
Self-Audit Tips and Instructions for Certified 
Local Public Agencies

May 2023, ODOT Certification Program



KEY INFORMATION

• Due date: Friday, June 30, 2023
• Submittal checklist:
Signed self-audit form
Excel file with project responses
Updated Key Qualified Staff form (if applicable)
Updated Approval Authorities form (if applicable)
Current Organizational Chart (if applicable)
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SELF-AUDIT PURPOSE

Opportunity for 
Certified LPAs to review 
program and project 
compliance.

Annual check up of high 
risk areas in between 
compliance reviews.

Annual update of 
program information.
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SELF-AUDIT PACKAGE

• Sent to each agency individually via email:
• Annual Self-Audit Form 734-5152A or B

• 734-5152A: Cities/Counties
• 734-5152B: MPO

• Example of completed form 734-5152A or B
• Certification Status Report
• Project List
• Excel version of self-audit form (required)
• Copy of these instructions
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SELF-AUDIT FORM AND EXCEL 
TEMPLATE

• CHANGE FOR 2023: Responses to the project 
questions 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.
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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.
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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).
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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).
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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.
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CERTIFICATION STATUS REPORT: 
FINANCIAL INFORMATION

• 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.
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CERTIFICATION STATUS REPORT: 
FINANCIAL INFORMATION

• 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 Federal Audit 
Clearinghouse 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

Update Needed

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


PROJECT LIST

• Includes projects active since prior self-
audit.

• Only need to provide self-audit responses 
relating to the work since the previous 
self-audit response.

• If you notice a project on the list that you 
do not think should be included, or one 
that is omitted, please make a note in the 
excel file and provide responses for any 
omitted projects.
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EXCEL TEMPLATE FOR PROJECT 
RESPONSES

• NEW FOR 2023: Project responses must 
be submitted using the excel template.

• Follow the instructions on the 
‘Instructions’ tab in the excel form.

• Please submit only one excel file with your 
response. All projects should appear as 
worksheets/tabs within the single excel 
file.
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Due Date:
Friday, June 30, 2023
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QUESTIONS?

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