underutilized Disadvantaged Business Enterprise (UDBE) goal will be established
for each contract and the Local Agency Proposer UDBE Commitment (Consultant Contracts) (Exhibit 10-O1)
will be submitted with the proposal. Within 15 days of contract execution, the Local Agency Proposer DBE
Information (Consultant Contracts) (Exhibit 10-O2) shall be forwarded to the DLAE.

Utility Relocation

[] This Agency agrees to comply with 23 CFR 645.119 “Alternate Procedure” (as explained in Chapter 13,
“Right of Way,” and Chapter 14, “Utility Relocations,” of the LAPM). This alternate procedure is provided to
simplify the processing of utility relocations or adjustments under the provisions of 23 CFR 645. Under this
procedure, the FHWA authorized the Department of Transportation (Caltrans) to act in relative position of the
FHWA for review and approval of the arrangements, fees, estimates, plans, utility agreements, and other
related matters required by such regulation as prerequisites for authorizing the utility owner to proceed with
and complete the work.

It is understood that the scope of the Department’s approval authority under the Alternate Procedure includes
all actions necessary to advance and complete all types of utility work under the provisions of such regulation,
except Section 645.119 (B)(1) and 645.119 (b)(2). Two of such documents that need the Department’s
approval are FHWA Specific Authorization and FHWA Approval of the Utility Agreement(s). See Chapter 14,
“Utility Relocations,” of the LAPM for more information on the activities necessary for federal participation in
utility relocations. The approval authority has been delegated to the Right of Way District Utility Coordinators.

California Transportation Commission (CTC) Allocation

Check which of the following applies:

[] A CTC allocation is not required, or

[1] A CTC allocation of funds for the right of way component of work was made at the
meeting of the CTC, or

[] A CTC allocation of funds has been scheduled for the meeting of the CTC. Itis
understood that the authorization/obligation of any federal STIP funds will not be made until after the CTC
allocation.

Project Agreement and Liquidation of Funds

Upon FHWA issuance of the “Authorization to Proceed” (and agency submittal of the “Field Review” form [Exhibit 7-B] if not
previously submitted), a “Program Supplement Agreement” and/or state approved “Finance Letter” will be prepared to encumber
the federal and/or state funds for the project. This Agency understands that any federal and/or state funds encumbered for the
project are available for disbursement for limited period(s) of time. For each fund encumbrance the limited period is from the
start of the fiscal year that the specific fund was appropriated within the State Budget Act, to the applicable Fund Reversion date
shown on the State approved project finance letter (unless an extension is granted by the Department of Finance). It is anticipated
that this phase of work will be completed by (month, year).

Invoice Submittal

This Agency understands that only relocation work performed after federal “Authorization to Proceed” (E-76), approval of the
Specific Authorization, and appropriate Utility Agreement is eligible for reimbursement. Invoices for reimbursement will not be
submitted until after the federal and state (if applicable) funds are encumbered via an executed “Program Supplement
Agreement” and/or state approval Finance Letter. In addition, it is also understood that an invoice must be submitted at least
once every six (6) months for each project phase until all funds are expended. If there are no eligible expenses, then a written
explanation will be provided for that six (6) month period along with the target amount and date for the next invoice submittal.
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CERTIFICATION

I certify that the facts and statements in this Request for Authorization Package are accurate and correct. This Agency agrees to
comply with the applicable terms and conditions set forth in Title 23, U.S. Code, Highways, and policies and procedures
promulgated by the Federal Highway Administration and California Department of Transportation relative to the above-
designated project.

I understand that this Agency is responsible for all costs in excess of the federal and/or state funds obligated/encumbered, as well
as, for all costs it incurred prior to receiving the FHWA issued Authorization to Proceed

Please advise us as soon as the Authorization to Proceed has been issued. You may direct any questions to:

(Name of Local Agency Contact) at (phone number and e-mail address)

Signature of Local Agency Representative

Print Name

Title

Agency

Distribution: DLAE
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Local Assistance Procedures Manual Exhibit 3-D

Request for Authorization to Proceed with Construction

EXHIBIT 3-D REQUEST FOR AUTHORIZATION TO PROCEED WITH CONSTRUCTION

To: (DLAE Name) Date:
District Local Assistance Engineer FTIP/FSTIP ID:
Caltrans, Office of Local Assistance Federal Project No:
(District Address) EA:

[Place this form on Local Agency Letterhead]

PPNO (For STIP Projects only):

Project Description:

Dear (DLAE Name):

In order to advertise, award and administer the construction contract for the above-referenced project, we request that you secure
Federal Authorization to Proceed and obligation of funds. The federal funds requested will not exceed those provided to this
agency in the federally approved Federal Transportation Improvement Program (FTIP)/Federal Statewide Transportation
Improvement Program (FSTIP).

Attached are the following documents required to authorize this phase of work:

Request for Authorization Package

[]

e e e —

Completed Request for Construction Authorization Data Sheet (Exhibit 3-E)

Copy of FTIP/FSTIP Reference Sheet

Completed Finance Letter (Exhibit 3-O)

Copy of Executed Cooperative Agreement (only for projects on State Highway System)

Request for capital Subvention Reimbursement Authority (Exhibit 3-H) (only for projects on State Highway
System)

Toll Credit Usage

[]
[]

This project will use Toll Credit. It is fully funded.
This project will NOT use Toll Credit.

Field Review Form (Exhibit 7-B)

[]
[]

Completed Field Review Form (Exhibit 7-B), or
The Field Review form previously was submitted on

Environmental Document

[ 1 Typeof NEPA Document. Approval Date:

[]
]

]
]

— ——

Categorical Exclusion (CE) Forms

Findings of No Significant Impact (FONSI))
Record of Decision (ROD)

Revalidation

Disadvantaged Business Enterprise (DBE)

[]
[]

All work for this phase of the project will be performed by local agency staff.

For construction contracts an Underutilized Disadvantaged Business Enterprise (UDBE) goal will be
established for each contract and the Local Agency Bidder UDBE Commitment (Construction Contracts)
(Exhibit 15-G1) will be submitted with each bid by the bidders. Within 15 days of contract execution, the
Local Agency Bidder DBE Information (Construction Contracts) (Exhibit 15-G2) shall be forwarded to the
DLAE.

LPP 11-05

Page 3-29
December 12, 2011



Exhibit 3-D Local Assistance Procedures Manual
Request for Authorization To Proceed with Construction

Right of Way Certification (Exhibit 13-A or 13-B)
Right of Way Certification # which was approved on is:
‘ [ ] Attached, or
[1] Previously Submitted.

PS&E Package and PS&E Certification
[] Completed PS&E package, PS&E Certification (Exhibit 12-C), and PS&E Checklist (Exhibit 12-D), or
[1] The PS&E package, PS&E Certification, and PS&E Checklist were submitted and accepted on

Local Agency Construction Contract Administration Checklist
[] Local Agency Construction Contract Administration Checklist (Exhibit 15-A), or

[] The Local Agency Construction Administration Checklist was submitted previously and our procedures have
not changed.

California Transportation Commission (CTC) Allocation

Check which of the following applies:

[1] A CTC allocation is not required, or

[] A CTC allocation of funds for the construction component of work was made at the
meeting of the CTC, or

[1] A CTC allocation of funds has been scheduled for the meeting of the CTC. Itis
understood that the authorization/obligation of any federal STIP funds will not be made until after the CTC
allocation.

Project Agreement and Liquidation of Funds

Upon FHWA issuance of the “Authorization to Proceed” (and agency submittal of the “Field Review” form [Exhibit 7-B], if not
previously submitted), a “Program Supplement Agreement” and/or state approved “Finance Letter” will be prepared to encumber
the federal and/or state funds for the project. This Agency understands that any federal and/or state funds encumbered for the
project are available for disbursement for limited period(s) of time. For each fund encumbrance the limited period is from the
start of the fiscal year that the specific fund was appropriated within the State Budget Act, to the applicable Fund Reversion date
shown on the State approved project finance letter (unless an extension is granted by the Department of Finance). It is anticipated
that this phase of work will be completed by (month, year).

Invoice Submittal

This Agency understands that project construction contracts advertised prior to federal authorization are NOT eligible for
reimbursement. It is also understood that construction-engineering cost must be specifically included and authorized in the
federal Authorization to Proceed with Construction to be eligible for reimbursement. If construction engineering (CE) is
authorized after construction begins, only those construction-engineering costs incurred after the date the CE is authorized are
eligible for reimbursement.

Invoices for reimbursement will not be submitted until after the federal and state (if applicable) funds are encumbered via an
executed “Program Supplement Agreement” and/or state approved Finance Letter. It is understood that an invoice must be
submitted at least once every six (6) months for each project phase until all funds are expended. If there are no eligible expenses
then a written explanation will be provided for that six (6) month period along with the target amount and date for the next
invoice submittal.

CERTIFICATION

I certify that the facts and statements in this “Request for Authorization Package” are accurate and correct. This Agency agrees to
comply with the applicable terms and conditions set forth in Title 23, U.S. Code, Highways, and the policies and procedures
promulgated by the Federal Highway Administration and California Department of Transportation relative to the above-
designated project.
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[ understand that upon submittal of this request and a completed “Field Review” form, the federal and/or state funds will be
encumbered via a Program Supplement Agreement and /or state approved Finance Letter. This Agency will comply with the
liquidation deadlines as explained in Government Code 16304.

I understand that this Agency is responsible for all costs in excess of the federal and/or state funds obligated/encumbered and all
costs it incurred prior to receiving the FHWA issued “Authorization to Proceed” for this phase of the project

Please advise us as soon as the “Authorization to Proceed” has been issued. You may direct any questions to:

(Name of Local Agency Contact) at (phone number and e-mail address)

Signature of Local Agency Representative

Print Name

Title

Agency

Distribution: DLAE
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Local Assistance Procedures Manual EXHIBIT 3-J
Request for Transfer of Federal Funds to the FTA

EXHIBIT 3-J REQUEST FOR TRANSFER OF FEDERAL FUNDS TO THE FEDERAL TRANSIT
ADMINISTRATION (FTA)

[Place this form on Local Agency Letterhead]

To: (DLAE Name) Date:
District Local Assistance Engineer FTIP/FSTIP ID(s):
CALTRANS, Office of Local Assistance Project Description(s):
(District Address)

Dear (DLAE Name):

We have received notification of pending grant application approval for this public transit project and request that you
transfer these federal funds to the Federal Transit Administration for project administration. The amount(s) requested
do not exceed the funds provided to this agency in the current approved Federal Statewide Transportation
Improvement Program (FSTIP).

Request for FTA Transfer Documentation

Attached is information/documentation in support of this request to transfer federal funds to the FTA:

O Pending FTA Grant Number:

O Copy of Approved FSTIP pages

O Copy of Grant Application (Section 5307 projects only)

O Copy of Caltrans Notification Letter (Section 5311 & 5310 projects only)

O Please transfer the following federal funds to the FTA:

Programmed Fiscal Year Federal Funds
Fund Type FSTIP Funds Programmed To be transferred

Total

I understand that the invoices for payment of federal funds will be processed by FTA (Section 5307), or Caltrans
(Sections 5311 and 5310 — refer to Division of Mass Transportation, Section 5311 “Handbook and Guide,” for
invoicing procedures and format)

Prior to payment of State Transportation Improvement Program (STIP) match funds: 1) California Transportation
Commission (CTC) must allocate the funds, 2) Master Administering Agency— State Agreement for State Funded
Projects and project specific Program Supplement Agreement (PSA) must be executed, 3) Applicant Agency must
prepare and sign a project specific Finance Letter, and 4) Applicant Agency must submit evidence that payment of
federal funds has been invoiced/received. Invoice procedures and format must adhere to Chapter 5,
“Accounting/Invoices,” of Local Assistance Procedures Manual (LAPM) (available at
http://www.dot.ca.gov/hg/LocalPrograms/). * Please note that STIP match funds may ONLY be used for purposes
eligible under Article X1X of the California State Constitution.
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Check which of following applies:

] This project does not qualify for STIP match funds.
[]  This project is programmed to receive STIP match funds. I have attached the completed:
1) Request for STIP Fund Allocation
2) Funding Allocation Checklist, and
3) Finance Letter
[ ] A request for allocation of STIP match funds will be made at a future date as permitted by Government
Code Section 14529.17

Toll Credit Usage
[] This project will use Toll Credit. It is fully funded.

[ ] This project will NOT use Toll Credit.

CERTIFICATION

I certify that the facts and statements in this “Request for Transfer of Federal to the Federal Transit Administration”
are accurate and correct. Following the transfer of funds to the FTA, this agency agrees to comply with the applicable
terms and conditions set forth in Title 49, USC, Chapter 53 “Mass Transportation” and the policies and procedures
promulgated the FTA relative to the above-designated project.

Signature of Local Agency Representative

Print Name

Title

Agency

Distribution: Local Agency
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Local Assistance Project Prefixes

EXHIBIT 3-L LOCAL ASSISTANCE PROJECT PREFIXES

Standard Federal Program Prefixes

[ R e W W W W W W |

[ S TS Y S Sy —'

STP
CM
BR
BR
ER
HSIP
HRRR
SRTS
NBIS

STIP Funded Programs

[
[
[
[

]
]
]
]

RPSTP
RP
PPMxx
FSPxx

Surface Transportation Program

Congestion Mitigation & Air Quality Improvement (CMAQ) Program
Bridge Replacement

Bridge Rehabilitation

Emergency Relief

Highway Safety Improvement Program

High Risk Rural Roads

Safe Routes to School (Infrastructure or Non-infrastructure; Federal USC Sec. 1404)

National Bridge Inspection System

STIP Regional Improvement Program (Federalized)

STIP Regional Improvement Program (State-only)

STIP Funded Planning Programming and Monitoring (S/O)
Freeway Service Patrol (S/0O)

xx — Represents second year of programmed fiscal year (e.g. FY 2004/05 = 05)

Sub-Level Identifier

e —

e e e e e e e e e e e

Local Assistance Funds Management

On National Highway System

Safety, Hazard Elimination & Safety Program (HES) portion of STP
100% Federal Funding for Safety

STIP Programmed Transportation Enhancements/Activities (TE/TEA)
Regional TEA Program

CTC Conservation Lands TEA Program

CTC Statewide Transportation Enhancement (STE) Program

Safe Routes to School (State-legislated program using federal funds)
Safe Routes to School (Federal funds; Non-infrastructure projects)
On System (HBP Program)

Off System (HBP Program)

Discretionary Program Prefixes

| B B W W s W W s W W s W s W |

S S S ST T ST S TSN Ny S|

BDxxx
BDSxxx
IBRCxxx
FBDxxx
FLHxxx
IRxxx
PLHxxx
CASBxxx
RTxxx
TCSPxxx
TCSExxx

Bridge Discretionary
Bridge Discretionary, Seismic

Innovative Bridge Research and Construction

Ferry Boat Discretionary

Federal Lands Highways

Indian Roads

Public Lands Highways

California Scenic Byways

Recreational Trails

Transportation Community and System Preservation, Competitive
Transportation Community and System Preservation, Earmarked
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NCPDxxx National Corridor Planning and Deployment

[ ]

[ ] CBIxxx Coordinated Border Infrastructure

[ 1] ITSxxx Intelligent Transportation Systems

[ 1] LTAPxx Technical Deployment, Local Technical Assistance Program

[ 1] VPPLxxx Value Pricing Pilot Program

[ ] HPLU SAFETEA-LU High Priority

[ 1] TILU SAFETEA-LU Transportation Improvement

[ 1] PRNS SAFETEA-LU Projects of Regional and National Significance

[ 1] NCIIP SAFETEA-LU National Corridors Infrastructure Improvement Program

xx — Represents second year of FFY of allocation (e.g. FY 2004/05 = 05).
xxx— Represents sub-level Identifier & 2" year of FFY of allocation.
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Accounting/Invoices

e The following are shown, for each phase of work:
Total Costs
Participating Costs
Nonparticipating Costs
Federal Funds
Other Funds (local, state, etc.)
e The costs shown, by phase of work, are the same on the:
Final Invoice
Final Detailed Estimate (federal-funded projects)
Final Detailed Estimate Summary (federal-funded projects)
Final Report of Expenditures — report (state-funded projects)

e I[fthere are Liquidated Damages, they are shown on both the Final Invoice and the
Final Detail Estimate. If there were none, write “None”.

e A Change Order Summary is provided, whether there were change orders or not. If
there were none, write “None”.

e  Contractor Claims are listed. If there were no claims, write “None”.

5.7 FINAL PROJECT COSTS

The final project cost listed in the local agency’s Final Report of Expenditures will be
analyzed by LPA to determine if the costs reported for each phase of work are eligible for
federal reimbursement. Eligible amounts for each phase of work, as determined from the
analysis are reconciled with the costs recorded in the Caltrans’ accounting system.

If it is determined that the funds paid to the local agency are more than the amount eligible
for reimbursement, LPA will initiate an Accounts Receivable billing to the local agency
for recovery of the overpayment. However, if it is determined that the amount paid is less
than the amount eligible for reimbursement, LPA will send the additional amount to the
local agency.

5.8 AUDIT OF LOCAL AGENCY EXPENDITURES

The local agency shall maintain written source document records that account for agency
costs and payments made to consultants, vendors, and contractors. Contract records must
be retained by the local agency for a minimum period of three years from the date of the
final payment by the state. Refer to Title 49, Code of Federal Regulations (CFR), Section
18.42 for federal requirements for retention and access of records.

Local agency expenditures for all local assistance programs are subject to financial and
compliance audits by the SCO and Caltran’s Office of External Audits (OEA). The
OEA’s evaluation of a local agency’s system of controls will determine if an on-site audit
of the local agency’s records (underlying the reported project) is necessary.

LPP 04-10
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Local Assistance Procedures Manual

The auditors typically discuss any audit findings with the local agency before finalizing
their report. The local agency should provide any clarifications or raise any objections to
the audit findings at this meeting.

Local agencies are also subject to the audit requirements of the Federal Office of
Management and Budget’s Circular A-133. A single audit is required if an agency
receives more than $500,000 in federal funds from all sources in their fiscal year.
Normally, project audits are not necessary if the expenditures for a project are covered by
a single audit report accepted by the appropriate federal agency.

The Master Agreement for State Funded Projects requires local agencies to have a
financial audit of project costs when the costs are in excess of $500,000. The audit must
be completed by December 30™ following the fiscal year of project completion. This audit
may be contracted for at the agency’s expense or conducted by agency staff that meets the
Independence Standard as outlined in the GAO government Auditing Standards (The
Yellow Book). This publication can be found at: www.gao.gov/govaud/ybk01.htm.

5.9 FINAL REPORT OF EXPENDITURES ON PROJECTS
ADMINISTERED BY THE STATE

The final report of expenditures for state administered local assistance projects is prepared
by LPA.

On some projects, the state performs only specific phases of work associated with a local
assistance project. For example, design engineering, right of way acquisition, or striping
may be performed by the local agency for a construction project administered by the state.
In such instances, LPA is responsible for preparing a Final Report of Expenditures for the
work performed by state staff. The local agency is responsible for preparing the Final
Report of Expenditures for work it performed and for any expenditure it incurred.

5.10 AUDIT OF STATE EXPENDITURES

State expenditures for local assistance federal-aid major construction contracts (greater
than $500,000) are subject to the internal procedures established by Caltrans’ Audits and
Investigations as well as the Bureau of State Audits when they perform the annual Single
Audit of Caltrans. Caltrans’ internal procedures and controls for major contracts do not
require a formal audit of each construction project. However, projects may be selected on
a random basis for an audit of extra work paid by a force account method of payment (see
LAPM, Chapter 12, “Plans, Specifications & Estimate”).
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Sample Right of Way Invoice

Exhibit 5-D SAMPLE RIGHT oF WAY INVOICE

(LETTERHEAD OF LOCAL AGENCY)

Date of Invoice (For Progress Invoice (For Final Invoice) Name, District Director
Department of Transportation Attn: Name, District Local Assistance Engineer
Accounting Service Center- MS 33 Department of Transportation

Local Program Accounting Branch Street or P.O. Box

P.O. Box 942874 City,CA Zip CoDE

Sacramento, CA 94274-0001

Billing No: 1,2..., or Final

Invoice No: Local Agency’s Invoice No.

Federal-Aid Project No: Prefix-Proj. No.(Fed. Agreement No.)

Tax Identification No: Agency IRS ID Number

Date Project Accepted by City/County: Final Date or “Ongoing” if not Final
Project Location: Project Limits

Expenditure Authorization No.

Reimbursement for Federal funds is claimed pursuant to Local Agency-State Agreement No. Number
Program Supplement No., _Number , executed on____Date .

Phase 9 Capital Phase 2 Incidental

Federal Appropriations Code 33D 33D
Federal Authorization Date 5/12/99 5/12/99
Federal/State participating costs From 5/15/99 5/15/99

To 7/15/99 7/15/99
Total Indirect Costs To Date oo $4,147.00
Total Direct Costs To Date $1,133,907.00 $243,642.00
Less: Nonparticipating Costs (20,750.00) (64,356.00)
Federal Participating Costs to Date $1,113,157.00 $183,433.00
Less: Participating Costs on Previous Invoice $980,165.00 $150,794.00
Change in Participating Costs $132,992.00 $32,639.00
Federal reimbursement ratio 88.53% 88.53%
State reimbursement ratio (if applicable)
Amount of this claim $117,737.81* $28,895.30*
TOTAL INVOICE AMOUNT $146,633.11

INDIRECT COST CALCULATION

Right of Way Indirect Costs:

FY 1998-1999 FY 1999-2000
Direct Cost Base Expense $1,944.00 $1,0740.49
Approved indirect cost rate 31% 33%
Subtotal ** $602.64 $3,544.36

Total Indirect Costs To Date for Preliminary Engineering $4,147.00 (this Amount is carried to the front of the invoice under
the Right of Way Incidental column)
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Sample Right of Way Invoice

1. I certify that to the best of my knowledge and belief the above data is correct; that adequate title to the necessary right of
way has been acquired for the herein above described federal-aid project in the name of the Local Agency name for the
amount of just compensation based on bona fide appraisals duly qualified as required by the right of way procedures of
the Federal Highway Administration and other written justification now contained in the Local Agency files, in
accordance with procedures as submitted and accepted by the Director.

2. 1 further state that this certification is made in my official capacity as _Title , pursuant to Section 1.31 of Title 23 of the
Code of Federal Regulations and Section 121 of Title 23, United States Code, for the purpose of securing, pursuant
thereto, by the Local Agency name, federal-aid funds in connection with the above designated federal-aid highway
project, and that neither I nor to the best of my knowledge, any officer, agent, or employee of the City, County
authorized in any official capacity to perform services in connection with the appraisal or acquisition of any such right of
way has any interest, or contemplates any benefit from any transaction which involves acquisition of property for right of
way for such project, other than as herein disclosed.

Signature, Title and Unit of Local Agency Representative Phone No.

For questions regarding this invoice, please contact:

Name Phone No.

* Please round down the figures to the lowest cent. Federal rules do not allow rounding up.
** e Indirect cost for this project equals the direct cost base expense (i.e., direct salaries & wages plus fringe benefits)
for this project multiplied by the approved indirect cost rate.

o Indirect cost reimbursement will not apply to direct costs, i.e., payment of construction contracts and right of way
purchases, not included in the direct cost base.

e An indirect rate must be approved by Caltrans every fiscal year to be used for only those costs incurred for that
year.

Note:  Rental income may be retained by local agencies, but must be used for Title 23 purposes.

Distribution: (Original & 2 Copies) Local Program Accounting (progress invoices)
District Local Assistance Engineer (final invoices)
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Environmental Procedures

13.
14.

15.

16.

District SEP signs the CE Form.

District SEP (or designee) forwards the signed PES Form and signed CE Form to
the DLAE, and updates LP2000 as follows: On Project Environmental Milestones
Screen: (1) enter date completed PES Form was received by the DLAE and use
comments field to note, a) if the LA submitted a complete and sufficient PES Form
or if Caltrans had to assist with completing the PES Form during the field review,
and b) reason for delay, if excessive, between Authorization to Proceed and receipt
of PES Form, (2) enter date of last signature on PES Form and use comments field
to note if multiple iterations were needed to produce complete/accurate form,
internal delays (if applicable), and/or LA delays (if applicable), (3) enter date of
letter, email, or documented telephone conversation or meeting (if applicable)
transmitting the signed PES form to the LA that transmitted the fully signed PES
Form, and use comments field to capture internal and external delays associated
with completing the PES Form, (4) enter date CE is received in the district or date
CE is prepared by Caltrans, and use comments field to capture external/internal
delays associated with the development of the NEPA determination, (5) enter date
District SEP signs the CE Form and use comments field to note any delays or
changes in scope from what was described in PES Form, (6) use Environmental
Document drop-down arrow to select the environmental document identified on the
PES Form, Section E. Preliminary Environmental Document Classification
(NEPA) (i.e., 6004 CE(c ), 6004 CE(d) or 6005 CE.

DLAE signs the PES Form and the CE Form. The DLAE retains the original PES
Form and the original CE Form for the project files. The DLAE sends a copy of the
signed CE and a copy of the fully signed PES Form to the LA, and informs the LA
that compliance with NEPA is