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KEY INFORMATION

* Due date: Friday, June 30, 2023

* Submittal checklist:
v'Signed self-audit form
v Excel file with project responses
v'Updated Key Qualified Staff form (if applicable)
v'Updated Approval Authorities form (if applicable)
v'Current Organizational Chart (if applicable)
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SELF-AUDIT PURPOSE

Opportunity for Annual check up of high Annual update of
Certified LPAs to review risk areas in between program information.
program and project compliance reviews.

compliance.



SELF-AUDIT PACKAGE

e Sent to each agency individually via email:

 Annual Self-Audit Form 734-5152Ao0r B
* 734-5152A: Cities/Counties
» 734-5152B: MPO

Example of completed form 734-5152Aor B
Certification Status Report

Project List

Excel version of self-audit form (required)

e Copy of these instructions

Oregon
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SELF-AUDIT FORM AND EXCEL
TEMPLATE

* CHANGE FOR 2023: Responses to the project
qguestions should be completed using the
provided excel template.

* The Self-Audit pdf form should be used to
provide program level responses and to sign
the response.

* Questions are phrased so the answer is ‘yes’
if the program or project meets the
requirement (or best practice).

* |If the answer to a question is ‘no,’ provide an
explanation in the program or project review
comments box.

l Drogon CERTIFIED LPA SELF-ALDIT
m‘# et

The purpose of the self-audt is fo e rrsueﬂ"eLocal:‘ubl ic Agency (LPA) is fuffiling the termnz of the Mi-sterCem"lcajo
Agreement, the LAG for Certified LPAs and is maintal ngaawrabemcuﬁsperfed&mla‘rdt e requirements.

LOCA PUBLIC AGEMCY J.l\.'l..4 CATICM PROCHAM CODROIHATON MASTER ADIEEMENT HUMBER

PROGRAM INFORMATION

Review the attached Cerfification Status Report. For aach item listed on the Cerification Status Report, venify and confim
whether the information on the Cerfification Status Report is accurate and cument. f an update or darificaSion is neaded, pleass
niote the docurnent ar information and explain how and whean ymragenc»'?rwill submit an update inthe Program Review
Comments text bow below. If an update is nesded to any of the Crganizasional Documents listed on the Certification Status
Report, please attach updated docurnents with your agency's Self-Audit response. For the accounting system under Finanial
Information, the nots in parentheses on the Certfication Status Rieport indicates ODOT records show the agency's accounting
system is manual, automated, or a man ual/automated hybrid and the date represents the date the status was last confimed,
there were changes to your agency's accounting system after that date, please explain in Program Feview Comments bouw.

The decumentsfinformation on the Certification Status Report are:

Foundational Documents: Quality Program Flan for Federal-aid Project Delivery, Consfruction Contracting Templates,
Consultant Contracting Templates, Titke 1 Plan (and Annual Accomplishments Report), ADA Title [| TransiSion Plan

Financial Information: Indrect Cost Allocation Flan, Single Audit Act, Accounting system (manual, automated, or hybrid)

Organizational Decumenis: Certified Local Public Agency Approval Authonty Form #734-5084, Certified Local Public
Agency Key Qualified Staff Form #734-5081, Organizational Chart

Comective Actions: Comective AcSion Plans)

Other Program Guestions: In addition to reviewing and confirming the status of the items on the Certification Status Fleport,
please answer the quesions below. For each question, if the answeris 'no’, please provide an explanation of your agency's plan
to address the issue in the Program Review Comments t2xt box below.

1. Agency is aware and notified its project managers and other applicable staffof Syletin 10144
which requires submittal of a Certified LPA Railroad Assurance with all PSEE packages submitied to

ODOT for approval and faderal authorizasion after Ociober 1, 2020, . D"’ED‘“
2 Agency ensured its key gualified staff members completed all training necessary towork on |:| D

Federal-aid projects and kept licenses and camificaions cUMent ... s es ha
2. Agency confimrs it has no new federal financial audit findings o resolve since July 1, 2020, ... DUEED Mo

Program Review Comments




SELF-AUDIT FORM AND EXCEL
TEMPLATE

* Questions are phrased so the answer is ‘yes’
If the program or project meets the
requirement (or best practice).

* If the answer to a question is ‘no,’ provide an

explanation.

* The Program Review Comments box should
also be used to provide any updates
indicated by the Certification Status Report.

l g:#i‘mm_l CERTIFIED LPA SELF-AUDIT
of Transporiation

The purpose of the self-audi is fo ensure the Local Public Agency (LPA) is fulfilling the terms of the Master Certification
Agreement, the LAG for Certified LPAs and is maintaining accurate reconds per federal and state requirements.

LOCA PUBLIC AGEMCY _l'-J.\.'L.4'| CATICM PROCHAM CODOROIMATON MASTER ADIEEMENT HUMBER

PROGRAM INFORMATION

Review the attached Cerfification Status Report. For aach item listed on the Cerification Status Report, venify and confim
whether the information on the Cerfification Status Report is accurate and cument. f an update or darificaSion is neaded, pleass
niote the docurnent ar information and explain how and whean ymragenc»'?rwill submit an update inthe Program Review
Comments text bow below. If an update is nesded to any of the Crganizasional Documents listed on the Certification Status
Report, please attach updated docurnents with your agency's Self-Audit response. For the accounting system under Finanial

Information, the nots in parentheses on the Certfication Status Rieport indicates ODOT records show the agency's accounting
system is manual, automated, or @ manualautomated hybrid and the date represents the date the status was last confimed.
there were changes to your agency's accounting system after that date, please explain in Program Feview Comments bouw.

The decumentsfinformation on the Certification Status Report are:

Foundational Documents: Quality Program Flan for Federal-aid Project Delivery, Consfruction Contracting Templates,
Consultant Contracting Templates, Titke 1 Plan (and Annual Accomplishments Report), ADA Title [| TransiSion Plan

Financial Information: Indrect Cost Allocation Flan, Single Audit Act, Accounting system (manual, automated, or hybrid)

Organizational Decumenis: Certified Local Public Agency Approval Authonty Form #734-5084, Certified Local Public
Agency Key Qualified Staff Form #734-5081, Organizational Chart

Comective Actions: Comective AcSion Plans)

Other Program Guestions: In addition to reviewing and confirming the status of the items on the Certification Status Fleport,
please answer the quesions below. For each question, if the answeris 'no’, please provide an explanation of your agency's plan
to address the issue in the Program Review Comments t2xt box below.

1. Agency is aware and notified its project managers and other applicable staffof Syletin 10144
which requires submittal of a Certified LPA Railroad Assurance with all PSEE packages submitied to

ODOT for approval and federal authorizaion after October 1, 2020, D“"EE'D Mo
2 Agency ensured its key gualified staff members completed all training necessary towork on |:| D

Federal-aid projects and kept licenses and camificaions cUMent ... s es ha
2. Agency confimrs it has no new federal financial audit findings o resolve since July 1, 2020, ... DUEED Mo

Program Review Comments




SELF-AUDIT FORM FIELD-BY-FIELD
INSTRUCTIONS

* Local Public Agency: Fill in agency name
(e.g., Lane County)

* LPA Certification Program Coordinator: Fill in
the name of the local agency staff person
who serves as the primary Certification
Program contact.

* Certification Agreement Number: Fill in the
number of your agency’s Certification
Agreement (formerly referred to as Master
Certification Agreement).

Department
of Transportation

jroreson CERTIFIEDLPA SELFAUDIT
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SELF-AUDIT FORM FIELD-BY-FIELD
INSTRUCTIONS (PROGRAM)

* Program Questions 1-6: Answer the
questions yes or no.

* Program Review Comments Box:

* Provide any explanations for ‘no’ answers in
questions 1-6.

* Provide any updates/additional information on
items with ‘update needed’ or ‘not met’ (see next
page for specific instructions related to the
Certification Status Report).

D

Conunt Conacing Tenmlates, Te VI Plan(and Al Acconplisvents Repod), ADA The I Tenslion Plav

Financial Information; Indirect Cost Allocation Plan, Single Audit Act, Accouning system (manual, automated o ybrd)
Oroanizational Documents; Cedified Local Public Agency Appval Authonty Fom #7344084, Cerfied Locd Public

Agency Key Quaiified Staff Fom #734-5001, Organizational Chart

Comect

ive Actions: Comective Action Plans)

Ofer Program Cuestons: In addifion fo mviewing and confiming fie status of the itams on tie Cedificaion Status Repott
Dlease answer the questions below, Foreach queston, ifthe ansier is o', lease prvide an explanaion of your agency's plan
o address theissue in the Program Review Comments {ext box below.

1. Agency ensured ifs key qualified staff members completed alltraining necessary to work on

Federal-aid projects and maintained cument licenses and certifications....................... DYes DNo
2 Inthelast three years (2020-2022) has your agency provided training on your agency’s

Qualty Program Plan to:

A NBW A e DYes DNo

D EXpeEneed ST e []Yes []No
3 Inthe last three years, agency staff involved in consuftant selection and contracting

completed:

3 0007 orDAS Satementof WorkfoPesordl Sees g, Cves [

b. DAS Personal Services Coniract Administraion Training Cedification....................... [ves [INo

en

¢. Federaaid Essentials Training, by viewing Consuftant Services Overview, Hirng a

Consultant Using Competitive Neqotiation Procedures, and Organizational and

Consultant Conflicts of Interest Videos. ... DYes DNo
In the [ast three years (2020-2022), your agency encouraged staff (ncluding project
managers, inspectars, contract administration and procurement staff) attendance at civi
nights trainings offered DY ODOT ... DYES DNo
Agency confims it has no new federal financial audit findings to resolve since July 1, 2021..... [lves D No
Agency reviewed the Cerification Status Report and provided an update or response in the
Program Review comments hox for each item with the status Update Needed" or ‘Not Mef".... DYes DN&




CERTIFICATION STATUS REPORT

» Status: Met, in process, requested,
update needed

* If ‘update needed’ or ‘not met’ status:
Certified LPA should provide an update on
the status or plan for bringing the
requirement into ‘met’ status using the
Program Review Comments box on the
self-audit form.

* Note: Every agency has at least one
‘update needed’ status on their report.
Audits will be returned for correction if
updates are not provided.

Certification Status Report

Category Requirement Status

Fdocs

Quality Program Plan: Project Delivg®® Update Needed
5/21/2021 Quality Program Plan for Federal-aid Froject DelVEry

Submitted Met

Update (update needed)
4/19/2021 QA Plan for Materials Acceptance Update (joint w Lane
Co) (approved)

5/17/2021|| 5/28/2021]

12/31/2011 Quality Program Plan for Federal-ajd Proiect Delivery 12/31/2011
Fdocs Construction Contracting Templa
| 7/31/2020 Construction Contracting Templates Update 2021 4f15/2021 |
Fdocs Consultant Contracting Templates Met
| 5/11/2021 Consultant Contracting Template 8/18/2015

Fdocs

Title VI Plan

5/1/2022 Title VI Plan update due 10/1/2024

5/1/2022 Annual Accomplishments Report due 10/1/2022
8/30/2021 Annual Accomplishments Report 2021

2/1/2021 Title VI Plan

10/1/2021) | 4f15/2022)
2/1/2021 2/1/202)

Fdocs

ADA Title Il Transition Plan Met

2/18/2021 ADA Title Il Transition Plan Update

2/18/2021)| 2/18/2021

9



CERTIFICATION STATUS REPORT:

FINANCIAL INFORMATION
Fin Financial Information Update Needed
5/10/2021 Accounting Syatewﬁitmmated;"m anual H'g.rl::-riED 3/3/2020
5102021 Single Audit Act submission 5/11/2021
5102021 Indirect Cost Allocation Plan 712021

 All agencies must provide an update to the financial information.

* Accounting System: The information in parenthesis (circled in red
above) indicates the type of accounting system used by your agency.
Please either confirm no change to the accounting system or update
the accounting system type using the Program Review Comments box
on the self-audit form.

10



CERTIFICATION STATUS REPORT:

FINANCIAL INFORMATION
Fin Financial Information Update Needed
5/10/2021 Accounting System (Automated/Manual Hybrid) 3/3/2020
5102021 Single Audit Act submission
5102021 Indirect Cost Allocation Plan 712021

» Single Audit Act submission: Provide the most recent date your agency

submitted a single audit act report in the Program Review Comments
box on the self-audit form. You can check this using the

or confirm with your agency’s financial services.
* Indirect Cost Allocation Plan: Provide the date the most recently

submitted ICAP went into effect.

* For example, 7/1/2022 date means the rates expire on 6/30/2023

11


https://facdissem.census.gov/Main.aspx
https://facdissem.census.gov/Main.aspx

PROJECT LIST

* Includes projects active since prior self- |4 Projects for Review on Self-Audit
This is the list of your agency's projects with one or more obligated phases. The Certification Program Office understands

that your agency may have partially reviewed these projects during last year's self-audit. For each project, please start

d Only need to prOV|de Self'aUdlt responses your review where you left off with last year. The idea is for your agency to review activities that have not already heen
c 5 . reviewed in a prior self-audit.
relating to the work since the previous |
self-audit response.

Agency Name City of Eugene

Key Num  Project Name Person in Responsible Charge

® If you nOt|Ce a prOJeCt on the ||St that you 19746 Franklin Blvd facility plan & NEPA documentation (Eugene) Rachael Love

d O n Ot th I n k S h O u Id be I n CI u d ed ’ Or O n e 19773 South \g/iamette S;r(eet enfhancemjnt (Eugene) Bryjn Root

. . 5 20206 RiverRd at Irving Rd (city of Eugene Jordan Vesper
th at IS O m Itted 4 p | ea Se m a ke a n Ote I n th e 20216 City of Eugene s'ggna en:ancerjents Bryan Rootp
eXCel fl Ie a n d p rOV I d e reS pO n SeS fO r a ny 20294 Coburg Rd: Ferry St R bridge to Willamette R bridge(Eugene) Jenifer Willer
omitted projects. e s et

12



d Cut Arial J105 v

(3 Copy ~
E Eorpr:at Painter - I:
EXC E L TE M P LATE FO R P R OJ ECT B7 Ip Dir N fe || Your ago:ncy submits progress billings to ODOT Gnt:tlag‘[ni::]frame set
RESPONSES
A A B C

- NEW FOR 2023: Project responses must | Erojed Pf(‘;y Num;er: -
be submitted using the excel template. 2 ame o Ferson hesponding.

* Follow the instructions on the r,m
‘Instructions’ tab in the excel form. 3 B8 ol fransportation
] _ ] PROJECT INFORMATION
¢ PleaSe Sme|t Only one exce f||e W|th yOUF Please review and verify the following list of project Self-A
I for each project in the attached excel file. Your agency dos
response' A” prOJeC_tS .ShOU lC _a ppea Fas each project. Each question must be answered Yes, No, ¢
worksheets/tabs within the single excel
file.

Progress Billing

~1 o [ =

1. |Your agency submits progress billings to ODOT on
(generally not more than monthly and at least quarte

2. |Your agency maintains supporting documents and i
9 eligibility of costs incurred during each billing cycle,




Due Date

June 30, 2023

iday,

Fr




QUESTIONS?

Contact
odotcertification@odot.oregon.gov with
any questions.



mailto:odotcertification@odot.oregon.gov
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