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CALTRANS LONG-TERM ASSIGNMENT COST ANALYSIS
DOT FA-1310 (REV 04/2025)
State of California Department of TransportationForm Title: Caltrans Long-Term Assignment Cost AnalysisForm Number: DOT FA-1310 (Revised April 2025)
Americans with Disabilities Act, ADA, Notice, This document is available in alternate accessible formats. For more information, contact the Forms Management Unit at 279 234 2284, Teletype 711, in writing at Forms Management Unit, 1120 N Street, Mail Station 89, Sacramento, California 95814, or by email at Forms.Management.Unit@dot.ca.gov
Americans with Disabilities Act (ADA) Notice: This document is available in alternative accessible formats. For more information, please contact the Forms Management Unit at (279) 234-2284, TTY 711, in writing at Forms Management Unit, 1120 N Street, MS-89, Sacramento, CA 95814, or by email at Forms.Management.Unit@dot.ca.gov.
Agency Name and Division Within the Agency Requesting the Information:
California Department of Transportation, Division of Accounting, Travel Payments and Policy Branch
Title of Official Responsible for Information Maintenance:
For more information, please contact the Travel Payments and Policy Branch at (916) 227-9061, in writing at Department of Transportation, Division of Accounting, Travel Payments and Policy Branch, MS-25, Post Office Box 168018, Sacramento, CA 95816-8018, or by email at Division.of.Accounting.Travel.Questions.Mailbox@dot.ca.gov
Maintenance of the Information Authorized By: 
Title 2 of the California Code of Regulations Sections 559.626 and 559.626.1 
Consequences of Not Providing All or Any Part of the Requested Information:
Disclosure of this information is voluntary. Failure to provide information will prevent eligibility of the claim and delay or prevent the processing of this form.
Principal Purpose(s) for Which the Information Will Be Used:
The request for personal information is to facilitate processing of this form and review eligibility for the claim.
Known Disclosures:
The information shall be disclosed to authorized California Department of Transportation employees and the information will remain confidential.
Right of Access to Records:
Individuals have the right to access information provided and may request a correction or deletion of records. Exceptions may include, but are not limited to, investigations and public transparency laws. Personal Information will only be disclosed as permitted by the Information Practices Act, Civil Code, §§ 1798–1798.83, or as otherwise required by law. To request access to, or to request correction or deletion of, information provided in this form you may contact the Official Responsible for Information Maintenance identified above.
1) Estimated Per Diem Costs
Cost
Revised Cost
Long-term allowance using federal lodging and M&IE rates exceeding 30 consecutive days from reporting date, or
Long-Term Assignment Differential (BU 9 & 11 only)
2) Estimated Transportation Costs
Include all airfare, rental car, train, private vehicle mileage, shuttle, bus, taxi, Uber/Lyft cost required for transportation to and from the primary residence to the LTA Residence, the LTA residence to the LTA jobsite and daily mileage to obtain meals while at the LTA jobsite
3) Total Estimated Cost of Long-Term Assignment
{{Sig1_es_:signer1:signature      }}
{{Sig2_es_:signer2:signature      }}
{{Sig3_es_:signer3:signature      }}
{{Dte1_es_:signer1:date:format(mm/dd/yyyy)    }}
{{Dte2_es_:signer2:date:format(mm/dd/yyyy)    }}
{{Dte3_es_:signer3:date:format(mm/dd/yyyy)    }}
{{*phone1_es_:signer1:phone       }}
{{*phone2_es_:signer2:phone       }}
{{*phone3_es_:signer3:phone       }}
The Cost Analysis is an estimate of cost incurred for the duration of an employee’s Long-Term Assignment (LTA).  Typical cost incurred while on assignment should be considered. Total cost of the assignment needs to be evaluated by management when deciding to place an employee on an LTA.
The LTA supervisor is required to complete this form and submit it with the Long-Term Assignment (LTA) Information and Certification of Subsistence Rates form DOT FA-1350.
1)         Estimated Per Diems: The following costs should be considered when completing the cost analysis:
•         Long-term allowance using federal lodging and M&IE rates include receipted lodging and actual expenses for long-term meals and incidentals up to the maximum rates provided in the Travel Guide. Traveling employees should continue to make reasonable efforts to secure lodging that is in the best interest of the state. Such lodging may include contracted or preferred providers, long-term lodging establishments, and non-hotel accommodations such as an apartment or extended stay facility.    
•         Long-Term Assignment Differential (BU 9 & 11 only) method includes the long-term assignment monthly differential amount for the duration of the assignment. The monthly differential shall be pro-rated for the months in which the LTA begins or ends in the middle of the month. 
2)         Estimated Transportation Cost: Include all airfare, rental car, train, private vehicle mileage, shuttle, bus, taxi, Uber/Lyft cost required for transportation to and from the primary residence to the LTA Residence, the LTA residence to the LTA jobsite and daily mileage to obtain meals while at the LTA jobsite. Management is required to document the frequency of how often an employee will be authorized to return to their primary residence while on LTA. This includes documenting pre-approval of said travel frequency. All transportation costs for any LTA travel (including travel between the primary residence and LTA jobsite) must be reflected in the Estimated Transportation Costs section of DOT FA-1310. It is also the responsibility of District/Program management to monitor and keep documentation (i.e., e-mails and/or memorandums, as appropriate) of the agreed upon LTA travel approvals.
3)         Total Estimated Cost of LTA: This amount needs to be evaluated by management when considering placing an employee on LTA.
4)         Justification: The decision to place an employee on a LTA should include any factors that support the LTA as the best option for the department. If the estimated completion date is changed, provide a revised LTA Cost. Analysis DOT FA-1310 along with an updated DOT FA- 1350 to accounting.
5)         Approvals: The DOT FA-1310 is required to be approved by the employee’s immediate supervisor, the employee’s LTA supervisor, and the LTA Program Manager.  
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