

DIVISION OF LOCAL ASSISTANCE PROCEDURES 
TO REQUEST LOCAL AGENCY LOCODE / MASTER AGREEMENT(S)


1.	Local Agency requests Division of Local Assistance (DLA) LOCODE & Master Agreement through DLAE.

2.	DLAE to verify that DLA LOCODE/Master Agreement are necessary and applicable at this time
•	Check LP2000 Database to confirm that Local Agency LOCODE / Master Agreement do not already exist
•	Check FTIP/STIP to confirm that DLA federal/State funds are programmed for project 
•	If a transit agency is making the request, can programmed FHWA federal funds be transferred to FTA?

3.	DLAE assesses the type of local agency requesting LOCODE/Master Agreement.  Issues to consider:  
•	Public vs. Private Agency
-	Typically DLA does not enter into a Master Agreement with a private entity due to concerns regarding:
*	Compliance with maintenance responsibilities of Master Agreement (here today, gone tomorrow)
*	In event of project default, Caltrans does not have a mechanism for recouping costs for completing project or placing project in acceptable state of repair, intercepting funds (e.g., future gas tax funds, withholding payment from other local assistance project invoices, etc.), or withholding future federal authorizations or CTC allocations, if any.
-	DLA recommends private entities find a city or county project sponsor to administer project
· Transportation vs. Nontransportation Agency
-	Non-Transportation type agencies are limited to administering non-infrastructure projects Master Agreements

4.	If DLAE concurs with request:
•	DLAE to instruct Local Agency to complete and return the attached DLA "LOCODE Request Form"
•	DLAE to submit completed DLA “LOCODE Request Form” to:
	Sunate Vongjesda
	Senior Transportation Engineer
	Office of Project Implementation
	Division of Local Assistance

5.	Caltrans DLA to Request an audit of Local Agency by Caltrans Audits & Investigation (A&I) 
•	Purpose is to assess:
-	Risk to Caltrans of entering into a Master Agreement with the new agency
*	Source of revenue? (ability to meet financial commitments to contractors, consultants, Caltrans)
*	Financial status?
*	High risk agency?
-	Ability of Agency's Accounting System to capture financial data and administer Local Assistance projects
*	Compliance with Federal and State regulatory requirements?
•	Timeliness of A&I agency Audit is subject to workload and available staff.  To assist DLA and A&I in prioritizing work additional information may be requested from the local agency such as:
-	Type of agency? 
-	How long has agency been in business?  
-	How large is the agency?  Staffing levels?  Type of staff?  Staff turnover?
-	Has agency been audited by another State agency before?  If so, when?  Any adverse findings?  Copy of Audit Report available?
-	Is this their first Local Assistance project?  Federal/State Aid dollar amounts?  Other anticipated projects?

6.	Upon DLA concurrence to issue a LOCODE / Master Agreement to the new Agency:
•	Local Agency may request Master Agreement be generated immediately (for review by their legal counsel) or issued concurrently with project specific program supplement agreement.

DIVISION OF LOCAL ASSISTANCE “LOCODE REQUEST FORM”

Please assign a LOCODE for the following agency (before implementing its project).

Agency Name:  		
Agency Mailing Address: 	
	
		
Attention Person (if any) and Title: 	
Agency Phone Number:  	
Agency FAX Number:  	
Contact Person and Title:  	
Contact Person E-mail Address:  	
Caltrans’ District:  	
County Name:  	
State Assembly District No:  	
State Senate District No:  	
RTPA within its jurisdiction (if applicable):  	
MPO within its jurisdiction (if applicable):  	
Urban Area (if applicable:  	
Air Basin:  	

Local Agency Request by: 	
Date:		
Name:		
Address:  		
		
		
Phone No.:		
Fax No.		
E-Mail Address:	

DLAE:  Send completed LOCODE Request Form to:

Sunate Vongjesda
Department of Transportation  	Phone:	(916) 651-6872
Division of Local Assistance, MS1	Fax:	(916) 653-7621
Project Implementation, North 	E-Mail Address:	sunate_vongjesda@dot.ca.gov
1120 N Street, Sacramento, CA 95814, or

P.O. Box 942874, Sacramento, CA 94274-0001
5/17/11
