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Low Carbon Transit Operations Program 
Project Description and Allocation Request Instructions 

 
The following is to be used as a guide to completing the 

Caltrans Low Carbon Transit Operations Program (LCTOP) 
Project Description and Allocation Request form. 

 
LCTOP Project Description and Allocation Request 
 
Page 1 
Cover Page 
An original cover page must be completed and submitted by the Project Lead and signed by 
Contributing Sponsor(s).  An official signed letter can be submitted by Contributing Sponsor(s) in lieu of 
signing the cover page. The signature(s) should be from the Executive Director or the Authorized Agent 
to confirm validity of the request. 
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Allocation Request Amount 
The  amount  requested  should  be  listed  under  the  year  the  funding  is appropriated.   The funds 
requested by each project sponsor cannot exceed the amount identified by the Controller for each year. 
 
Table 1 – Project Lead/Recipient Agency Information    
The Project Lead completes this table.   If there are other Contributing Sponsors, the agency 
receiving the funds from other sponsors becomes the Project Lead.   The Project Lead will be the 
principal project contact and is responsible for complying with reporting requirements.  Remember, 
only agencies identified by the Controller can be Project Leads. 
 
Table 2 – Contributing Project Sponsor(s) Information 
The Request must clearly identify the contributing LCTOP-eligible sponsors and the amount of funds 
they are contributing. In addition, the Request needs to indicate whether the funds are from the 
LCTOP formula per PUC 99313 or 99314. List LCTOP funds only. 
 
Table 3 – Project Category 
Select one category that best describes the project.  
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Table 4 – Project Summary 
a) Project Purpose:  Describe the overall intent of this project and reason you are requesting 

LCTOP funds for the project. 
b) Describe the project:  If this is a capital project, the description of the project should include 

the number of items being purchased with LCTOP funding (i.e. 5 vehicles, 1 transit center), the 
type (i.e., Zero emission bus, Light Rail Station, etc.), and any appropriate descriptions of the 
project.  Attach any additional pages if necessary.  If it is an operations project, briefly describe 
in this space, and then provide details in Table 7.  
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c) Operations:  If the Request is for funding for operations, complete Table 7.  If not, leave Table 7 
blank. 

d) Project Map:  Provide a full page map displaying the agency service area and the location of the 
project.  If it is a project that is located in or within ½ mile of a disadvantaged community, 
provide a map indicating the area of the disadvantaged community.   

e) Useful Life of the Project:  Capital projects must have a useful life not less than that typically 
required for capital assets.  Documentation of useful life is required to be included with this 
Request. 

Table 5 – Description of Major Benefits/Outcomes 
a) Greenhouse Gas Reduction:  This is a required benefit for all projects, per Public Resource Code 

75230 (d) (3). 
For the first fiscal year of the program (FY 2014-15) a list of suggested eligible projects is 
provided in the Guidelines (section 10, Eligible Projects). The list is also provided with the 
Request form as Attachment A.  Find the category and item that best describes the project and 
enter that information.  As greenhouse gas quantification methods are refined, agencies will be 
able to report on the reduction achieved by their projects in more detail.  In the meantime, 
provide whatever information you have available to support your project and how it achieves 
reduction of greenhouse gas. 

b)  Increased Mode Share:  This is a required benefit of all LCTOP projects (per Public Resource 
Code 75230 (d) (2).  Describe how this project achieves increased use of transit. 

c) Disadvantaged Communities (DAC) benefit, if applicable (this requirement applies to agencies 
whose service area includes a disadvantaged community.  If so, at least 50 percent of the 
allocation must be expended on projects benefiting DACs).  If the agency has no disadvantaged 
community, this requirement does not apply. 
See Attachment B of the request form for a list of categories of benefits to a DAC and provide 
that description. 
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d) Additional Benefits/Outcomes:  Review your project and indicate any appropriate additional 

benefits. 
e) Co-Benefits:  Summarize the co-benefits checked in section d) and include any additional co-

benefits not already listed. 
 
Table 6 – Project Schedule 
State the estimated start and completion dates for the project phases as applicable: start and 
completion dates for environmental clearance, design, right of away, construction, vehicle/equipment 
procurement, and project closeout.  The LCTOP-funded phase of the project must be ready to proceed 
within six months of the allocation.  Please note, phases prior to Construction are NOT eligible for 
LCTOP funding. 

 
Table 7 – Operations Project Description 
Respond to the questions as asked.   These questions support the use of LCTOP for operations.  If the 
allocation will not be used for operations, disregard this table and proceed to the Funding Plan. 
 
Total Project Cost and Funding Plan 
 
The funding plan must demonstrate the project is fully funded by identifying the sources of 
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funding, including federal, local, private, and State money committed for the project.   If the 
project-funding plan includes interest earned on LCTOP funds, it will be listed as a separate funding 
source and included on this attachment.  The LCTOP funding should be entered according to the year 
the funding was appropriated, not the year the funding was received or expended. 
 
Short Range Transit Plan 
Projects must be consistent with the project sponsor’s most recently adopted short-range transit 
plan or other publicly adopted plan that programs or prioritizes funds for transit capital improvements 
or operations, including the region’s transportation improvement program or a certified board 
endorsement.  Do not submit the full plan; submit only the following information of your plan: 
a.   Cover page  
b.   Summary 
c.   Adoption page 
d.   Relevant project description 
 
If submitting a certified board resolution in lieu of the transit plan, submit only the relevant 
documentation. 
 


