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INTRODUCTION
_

Mission and Value Statement
LOCAL PROGRAMS GUIDING PRINCIPLES:

The Mission of the Indiana Department of Transportation (INDOJg! Public Agency (LPA) Prograis to provide

Stewardship and Technical Assistance to Locdilieé Agencies through excellent education and collaborative relationships,

to plan, build, and maintain a superior transportation system that promotes economic growth, ensures safety, and complies
with all local, state, and federal regulations

LPA Program Values:

Stewardship and Technical Assistance
Effective Communication

Customer Service

Education and Training

Empowerment

Compliance

Efficient

Collaboration

Clarity

=4 =4 =4 -8 -8 -8 -8 -89

This Guidance Document is intended to Bigiag document and as such is expected to undergo regular updates and
revisions as determined by INDOT. Changes to this document will be made onlpimrlite versionlocated on thé\NDOT
Websittand it is the LPAO6s responsibility to follow the| mos
this Document, notices will be sent through the Statewfd i anadés GovDelivery subscriptio
update. Instructions for subscribing to GovDelivery notices can be foumdat//www.in.gov/indot/doingbusinesswith-
indot/locatpublic-agencyprograms/

Questions

If there are questions concerning this Document or the Employee in Responsible Charge (ERC) training requirements, please
email the Local Public Agency Programs Offie atLPAQuestions@indot.in.gov

FEDERAL -AlID PROGRAM OVERVIEW
-

The Indiana Department of Transportation (INDOT) provides assistance to Local Public Agencies (LPAs) by providing financial
resourcesiconstructing, preserving, and improving transportatio
highway projects approved for federal funding are consistent with all applicable laws, regulations, and policies. kgifatioh

made the Federdlid Program a Federally Assisted, State Administered program, delegating responsibility to the State Departments
of Transportation. The law allows INDOT to act on behalf of the Federal Highway Administration (FHWA) by taking resppnsibilit

for project development, as well as administering the construction and inspection of manydiedgrajects. Each State Department

of Transportation has an agre@wmemsi gvhtt hAgHeVEmematl | & didship ¢ rSma
oversight agreements by State can be foundtigts://www.fhwa.dot.gov/federalaid/stewardship/

As part of the Stewardshipversight Agreement, each LPA is required to hatvieast one fultime LPA employees assigned as an
Employee in Responsible Charge (ERC). Roles and responsibilities of the ERC are outlihedtér One of this Document. The
StewardshiDver si ght Agreement also describes | NDOTO6s appradval s
projects.

The primary objective of this Document is to empower the Id\managing and developing a local fedea@l projectby:

1 Empowering the LPAs through Stewardship and Technical Assistance to have legitimate authority over their projects.
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1 Providing the necessary knowledge and resources toward the management of transportation projects leading to the active
involvement of he LPA ERC throughout the life of the project.
1 Identifying the important and the required legal, primary, and process elements.

Two important characteristics of fedetl are that it is both a reimbursable and a matching program.

Reimbursable means thBHWA pays grantees and sudcipients the actual eligible expenses incurred on a progress payment basis.
Money is not provided in advance, so the LPA must initially finance the projectLAA®incur project costs and are reimbursed.

A matching progam means that the federal funds are matched with state or local resources to cover the total project cost.
Federal funds typically provide 890 f t he pr oj ect ds el i g% pbovided ly State qr localiagetcy fundieg. r e

For more inbrmation concerning the federali d pr ogr am, vi-Aiid FHWADtSI Fleddefrad Local
Web site ahttp://www.fhwa.dot.gov/federal-aidessentials/

LPA CERTIFICATI ON PROGRAM
-

Many local agencies have expressed a desire to take more control of their federally funded projects, and INDOT has created a
mechanism to facilitate that for projects that are not on the National Highway System. This program, known as the L&@Ad@ertifi
Program, is optional and offers an exciting opportunity for LPAs to utliziederal, state, and locally recognized and accepted
design standards for their projects.

Visit our LPA Programs websitand choos&PA Certification Progranfior more information on how to become certified.

FEDERAL GRANT PROCESS
_

A reminder to those LPA's who apply for grants. During the 2@tfslative session the Indiana Codas revised to require approval
from the State Budget Agency before participating in federal assistance opportunities, which includes: applying fos$edanalea
submitting a federal form required to receive federal assistance and requestingtingeceendments to a federal award. This includes
all grant funds that come into INDOT regardless of who requested the grant.

As you are aware all federal transportation awards are received by INDOT and then passed through to the local entides and ot
through a federal aid project.

We are reminding any local unit of government seeking federal funds, the Project Finance team needs to be involvedh@&lpey will
you identify what is needed, complete the SBA form, and will submit and trackyibéor (A grant is identified as any new federal
money that would come to INDOT outside of our annual federal core program.)

It is important to keep in mind that INDOT needs at least-dadblead prior to the application deadline. Because the fededs fun
flow through INDOT and INDOT is required to notify the State Budget Agency of possible additional federal funding itasiaper
that we all work together.

1. Community Crossings Matching Grant (CCMG) does not include federal funds and does notLife4aite complete this
procedure; CCMG is state funded.

2. LPAs are not required to complete this procedure to ap|]
for projects, or for any federal funds allocated yearly to any MPO.

3. LPAs shouldonly follow this procedure when applying for other federally funded opportunities such as BUILD grants,
INFRA, or USDOT sponsored programs.

Aaron Pottermpotter@indot.in.gois our grants coordinator responsiide this task, please reach out to him when you wish to make
an application for a grant.

For further information regarding the State Budget Agency Federal Assistance Process, and to access to the State Bubgdefaienc
Assistance Request Form, visitps://www.in.gov/indot/doingbusinesswith-indot/locatpublic-agencyprogramsprojectapplication

anddeliveryl.
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COMMUNITY CROSSINGS MATCHING GRANT PROGRAM
= b

Launched in 2016, the Community Crossings Matchingh@@CMG) Program provides funding to cities, towns, and counties across
Indiana to make improvements to local roads and bridges.

Community Crossings is a partnership between INDOT and Hoosier communities, both urban and rural, to invest in irdrastructur
projects that catalyze economic development, create jobs, and strengthen local transportation networks.

Since 2016, the state has awarded odebiflion dollarsin state funds to support local road and bridge projects throughout Indiana.

INDOT holds two CCMG Call for Projects each year, one in January and onky irPdojects that are eligible for funding through
Community Crossings include road and bridge preservation projects with Americans with Disabilities Act (ADA) compliance in
connection wth these projects. Material costs for chip sealing and crack filing operations are also eligible for funding. CCMG award
state funds for

CONSTRUCTION ONLY ; maintenance of traffic is part of construction, &@ NOT participate in contingency fees on contractor
contracts

Details and deadlines for the c abvDeliweiydubscrifioa seevidewvhr atdessriptidn of n 1
each update. Grant awards wil/l b e a nLacel ®ublec dabnch Brograriveebsit&.o v e r n

Community Crossings is open to all local government units in the State of Indiana. Match percentages are:

Cities and towns with a population of fewer than 10,000 will receive funds using a 75/25% match.
Cities and towns with a population of greatemtli®,000 will receive funds using a 50/50% match.
Counties with a population of fewer than 50,000 people will receive funds using a 75/25% match.
Counties with a population of greater than 50,000 people will receive funds using a 50/50% match.

=A =4 =4 =4

Required Documentation for CCMG Application

LPAsdmust have the followingequireddocumentation submitted with each application:
1. Financial Commitment Letter
1 Must be submitted on your Agency letterhead.
1 Must besigned (not typedhy someone who has the authority to sign on behalf of all the county commissioners,
town, or city councildo bind the local governmentEither. Mayor, Town Board President, Town Manager, City
Council President, or Commissioner

T I f letter is submitted without the proper authority
notbe eligble.
2. Detailed Estimates
T Estimates must be detailed and itemized by each roa

1 Lump sum estimates are not eligible.

1 If estimates are not submitted with clear locations and clear estimates, thetapplidhnot be eligible.
3. Asset Management Plan approval letter from Indiana LTAP.

1 Only submit the approval letter page.
4. Structure Inventory and Appraisal Report (SIA) is requicedBridge projects only

Local governments may submit multiple proje@&ach application for road work submitted can include up to 50 different road
segments. Only one bridge project can be submitted per application.

Asset Management Plans (AMP)

Asset Management Plans (AMP) are required by law to receive consideration for funding. HEA 1002 provides fundiimgsto
Local Technical Assistance ProgrgdbhTAP) to help local governments with their asset management plans. All approval letters must
be dated by Decembet df the preceding year to be eligible for the call in the succeeding year.

All Asset Mangement Plans should be submitted to LTAP, which will work with local governments to complete and approve all
AMP6és. LTAP will contact you if revisions are required to
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Contact the Local Technical Assistance Prograurdue University (LTAP).LTAP will be assisting all local governments with
their plans. For any assistance with your AMP or the Data Management System, including templates, examples, and lessrirces, p
contact:

Patrick Conner, PE

Research Manager,diana LTAP

Phone: 17654944971/ 1800-428-7639

Email: connerp@purdue.edr INLTAP@purdue.edu

Pavement Asset Management Plans (AMP) are living documents and shopldblbeduvhenever improvements are made to
roads/bridges, and then submitted to LTAP every year.

Certified Road Inventory

To receive a copy of your certified road mileage for your
Manager ammcmahan@indot.in.gov
1. To get aroad added or deletedrom your Certified Road Inventorgontact Mark McMahan for details.
1 Only roads in your certified road inventory are eligible for CCMG funding.
1 Updateswill take a minimum of 48 hours to be approved but could take a minimum of 2 weeks to show the change
on the maps.
2. A summary report can be found at this lihktps://www.in.gov/indot/abotindot/centraloffice/assetdata
collection/roadwayassets/
3. ltis important to verify and update yoRpad Inventory
1 A Road Inventory is needed to ensure your Agency is compensated for all its road assets and to ensure your Asse
Management Plan matches.
1 Your stae MVH funding is based on your Certified Road Inventory.

State Laws That Apply

I.C. 36:1-12 (Public Works Projects)

I.C. 823-10 (Qualifications of Bidders for Contracts)

I.C. 516-13 (Requirements for Contractors on Public Works Projects)

Look up Indiana Code at General Assembly webhitig://iga.in.gov

Il ndiana State Law Procurement Power Point Presentation
Section

E ]

A me r i c d@mDsabilitis Act (ADA) Transition Plan

INDOT is reviewing all transition plans for all local governments who apply for Community Crossings Funding. All local
governments need to show that they are at least making a good faith effort in adopting an ADA Transition Plan.

INDOT is working withall local governments throughout Indiana to ensure compliance or at least show that each local government |
making a good faith effort in becoming compliant.

INDOT is a recipient of federal funds and has a Stewardship and Oversight Agreement witthetia tFighway Administration

which means that if you receive any funding from INDOT (state or federal), whether through a contract to perform woitteor prov
professional services or as part of a grant or award for your community, INDOT is requiredréoyensare in compliance with Title
VI & Americans with Disabilities Act (ADAnhondiscrimination andccessibilityrequirements.

Our goal in monitoringur subrecipients is to provide sufficient training, tools, and resources to make compliance efforts manageabl
and easier for our sutecipients as we work together to imprdadiana communities by constructing roads, bridges, highways, and
pedestriandcilities across the state.

We need for every local government too show that they are making a good faith effort toward this compliance. Pleasélicontact
Gay, Subrecipient Compliance Auditor, Legal Divisionwatay@indot.in.gofor more information and assistance.



mailto:connerp@purdue.edu
mailto:INLTAP@purdue.edu
mailto:mmcmahan@indot.in.gov
https://www.in.gov/indot/about-indot/central-office/asset-data-collection/roadway-assets/
https://www.in.gov/indot/about-indot/central-office/asset-data-collection/roadway-assets/
https://www.in.gov/indot/doing-business-with-indot/files/Roadway-Inventory.pptx
http://iga.in.gov/
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Frequently Asked Questions (FAQ)

Each call for CCMG projects a Frequently Asked QuestiBAL), along with training material, examples of required documentation,
and past local awards is posted onltbeal Public Agency Programsebsite. The FAQwill include the following information and
more:

Force account work.

Eligible project types.

Ineligible project types.

Examples of required documentation.
Local match funds.

If awarded, how a local receives the funds.
Contract requirements.

Asset Managenms Plan.

Certified Road Inventory.
Americandés w/ Disabilities Act (ADA) Transition Pl an.
State laws that apply.

Bidding a project.

Project closeout.
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For all other questions regarding CCMG applications or projects, please contact your District Program Director or sehban ema
LPAQuestions@indot.in.gov
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CHAPTER ONE: ROLES AND RESPONSIBILITIES
_

Acronyms used in this Chapter:

ERCi Employee in Responsible Charge LPAT Local Public Agency

FHWA i Federal Highway Administration LPA ERCi Local Public Agency Employee in Responsible Charge
INDOT i Indiana Department of Transportation MPOT Metropolitan Planning Organization

ITAP 1 INDOT Technical Application Pathway RFP1 Request for Proposal

Chapter One discusses the roles and responsibilities of the persons involved in thei@gecgiram and the required training of
those persons.

1-1.0 PRIMARY PARTIES

1-1.01FederalHighway Administration (FHWA)

The FHWA is responsible for ensuring adequate and proper delivery of fadpabjects.

1-1.02Indiana Department of Transportation (INDOT)

INDOT is the agency responsibleforl anni ng, buil ding, maintaining, and oper
system. INDOT is accountable to FHWA to ensure all project elements comply with federal law and regulationsisINDOT
required to administer federal transportation &ipdovided by the U.S. Department of Transportation through its various
divisions according to all federal and State laws and as defined BYHihWe\/INDOT Stewardship and Oversight

Agreement.

INDOT ensures that local projects utilizing federal funds made available by INDOT are appropriately utilized in a timely
manner. INDOT will also provide guidance for the local agency to stay in compliance with all federal and state regulations.

Oneofl NDOT6s primary roles is to provide stewardship and t
Designer during the project development process and throughout construction.

1-1.02 (1) District Program Director
The District Program Deéctor responsibilities are varied. Below are just a few of the responsibilities:

Reviewing submitted project applications during a Call for Projects.

Checking Request for Proposals (RFP) and reviews consultant selection.

Ensuring projects are listed ihe Transportation Improvement Program (TIP) and the Statewide Transportation
Program (STIP).

Programming projects into | NDOTdéds Scheduling Projec
Scheduling and holding Early Coordination meetings.

Requesting and tracking the exéon of the INDOT LPA Contract.

Requesting federal or state funds to be encumbered onto a PO for LPAs reimbursement.
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1-1.02 (2) DistrictINDOT Project Manager
The District INDOT Project Manager is the individual responsible for the following:

Assisting the LPA with project development, schedule changes, and general project support.
Facilitating Quarterly Review Meetings.

Reviewing consultant contracts.

Managing project schedule to keep project on time and on budget.

Acting as a facilitator fothe preconstruction development of projects.

Assisting the LPAs in technical problem solving and coordination with stakeholders.
Facilitating the required reviews during project development and at Final Tracings Submission.
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1-1.02 (3) LPA Bridge Inspecton and Border Bridge Program Manager

The LPA Bridge Inspection and Border Bridge Program Manager is responsible for the following:

Overseeing the Countywide Bridge Inspection and Inventory Program.
Provide assistance to the LPA.

Ensure compliance with federal and state regulations.

Review RFPs.

Review draft LPAConsultant Contract.

Review Local Quarterly Reports and conduct quarterly meetings.
Review and approve the LPA Invoice Vouchers.
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1-1.03Local Public Agency (LPA)

The LPA is responsible for the following:

f
f

f
f

Managing all aspects of their fedegall project(s), including financial management of the projgc(sl understanding

all federal regulations required to construct any local feedaproject.

Accepting their reponsibility for ensuring each local fedegadl project complies with all federal laws and regulations.
Failure to comply puts the LPA at risk of being required to refund all or a portion of the federal funds expended on the
project.

Ensuring projectsra delivered on time and within the approved budget and scope.

Appointing at least one futime employee as the Employee in Responsible Charge (ERC).

1-1.03 (1) Considerations in choosing an ERC

Considerations in choosing an ERC include, but are mitieldl to, the following:

The ERC rolecannot be filled by a consultant, or a contract employee hired by the LPA.

The ERC does not need to be a technical expert, but rather someone who can be fully engaged in a project «
understand the project goasd milestones.

I The ERC is the designated employee responsible for driving completion of the project.

1 The ERC will work closely with their consultant to develop their project and can reach out to other governmente
agencies and metropolitan or regionalnpli;ag agencies for assistance.

f
f

1-1.04Employee irResponsibl€harge (ERC)

The responsibilities of the ERC include, but are not limited to, the following:

il

==
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Serves as a liaison for the LPA and its Board or administrative body regarding financishaaglerial decisions that
affect the project or is a fiduciary representative ¢
Always maintain the ERC status throughout the project. Pleasteségen 11.04 @) of this Chapter for guidelines on
how to become certified as an ERC.

Maintaining the login credentials for the INDOT Technical Application Pathway (ITAP) on behalf of the LPA.

Aiding in the preparation of the project application through ITAP and stihgithe application as required.

Requesting the Early Coordination Meeting.

Ensuring the INDOTLPA Contractis signed by the LPA and returned to INDOT.

Working with the INDOT District to secure a Purchase Order and submit thélvBise-Voucher claim for costs incurred
after notification of federal authorization and Notice to Proceed (NTP) is given by INDOT.

Preparing the Request for Proposal to select a consultant.

Ensuring and validate that tlimnsultant Selection Proceswas followed correctly.

Negotiating fees with the consultant.

Ensuring the.PA-Consulting Contrads executed by the LPA drconsultant.

Assuring work does not proceed on a project phase prior to receiving INDOTs Notice to Proceed (NTP).

Helping coordinate and attend the Public Heaifraghearing is required.

Coordinating the completion of the Environmental Document viaghconsultant.

Requesting INDOT initiate federal project authorization through the Fiscal Management Information System (FMIS)
from FHWA for the Rightof-Way Phase of project developmehihis approval cannot and shall not be requested

prior to the approval and certification of the Environmental Document.
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Reqguesting and submit the LPAG6s matching funds at t he
Maintaining their LPA Project Development Certification.

Affirming that Design Documentatiormeets INDOT Design Manual Standards.

OverseeindJtility and Railroad Relocation work.

Ensuring the Constitutional Rights of landowners are not violated (compliance withnifloem Acquisition and

Relocation Actand associated regulations).

Certify theLand Acquisition Package

Certifying the completeness Bfnal Tracings Submission

Ensuring project meeLL State and federal laws.

Developing and retaining all project donentation.

Completing the | NDOT or the Met Loocgh@ubriety&eportBéndattend ng Or
Tracking Meetings.

Managingitc onsul t ant 86s performance.

Maintaining complete documentation of all project activities through project development and construction.
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It is imperative the LPA maintain complete documentation of all required actions as proof of compliance. Failure to
maintain complete records may result in the loss and/or repayment of part or all fedgdaspent on the project. This
documentation must be maintained by the LPA for 5 years after project completion. Please refeptmdix Cof this
Document for a list of required documentation.

1-1.04 (1) Skills andattributes of an effective ERC
Skills and attributes of an effective ERC include, but are not limited to, the following:

91 Ability to undertake the basic project management tasks including ensuring projects meet deadlines ar
budgets.

1 Ability to manage numerous documents with time sensitive submissions and specific requirements.

1 Ability to communicate and build relationships.

1-1.04 (2) LPA ERC Project Development Certification Training

The State of Indiana launched their new Learning Management System (LMS) from SAP SuccesSkadiogs.
January 2022, all online coursesvere moved to theINDOT Training Portal . The INDOT Training Portal will
allow you to complete online training, maintain training records and access to completion certferadesyu
yearly reminders to raew the ERC certification, and maintain your own account features.

To enroll in and gain access to the ERC Basic Project Development, the ERC Basic Recertification, or the LPA
Certified Bridge Inspection ERC@ni ne Cour se, ERCs06 must register as

# Linksto register for he INDOT Traning Portal anc Quick Step Guide to INDOT Training Portale on the.PA
Programswebsite.

I f an ERC6s certification has | apsed, the LPA may c
Purchase Order.Any work on that phase will not be reimbursable until the LPA has a recertified ER{Cthe LPA has
completed work on a phase and is ready to begin the next phase, funds will not be requested until the LPA has a certified
ERC. This includes the Constru@mn phase.

To becomean LPA Certified ERC i The nominated ERC must take and pass the ERC Basic Project Development
On-line Course to become certified. The course usually thke® hours to complete, and the certification is valid

for 1 year.

To maintain the annual certification requirementi An ERC must take and pass the ERC Basic Recertification
On-line Course (1 to 2 hours in length) or the ERC Basic Project DevelopmédimeODourse withirll year of
receiving their original ERC certification.

I f an ERCO6s cert i TheERE will have toltampleteettxe itRC Bagic Project Development On
line Course to become recertified.
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If the ERC leaves the organization for any reason, the LBistdesignate a new ER@nd ensure they successfully
complete ERC Certification Training.

1-1.04 (3) Role of the ERC in Bridge Inspection
The role of the ERC in Bridge Inspection includes, but is not limited to, the following:

1 Contacting the Central Office LPA Briddglespection and Border Bridge Program Manager to create a
project schedule in | NDOT6s Scheduling Project
Number for the bridge inspection.

1 Acting on behalf of the LPA as the primary point of contact to erfslireompliance to all federal and
state regulations and requirements related to bridge inspection and the Bridge Inspection Contract.

T Acting as the fiduciary representative for the
elements of hdge inspection.

1 Responsible for ensuring all inspection reports and load ratings completed and submitted on time, and for
ensuring there is always a current Bridge Inspection Contract in place without any gaps in coverage.

1 Responsible for submittingBridge Inspection Local Quarterly Reportthe LPA Bridge Inspection and
Border Bridge Program Manager.

f Managing the LPA&6s County Bridge Inspection Pro

1 Ensuring timely inspections and reports.

1 Reviewing and submitting related invoices.

1 Ensuring all required actions are completed as directed in the INDOT Bridge Inspection Manual and as
described in this chapter.

1 Completing the INDOT or MPO Loc@&buarterly Reportand attend Tradhg Meetings.

f Managing its consultantés performance.

All Indiana Counties are required to designate and maintain a certified ERC to manage their Bridge Inspection Prog
This ERCmustbe an employee of the LPA ammhnbe the same ERC who managesthé® A6 s ot her tran

1 To becomean LPA Certified Bridge Inspection ERC 1 The nominated ERC must take and pass the 2022
ERC Bridge Orine Course. The Online Course is anticipated to take approxinaatelyl)hour to
complete to become certified. This certification is validifoear.

I To maintain the annual certification requirementi An ERC must take and pass the Bridge Inspection
Training class withirl year of attending their last training.

1 To maintain the annual certification requirementi An ERC must take and pass either the ERC Basic
Certification or the ERC BasiRecertification withirl year of attending their last training.

T I'f an ERCO6s cert i TherRE will have tohakesandegpaspther2e28 ERC Bridgdirign
Course to become recertified.

# Links to register for the INDOT Training Portal and a Quick Step Guide to INDOT Training Portal areLétthe
Programswebsite.

If the Bridge ERC leavedhe organization for any reason, the LP#ustdesignate a new Bridge ER&nd ensure they
successfully complete ERC Certification Training.

1-1.05Consultants

Consultants are often utilized by LPAs to provide architectural and engineering serdieesltp their projects and are responsible
for:

1 Keeping all parties (local and state) involved and informed of project status and costs through frequent communication
1 Delivering high quality, timely work, on or below budget.


https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/

1 Held accountable, along with the LPA, for failure to meet any federal and state regulations, deadlines, and errors a
omissions.

1-1.06 Metropolitan Planning Organizations (MPO)
MPOsgare responsible for:

1 Coordinating transportation planning within their defined Metropolitan Planning Area.

1 Managing discally constrainedprogram and air quality conformity for their regions.

1 PerformingAir Quality Conformity Modelingor air quality norattainment areas as required by the United States
Environmental Protection Agendgr compliance with th&ederal Clean Air Act.

All MPO projects that seektoutederalai d f undi ng must blenspontatidninbewmeantProgrdme MP
(TIP).

Please refer t&€hapter Four for more information on O- LPA Coordination and Process.

# MPOare not required to have a Certified ERC.

1-2.0 CRITICAL ELEMENTS

Critical Elements are listed below, but are not limited to, the following:

1 The LPA hasappointed an ERC.

1 The ERC has successfully completed LPA Project Development Training and is current in their certification.

1 The LPA has created and maintains a document management system to be maintained at least 5 years after project closeot
final audit has been completed to ensure compliance to all stated regulations. This documentation system includes provid
ready access to INDOT and FHWA upon request.

1-3.0 FATAL FLAWS

Once a fatal flaw has been identified:
TheLPA shall stop all affected project activity until the fatal flaw is resolved. Unresolved fatal flaws can negatively impact:

The project schedule.
The project funding.
The projecbudgets
The project scope.
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Unresolved fatal flawsyvill prevent the project from proceeding to the next stage of project development, including advertisement, ar
letting.

1-4.0 REFERENCES TO GUIDANCE MATERIAL

Links

L ocal Public Agency Program\Web page

Consultant Prequalification

INDOT 1 LPA Contract

1-5.0 IDENTIFICATION OF RESOURCE PEOPLE

1. District Local Program Director

# Communications regarding documents, plans, submittals, and any miscellaneous items should include the:
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1 L P Adesignated ERC
9 appropriate INDOT staff
1 MPO staff (if project is within a MPO area)

CHAPTER TWO: PROJECT SELECTION
-

Acronyms used in this Chapter:

ADA i Americans with Disabilities Act FHWA'i Federal Highway Administration
ER1 Emergency Relief INDOT i Indiana Department of Transportation
ERCi Employee in Responsible Charge LPAT Local Public Agency

FEMA' Federal Emergency Management Agency MPO1 Metropolitan Planning Organization

2-1.0 CHAPTER TWO OVERVIEW

Chapter Tvo provides general information regarding the use of fegedaiunds for Local Public Agency (LPA) projects. It provides
general descriptions of common fedea#d programs available to LPA with the intent to better equip LPAs in the selection and
application process for participation in these programs.

Periodically, additional funding programs may become available. It is important to check|tiiggana Department of
Transport at iWelnsitesreguldriyfar SUEh changes.

2-2.0 PROJECT APPLICATION AND SELECTION

Project application and selection will be carried out atiog to program qualifications (i.e., Rural Road, Bridge, Transportation
Alternatives, Safety, Section 130) as posted on | NDOTiHHiE We
is very important that LPAs, consultants and INDS3ff refertd NDOT&6s L oc al P u b | web sitéfay thenntost upP r o ¢
to-date information regarding specific program descriptions, qualificationsdacimentation requirements prior to submitting an
application for federal funding.

There are four basic steps to project application and selection:

1. Before the LPA caapplyfor a project that willuse ruralfederali d f unds t he LPA6s Empl oyee
must first meet th&RC Certification Training requirements.
1 Preservation projects requirefederal Asset Management Plarhich is different from the CCMG Asset Management

Plan

1 UpdateRoadway Inventory

3. The ERC must complete and then submit the project application following the specific guidelines and criteria thated for
specific funding program being applied.

4. The ERC will receive email communications from INDOT for any or all the following: acceptance of the application, return
of the application for additional information and the selection status.

5. |If selected, the ERC must requestkarly Coordination Meeting with the District Local Program Directawithin 30 days
from award notification.

2-2.01 Ineligible

In general, selection will be denied for any application that:

Is not compliant with thémericans with Disabilities Act (ADA).

Does not fit the application criteria listed by the specific program.

Is not submitted by aurrentCertified ERC.

Is received without a financial commitment letter.

The LPA is inarrears of 60 days or more of a past due resolved debt.
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2-2.02 Program Descriptions

The Notice of Funding Availability (NOFA) that is issued every year allows for all types of projects to be submittedtigr. fund
INDOT will match funding types to sp#ic projects.
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2-2.03 FederalAsset Management Plans (AMP)
If applying for federal funding for a preservation type project, an approved Federal Asset Management Plan is required.
2-2.04 CertifiedRoadInventory

To receive a copy of your certified road mileage, or to add or to delete a road from your Certified Road Inventory, contact
Mark McMahan, INDOT Road Inventory Managematncmahan@indot.in.gov

A summary reportan be found at this linkittps://www.in.gov/indot/abotindot/centraloffice/assetdata
collection/roadwayassets/

9 Itis important to verify and wate your Road Inventory.

2-2.05 EmergencyRelief Program
During disaster events, an Emergency Relief Program is available to affected LPAs. These Programs are:

Federal Highway Administration (FHWA) Emergency Relief (ER)i a progranto supplement state and local resources
resulting from a disaster. The disaster must be:

1 A Governor or Presidential disaster declaration
1 Atleast $700,000 in statewide damage ($5060site)
1 On a Federahid Highway

# Local roads and rural minor collectors are not eligible for FHWA ER funding.

Federal Emergency Management Agency (FEMA) Public Assistance (PA)a program to supplement state and local
resources resulting from a disaster. The disaster must be:

1 A Presidential disaster declaration
T AOfSlystemd (publicly owned)

# Local roads and rural minor collectors are eligible for FEMA PA funding.

In case ofan emergency event, the District Local Program Director will send an email to the LPA, including the Emergenc
Management Agencies and Highway Superintendents within
bridges. The email will ifade either the Emergency Relief Reimbursement Checklist if the event qualifies as a FHWA ER
event or a Preliminary Damage Assessment Worksheet if the event qualifies for FEMA PA event.

Please keep in mind that to seek reimbursement for an emergenayt,euas must follow all the criteria for the normal
Federalaid process.

A completed Emergency Repairs Checklist should be sent to the District Program Director witfeSaldiiber.

2-2.06 ProjectFunding

Any actions taken without a fulinderstanding and adherence of the fedaichprocess may put the LPA at risk of not receiving
federal funds, losing federal funds, or returning awarded federal funds.

Available funding is dependent upon several factors. The Federal TransportatioatAstgbnerally adopted every six years
determines the amount of available funds the State receives for the LPA and can alter program categories as wetlyas eligib
criteria.

Other factors that also may affect available funding include:

1 Project timelineand delivery of the projects.
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91 Local projects that have already been selected and are under development.

When changes occur, alternatives must be considered, and solutions found to ensure all LPAs with active projects mainta
reasonable expectation thheir projects can be delivered on time. Failure to resolve changes in a timely manner could impac
future projects and t he Stiscaledstraadilo | ity to assure the |

Project stakeholds will communicate the costs and delivery dates of their projects from project application through final
construction throughocal Quarterly Reports andLocal Quarterly Tracking Meetings. With frequent communication and
coordination, INDOT can establish and communicate a clear expectation of what projects can be funded and completed.

2-2.06 (1) 2 CFR (Code of Federal Regulations) 200

Due to requirements from 2 CFR 200, INDOT will require that a Purchase Order (PO) for any phase of a project indica
the project/phase end daf€he project end date is defined based upon the phase anahatsonable amount of time

to complete th@hase and move the project on to the next phéike.project end date is the last date eligible costs against
the phase will be eligible for reimbursemeAtproject end date may be moved out, but the LPA will need to submit a full
justification that wil either be rejected or accepted by FHWA.

No more than 90 days may lapse from the end date for final reimbursement for aTH@96. days includes submission
of the invoice to thelistrictand payment to the LPAf the LPA waits until the 90 day, there will be no reimbursement.

When federal funds have been requested, but have sat dormant for 9 months, the project becomeds hessieee
considered improper obligations where a decision will be ragdDOT and/or FHWA to remove the fedgmobligation.

If the federal obligation is removed, the LPA can no longer seek reimbursefent.PA can either:

1 stop work on that phase of the project, or
1 pay for the rest of the project with 100% Local funds.

2-3.0 CRITICAL ELEMENTS

Critical Elements are listed below but are not limited to the following.
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The project has received verification of eligibility for fedeaa funds.

The project application process was followed.

The project applicationwassuimt ed by the LPA6s Certified ERC.
The project is ADA compliant.

The financial commitment letter has been received.

2-4.0 FATAL FLAWS

The following is a possible fatal flaw that may, or will, result in the loss of eligibility for federal funds.

f
f
f

The LPA does not have matching funds.
The project is not ADA compliant.
The LPAO6s project does not meet the contracted funding

2-5.0 REFERENCES TO GUIDANCE MATERIAL

Links

Individual Metropolitan Planning Organization Web sites

Maps showing the Urbanized Boundaries

Federal Highway Administration

Special Federal Aid Fundingi Emergency Relief Program

A Guide to the Federalaid Highway Emergency Relief Program



http://www.indianampo.com/
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http://www.fhwa.dot.gov/programadmin/erelief.cfm
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MAP -21 - Moving Ahead for Progress in the 21st Century

Federal Emergency Management Agency

Public Assistance: Local, State, Tribal and No+Profit

Public Assistance: Policy and Guidnce

Contacts/Maps

Functional Classification Maps

State of Indiana City/Counties EmergencyManagement Directors

Legal References

Cooperative Process with MPOs and Rural Elected OfficialsE HWA & s Gu i d eAidPoojedisek®Pmgraamis

Stewardship and Oversight Programi
https://www.fhwa.dot.qov/federalaid/stewardship/agreements/in.pdf

Primary Federal Requirements Regarding Selection and Management23 CFR
State Regulations and Requirements

Indiana Code, Title 4, State Offices and Administration

Indiana Code, Title 5, State and Local Administration

Indiana Code, Title 36, Local Government

2-6.0 IDENTIFICATION OF RESOURCE PEOPLE

% District Local Program Director
¥ Links to MPO Web sites
»  Central Office Contacts

# All communications regardingroject application and selection should be directed to the:
9 Local Public Agency Programs Office

1 District Local Program Director
1 Applicable MPO (if project is within a MPO area)

CHAPTER THREE: PROJECT PROGRAMMING
_

Acronyms used in thi€hapter:

ADA i Americans with Disability Act MPO1 Metropolitan Planning Organization

CNT Construction NTP7 Notice to Proceed

FHWA'i Federal Highway Administration PET Preliminary Engineering

FMIST Fiscal Management Informatidystem R/W' Rightof-Way

INDOT i Indiana Department of Transportation SPMSi Scheduling Management Project System

ITAP i INDOT Technical Application Pathway STIPi Statewide Transportation Improvement Program
LPA ERQ Local Public Agency Employee iResponsible Charge TIP T Transportation Improvement Program

MPA'T Metropolitan Planning Area


http://www.fhwa.dot.gov/map21/docs/map21_summary_hgwy_provisions.pdf
http://www.fema.gov/public-assistance-local-state-tribal-and-non-profit/
https://www.fema.gov/pdf/government/grant/pa/paguide07.pdf
https://www.in.gov/indot/resources/maps/functional-classification-and-urban-area-boundary/
https://www.in.gov/dhs/
http://www.fhwa.dot.gov/federalaid/projects.cfm
https://www.fhwa.dot.gov/federalaid/stewardship/agreements/in.pdf
http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title23/23tab_02.tpl
https://iga.in.gov/legislative/laws/2018/ic/titles/004
https://iga.in.gov/legislative/laws/2018/ic/titles/005
https://iga.in.gov/legislative/laws/2018/ic/titles/036
https://iga.in.gov/legislative/laws/2018/ic/titles/036
http://www.indianampo.com/

3-1.0 PROJECT PROGRAMMING

Projects are federally funded from Federal Highway Administration (FHWA) allocations. Awards are based upon expected futu
funding b be made available by Congress. When it becomes time for funds to be obligated, they come from the fiscal year obligati
of the current year.

There are several important steps that must be completed to ensure a Local Public Agency (LsResstaiol maintains eligibility
for federal funding for a project. The following sections of this chapter describe some of the required steps relajedt to pro
programming in more detail.

The LPA must have a certified Employee in Responsible Charge (ERC) prior to applyinfgfl@rataid funds.
Federally funded transportation projects must conform to federal laws and regulations to be eligible for federal funding
participation.

3-1.01Call for Projects

In order to apply for federadi d f unds, the Local Public Agencyds Empl c
enrolledin the Access Indiana Portéd acessthe NDOTo6s Techni cal Applications Pat

INDOT Technical Application Pathway (ITAP) is a gateway for your LPA to access INDOTs most used applications. All
LPAs should be users, and all new Employee in Responsible Charge (ERC) should apply as a user. This will allow the EFR
to complete applideons and reports. If you have question or are unsure if your agency is enrolled, contact Michael Cales
mcales@indot.in.gofor ITAP support.

Applications from cities who owe the Indiana Department of Transportation (INDOT) mowéych is more than 60 days n.gov |

past due will not be considered for federaild funds. If the LPA resolves its past due account, they will be eligible for an
award. Contact the District Local Program Director concerning any past due accounts.

3-1.01 (1) Ameicans with Disabilities Act (ADA) Transition Plan

The LPA ERC must certify to INDOT during the project application process that they are compliant with the
Americans with Disabilities Act (ADA) and Title |Ysefore they can receive fedegdd funds.

All local governments need to show that they are at leastngakpood faith effort in adopting an ADA Transition
Plan. INDOT is working with all local governments throughout Indiana to ensure compliance or at least show the
each local government is making a good faith effort in becoming compliant.

INDOT is a re@ient of federal funds and has a Stewardship and Oversight Agreement with the Federal Highwa
Administration which means that if you receive any funding from INDOT (state or federal), whether through a contrac
to perform work or provide professional siees or as part of a grant or award for your community, INDOT is required

to ensure you are in compliance with Title VI & Americans with Disabilities Act (ADA) nondiscrimination
andaccessibilityrequirements.

Our goal in monitoring our sutecipients igo provide sufficient training, tools, and resources to make compliance
efforts manageable and easier for our-getipients as we work together to imprdadiana communities by
constructing roads, bridges, highways, and pedestrian facilities acrosatthe s

ContactWill Gay, Subrecipient Compliance Auditor, Legal Division for more information and assistance.

3-1.02Electronic Application Process

The Local Call Applicatin can be found under the Scheduling Project Management System (SPMS) logo in ITAP. There ar
tabs along the top of the screen for each section of the application. Mandatory fields that are required to be cotheleted in
application are shown in a peaabior. After the application is submitted, it is reviewed by the District Local Program Director
for completeness. The application will then be either accepted for consideration or returned for additional information.


https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
file://///state.in.us/file1/indot/Shared/INDOT5/SHARED/INDOT/Scans/LPA/Hudson/Guidance%20Document/mcales@indot.in.gov%20
https://www.in.gov/indot/accessibility-and-non-discrimination/accessibility-at-indot/
mailto:wgay@indot.in.gov?subject=Sub-recipient%20Compliance%20

3-1.03Selection Process

Project applications will be scored by a team of INDOT experts in their related fields. The scoring team will be represent
by the District Local Program Director and staff. Once all scores are compiled, an executive review team will revigw all fin
soores for accuracy and will determine funding types and awards for projects.

3-1.04 Notification of Award

After the project eligibility review and project selection process have been completed, the LPA sponsor for each sgdetted pro
wi || r e difecationeof Awardi"Mé Not i fi cati on of Awardodo |l etter is senft
awarded.

3-1.05Indiana Statewide Transportation Improvement Program (STIP)

The STIPis a capital improvement program that includes all state and federally funded transportation system improvemer
expected to be undertaken during a fgear period. The STIP also includes Bigionally Significant Transportation
Projects, regardless of funding source.

INDOT develops the STIP in cooperation with tletropolitan Planning Organizatio®POs) and in consultation with the
Rural Planning Organizations (RPOs) and Netropolitan local officials.

For more detited information on the coordination with MPOs, please refer€laeter Four.

After the LPA project has been authorized in SPMS, it must be included in the STIP with each phase and estimate listed
the year in which funds are expected to be obligated prior to requesting federal funds authorization. Projects listed in the ST
are broken down into three phases. These phases are Preliminary Engineering (PB);\Rayh{R/W), and Construction
(CN). The STIP Web site can be accessedtgts://www.in.gov/indot/resources/statetransportation -improvement-

program-stip/.

Projects located withinad P O 6 s B AraafMPA)must first be included inth&dP O6 s Tr ansportati on
Program (TIP) prior to being included in the STIP. The process for including projects in the STIP/TIP is compld&{y

in cooperation with the MPO as applicable. The LPA shall request inclusion in the TIP before INDOT will issue a contrac
The project is then automatically processed by the MPO and INDOT for inclusion in the STIP.

1 When funding change®ccur during the life of the project, it is the responsibility of the LPA to notify the MPO to ha
the TIP amended.

1 Each project phase intended to use federal funding must be amended into the STIP.

3-2.0 EARLY COORDINATION MEETING

Thefi Ear | yi nGad d rodh is s eeguireémang for any LPA selected for a new federally funded project. ThenERGequest
the early coordination meeting with tBéstrict Local Program Directawithin 30 dayof receiving the award notificatior-ailure of
the LPAto request the Early Coordination Meeting within 30 dagms awardmay result in the loss of funding.

The purpose of the Early Coordination Meeting is to discuss and review:

il
il
il
f

Project requirements.

Consultant selection procedures and the RequeBtrrégrosals (RFP) process.

INDOT-LPA Contract.

Other relevant topics such as planning and programming, scope, schedule and budgétywaghdand utilities, and project
development.

This meeting is invaluable to the ERC as it is designed to help him betier understand all the requirements of their specific
project and to identify key resource people. One of the most important aspects of this meeting is the discus§idn@T théA
Contract in preparation for signing.


https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
https://www.in.gov/indot/resources/state-transportation-improvement-program-stip/
https://www.in.gov/indot/resources/state-transportation-improvement-program-stip/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/

While it is a requirement of the ERC to request the early coordination meeting, it is the role of the Disttidrogram Director to
coordinate with the LPA to schedule the meeting and to imgievant NDOT staff. For projects within an MPO Planning Area, the
ERC should also extend an invitation or provide meeting information to the MPO.

N

The meeting agenda anEarly Coordination Meeting Checklist. Thisagenda a t opi c al l'ist that is
the District Local Program Director at the close of the meeting to verify all topics were discussed.

3-3.0 INDOT LPA PROJECT COORDINATION CONTRACT

ts between | NDOT and the
he devel opment onimodyt at e
d Bridges Matchi ngght§r ant
state projects.

The Contract for the development of fedesal d | o c a | pro
LPA Contract. o The contract fo
referred to as the fALocal Roads a
and responsibilities of each agency involved in the development of fexderah

j e
r

The INDOT LPAContract includes

Section | Project Description Identifies the assigndtDOT Designation DES) Number,
funding program, type of project, and lists the general scop
and location of the project.

Section |l LPA Responsibilities Identifies the responsibilities of the LPA as it pertains to
project delivery.

Section Il INDOT Responsibilities Identifies the responsibilities of the INDOT as it pertains to
project delivery.

Section V Term and Schedule Identifies the terms and schedule for project delivery.

Attachment A Project Funds Identifies the phase, funding split, amdximum funding

amount to be allocated to the project.

The Local Roads and Bridges Matching Grant Agreement includes

Appendices titilRrdojieAdtt al@ehanermitptAi ondo which specifies the prc
maxi mum amount of state funds avawbhadl eefoerdhehprcbj ettt sa
amount. The Contract also specifies further LPA Responsibilities.

3-3.0 (1) Audits

The LPA acknowledgesthat it may be required to submit to an audit of funds paid throughthe INDOT-LPA
Contract. Any suchaudit shall be conductedn accordancevith IC §85-11-1, et seq, andauditguidelinesspecifiedby
the State.

The Stateconsiderghe LPA to beafi s u le ¢ i gor mpurpasésof the INDOT-LPA Contract. However,if required

by applicable provisions of the Office of Managementand Budget Circular A-133 (Audits of States, Local
Governments,and Non-Profit Organizations),following the expiration of the INDOT-LPA Contractthe LPA shall
arrangefor a financialandcomplianceaudit of fundsprovidedby the State pursuantto this Contract.Suchaudit is to

be conductedby an independentpublic or certified public accountan{or asapplicable the IndianaStateBoard of
Accounts), and performedin accordancewith Indiana State Board of Accounts publication entitted i Uni f or m
Compliance Guidelinesfor Examinationof Entities Receiving Financial Assistancefrom GovernmentalSour c e s ,
and applicable provisions of the Office of Managementand Budget Circulars A-133 (Audits of States,Local
GovernmentsandNon-Profit Organizations) The LPA is responsibldor ensuringthat the audit and any management
lettersare completedand forwardedto the Statein accordancevith thetermsof this Contract.

For audits conductedpursuantto Indiana Code 5-11-1 andauditedby the Indiana State Board of Accountson the
time scheduleset forth by the Indiana State Board of Accounts,the LPA shall provideto the IndianaStateBoard of
Accounts,all requestediocumentatiomecessaryo auditthe LPA in its entirety.

If the auditis conductedby an independentpublic or certified public accountand not the Indiana State Board of
Accounts,the LPA shall submit the completedaudit to the Indiana State Board of Accountswithin 10 daysof the
completionof theaudit.



The auditshallbe anauditof the actualentity, or distinct portionthereofthatis the LPA, and notof a parent,member,
or subsidiary corporationof the LPA, exceptto the extent such an expanded audit may be determinedby the
Indiana State Board of Accountsor the Stateto be in the best interestof the State.

3-3.01 Amendment® the INDOTFLPA Contract

Any change in the window the funds are intended to be available will be reviewed by the Director of the Local Public Agenc
Programs Office to determine if tleeare funds available in the fiscal year the funding window is moving to. If INDOT
approves any changes to the federal funds on a project, then the District Local Program Director will initiate the areendment
the INDOT-LPA Contract.

The LPA will contat theDistrict Local Program Directoif an issue that may require an amendment to the INDPA
Contract occurs. Examples of changes or issues that may necessitate an amendment to tHePINQOidtract include
changes in scope, changes in funding sources, additional funding award, or af thevietting date.

An LPA in an MPO Planning Area should submit proof of adjustment from the MPO in the form of an amendment resolutio
or modification note to the District Local Program Diredtoreceive a revised INDOTPA Contract.

Iftheamentchent i s for a project funded by an MPO, then proof
it can proceed.

3-3.02 Electronic SignaturesDocuSign

INDOT has transitioned to use DocuSigm,all partiesto electronically sign INDOT LPAontracts and Local Roads and
Bridges Matching Grant Agreements.

1 INDOT LPA Contract = It is the responsibility of thEmployee in Responsible Charge (ERC) to provide INDOT
with contact information for the person(s), witbgal Binding Authority to sign contracts for a local agency.

1 Local Roads and Bridges Matching Grant Agreement It is the responsibility of thengployee contact listed on
the grant application to provide INDOT with contact information for the person(s)Ledthl Binding Authority to
sign contracts for a local agency.

What is Legal Binding Authority?
f Mayor;or
1 Designee with one of the following tlemonstrate signatory has legal authority to bind the agency:
1. Ordinance showing one official signatory is sufficient to legally bind the agency.
2. Resolution which shows the individual who signed has the legal authority to bind the agency.
3. Meeting Minuteswvhich delegate legal authority to one individual to sign on behalf of the agancy,
1 Multiple signatures from a quorum of County Commissioners, Board of Public Works, or Town Council.

Visit the LPA Programawebsite for nformationon howLPAs cansubmit a list of legal signers, and instruction and
examples for the legal signers

INDOT musthave the gjner(s) information prior to any contract being routed to a local for execution:

1. Signer Name= First andastname of legal signer.

2. Signer Email= An email address that will mail directly to the legal signer.

3. Signer Cell Phone Number:A phone numberhiat can receive a text message. This text message will be sent with
the authorization code needed for the legal signer to enter into DocuSign as a verification of destisythe
preferred method of signature verification.

4. Alternative Means of Siwature Verification= If the legal signer does not have a cell number, or does not want to
provide their cell number, they will receive amnail with an authorization code, located within the body of the e
mail, to enter into DocuSign as verificationidéntity.

# If INDOT receives a contract signed by the LPA, and 30 or more days have lapsed from the date faktHePA
signature to thelast LPA signature in DocuSign, the Contract will be rejected and routed again via DocuSign to the
LPA to be resigned.


https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/

Important: For the contract to be a fully executed, legally binding contract, the contract will still require approval from |
Indiana Department of Administration (IDOA) and State Budget Agency (SBA). Furthermore, if the contract is an

Amendment, it will also require the approval of The Office of the Attorney General (AG). These approvals will appear on
the fully executed, legé binding contract.

Once the contract is fully executed by INDOT, the District Program Director withail a pdf file of the fully executed,
legally binding contract to the local for their records.

If the LPA does not sign and return the Caatct or the Amendment within 6 weeks of receipt, funding for the project ma
be removed. If the LPA does not sign and return the Contract or the Amendment within 2 months of receipt, the funds will
be rescinded, and the project will be eliminated.

3-4.0 LOCAL QUARTERLY REPORTSAND TRACKING MEETINGS

The ERC is responsible for submitting the required Ld&gaarterly Report§LQR) throughITAP and attending LocaQuarterly
Tracking Meetings The LQR must be completed and submitted by the LPA detaifirtg-date cost estimates and scheduléste
LPA is required to submit an LQRrough the time the final wiwher is presented for the construction ptaskall POs are closed

# LPAsmustutilize | NDOTO6s electronic Local Quarterl y I TR®mort
submitall their Local Quarterly Reports

#  This means all INDOT and MPO funded project LORs are required to be completed in and submitted T#&Bugh

Local Quarterly Reports are required to be submittethey2 P! day of the months of January, April, July, and October

1 MPO funded projectd-ocal Quarterly Tracking meetings will be coordinated / scheduled through the apphtRBi¢or
projecs located in &letropolitan Planning Area (MPA) of an MPQ

1 INDOT-Rural funded projectLocal Quarterly Tracking meetings will be coordinated / scheduled through the applicable
District ProjectManagerfor projectsfunded by INDOT

3-5.0 PROJECT FUNDING

The INDOT District will issue &urchase Order (P@jterthe INDOT-L PA Contract is fully executec
and a Request for FundsNlIS Requegthas been approved. See Sectigh@Bbelow br information on the FMIS. Work can begin
when Notice to Proceed (NTP) has been given to the LPA from INDOT and the LPA notifies the Consultant that they maylkbegin wo

SeeAppendix B of this Document for guidelines in completimg LPA InvoiceVoucher and the specific documents needed to
accompany the LPA Invoie€oucher.

3-6.0 FISCAL MANAGEMENT INFORMATION SYSTEM (FMIS)

Approval of funds in FMIS is the federal authorization for tise of federahid on a specific project phase. FMIS authorization is not
just an authorization for the use of fedema funds, but also an authorization of the project phase.

Prior to the start of work on each phase (PE, R/W, CN) of the projegihtits® must be authorized and approved iretieralFMIS
database.

Before the FMIS authorization can be processed, the following requirements must be fulfilled, per phase:

The project must be listed in thiéP (if applicable) and th&TIP.

The Consultant Selectionmust be approved as described in Chapter Five.

The LPA Consulting Contract should be exealt®y both the LPA and their consultant after INDOT review.

The INDOT-LPA Contract must be approved by the Attorney Gen
A signedEMIS Requesimu st be compl eted and submitted to | NDOT. P (
this request.

=A =4 =8 =8 =4


http://www.in.gov/indot/2390.htm
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/

The LPA should review the STIP to compare the contract amount with the amount programmed for that phase. Any changes to
distribution of funds within the project must be made by the LPA. Modifications of the STIP may be required.

Any local money expended, or costs incurred by the LPA prior to a Notice to Proceed (NTP) issued by INDOT will not
eligible for federataid reimbursement.

If the LPA has not incurred any expenses within 6 months of the NTP, the authonmatiberevoked, and the LPA will be required
to request FMIS authorization for services when they are prepared to move forward.

If authorization is revoked, expenses that occurred during this time wiilebagible for federal reimbursement.
3-6.0 (1)FMIS T Right-of-Way Services and Land Acquisition
The FMIS request for R/W Services will not be requested aftiéit the environmental document is complete and has National

Environmental Policy ActNEPA) approval The request of funds for Land Improvement and Damages (LID) should be
requested afterthe INDGO PA Contract for R/ W Services contract has

If a project requires Railroad or Utility Coordination, a separate FMIS authorization for those activities are require

3-7.0 CANCELLED PROJECTS

A city, county, or town may decide to cancel a project. In such everttighestrankingofficial from the city, county, or town shall
notify, in writing or by email, theDistrict Local Program Directan its District and provide the project description and Designation
Number (Des. No.). The District Local Program Director shall forward this information to the Director of the Local Pellay Ag
Programs Office.

The Director of the Local Public Agency Brams Office will contact the Procurement & Project Accounting Division to determine
how much federal money, if any, was spent on the project. The city, county, or town may be required to repay INDCA! aldieeler
spent on its cancelled projectdepenrdg on FHWAGs deter minati on.

# An environmental document may still need to be completed if federal funds were used.

If no federal money was spent on the project, the Director of the Local Public Agency Programs Office will approve dliafitiaio
projectin SPMS by the District Local Program Director. Otherwise, the Director will inform the District Local Program Direbtor of t
amount to be repaid. The District Local Program Director will provide this information to the LPA and ask for confirhahtioeyt

still desire to cancel the project.

The Local Public Agency Programs Office will be responsible for approving the initiation of the bill by the District Lagain®r
Director to the city, county, or town for the repayment of federal funds on altzhproject.

3-8.0 CRITICAL ELEMENTS

Critical Elements are listed below but are nliited to the following.

The project is listed in th€lP andSTIP as required.

The INDOT-LPA Project Coordination Contract is signed by the LPA and returned to INDOT within 6 weeks of receipt.
Theconsultant selection process is followed and approved by INDOT.

There is a fully executed INDOIPA Project Coordination Contract.

The federal share of the project cost does not exceed the maximum amount of federal funds approved.

All project phasebave received FMIS Authorization.

Only expenses incurred after | NDOTO6s NTP are eligible fu¢

=2 =4 =44 -4-84



3-9.0 FATAL FLAWS

In project programming, the focus on fatal flaws is primarily centered on project scope, proper procedures relateditd selestithn
and managing critical documents. However, this focus does not exclude other types of fatal flaws. Some of the mogatadmmon
flaws are listed below.

T Changes to the scope, fAscope cr e épdsneededamnconstrc thed projeét.n i n s |
1 The consultant selection process was not followed as discussed in Chapter Five.

1 Failure to maintain ERC Certification.
1 Required documents (e.g., INDQTPA Contract, Local Quarterly Reports, etc.) are not submittediimely manner.

3-10.0 REFERENCES TO GUIDANCE MATERIAL

Links

INDOT Local Public Agency Programs Web page

INDOT 1 LPA Project Coordination Contract

FMIS Request

Resources for Indiana Communities Title VI/ADA Information & Resources for Indiana Communities

Legal References
Some of the legal requirements for the INDOTPA Contr act are set out within thi
fGener al Provisionso sect i omal.statd dadhfederal taws ardxrggelatidng thhat may bec
applicable to a project.

Pursuant toC 4-13-2-14.1, the Department of Administration, State Budget Agency, and the Attorney General of Indiana must
sign all contracts to which INDOT is a party.

3-11.0 IDENTIFICATION OF RESOURCE PEOPLE

% District Local Program Director
# Persons who should receive copies of communications pertaining to project programming include the:

9 Designated ERC
9 District INDOT Project Manager
9 District Program Director

Because each INDOT District is structured differently, project programming may be completed by either the District INDOT
Project Manager or the District Program Director.

CHAPTER FOUR: LPA T MPO PROJECT COORDINATION
_

Acronyms used in this Chapter:

CNT Construction NTPi Notice to Proceed

ERC1 Employee in Responsible Charge PET Preliminary Engineering

INDOT i Indiana Department of Transportation R/Wi Right-of-Way

LPAT Local Public Agency STPi Surface Transportation Program
MPA'i Metropolitan Planning Area TIP T Transportation Improvement Program
MPOT Metropolitan Planning Organization UA i Urbanized Area

MTP1 Metropolitan Transportation Plan


https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
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https://www.in.gov/indot/accessibility-and-non-discrimination/resources-for-indiana-communities/

4-1.0 CHAPTER FOUR OVERVIEW

Planning, funding, programming, and delivering local ramitidal federahid transportation projects ietropolitan Planning Areas
(MPA) is a cooperative effort between Local Public Agencies (LPAs),dgetitan Planning Organizations (MPOs), and the Indiana
Department of Transportation (INDOT).

This chapter provides a summarfythe requirements and processes used to coordinate LPA projects that fall within MPAs.

4-2.0 PROJECT FUNDING AND SELECTION

The process of funding and selecting LPA projects nizedAMd&aA a
(UA) boundary. After each Census, INDOT consults with the LPAs statewide to update the adjusted urbanized bouFesies.
boundary maps can be found on tR®OT Functional Classification and Urban Area Boundaepsite.

The Large Urban Areas are the limits wh&BOs usually utilize their funds although they are free to fund any project within their
MPA. The population in the rural area outside the Large Urban Areas statewide is the population that is used to detshaviaeth
Federalaid funds that go taural areas.

Most LPA Surface Transportation Program (STP) funded prdjecased within an UA are funded by the MPO using selection criteria
establishedby he MPO6&6s Policy Committee.

Projects outside the UA, butithin the MPA, are generally funded and selected by the Local Public Agency Programs Office with the
assistance of the appropriate District. However, LPAs will coordinate these projects throagiplitbeble MPO MPOs may also
choose to fund projects that are outside their UA, but within their MPA. If an MPO makes this decision, they will akbe iadject
selection decision.

Table 4-1 identifies the various funding programs available to support LPA fed@tgirojects and responsibilities for project selection
under each program.


https://www.in.gov/indot/resources/maps/functional-classification-and-urban-area-boundary/
http://www.indianampo.com/MPO/mpos.htm

Figure 41 - Sample Map Depicting a MPA & UA
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1 An MPO may choose to fund a project under this program that is outside their UA, but within their MPA. If the MPO makes this

Table 417 Funding & Selection Responsibilities

Sourceof Federal

Funding

Primary Project
Selection Decision

Maker
Program Project Location MPO INDOT MPO INDOT Remarks
. Program applies to all UAs with
STP Group | lLTrStl)gﬁiyezoArea populations at, or greater than
200,000
) Program applies to all UAs with
STP Group Il Inside MPO population at, or greater than
Urbanized Area 50,000 but less than 200,000
. Program applies to cities &
STP Rural S:thzlndi(zee'\(/ljiore 4 towns with populations over
5,000 but less thaB0,000
. Program applies to all counties
STP Group IV Out5|d_e ) as well as cities and towns with
Urbanized Area >
a population less than 5,000
Inside MPO Project selection requires
Transportation | Urbanized Area validation by the Federal
Alternatives Outside MPO Highway Administration
Urbanized Area (FHWA)
Inside MPO
Highway Safety | Urbanized Area Project selection requires
Improvement i validation by the State Highway
Outside MPO

Program (HSIP)

Urbanized Ared

Safety Committee

Congestion
Mitigation and
Air Quality
(CMAQ)

Inside MPO
Urbanized Area

Outside MPO
Urbanized Area

Project selection requires
validation by FHWA

decision it will also make the project selection decision.

4-3.0 LPA AND MPO RESPONSIBILITIES

LPAs in anMPA should contact their MPO for detailed information about submission of project applications, project funding eligibility,
selection criteria, etc.

EachMPO must verify project eligibility and submit written verification to the Local Public Agency Programs Office. This written
verification will normally be completed by electronic submission of geetApplication Fornmto the appropriat®istrict Program

Director.

Prior to inclusion or amendment of a selected project into the Transportation Improvement Program (TIP), regardlessetdéetbdm s
the project or the project funding source, the MPOtrdoghe following.

il

il
il
f

Verify the project is consistent with the latest air quality conformity determination if the MPA is in an air qualdftaioment
or maintenance area.

Verify the project is consistent with the adoplédtropolitan Transportation Plan (MTP) .

For MPO funded projects, determine the project does not requilemenstration of fiscal constraint.

Provide the public with reasonable opportunity to comment on the project by following pr ocedur es
or | NDOT6s adopted APublic Participation Pland as

out |
appr

The MPO will ensure selected projects and/or project phases are appropriately programmed in the TIP and sulyviegulntiya
request to the Distridtocal Program Director to include the project in the STIP. Projects must be listed individually and programmec



by phase (Preliminary (PE), Right-Way (R/W), Construction (CN)). If a project is not fully funded within the fgear life of the
TIP, theLPA must provide the estimated cost to complete the project to the MPO.

For more information on project programming, pleaseemter Three.

LPAs also must notify the MPO of any change in project scope, project phase costs, project/phase timelines, fundirgjcsaaces,
that the MPO can appropriately modify or amend its TIP per the procedures contained in the TIP. The MPO will subselopnéntly
a request to INDOT to appropriately modify or amend the STIP.

LPAs must familiarize themselves with the MPOO6s est ahations he
on Change Orders, please Ssetion 123.020f this Document

The LPA, MPO and INDOT will coordinate all phases of project execution (PE, R/W, CN) throughgamgriocal quarterly project
tracking process mutually agreed upon by the MPOIRDDT.

4-4.0 INDOT RESPONSIBILITIES
INDOT District personnel are required to attend various MPO meetings. Meetings and persons responsible are listed below:

9 MPO Local Quarterly Tracking MeetingThe District Local Program Directors and the District INDOT Project Managers
who areassigned to each project are required to attend the MPO Local Quarterly Tracking meeting.

9 MPO Technical Meeting All Capital Program Managers are required to attend the MPO Technical Meetings.

9 MPO Policy Board Meeting All District Deputy Directors are required to attend the Policy Board Meetings.

If the Capital Program Managers or District Deputy Directors cannot attend the MPO Technical Meetings or the
MPO Policy Board Meetings, they should sendl@signee or proxy. The MPO should be notified of who the designee
or proxy will be prior to the meetings.

For more information concerning individual MPO&6s Public P
Tracking, pleaseerf er t o the individual MPO6s Web site.

4-5.0 CRITICAL ELEMENTS

Critical Elements are listed below, but are not limited to, the following:

1 The project is eligible for federaid funds.
1  The project is consistent with the adopkédP .
1 The project selection process was followed.
1 There was an Air Quality Conformity Determination (rattainment and maintenance areas).
1 The project is included in the TIP/STIP.
1 The project follows th€onsultant Selectionrequirements as discussed in Chapter Five.
1 The LPA received Notice to Proceed (NTP) from INDOT prior to conducting any work @ndjeet (Expenses incurred prior
to | NDOT6s NTP will be paid with 100% | ocal funds as d
1 The INDOT-LPA Project Coordination Contract is signed by the LPA.
1 Project Closeout.

4-6.0 FATAL FLAWS

Some of the most common fatal flaimslude the following.

There is no Designated Employee in Responsible Charge (ERC).

The LPA does not have a certified ERC, or the ERC certification has lapsed.

The project is not eligible for the fedefat program.

The project not consistent with thecgded MTP.

The project is not consistent with the latest air quality conformity determinatioraftainment and maintenance areas).

=A =4 =4 -4 -4



There are not enough federal funds allocated.

The LPA does not have the required matching funds as discussed in Chapésr. El
The project is not included in TIP and STIP.

Not having a fully executed INDGTPA Project Coordination Contract.

=A =4 =8 =4

4-7.0 REFERENCES TO GUIDANCE MATERIAL

Links

MPO projects are selected and programmed through the MPO. Guidelines and selection criteria for each MPO may be fo
on individual MPO Web sites.
INDOT Functional Classification and Urban Area Boundary

Legal Requirements

Federal laws and regulations require each state to work with local elected officials and MPOs to develop a prograrm of proje
that will utilize federal funds in MAs. In addition, Sec. 1904 (g) of SAFETRAJ (P.L. 10959) added a new requirement
for states to provide additional attention to project delivery of both state and local projects.

LPAs are legally responsible for the development and administration iofféderalaid projects. Therefore, they must be
particularly diligent to ensure compliance with all applicable federal and state requirements, including but not limited t
requirements concerningConsultant Selecion, theNational Environmental Policy Act (NEPA) andLand Acquisition.

Non-compliance with applicable laws and regulations could result in partiedraplete withdrawal of federal and/or state
participation in a project.

General information and regulations related to development of feaidragirojects can be found iRederal Highway
Admini st rat i onds -AdProgas &Pmgrdms and in this Guidance Document.

The following federal and state laws and regulations provide additional information about selection, programming, ar
management of projects.

State Office and Administration - |C Title 4

State and Local Administration - |C Title 5

Local Government- |C Title 36

Planning Assistance and Standards23 CFR 450

Statewide Transportation Planning and Programming- 23 CFR 450 Subpart B

Coordination of Planning Process Activities 23 CFR 450.208
Interested Parties, Public Involvement, and Consultation 23 CFR 450.210
Development and Content of Statewide Transportation Improvement23 CFR 450.216

Metropolitan Transportation Planning and Programming - 23 CFER Part 450, Subpart C

Interested parties, Participation, and Consultation- 23 CFR 450.316
Development and Content of the Metropolitan Transportation Plan- 23 CFR 450.322

Determining Conformity of Federal Actions to State of Federalmplementation Plans (Air Quality) - 40 CFR 93


https://www.in.gov/indot/resources/maps/functional-classification-and-urban-area-boundary/
https://www.fhwa.dot.gov/federalaid/projects.cfm
https://www.fhwa.dot.gov/federalaid/projects.cfm
https://iga.in.gov/legislative/laws/2018/ic/titles/004
https://iga.in.gov/legislative/laws/2018/ic/titles/005
https://iga.in.gov/legislative/laws/2018/ic/titles/036
http://www.ecfr.gov/cgi-bin/text-idx?SID=74922179335a93475b03cb3f8a934b29&node=23:1.0.1.5.11&rgn=div5
http://www.ecfr.gov/cgi-bin/text-idx?rgn=div5&node=23:1.0.1.5.11
http://www.ecfr.gov/cgi-bin/text-idx?SID=d50fef45f55d6dca32e01ce265a78ab7&node=pt23.1.450&rgn=div5
http://www.ecfr.gov/cgi-bin/text-idx?SID=d50fef45f55d6dca32e01ce265a78ab7&node=pt23.1.450&rgn=div5
http://www.ecfr.gov/cgi-bin/text-idx?SID=d50fef45f55d6dca32e01ce265a78ab7&node=pt23.1.450&rgn=div5
http://www.ecfr.gov/cgi-bin/text-idx?SID=9aae64c6cc5769807a0eea794aab825c&node=sp23.1.450.c&rgn=div6
http://www.ecfr.gov/cgi-bin/text-idx?SID=d50fef45f55d6dca32e01ce265a78ab7&node=pt23.1.450&rgn=div5#se23.1.450_1318
https://www.ecfr.gov/cgi-bin/text-idx?SID=d50fef45f55d6dca32e01ce265a78ab7&node=pt23.1.450&rgn=div5%20-%20se23.1.450_1318#se23.1.450_1322
http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title40/40cfr93_main_02.tpl

4-8.0 IDENTIFICATION OF RESOURCE PEOPLE

For a list of resource persons, please refer to the Planning Roles, Responsibilities, & Cooperative Operation Manuoal located
| NDOT 6 s wethopolitdnePlaming Roles & Responsibilities Manual.

CHAPTER FIVE: CONSULTANT CONTRACTING
_————————

Acronyms used in this Chapter:

CFRi Code of Federal Regulations LPA'i Local Public Agency

CIi Construction Inspection NTP1 Notice to Proceed

DBE i Disadvantaged Business Enterprise PET Preliminary Engieering

DOT i Department of Transportation PEMSI Project Engineer/Supervisor
E&O T Error and Omissions POT Purchase Order

ERCi Employee in Responsible Charge RFC1 Ready for Contracts

FMIST Fiscal Management Information System RFPi Request foProposals

INDOT i Indiana Department of Transportation R/W' Rightof-Way

LOIT Letters of Interest

5-1.0 CHAPTER FIVE OVERVIEW

Chapter Fiveestablishes the policy for contracting withofessional servicesonsultants for Local Public Agency (LPA) projects
involving federalaid funding.

5-2.0 APPLICABILITY AND LPA RESPONSIBILITIES

The Code of Federal Regulations (CFR) Title 23 Part (BR2CFER 179 prescribes policies and procedures for administration of
engineering and design related services contracts for tndagpo projects using federal funds. These regulations require use of a
AQualifications Based Sldlé 4 Uited®tatés Cpde,dhaptsr 41, Sestionol W0thfadgraple(d). i n

These regulations also require State Departments orecipiéntsans |
comply with this part.o This means the St at eStamuThus, LBPAssrar e
subject to the same procurement requirements as the State DOT.

5-2.01 Applicability

If consultant services are to be funded with fedardifunds by either direct reimbursement, or by credits used as a match for
construction of the project, the LPA must follow all federal requirements.

If no Federal dollars are used to pay for professional services and the cost of services will not be used as a matg
credit for federal project construction funds, the selectipartion of this chapter does not apply, even if Federal
dollars are to be used for the construction itself.

All professional services leading to federally funded construction must be performed by Indiana Department of Transportati
(INDOT) prequalified consultants

5-2.02 LPA Responsibilities

Fecerally funded consultant selection, contracting and contract administration activities shall be performed by or under tl
supervision of a certified Employee in Responsible Charge (ERC). The

ERC shall assure compliance with the policies described irchiaigter and is responsible for oversight and management of
the consultant in a fiscally responsible manner. Some responsibilities of the ERC for consultant services include,tbut are
limited to:

1 Administering government duties including contract nedioin, payment, evaluation of compliance, performance,
and quality of services.
1 Be familiar with the contract requirements, scope of services and products to be produced.


http://www.indianampo.com/about.html
https://www.fhwa.dot.gov/programadmin/consultant.cfm
http://www.fhwa.dot.gov/programadmin/121205_40usc.cfm
http://www.in.gov/dot/div/legal/rfp/eligiblefirms.xls

Be familiar with the qualifications and responsibil
Schedule and attend progress and project meetings.

Ensure consultant costs billed are allowable

Evaluation and participate in decisions for contract modifications.

Document monitoring activities.
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Refer to 23 CFR 172.9(d) for furtheformation.

5-3.0 CODE OF ETHICS AND CONFLICTS OF INTEREST

For information regarding Code of Ethics and Conflicts of Interest, please refer to Chapter 2 fheéd TS s Pr of essi o
Administration Manual .

5-4.0 SELECTION PROCESS

If consultant services are to be funded with fedard) the LPA must comply with the following.

1 Create and advertiseRequest for Proposals (REPpn | NDOT&6s Web site. A | ocal We
| NDOT6s posting.
1 Evaluate and rank cenlting firms using the score sheet that was advertised in the RFP.

5-4.01 Advertisement

The RFP shall include a project description, scope of services and deliverables, schedule, qualification requiremer
Disadvantaged Business Enterpris€DBE) goal, selection rating worksheet and a response due date. The RFP must specif
the contract type, identify any special provisions or requirements, disallow any disclosure of cost.

The RFP willbee evi ewed by | NDOT and shall be advertised on | NI

T h eStanlard Request for Proposal Templaté a n dLPA Qoesultént Selection Toolkit for Standard and CWBI
Projectsd ar e aJ NiDIOAblse Werb si t e

5-4.01 (1) Project Description and Scope of Services

The LPA can advertise one RFP for the Preliminary Engineering (PRightof-Way (R/W) Engineering, R/W
Services or R/W Acquisition phases.

Federal Highway requires that the Construction Inspection phase be advertised separate from any other phase. |This
means INDOT cannot accetn RFP for all phases. The Construicn Inspection Phase must be advertised
senaratelv.

The RFP must provide a project description and information such as scope of services andJanétigpes and
phases of services. This information is important because it defines the service type parametersycthessiection.

5-4.01 (2) Prequalification Requirements

INDOT prequalifies consultants for various engineering and design related work types in accordance INEDthe
Consultant Prequalification Manual. The LPA shall clearly specify appropriate prequalification work types in the RFP
advertisement based on angparison of the nature of services to be performed to the work type descriptions included in
the prequalification manual. The advertisement must identify required INDOT Prequalification work types wher
applicable work types are available. Whenever IND@&qualification is required, the lead consultant and alt sub
consultants must be prequalified. All professional services that require prequalification according to the INDOT
Prequalification Manual must be performed by prequalified consultants.

5-4.01 (3) DBE Goal

Each advertisement shall have a stated DBE goal. The DBE Goal Request form is available via a link on the LPA Select
Web page that will generate an astmail goal request.


https://www.in.gov/indot/doing-business-with-indot/consultants/
https://www.in.gov/indot/doing-business-with-indot/consultants/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
http://www.in.gov/indot/2833.htm
https://www.in.gov/indot/doing-business-with-indot/consultants/consultants-prequalification/
https://www.in.gov/indot/doing-business-with-indot/consultants/consultants-prequalification/

INDOT is the only entity in the State of Indiana with a Feddighway Administration (FHWA) approved DBE program.

As such, INDOT maintains responsibility for setting all DBE goals and may not delegate any portion of the progran
administration to the LPA.

The LPA shall complete tHeBE Goal Request formto obtain the goal value.

5-4.01 (4) Selection Rating Sheet
A copy of the consultant rating sheet must be included within the RFP.

A standard preapproved®A Consultant Selection Scoring Tabulation Sheavailable as an Excel file.

LPAs may choose to customize the standard LPA score sheet for a particular projactesdert; howeverdvance
INDOT approvalof t he specific revisions is requi rbasdd and tihel |
criteria must not introduce bias based on city, county, or state boundaries. The INDOT approval process may take ug
two (2) weeks depending upon the nature of customization proposed.

5-4.01 (5) Prescreening and Interviews

If an LPA desiresd use prescreening or interviews during the selection process, details of the prescreening and/
interview process must be described in the RFP. The District Program Director can assist with suggested text for the R
A minimum of three qualified firmsnust receive the RFP when prescreening is used. Similarly, when interviews are
conducted, they must be held with a minimum of three (3) qualified firms.

5-4.01 (6) Minimum Number of Respondents

Competition between multiple qualified firms is a foundagiibtenet of the federal qualificatichsised selection process.
Whenever the LPA perceives there is a risk that fewer than three (3) Letters of Interest (LOI) may be received, the LF
should undertake recruitment efforts beyond basic Web site adventiseEnudtain competition. Recruitment efforts may
include sending letters or making phone calls to firms who are qualified to do the work but may not submit a LOI due t
the size of the project.

If fewer than three (3) LOI are received,documentation will be required that demonstrates that the LPA made
significant recruitment efforts beyond advertisement to create a competitive selection process. If significant
recruitment efforts are not documented, the LPA will be required to readvertise the RFP and make additional
efforts to obtain competition.

5-4.01 (7) Due Date

The typical advertisement period fan LPA RFP is one (1) monttRFP advertisements of less than 14 daysnate
allowed.

5-4.02Evaluation and Ranking

Evaluation of prposals and ranking of consulting firms begins immediately following the receipt of the LOI and the passage
of the due date. The LOI must contain all the information specified in the advertisement. LOI that do not meet ohaddress:
qualification critera as of the due date shall not be considered for evaluation.

Firms submitting LOI for engineering and design related services must be evaluated and ranked on their qualifications and
on the cost of proposed services or any other considerations motisely or prohibited b@ualifications Based Selection

The components of evaluation and ranking include prequalification verification, scoring team selection, scoring, and ranki
and DBE goal compliance check.

5-4.02 (1) Prequalification Verification
The lead consultant must be INDOT prequalified ancttmsultant team, including stdonsultants identified in the LOI,
must collectively be INDOT prequalified for all work types specified in the RFP. For example, if an RFP requires multiple

prequalification work types, the lead firm may provide some worksygnd utilize susonsultants to provide the others.

A list of prequalified firms is available on the INDOT Web site.



https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
http://www.in.gov/dot/div/legal/rfp/eligiblefirms.xls

5-4.02 (2) Past Performance Data

Consultantperforming services for INDOT or for LPA federaid projects are evaluated by INDOT. The LPA requests
INDOT past performance data for each RFP advertised from the appropriate District or Central Office and the pa
performance scores (PPS) will be appliedhe scoring process when applicable data is available. There is now PPS for
all phases PE, RW, and CE.

5-4.02 (3) Scoring Team
A team of scorers comprised ab less than three (3) individuals should evaluate the LQIlwith one (1) of the
individualsacting as the leader of the team. The scorers should be familiar with the proposed project and must be capa
of providing unbiased reviews of the qualifications of the submitting consultants.

5-4.02 (4) Scoring
Members of the team must be knowleddeads the project and scoring process. Evaluation factors must be applied to all
proposals in a uniform, fair and consistent manner. Scorers shall evaluate LOI using the selection rating sheet adverti
in the RFP.

5-4.02 (5) Tabulation of Scores and R&ing
The evaluation factors must result in the scoring and ranking of firms in order from highest to lowest qualified for the
specific RFP. If a scoring tie exists among the highest ranked firms, the selecting official shall determine whidkdof the ti

firms is to be treated as the most qualified firm and shall provide a documented explanation of the basis for the decisio

A final summary tabulation sheet must be signed by the ERC.

5-4.02 (6) DBE Goal Compliance Check

The DBE Compliance Check must performed by th&\DOT Economic Opportunity Division. A DBE Goal Request
Form is available daDBE Goal Reqguest form

5-4.02 (7) Consultant Selection Checklist

An LPA Selection Review Checklistmust be completed by the ERC and then submitted to the District Local Program
Director for approval. The checklist lists eachritthat the ERC is responsible to submit to INDOT with the checklist to
obtain INDOT approval of the consultant.

5-5.0 CONTRACT SCOPING AND NEGOTIATION

After the LPA has received INDOTs approval for the selection and ranking process, the LPA may proceedth a scoping
meeting and enter negotiations with the highest ranked firm.

5-5.01Scoping Meeting

The LPA ERC shall meet with the tospnked consulting firm to review and discuss the project scope of work. The goals of
this meeting are to:

1 CommunicatetheRA6s expectations for the project.

1 Answer consultant questions.

1 Set a due date and requirements for the cost proposal package.

The LPA shall require the consultant to submit a cost proposal package that includes the following:
1 A draft scope of work.
1 A cod proposal.
1 Overhead ratedocumentation.

5-5.01 (1) Draft Scope of Work

The LPA shall require the consultant to submit a scope of work formatted for inclusion in th€dri3Ailting contract.
The LPA shalreview and approve this to make sure that project objectives are being met.


https://www.in.gov/indot/doing-business-with-indot/economic-opportunity/economic-opportunity-division/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/

5-5.01 (2) Cost Proposal
The LPA shall require the consultant to submit a detailed pdrsonbreakdown by task element showing hourly
classification rates, overhead rate, grodite, norsalary direct costs (mileage, per diem, etc.) and computation of the
total costs.

# The LPA will only be rei sdawydirea dstfaslistedimti@Ea cods uTit awne 16

5-5.01 (3) Overhead Rate Documentation

As part of the consultant prequalification process, the INDOT Prequalification Section naotifies consultants of approval ¢
their proposed overhead rates by letter on an annual basis. The &lPfeghire the consultant to submit a copy of their
prequalification approval letter as documentation of their INDOT approved overhead rates.

5-5.02 Independent Estimate

Prior to receipt or review of t hepraparéaedetdileddndependest astinate with 6 «
an appropriate breakdown of the work by labor hours, types or classifications of labor required, other direct costs, a
consultantds fixed fee for the def i neabthshagsgoenegofiatiow.or k .

5-5.03 Cost Proposal Review

The LPA is responsible for reviewing the consultant cost proposal to determine if the tasks and hours are reasonable for
project scope and to determine if the cost elements are complianNBRI@IT policies and federal regulations.

5-5.03 (1) Scope Task Breakdown

The LPA will need to review the proposed scope of wor
understanding of the scope is correct and to verify thatsies tare appropriate for the scope.

5-5.03 (2) Labor Hours

The LPA wildl need to review the proposed | abor hours
estimate to determine if they are reasonable for the required tasks.

5-5.03 (3) Overhead Rate

The LPA will need to review the detailed cost proposal submitted by the consultant to verify that the appropriate overhe.
rate has been applied in the cost calculations. Audited provisional overhead rates are approved by IND&ihuael an
basis. In accordance with federal regulations, 23 CFR 172.7, approved overhead rates are not negotiable and cannc
capped.

Some firms will have field overhead rates in addition to their office rates. Field overhead rates, usuatlydowéice

rates, may be applicable for staff that exclusively perform field services and do not have permanently assigned comp:s
offices. Field rates are sometimes applied for construction inspection personnel, depending upon firm accountil
practices.

5-5.03 (4) Escalation

The LPA will need to review escalation rates applied in consultant cost proposal calculations. Escalation rates are appl
in cost estimates to provide for labor cost increases in4yedti contracts. INDOT refers to the U.S. 8am of Labor
Statistics Employment Cost Index to determine the appropriateness of proposed escalation rates in consultant c
proposals.

| NDOT p u b IEBcaldtiens/aluedfer INDOT Consultant Contracts 0

The component parameters used by INDOT are Wages and Salaries (not seasonally adjusted), for private industry work
professional, scientific, and technical services.


https://secure.in.gov/sba/files/fmc_2017-2.pdf
https://www.in.gov/indot/doing-business-with-indot/files/Escalation-Rates-04_28_2021.pdf

5-5.03 (5) ProfitRate

| NDOT®6 s Profit Matri x i s not a requirement. | NDOT
https://www.in.gov/indot/doindbusinesswith-indot/consultants/proposatsd-contractsfor review and use by the LPA
if so desired.

5-5.03 (6) Contract Compensation Methods

The standard contract compensation methods are lump sum, negotiated labor rate, cost plus fixed fee and unit price.

Cost plus percent of cost contracts is prohibited by Indiana Code and by federal regulations.

I NDOT wi | | not fund contingency fees. Contingency
subtracted from the federal participation amount and will be the responsibility of, and added to, the locals
participation amount.

Detailed information about compensation methods is available inINBET Professional Services Contract
Administration Manual .

Typical compensation methods for phases o lpPojects are as follows:

1 Lump sum for PE.
91 Unit price for R/W Services per thDOT RW Fee Schedules
1 Negotiated labor rate for Constructibrspection (Cl).

# The CI contractcannotbe written as a lump sum.

5-5.04 Negotiation

The LPA is responsible for negotiating with the highest ranked consultant to resolve any differences in opinion regarding t
scope, level of effort, schedule, and cdghe desired services. INDOT is available to provide technical assistance during this
process.

The LPA may not negotiate overhead rates in the negotiation process; these are determined by audits performed in accord
with federal acquisition regulatns and approved by INDOT in the prequalification process. A lower overhead rate may only
be used if the consultant offers a lower rate.

The LPA shall retain documentation of negotiation activities and resources used in the analysis of costs teekstaiish
of the contract.

5-5.04 (1) Unsuccessful Negotiations and Move to Next Firm

If the LPA and the highest ranked consultant cannot come to a negotiated agreement, the next ranked firm is notified,
the LPA reengages in negotiation with thext ranked firm. If negotiation fails again, the LPA shall enter negotiation
with the next firm, etc. Once an LPA discontinues negotiations with a firm and moves to the next firm the LPA cannc
reenter negotiations with the higher ranked firm. The bR/t provide INDOT documentation of reasonable negotiation
efforts to justify the decision to move to the next ranked firm.

5-5.05Consulting Contract Template

TheLPA-Consulting Contract s hal | be in accordance with the | atest ve
Web site. INDOT requiresthboi | er pl ated contract to be used for all
have fe@ralaid participation. R/W Engineering work may be included in the-d8Asulting Contract for PE, but R/W Services
requires a separate contract be prepared.

SeeSection 93.010f Chapter Nine of this Guidance Document for further information on the type of R/W Engineering work that
can be included in the LREonsulting Contract for PE.


https://www.in.gov/indot/doing-business-with-indot/consultants/proposals-and-contracts/
https://www.in.gov/indot/doing-business-with-indot/consultants/
https://www.in.gov/indot/doing-business-with-indot/consultants/
https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/
https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/

I f the LPA does not wutil i ze ndthe eligibiefofaderataid.dPlrogedt spécificcissues carbe t ,
addressed within this contract by customizing the appropriate Appendices.

5-5.06INDOT Review of Draft LPAonsulting Contract

A copy of the draft LPAConsulting Contract and supporting documentation must be gelnhit the District Local Program
Director to forward to the District INDOT Project Manager for revibeforethe contract is executed. The supporting
documentation must include a copy of the fee proposal and manhours and a copy of the prequalifteatstoveng the
overhead rate INDOT will verify that the contract documentation is in order, that the cost is reasonable, and that all requirec
contract provisions are included. This submission must also inaladpy of the_.PA Selection Review Checklissigned by

the LPAO®&s ERC.

Contracts received without the signed checklist or with signaturedrecution will be returned to the LPA for re
submittal following the process as described above.

# As a standard practice with all LPA projects utilizing federaid funds, the LPAConsulting Contract shall be submitted
to the INDOT District asdescribed above.

The District Project Manager will provide any comments and the District Program Director will notify the ERC that they may
execute the LPAConsulting Contract after review by INDOT.

Additional resources to help with consultant selecéind contract review can be found onfthel DO T 6 s Local Pu
ProgramifiConsul t ant I nformationd Web site

5-6.0 CONTRACT ADMINISTRATION

The LPA isresponsible for cost effective administration of their consultant contracts. Administration activities include Notice tc
Proceed (NTP), invoice review, addressing-penformance, filing for federal reimbursement and record retention.

5-6.01Notice to Proceed

The LPA may only issue a NTP for services to their consultant after receiving NTP from INDOT. ThEdRAlting
Contract must also be executed by both parties and INDOT must have a copy of the executed contract.

Expenses incurred prior teeceiving NTP from INDOT will not be reimbursable with federal funds.

5-6.02Invoice Review

Invoices are to be reviewed for accuracy and approved by the ERC before payment. The ERC shall verify that the charges
consistent with the contract and not beydine current level of project completion. The extent of review required is dependent
upon the contract compensation meth@®A Invoice-Voucher instructions are outlined in Appendix B of this Document

for reference. INDOT also has established invoice review guidelines in Chapter 4l8Didg Professional Services
Contract Administration Manual.

5-6.03Non-Performance

The LPA shall respond to consultant performance issues promptly. INDOT has established guidance for handling nc
performance issues in the INDOT Professional Services Contract Administration Manual.

5-7.0 ERRORS AND OMISSIONS (E&O)

INDOT expects consultants to deliver technical accuracy and quality work; however, project E&O may occur. Some E&O may |
within an acceptable level of care while others are not. Depending on their significance, E&O may result Sedndesan,
construction, and maintenance costs. INDOT has a defined procedure for addressing E&QILrOthéProfessional Services
Contract Administration Manual .
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E&O on LPA projects shall be handled following the same procedure, with the ERC responsible for the role of Project Manage
When an E&O is suspected, the ERC will need to coordinate with the District Program Director for assistance with this process

5-8.0 CONSTRUCTION INSPECTION (ClI)

Cl is required on all federalid projects in accordance wil3 CFR 172and635.105

The RFP for Cl must be advertised separately from the PE and R/W phases. The RFP for Cl must be advertised on the INDOT
Web site at least 6 months prior to the Ready for Contracts (RFC) date.

It is theresponsibility of the LPA to conduct consultant selection for Construction Inspection Services.
Prior to theREC date, the LPA must perform the following:

1 Score the LOI from the RFP.

1 Submit the consultant selection information to thetrict for certification and receive approval of consultant selection
from INDOT.

1 Submit the draft LPAConsulting Contract and supporting documentation taltteict for review.

1 Submit a copy of the executed LRZonsulting Contract to the INDOT District.

T SubmitanEngi neer &6s A sferiChwork éorthe DistriettPtoject Manager to have the District Construction
Engineer approve the Project Engineer/Supervisor (PEM&) farithe scheduled letting date.

Costs for Construction Inspection are authorized through the FMIS for Construction basedem the ne er 6 of e s |
construction costs prior to the construction contraceegéement.

When the bids have been opened, the INDOT District will request a portion of the CI funds through FMIS, and a Purchase Or
(PO) is opened. Once the bid has been deemed official, thpamticipating items have been deducted from the Conéirad the
Local 6s match has been calcul ated, | NIBtcTwill Fssua NITR, arel wavki nhay a ©
begin after NTP is received.

5-8.01 Consultant Requirements

A consultant shall be botbrequalified for construction inspection and have assigned a certified Project Engineer/Supervisor
(PEMS) to the project.

A letter with the qualifications of the PEMS to be assigned to the project shall be submitted to the District Local Prograt
Directorprior to theRFC date. If the PEMS assignhed does not meet the requirements outlined in Chapter C8fultiant
Prequalification Manual, the District Consuction Director will communicate that information to the LPA and Consultant.

Any changes to the PEMS assigned to the project shall be sent to the District Construction iiferttite change is made.
Any exceptions to this requirement must be appdoby the District Construction Director.

See Chapter Twelve of this Guidance Documerfor information concerning the qualifications of tiREMS and the
requirements fothe Certified Technician and Qualified Technician Programs

5-8.02  Reimbursement for Construction Inspection

Once the NTP has been issued for Cl and the FMS8stment has been completed, a PO will be issued. The LPA will then
submit avVoucherfor reimbursement of the appropriate portion of funds.

5-9.0 CRITICAL ELEMENTS

Critical Elements are listed below but amot limited to the following.

The DBE goal must be requested from the Economic Opportunity Division.

The advertised RFP includes the correct project elements.

Prequalified consultant and/or team.

Proper scoring and ranking of the LOI with signature o€CER the LPA Selection Review Checklist.

The boilerplate LPAConsul ti ng Contract was wutilized from I NDOT®6s
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5-10.0 FATAL FLAWS

Fatal flaws in Chapter Five include:

The consultant selection procedure was not properly followed.

Theboilerplate LPAConsul ting Contract from | NDOTO6s Web site was
The work was performed prior to INDOT issuance of the NTP.

T The LPA does not have a certified ERC or the ERCO6s cerf
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5-11.0 REFERENCES TO GUIDANCE MATERI AL

Links

| NDOT 6 s Publicé\geack Programi iConsul tant | nformationdo Web site

Consultant Prequalification Information

Federal Highway Administration Web Site

Disadvantaged Business Enterprise (DBE) and Title VI Resources

Forms
On-line DBE Goal Request Form

LPA Selection Review Checklist

LPA Consulting Boilerplate Contract

Legal References
Administration of Architectural and Engineering (A&E) contracts - 23 CFR 172

Procurement of AE services based on Qualification Based Selection (QBS)tle 40 USC, Chapter 11, Section 1104 (b)

Contract administration in accordance approved written procedures 23 CFR 172
Audits and Costs- 48 CFR Part31

Participation by Disadvantaged Business Enterprises49 CFR Part 26
Construction Inspection Determination

Administration of Engineering and Design Related Service Contracts23 CFR 172
Supervising Agency- 23 CFR635.105

Construction Monitoring (Inspection) Federal-Aid Policy Guide - FAPG G 6042.8.57

5-12.0 IDENTIFICATION OF RESOURCE PEOPLE

% District Program Director
% District ProjectManager
% Director of | NDOT6s Economic Opportunity Division
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CHAPTER SIX: ENVIRONMENTAL PROCESS
_

The environmental process is required to study various aspects of social, economic, antesatura environments and to meet
compliance with the National Environmental Policy Act (NEPA) for local projects.

The NEPA Environmental documentation is essential for meeting the needs of the public by:

1 Providing for complete disclosure and transpayeartd the opportunity for stakeholder input and comments on proposals,
alternatives, and environmental impacts.

1 Promoting informed decision making by government officials by providing appropriate information regarding compliance
with standards for fededglfunded transportation projects.

1 Ensuring compliance required by environmental laws.
The environmental process for local projects follows the same process as state projects.

The following sections list the Critical Elements, Fatal FlaReferences to Guidance Material (with links) and Identification of
Resource People (with links) to aid you in the preparation of the NEPA document.

6-1.0 CRITICAL ELEMENTS

Somecritical elementsnecessary for sicessful completion of a NEPA document include but are not limited to:

The consultant maintains certification in appropriate environmental prequalification categories.
Adequate information is contained in the early coordination packet.

Planning adequatate for cultural resources investigations and coordination (Section 106).
Proper resolution dbection 4(f)or Section 6(f) impacts (if required).

Planning adequate time for noise and air analyses (if required).

Prepanng Wetland delineations and Waters Reports (if required).
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6-2.0 FATAL FLAWS

In the environmental process the focus on fatal flaws is primarily centered on NEPA requirements however this focus does not
exclude other types of fatal flaws. Some of the nsogtmon may include the following:

1 The project is not included in the appropriate Transportation Improvement Program (TIP) if applicable, and the Statewide
Transportation Improvement PrograBiT(P).

The permits are not obtained in a timely manner.

The Rightof-Way (R/W) covered by the environmental document being less than that indicated by the design plans.

An increase in impacts after the environmental document is approved.

Determining the need fanitigation too late in the environmental process.
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6-3.0 REFERENCES TO GUIDANCE MATERIAL

Links

Procedural Manual for Preparing Environmental Documents

INDOT Categorical Exclusion Manual

INDIANA DEPARTMENT OF TRANSPORTATION i CULTURAL RESOURCES MANUAL i Chapter 3

INDOT Project Development Public Involvement Procedures Manual

Division of Historic Preservation and Archaeol ogyébés (DI



http://www.in.gov/indot/2523.htm
http://www.in.gov/indot/2523.htm
http://www.in.gov/indot/crm/
https://www.in.gov/indot/4103.htm
http://www.in.gov/dnr/historic/3675.htm

INDOT Public Involvement Web page

Clean Water Act

Waterway Permit Manual

Feder al Hi ghway Administrationds Section 4(f) Web site

| NDOT6s Traffic Noise Analysis Procedure

Advisory Council on Historic Preservation Section 106 requlations

Indiana Historic Bridge Minor Projects Programmatic Agreement

Indiana Historic Bridge Inventory

6-4.0 IDENTIFICATION OF RESOURCE PEOPLE

District Environmental Section

Environmental Services Division

United States Fish and Wildlife Services (USFWS)

State Historic Preservation Officer (SHPO)

L 3 Persons who should receigepies of communications regarding environmental matters include the:

Designated Employee in Responsible Charge
District INDOT Project Manager

District Environmental Manager

MPO (if project is within an MPO area)

CHAPTER SEVEN: PLAN PREPARATION
-~

Acronyms used in this Chapter:

E ]

AASHTO T American Association of State IAC 1 Indiana Administrative Code
Highway Transportation Officials IDM i Indiana Design Manual
ADA i Americans with Disabilities Act INDOT i IndianaDepartment of Transportation
AE 1 District Construction Area Engineer LCCA'i Life Cycle Cost Analysis
BRFPSi Bridge Final Plans Submission LPA'T Local Public Agency
CPDi ContractPreparation Document P.E.i Professional Engineer
ERC1 Employee irResponsible Charge PS&Ei Plan Specifications and Estimates
ERMSi Electronic Records Management System RFCi Ready for Contracts

FHWA i Federal Highway Administration

7-1.0 CHAPTER SEVEN OVERVIEW

This chapter establishes the plan development process for fagtetaical Public Agency (LPA) projects.

Completing the plan development process in accordance with applicable federal and state laws and regulations is reguired to u
federal funds for anphase of a federalid project.

The Indiana Design Manual (IDM), Indiana Manual of Uniform Traffic Devices (MUTCD), Design Memos, Geotechnical Manuals,
Indiana Department of Transportation (INDOT) design standards and specifications, Low Volumerghiel@roerican Association
of State Highway Transportation Officials (AASHTO) requirements have precedence over this Guidance Document.


http://www.in.gov/indot/2366.htm
https://www.epa.gov/laws-regulations/summary-clean-water-act
https://www.in.gov/indot/2522.htm
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7-2.0 PLAN DEVELOPMENT

To learn more about the LPA Certification Program and the ability to bypass INDOT revievhiose LPAs who
become certified, visit our LPA Programs website, and choose LPA Certification Program for information.

The LPA and the Designer are responsible for the preparation of all plan sheets, design computations, quantity comgotiaeins,
documents, cost estimates, and other pertinent project documentation necessary to certify the LPA project is ready to go t
construction.

The process of plan development for a fedardlproject begins at the inception of the project.

Plan development activities are intertwined with all the other project development activities including preparation of the
environmentatlocument and permitting, utility and railroad coordination, and land acquisition.

The plan development process is intended to be performed concurrently with the other project development activities.

INDOT will review all project plans at thBtage 3 Rview Submissior as described below for bridge rehabilitation proje&tage

3 Review is submitted at 90% level of completion and a minimum df52 days priorto the scheduled Ready for Contracts

(RFC) date. However, the LPA may also request an INDOT review at Stage 1 and/or Stage 2 by submitting plans to the District
Electronic Records Management System (ERMS) Coordinator and requesting a review.

If the prdect involves utility relocation, appropriate time must be given to the Utility to develop their work plans per 105 IAke13.
Stage 3 submittal date may be adjusted to coincide with the development time provided to the Utility in 105 IAC 13, hdiotv wil

for the utility work plans to be complete and included with the Final Tracings submittal. Final Tracings submittalsthatclode

the Utility Work Plans or the Utility Certifigc dathieonCowislull tls
performance.

A Stage 1 submission is recommended if there is a Level One design exception or if the project involves an
Americans with Disabilities Act (ADA) component.

Bridge rehabilitation projects must follow the developmeawntpss outlined in IDM Chapter 14,-2405 Bridge Plans, Rehabilitation
Project. LPA projects will not require Preliminary Plan Revidivthe project has an ADA component, a preliminary plan review is
recommended The LPA may also request an INDOT mwiof Preliminary Plans as described above for Stage 3 Review. Submittal
of Bridge Final Pl ans Submission (BRFPS) shalll be submitt
Preparation Schedule or sooner. All items required tages3 Review not specified in IDM 4£405(4) shall be provided with BRFPS.

7-2.01 Adherence to Design Criteria

Each project will be designed for project intent. The Designer should use a design up philosophy, i.e., design fotemject i
thendesign exception out appropriate elements as necessary. Other elements should only be considered if crash histor
future development need to be addressed. The designer then may use the IDM, AASHTO Green Book, AASHTO Low Volur
Guide or any other puldation that may be appropriate. The design should check with INDOT for concurrence prior to using
other publications. Documentation is required.

Submittals will be reviewed by the appropriate staff at both the District and Central Office for the degignirr e me nt s .
Roadsodo ideas should be presented to the District | NDOT
cons identified, before incorporating them into the submittal.

While all LPA projects shall be developed accordimghe selected document, when a project cannot meet Level 1 or Level 2
Design criteria as described iBM Chapter 302 (Chapter 40-8.02) a request for a Design exception will be necessary.
Design exception requests should be submitted for review as soon as possible.

# A determination of technical infeasibility in accordance with 4004 is required for any Design Exceptions for ADA
requirements.

7-2.01 (1) Level 1 Design Criteria

Level 1 Design Criteria are those design elements that have been deemed most critical for safety and serviceability.
complete list of all Level 1 Design Criteria can be found in |l Chapter 302 (Chapter 40-8.02) The formal
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documentation and approval process & design exception or waiver is describecCirapter 302 (Chapter 408.04).
These guidelines must be followed anytime thezgieria ae not satisfied.

The LPA and their consultant have the option to submit project designs to INDOT for technical review throughout the
project development process. INDOT encourages Stage 1 submittals for all complex projects; waiting until Stage 3 may
risk revisions that could jeopardize the letting date. Every effort will be made to complete these reviews within 30 days.

The need for design exceptions must be identified as early as possible in the project development.
Each design element that does not satisfy the Level 1 Design Criteria will require avioitteal exceptiorrequest and

approval signed by INDOT. To request a formal Level 1 Design Exception all necessary documentation will be submitte
in accordance witiChapter 302 (Chapter 468.04) of the IDM including the following:

1 All projects requiring a Level 1 Design Exception must submiDtbeign Exception Requestorm and a Stage
1 Review Subnttal via the ERMSo the District Local Project Engineer for review and approval as defined in
IDM Chapter 103 (Chapter 14).

1 The submission requires that all plans and design calculations be prepared for the Stage 1 level of completi
(approximately 30% project design completion) in accordancel@ithChapter 103 (Chapter 14).

1 The Stage 1 Review Submission will be reviewed and approved by the District for Level 1 conformance ir
accordance with the Stage 1 Review Checklist. illtthven be forwarded to the INDOT Highway Design and
Technical Support Division or the Bridges Division as appropriate for final concurrence and signature.

1 If additional information is required for the Stage 1 Plans Submission, the District ERMS Ctwrdifianotify
the LPA. Comments will be summarized and returned to the LPA and their Designer as soon as possible.

For more information concerning the process for identifying, justifying and processing exceptions to the geometric desi
criteria, seeChapter 302 (Chapter 468.03 of the IDM.

7-2.01 (2) Level 2and Level 3 Design Criteria

Level 2 Design Criteria are also design elements deemed to be important indicators of safety and serviceability but are
considered as critical as the Level 1 criterid complete list of all Level 2 Design Criteria can foeind in thelDM
Chapter 302 (Chapter 468.02(01)

If a Level 2 criterion is not satisfied, the Designer will document in the project file the specific criterion that heennot b
satisfied and provide a brief rationale for why it was not satisfied. The rationale shall be signetlighebtelected
official of the LPAwho has jurisdiction of the road or project and shall be included with the Stage 3 Review submittal.
For more information on this process, please refé@ kb Chapter 302 (Chapter 40).

Level 3 Design Criteria includes the design criteria not listed in Level 1 or 2. If a Level 3 criterion is not satisfied, th
Designer will document in the project file via ERMS the $fp@criterion that has not been satisfied. The Designer shall
inform the Local Public Agency Employee in Responsible Charge (LPA ERC) of the Level 3 criterion not satisfied.

7-3.0 FIELD SURVEY

Most LPA projects require Bield Survey or a Field inveggtion.

Chapter 103 (Chapter 43t0) of the IDM discuss general survey drafting standards and how to incorporate the survey data into th
construction plans.

Additional resources for the LPA and the Designer may include an initial site investigatidrttengroperty has an existing facility,
the asbuilt plans or the final design plans may be an important resource.

Aerial and Ground Survey information is also available in Chapter 106 (Chapt2® 2 the IDM. Questions regarding the Field
Survey should be directed to the designated District INDOT Project Manager.
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7-4.0 HYDRAULIC DESIGN APPROVAL

Hydraulic Design is completed very early in the project design process, approximatély®#%completion and prior to the Stage 1
Review Submission. Hydraulic Design shall be prepared in accordance wihivinéhapters 201-205.

Review Design Memorandum No. 18 to determine if the project is required to be reviewed MRPOT Hydraulics. If INDOT
Hydraulics review and approval is required, submit usindHtigraulics Request Application (HRAPirections for registering for and
using the HRA can be found on the INDOT Hadlics websiténere

For additional information on guidelines and requirements for project Hydraulics, pledBd/s€Edapters 201-205and the NDOT
Hydraulics website

7-5.0 FIELD CHECKS

Field checks provide opportunity for involved parties to review design plans, ensure all railroad, utility amod-wightissues are
addressed, and help prevent unnecessary change orders during the construction phase.

All projects will have a PrelimingrField Check Some projects will also have a final field check. Many factors determine whether a
final field check is required, such as the need for additional clarification, the amount of time between the preliminehrgdieand
completion of the project development stage and the complexity of the project. The LPA and the Designer should cldréy with
District INDOT Project Manager the type of field checks required for each project.

The preliminary field check occurs after tBeage 1 but before the Stage 2 submission. This may not apply to Bridge Rehab project:
where the field check would typically be held prior to Stage 1; reference Chapter 14.

The Designer is responsible for preparing and distributing plans and notifyingleatant parties of the pending field check. The
distribution list can be found in IDM figure 1¥B.

To ensure all required parties are notified please contact your designgted INDOT Project Managdior a District specific Field
Check Distributbn List

For more information on field checks, including scheduling, notification, plan distribution and generating the Field pdreckee
Chapter 103 (Chapter 4402(03).

7-6.0 GEOTECHNICAL INVESTIGATION APPROVAL

Per IDM Chapter 108.0, the desiger of an LPA project will submit the draft Geotechnical Report to the Office of Geotechnical
Services via ERMS for approval. Notify the District Coordinator, Office of Geotechnical Services, and designated Dixirict IN
Project Manager, via email, théuet submission has been made.

The Designer should refer to IDM Chapter 107 to determine if the project will need a geotechnical investigation. lhaiggotec
investigation is not needed or if it is difficult for the designer to make a judgment, tigpeteshall contact the INDOT Office of
Geotechnical Services for clarification. The question should be directed to the Office of Geotechnical Services whgn theabta
is ready. If a project is qualified for a soil waiver, the designer shall midtenal request to the Office of Geotechnical Services with
proper documentation as described under Section 107 of the IDM for approval.

The Designer is responsible for the preparation of a complete Geotechnical Investigation and report in accorddbD®©With
guidelines. The purpose of the Geotechnical Investigation is to evaluate the subsurface conditions to provide recomtoatekitjons
and construct the project. This typically occafterthe preliminary field check.

The geotechnical consultant it required to submit the investigation plan to the Office of Geotechnical Services for review and
approval at each step of the investigation but is strongly encouraged to do so.

The Geotechnical Report will be submitted for approval at approximatelytt3@igh project design completion (or directly after the
timing of the Stage 1 Review Submission), ameger later than 50% through design completion.

The report or approved waiver signed by the Office of Geotechnical Services must also be submittbd ®itlye 3 Review
Submission.

For more information see tligeotechnical Manual and Guidelines Web pagand thdDM - Geotechnical Waiver (Figure 107.1A)
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7-7.0 PAVEMENT DESIGN

The Project Designer is responsible for pavement desipttion 6015.02 of the Indiana Design Manual gives guidance on what
projects need to be submitted to INDOT for review.

7-7.01Design Criteria

Pavement designs shall be prepared in accordancéwitt6 of the IDM. Pavement designs shall follow sound pavement
engineering principles and concepts. Designs shall clearly identify:

Anticipated pavement life and type.

Extent and severity of failure mechanisms at the en
Approximate the cost/lanmile year of life implied by the pavement design and pavement work delineated.

A pavement treatment and cost must identified during early stages of developmentaofLPA project. A
preliminary pavement design may be required without the available data like cores, FWD and soils information. Th
need for testing (cores, FWD, soils information) should be identifiedba requested well in advance.

1 The pavement design shall be designed by a Professional Engineer (P.E.) and checked by a second P.E. both comp
in pavement design. The Pavement Designer shall affix his or her PE stamp to the design.

E ]

7-7.02PavemenbDesign Submission

If a submittal for review is required, the pavement design submission shall occur after the pavement and geotechni
investigation is complete. This submission shall be submitted in time that all necessary corrections and appbevalad=n
prior to any necessary project plan submittals.

ThePavement Design Submissiaacompanied by the appropriate supporting data and information shall be submitbegh t
ERMS.

At the time of submission, the Designer shall copy the District Asset Engineer, the designated District INDOT Project Manag
the Pavement Engineering Office, and the ERC to ensure an effective line of communication.

# Because the Pavement Eimgering Office does not receive notice of plans when they are submitted into ERMS, it is
critical that you copy the ERC, the Pavement Engineering Office, the designated District INDOT Project Manager,
the INDOT District Asset Engineer and the District ERMCoordinator at the time you submit your pavement design.

7-7.03Pavement Design Review

INDOT does not approve of pavement design submittals but reviews them for compliance to the IDM Part 6 requirements a
adherence to technically sound pavement designipeactf the pavement design does not mibd Part 6 requirements,
INDOT will notify the Designer and will provide suggestions or guidance in the issues that must be resolved. Once tt
pavement design has been reviewed and determined in complianc®MitPdrt 6, a pavement design acceptance letter will

be sent to the LPA Project Designer.

The Pavement Design provided will have a validity of no more than 2 years. If the pavement design acceptance letter is o
2 years old, the LPA Pavement Design egr will need to review and revise accordingly. In addition, any project changes
prior to construction, including but not limited to scope, pavement treatment, geometry, paving locations must be sent to 1
Pavement Engineer who stamped the pavemergrde$he Pavement Engineer is the only competent authority to authorize a
change with review from INDOT Pavement Division.

Include the letter of Pavement Design Acceptance Letter with Final Tracings Submission.

7-8.0 PROPRIETARY MATERIAL

Proprietary materials are a result of proprietary (brand or manufacturer specific) specifications. There are limitedrubesmikere
proprietary materials are needed. Guidance on the use of proprietary materials including acceptable use andhth®apga®is
detailed in the IDMChapter 103(Chapter 171.05).

All proprietary materials require approval regardless of whether the work is participating-pantioipating. Ensurene request for
use of Proprietary Materials is submitted by Stage 2 level of development. Incorporationagfpnoved proprietary materials may


https://www.in.gov/dot/div/contracts/design/IDM.htm
https://www.in.gov/dot/div/contracts/design/IDM.htm
http://whttp/www.in.gov/dot/div/contracts/design/dmforms/index.html
https://www.in.gov/dot/div/contracts/design/IDM.htm

result in repayment of partial or all project fedeai funds by the Federal Highway Administration (FHWAj).FHWA finds non
approved proprietary materials during a later review or audit, the LPA will be required to refund the federal dollarshimekfzense.

Federal funds cannot be used to pay for proprietary materials unless given prior approval.

7-9.0 UNIQUE PAY ITEM AND UNIQUE SPECIAL PROVISIONS

Unique Pay Items and Unique Special Provisions must be submitted to INDOT for apgpiov&d the Stage 3 Submission. These
items will be submitted to tHeistrict INDOT Project Managewho will manage all distribution of appropriate material. Unique special
provisions regarding liquidated damages must be approved by the District Construction Area Engineer (AE).

The District INDOT Project Manager wileturn the documentation for unique pay items and unique special provisions to the LPA and
the Designer for use on the project once approved by INDOT.

7-9.01Non-Participating Pay Items (often calledlEms)

A non-participating pay item is any pay item tli@nnot use federalid on an otherwise federally funded project. Any-non
participating item will be documented and paid 100% by local funds.

Non-participating items must be documented on the project cost estimate by adding a supplemental des¢hiptitento
description line. No#participating items are paid with 100% local funds. For a better explanation-glanicipating items,
please se€onstruction Memorandum 12-03.

7-10.0 STAGE 3 SUBMISSION

The Stage 3 Submission is the point where INDOT provides a thorough review of the entire set of plans and supportingtamtument
Section 1 of the FHWAnNdiana PS&E Checklist is completed by the INDOT Plan Reviewer at this stage.

The Designeis resposible for preparing the Stage 3 Submission for INDOT. Plans and design calculations will be prepared to a fin:
plan level of completion (90% project design completion level) in accordancélittChapter 103 (Chapter 14). For a complete
list of documentation required, the Designer should reference IDM Chapter 14.

For projects that require only the Stage 3 Submission (if not previously submitted), all poedaasentation required for Stage 1 and
Stage 2 must be included in this submittal. Any Stage 3 Submission received by INDOT before the Pavement Design Aetegtance L
has been sent to the LPA and their Designer will be rejected. The Stage 3 Subméssiom resubmitted once the pavement design
review process has been completed.

The Designer will electronically transmit the Stage 3 Submission through ERMB8otify the District ERMS Coordinator at lea5@
days prior to the RFC date. The ERC shadl bopied on the notification.

The Stage 3 Submission will be reviewed by INDOT for Level 1 and Level 2 Design Criteria, Permits, Geotechnical, Pawtment, a
Hydraulics approval letters, Maintenance of Traffic, and other items as indicated in the IDdhformance and fdatal flaws.

INDOT will review the Stage 3 Submission within 1 month of receipt and will forward the results of the review to the Cagigner
notify the LPA.

# Not having all or the proper Enviromental Permits and Righof-Way permits will halt the project development
process at the Stage 3 Review Submission.

Technical assistance may be requested at any time from the INDOT Central Office as needed.

If a technical assistance review has been cetagl prior to the Stage 3 Submission, INDOT will determine the level of additional
review required. However, the design plans and the pavement design must reflect no changes in scope have taken place.

All Stage 3 Submissions will be signed and dated BYNDOT reviewer to show the required reviews were completed.


http://www.in.gov/dot/div/contracts/conmemo/12-03.pdf
https://www.in.gov/indot/design_manual/files/Ch14_2013.pdf

7-11.0 FINAL TRACINGS SUBMISSION

At the time of Final Tracings submission, the LPA should have completed their Consultant Selection and an exe
LPA-Consulting CI contractshould have been submitted to the District Program Director.

The Final Tracings Submission will be accompliskaigrthe Stage 3 Submission has been reviewed and no fatal flaws have been
found. The Final Tracings Submission shall be submitted &t38asays prior to the RFC date.

# In accordance with Design Memorandum 1@8, the title sheet for an LPA set of plans submitted with the Final Tracings
Submission must include the following signatures:

T The LPA6s board or admi munsbérofasignatures is that dhich repreBdnts a quarumi fhe m
LPAb6s fiduciary representative may sign in |ieu of tfF
1T The LPA6s ERC.

T The personds name and title shoul d Ilgmeaturpsrmust beelotainbdeptioo w
to the Final Tracings submittal. Questions should be directed to the appropriate INDOT LPA Project Manager.

The Final Tracings Submission includes but is not limited to: Environmental Document approval, Final Plansapes;iEstimate,
Final Tracing Approval letter, Righdf-Way Certification, Permits, and the Contrgeparation Documents (CPD) in the IDMapter
103 (Chapter 14 Figure 14C).

The Designer should reference ffigal Tracings Checklist, which can also bfound on the Design Manual Editable documents Web
site athttps://www.in.gov/dot/div/contracts/design/dmforms/index.html
for a complete listing of all documentation required for the Final Tracings Submission.

The Final Tracings Submissi will be submitted to the District ERMS Coordinator where it will be reviewed prior to transmitting the
Final Tracings Submittal to the Contract Administration Office. The Designer will copy the LPA in the transmission &shpart o
District Final Traings Package Review; the entire submission is reviewed for conformity and compliance to reduce questions duril
the bidding process.

The District | NDOT Project Manager provides the pl annse, ssepte
portion of the CPD. After this section is complete, the District Project Manager will send the CPD back to the Con#udizmtoso
uploaded into ERMS. If the LPA or their Consultant would like to discuss the construction time set befeet, itHey should work

with the District INDOT Project Manager to schedule a meeting with the District Construction AE.

All other project elements will be reviewed for validation of compliance, primarily focusing on verifying that all requiredents,
development certifications, approvals and permits as depicted on the project development process certification chebklist have
obtained and are in order before authorizing federal money expenditure.
If additional information is required, thgistrict ERMS Coordinator will notify the LPA.
No project will receive federal funding until all critical element errors and fatal #evsorrected.

7-11.0 (1) FHWA Indiana PS&E Checklist

The FHWA -Indiana Plans, Specification & Estimates (PS&E) Checklisivas added as a required document to the Final

Tracings Checklist effective April 15, 2012. The purpose of the FHW#ana PS&E Checklist is to ensure a complete Final
Tradngs Submission and a more efficient PS&E approval process.

The checklist is completed BMDOT staffand uploaded into ERMS as each section is completed, with the total completion
of the checklist prior to RFC.

While this checklist is aimternal INDOT form, the LPA and/or Designer should view the FHWdiana PS&E Checklist
once it has been uploaded to ERMS to ensure all required documents have been submitted and reviewed.

The checklist can be found in ERMS under the naming convenfidrzHWA-Indiana PS&E Checklist [DesNo.]

If there are any missing documents or required reviews, the PS&E will not be accepted, and the project will not go to letting


https://www.in.gov/indot/design_manual/files/Ch14_2013.pdf
https://www.in.gov/indot/design_manual/files/Ch14_2013.pdf
http://www.in.gov/dot/div/contracts/design/dmforms/index.html
https://www.in.gov/dot/div/contracts/design/dmforms/index.html
https://www.in.gov/dot/div/contracts/design/dmforms/index.html

All the firms related to the FHWAndiana PS&E Checklist can be found at the following n k

http://www.in.gov/dot/div/contracts/design/dmforms/index.html

There are three sections to the FHWWliana PS&E Checklist:

1 Section 1i Design Qualy i completed by the INDOT Plan Reviewer
1 Section 2i Project Manager Revieivcompleted by the INDOT Project Manager
1 Section 3i Contracts Review Completed by the Contract Administration Division

For more information related to the PS&E, sdwpter 10-2.0 (3)of this Guidance Document.

7-12.0 PLAN REVISIONS PRIOR TO LETTING

(0]

n

| NDOT®6s

Plan Revisions are the changes made to a set of plans and contract documents up to one week prior to letting. Tee(teititigedat

plan signing date) controls when and how revisions can be made to the plans and contract documents.

Plan revisions sl be handled in accordance wiithapter 103 [Section 141.02(04)]of the IDM. This section covers how and when
sheets can be replaced, proper numbering for replaced sheetsJemndegarding the placement revision notes. Once the District
Construction Engineer approves the revisions, they are sent to the Contract Administration Division for posting.

7-13.0 CRITICAL ELEMENTS

Critical_Elementsin Chapter Seven include, but are not limited, to:
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Field Check

Geotechnical Investigation

Pavement Design

Construction Time Set

Cost Estimate

Proprietary Materiaapproval

Design Documentation

0 Level 1 Design Exceptions approved by INDOT
o0 Level 2 Design ExceptionsSigned by the Highest Elected Local Official
Bridge Hydraulics

Culvert Hydraulics

Level 1 Design Exception missed

Actions or design that compromises public safety
Actions or design that compromises propeights

.0 FATAL FLAWS

The Field Check was not held in a timely manner.

The Geotechnical Report was not submitted on time or not provided to the correct persons.

Pavement Design submittal was not reviewed by correct persons.

The Proprietary Material approval was not received prior to the submission of the Final Tracings Package.

Design exception request late in project development. No guarantees that all design exceptions are approved.

7-15.0 REFERENCES TO GUIDANCE MATERI AL

Links

Indiana Manual of Uniform Traffic Devices (MUTCD) Reference Material

Geotechnical Manuals and Guidelines

INDOT Approved Materials List

INDOT Web page- Standards & Specifications Memos, Archived Design Memos



http://www.in.gov/dot/div/contracts/design/dmforms/index.html
https://www.in.gov/indot/design_manual/files/Ch14_2013.pdf
http://www.in.gov/dot/div/contracts/design/mutcd/mutcd.html
http://www.in.gov/indot/2804.htm
http://www.in.gov/indot/div/mt/appmat/appmat.htm
https://www.in.gov/dot/div/contracts/standards/memos/memos1.html

Practice Pointers

INDOT Hydraulics website

Forms & Checklists

All forms referenced in this Chapter can be found ataleviing link:

http://www.in.gov/dot/div/contracts/design/dmforms/index.html

Legal Requirements

Oversight Roles and Functions for State and LPA (SuRecipients)- 23 USC 106(q)(4)

Design Standards for Highways 23 CFR 625

Application of Design Standards, Uniform Federal Accessibility Standards, and BridgesSupplements to 23 CFR 625

Pavement Design Policy 23 CFR 626
Project conformity with State or Regional ITS Architecture, and based on systems engineering analysig3 CFR 940

Transportation Management Plan- 23 CFR 630.1012 (cand23 CFR 630.1010

FAA permit or Approval Date - 23 USC 318- 23 CFR 620.103 (¢} 23 CFR 620 Subpart A

Value Engineering Implementation Letter- 23 USC 106 (eand23 CFR 627

Initial Financial Plans (IFP) - 23 USC 106 (h)

7-16.0 IDENTIFICATION OF RESOURCE PEOPLE

All questions and coordination regarding the following topics should be directed@asthiet Project Manager

Plan Development Process for Local Feddidl Projects
Level 1 Design Exceptions

Proprietary Material Justifications
Geotechnicalnvestigations

Contract Document Preparation

Bridge and Culvert Hydraulics

Pavement Design

=4 =8 =8 =8 -8 -89

Questions regarding:

Contract Document Preparationi Directed by théistrict INDOT Project Manageo theContrad Administration Division
Pavement Desigri Directed to the Pavement Engineering Office.

Geotechnical Investigationg Directed to the Office of Geotechnical Services Section of the Materials and Test Division.
Bridge and Culvert Hydraulics i Directed tothe Hydraulic Engineering Division

Level 1 Design Exceptionand Proprietary Material Justifications that cannot be answered by fistrict INDOT Project
Manageror other District Staff should be directedH@hway Design & Technical Services Division

=A =4 =4 =4 -4

# Communications and project submittals shall include the:

1 ERC

1 District INDOT Project Manager
9 Designer

1 District ERMS Coordinator


http://www.in.gov/indot/div/pubs/HotTopics.htm
https://www.in.gov/indot/engineering/hydraulic-engineering/
http://www.in.gov/dot/div/contracts/design/dmforms/index.html
https://www.fhwa.dot.gov/legsregs/title23.pdf
https://www.fhwa.dot.gov/legsregs/directives/fapg/cfr0625.htm
http://www.fhwa.dot.gov/design/0625sup.cfm
http://www.fhwa.dot.gov/pavement/cfr06261.cfm
https://www.fhwa.dot.gov/legsregs/directives/fapg/cfr0940.htm
https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5&node=23:1.0.1.7.21#se23.1.630_11012
https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5&node=23:1.0.1.7.21#se23.1.630_11010
http://www.fhwa.dot.gov/MAP21/docs/title23usc.pdf
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&rgn=div5&view=text&node=23:1.0.1.7.17&idno=23#23:1.0.1.7.17.1.1.3
https://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&rgn=div5&view=text&node=23:1.0.1.7.17&idno=23%20-%2023:1.0.1.7.17.1.1.3#sp23.1.620.a
https://www.fhwa.dot.gov/legsregs/title23.pdf
http://www.ecfr.gov/cgi-bin/text-idx?rgn=div5&node=23:1.0.1.7.20
http://www.fhwa.dot.gov/legsregs/title23.pdf

CHAPTER EIGHT: UTILITY & RAILROAD COORDINATION
——————

Acronyms used in this Chapter:

FMIST Fiscal Managemerbformation System
INDOT i Indiana Department of Transportation

If utility coordination is needed on a project, a firm cannot submit a Request for Proposal unless they have an Inc
Department of Transportation (INDOT) certifiedtility coordinator. This certification began on January 1, 2014. To
become an INDOT certified utility coordinator, the person must successfully complete the INDOT utility coordinator
certification program. The INDOT certification program is a 10Queston test. A score of 75% or better on the test|is
required to successfully become certified. More information regarding the INDOT utility coordinator certification
program is available on the INDOT Utility and Rail Homepage.

Roadwayagencies, utility companies and railroad companies are each generally responsible for constructing, maintaining, and opera
their own facilities. Close coordination and cooperation between each entity is required where they interact to ensigs the de

construction, operation, and maintenance of all networks are compatible both during and after the highway improvemeést projec
completed.

The process of utility and railroad coordination for a federlproject begins at the inception of the propatl continues until all
work by utility companies is complete and/or all work near the railroad-afyimay is complete. It is essential for utility and railroad
coordination activities to be performed in the proper order and in the proper manneurtofedsral money is available and can be
utilized where appropriate for a specific project.

Completing Utility and Railroad Coordination in accordance with applicable federal and state laws and regulations isoratjlize=d
federalaid for utility and railroad reimbursable expenses. If Utility and Railroad Coordination is required on a project, the coordinatio
must be in accordance with the Indiana Design Manual Chapter 104 (Utility Coordination) and/or Chapter 105 (Railroadi@gordina

The following sections list the Critical Elements, Fatal Flaws, References to Guidance Material (with links) and Identification of
Resource People (with links) to aid you in the preparation of the National Environmental Policy Act (NEPA) document.

8-1.0 CRITIC AL ELEMENTS

Critical Elements in this chapter include but are not limited to:

The Railroad agreement is prepared.

The funds being authorized in the Fiscal Management Information System (FMIS).
Contactingindiana 811 for location of utilities.

Obtaining the name, address, and contact information for each utility.

A Relocation Workplan is in place.

A Utility agreement iprepared.

8-2.0 FATAL FLAWS

G e e |

The Railroad agreement is not executed.

The Utility agreemat is not executed.

Indiana 811 was not contacted for location of the utilities.
The funds wereéot authorized in FMIS.

== == —a —a

8-3.0 REFERENCES TO GUIDANCE MATERIAL
Links

INDOT Utility and Rail Coordination Homepage
https://www.in.gov/indot/3784.htm

INDOT Utility Accommodation Policy


https://www.in.gov/indot/3784.htm

https://www.in.gov/indot/doing-businesswith -indot/files/UAP-Final-Draft -5.29.19.pdf

INDOT Utility Facility Relocations on Construction Contracts (105 IAC 13)
http://www.in.gov/legislative/iac/T01050/A00130.PDF

INDOT - Indiana Design Manual Chapter 104 Utility Coordination
https://www.in.gov/dot/div/contracts/design/Part%201/Chapter%20104%26%20Utility%20Coordination.pdf

INDOT - Indiana Design Manual - Chapter 105 Railroad Coordination
https://www.in.gov/dot/div/contracts/design/Part%201/Chapter%20105%20%20Railroad%20Coordination.pdf

FHWA Web Sites

FHWA Web site i Utilities Program
http://www.fhwa.dot.gov/utilities/

FHWA Web site i Safety
https://safety.fhwa.dot.gov/hsip/xings/

http://www.fhwa.dot.gov/legsregs/title23.pdf

Program Guide: Utility Relocation and Accommodation on FederalAid Highway Projects
https://www.fhwa.dot.gov/reports/utilquid/if03014.pdf

Other Codes

United States Code The United States Codes that apply to fedamdlutilities and railroad coordination process are as
follows:

Code of Federal Regulations The federal regulations that apply to the fedaidlutilities and railroad coordination
process are as follows:

23 CFR 645(Utilities)

8-4.0 IDENTIFICATION OF RESOURCE PEOPLE

Project specific questions regarding aspects of Utilities and Railroad coordination for local éédierajects are to be directed to the
assigned consultant Utility or Railroad Coordinator.

% All critical information and communications regarding Utility or Railroad Coordination should include the:

1 LPA Project ERC
1 Metropolitan Planning Organization (MPO) (if project is within an MPO area)

CHAPTER NINE: RIGHT -OF-WAY
_

Acronyms used in this Chapter:

APA'T Appraisal Prolem Analysis

NEPAT National Environmental Policy Act LPA'T Local Public Agency
ERC1 Employee in Responsible Charge NTPi Notice to Proceed
ERMSi Electronic Records Management System PET Preliminary Engineering
FHWA'i Federal Highway Administten PFCi Preliminary Field Check
FMIST Fiscal Management Information System RFCi Ready for Contracts
INDOT i Indiana Department of Transportation R/Wi Right-of-Way

I f an ERCO6s certifi c Righto-Waybhase, work qgarmnet degip, and fumds darmot beh e
requested until the LPA has a certified ERC.



https://www.in.gov/indot/doing-business-with-indot/files/UAP-Final-Draft-5.29.19.pdf
https://www.in.gov/indot/doing-business-with-indot/files/UAP-Final-Draft-5.29.19.pdf
https://www.in.gov/indot/doing-business-with-indot/files/UAP-Final-Draft-5.29.19.pdf
http://www.in.gov/legislative/iac/T01050/A00130.PDF
https://www.in.gov/dot/div/contracts/design/Part%201/Chapter%20104%20-%20Utility%20Coordination.pdf
https://www.in.gov/indot/design_manual/files/Ch104_2013.pdf
https://www.in.gov/dot/div/contracts/design/Part%201/Chapter%20105%20-%20Railroad%20Coordination.pdf
https://www.in.gov/dot/div/contracts/design/Part%201/Chapter%20105%20-%20Railroad%20Coordination.pdf
http://www.fhwa.dot.gov/utilities/
https://safety.fhwa.dot.gov/hsip/xings/
https://safety.fhwa.dot.gov/hsip/xings/
http://www.fhwa.dot.gov/legsregs/title23.pdf
http://www.fhwa.dot.gov/legsregs/title23.pdf
https://www.fhwa.dot.gov/reports/utilguid/if03014.pdf
https://www.fhwa.dot.gov/reports/utilguid/if03014.pdf
https://www.ecfr.gov/current/title-23/part-645

9-1.0 CHAPTER NINE OVERVIEW

The acquisition of property is one of the most important and complex aspects in the development editettarsportatin projects.

Completing the land acquisition function in accordance with applicable federal and state laws and regulations is asserfi¢idétal
money for any aspect of a fedeeadl project.

Land Improvement and Damages (LID) is paid after R/\WiSes and/or acquisition are paid. All claims will require proof of payment
made by the Local Public Agency (LPA).

Procedures and activities required in the R/W Acquisition process for LPAs are described ulyinOT 6 s Re al Est a
Manual including: Appraisal, Buying, Relocation, Property Management and the Indiana Departmientaoh s por t at i on 6
Right-of-Way Engineering ManualThis manual takes precedence over this Guidance Document and should be used by the LPA

to ensure compliance to all federal and state laws, directives, and requirements.

The Employee in Responsible Charge (ERC) is responsible for requesting the INDOT initiate federal project
authorization through the Fiscal Management Information System (FMIS) from the Federal Highway Administrati
(FHWA) for the R/W phase of project delepment. This approval cannot and shall not be requested prior to the
approval and certification of the Environmental Document.

9-2.0 LAND ACQUISITION ACTIVITIES

Acquiring property on federalid transportation projects or programs in generedfisrred to as theand Acquisition Process An
entity must have the adequate righfsvay to build, operate and maintain a facility. The following is a brief description of the
requirements to ensure legal and adequate R/W.

Land Acquisition will not be reimbursed if any contact with property owners is made prior to the approval of the
National Environmental Policy Act (NEPA) document FMIS authorization for R/W Services.

A detailed description of land acquisition procedures is available online at
https://www.in.gov/indot/resources/manuals/reakstatemanual-and-resources/
There ae two fundamental requirements that underpin the acquisition of property for fadketansportation projects:

1 Everypersonisentittedf®oJ ust Co mpf@ hisoaher pmmedy rights under federal law.
1 The Uniform Act shall be followed duringand acquisition if there is or may have fedexial funding at a later date for any
aspect of a project.

Land acquisition consists of most, if not all, of the following activities.

9 Assurance Letteri Beforebeginning land acquisition phase of a proje,tRA shall send to the LPA R/W Supervisor, written
assurance stating it will comply with thimiform Relocation & Real Property Acquisition Act of 198®amendechs well as all
other current Indiana and federal regulations. The letter shallbelorPtfed6 s | et t er head and si gnec
reference the des number and location of the project. A copy of the letter shall be sent to the District INDOT Project Manag
The body of the letter shall state the following:

o In compliance wit the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970,
as amended, the following assurance is made

o0 Where federal funds are involved in any project or program which results in real property acquisition or
displacement, th@hame of LPA) will comply with said Act and Regulations.

1 LPA Project Scope Meeting Summaryi Assists the INDOT reviewers with scheduling and prioritizing their assignments. The
form identifies the R/W clear date, property owners and tenants and shall be sent to the LPA R/W Supervisor with the Assura
Letter.

1 R/W Services, Management and Relmtion i The coordination, technical direction, review, and reporting of R/W service
activities for each parcel to be acquired. These services include abstracting, R/W Engineering, Appraising, Buyingn Relocat
and CondemnationReports shall be made mibly or as required by the District INDOT Project Manager

i1 Title Researchi Research of title records to establish ownership for property and other interests in the property impacted by
project to be acquired by the LPA. This is also often referred &bstracting. Abstracting for INDOT projects is defined as a
search of the public records for a period of no less thareadfs or to the last recorded transfer by a warranty deed, whichever is
longer. This includes judgments, bankruptcy, divorce, easesnwith miscellaneous record searches for mechanics liens,
mortgages, or other encumbrances. For temporary acquisitions, the research needs only to go back to the last deed of recor



https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/
https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/
https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/
https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/

1 R/W Engineeringi Preparatiorof legal descriptions (for all interssbeing acquired by the LPA, including but not limited to
fee simple, temporary rights of way and clearance of other property interests) acquired from each property owner.

1 R/W parcel plats are to be prepared in accordance with the R/W Engineering Btahtia Indiana Administrative Code (IAC)

Title 865.

1 Scope of Work and Appraisal Problem Analysis (APA) The defining of the appraisal problem, appraisal scope of work, and
establishing the appropriate valuation form type (waiver valuation, value finding, short form appraisal, etc.) to bedcomplete

T An APA shall be compl et ed Ioyeadh paecel. orihedAPLepcotedsgprovideswhie ERA tha firsh r a
estimate of what purchasing the R/W will cost. If the APA is completed using owner contact, the APA preparation iscconsider
R/W Services.The APA must be accepted/signed by the LPA

1 Appraising i Establishing an Opinion of Just Compensati@etermining the value of the acquisition (land, improvements,
cost to cures, interests and/or damages) through appraisal or waiver valuation, as well as the review of @bprajgalaisal,
through arattached Statement for the Basis of Just Compensation, must be accepted/signed by the LPA

1 Buying i Presenting a written offer to purchase land or interests therein to the property owner and executing all documel
required to transfer the necessary propeghts or interests from each owner for each parcel on a project.

1 Relocationi Determining and paying relocation entitlement when people, businesses, and/or personal property are displaced
the acquisition of property for a project.

1 Condemnationi Appl ying a governmental agencyébés right of femine
apply to voluntary acquisition€ourt documents (Order of Appropriation, Award, Agreed Finding and Judgment, etc.) shall be
submitted for review toNDOT District before R/W Certification can be completed

1 Property Managementi After the rights to a property are acquired, that property must be cared for until it is utilized for the
project. Even after the project is constructed, there may be a recongaihing facilities that require ayoing upkeep.

1 R/W Certification i Before a project can go to a construction letting, the LPA and INDOT shall certify that all parcels necessar
to construct the project have been acquired and cleared in accorddnfeslesial and state regulations.

The LPA R/W Supervisor will review the parcels as they are receilied.last parcel on a project must be received by the LPA

R/ W Supervisor at | east 75 days bef or e Cenrtificatipnrtoobe issaed prisr R e

to the RFC

# Any form documents used from I NDOT6s Real Estate Diyv
INDOT.

1 R/W Certification (when no new R/W is required)i If the project to be certified requires no additional R/W for construction,
the LPA shall submit the appropriate existing R/W documentation to the Electronic Records Management System (ERMS) ¢
the LPA must submit the appropriate certification letbetttie projectat least 75 dayisefore the project RFC date.

If all R/'W documentation is not submitted to the LPA R/W Supervisor at least 75 days prior to the RFC date, the
letting date may be delayed.

It is essential all Land Acquisition activities are performed in the proper order and in the proper manner to ensuneofeleral
can be used for any aspect of a project.

Links to guidance and direction regarding Land Acquisition Activities are prowidedlND OT &6 s Re a |l Est ate Di

For information regarding specific questiaated to asbestos, exceptions or letting with exceptions or of any other nature, please
contact theLPA R/W Supervisar

9-3.0 LAND ACQUISITION PROCESS

The process of land acquisition for a fedexil project begins at the inception of fireject. During the project programming the need
to purchase additional right of way for a project shall be identified and budgeted. The budget must include the propkxtatiom
benefits costs, as well as land acquisition services, such as R/agemaent, title work, R/W engineering, appraising, buying, and
relocation services.

Land acquisition responsibilities in general will be addressed in the INCRIN Contract. Also, all aspects of land acquisition services
shall be included in the LR&onsuting Contract.

In general, parcels on a project can be processed concurrently dotideiratiorof the land acquisition process from the approval of
the NEPA document could bess than 1 yedyut typicallyno longer than 2 years

The landacquisition process consists of two major parts, R/W Engineering and R/W Services.


https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/
https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/

9-3.01R/W Engineering

R/W Engineering and Title Research can be accomplished prior to the completion of the National Environmental Policy A
(NEPA) document The APA may also be completed long as the property owner is not contact€tdese are the only R/W
activities that can be included in the Preliminary Engineer (PE) contract.

# Even with federal funds being usedtire RW portion of a projectAppraising services can start prior to the
environmental approvdl the appraising services are paid using PE fulrd$\WWA does not consider this to be owner
contact if the appraising services are paid using PE funds.

Approval of funds in the Fiscal Management Information System (FMifs)approval of the INDOTLPA Contract by the
Attorney General ds Office is required before the LPA v
federal authorization for RV Engineering may be included with the PE authorization.

PE typically includes:

Environmental

Geotechnical

Design

Hydraulics

R/W Engineering

o Title Search

Plat #1

R/W Plans (The LPA shall submit the Preliminary R/W Plans to ERMS beégiening the acquisition process).
Legal Descriptions, parcel plats and APA

Other Plan Development Issues

9-3.02R/W Services
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# R/W Services can begin only after the NEPA Document has been approved and certified by INDOT and a NTP from
INDOT has been sent tthe LPA.

# All Real Estate Services can begin prior to the final environméntiaé RW is funded with only local and State funds,
even if there are federal funds in constructidrhis is consideredt Risk acquisitions; all CFR rules and regulations
mustbe followed in the acquisition and relocation of a parcel to avoid jeopardizing federal funds in construction or any
other phase of a projectThe only exception to this is that any 4F or Historical parcels cannot be acquired until final
environmental pproval.

TheNEPA Document is approved by INDOT, FMIS authorization for R/W services may be requested.

APAs (if approved under the PE FMIS authorization) are the only part of the appraising process that can begin p
to NEPA approval and=MIS authorization for R/W Services, provided there is no owner contact during the APA
preparation.

R/W Services include:

APAG sif the APA is completed with any owner contact, the APA preparation is considered R/W Services
Appraisals

Buying

R/W Management

Relocation

Compensation and land purchase issues
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9-3.02 (1) Letter of Owner Contact & Owners Rights Booklet

The FHWA requires that a letter of owner contact be sent to the owner at first contact and a copy be retained in the proj
documentati on. At first contact, the owner shall be
Aid Prograns and Projectso and if applicable, the FHWA Rel
Person under the Feder al Rel ocation Assistance Progr e



These booklets provide the ownets Theiowner shouald smm theadceipd of thee o
booklet and this receipt should be collected and retained in the project documentation. A copy of the letter and the bool
receipt shall be submitted with the completed parcel packets.

For more specific gu@hce the LPA should contact thBA R/W Supervisar

9-4.0 STEPS FOR LAND ACQUISITION

The following is a guideline that breaks down estimated duration for each step in the land acquisition process. Thasspoidielibe
applied to projects of 20 parceisless. Larger projects may require more time to complete each step

Initial Property Research, Owner identification
Duration: Approximately 10 days

This consists of collecting the no less than 20 yeardamtdleed of record, whichever is lond@r all parcels of property adjacent
to the project. This should be performed in conjunction with and included in the Topographic Survey for the project.

Abstracting and Property Line Determination
Duration: Approximately 30 days

Early in preliminary design, after the initial alignments and typical esestions are determined, parcels that will be affected by
the project will be known. Abstracts of title/title reports can then be compiled for those affected parcels.

R/W Engineering
Duration: Approximately 45 days

Can commence after the Preliminary Field Check (PFC) meeting and all issues addressed from the PFC and spseifiyright
lines are determined.

Preliminary R/W Plans submitted to ERMS.

Scope of Work and APA
Duration: Approximately 30 days

Establishes the type of appraisaluation form(waiver, value finding, short form appraisal eto.pe completed and establishes the
cost of the valuation services. R/W engineering must be complete for this actityntoence.

Establishing Market Value, commonly referred to as Appraising
Duration: Approximately 120 days

This step includes appraising and review appraising and can be completed after R/W engineering and APA is completed for €
parcel.

The approval othe NEPA document must be obtained for Land Acquisition costs to be authorized in FMIS. No Land Acquisitior
costs, including appraising services are eligible for federal reimbursement or local match without FMIS authorization.

# Please note that any appropte relocation benefits must be coordinated during the appraisal process to avoid conflicting
payments to a property owner.

Further guidance regarding appraising can be fouhddhDOT 6 s Re a | Estate Division Manua

Buying
Duration: Approximately 90 days

Can be done upon completion of appraising and review appraising on each pavoél bfter the requirements of the NEPA have
been satisfied

Further guidance regarding buyingcanbefound RMDOT &6 s Re al Estate Division Manual

Relocation
Duration: Approximately 90 days, concurrent with buying


https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/
https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/
https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/
https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/

Relocation should be done in conjunctisith buying of each parcel. INDOT must review and approve with each relocation claim
as submitted.

Further guidance regarding Relocation can be foundtilDOT 6 s Re al Estate Division Manua

Condemnation
Duration: Approximately 6 months to 1 year

If eminent domain proceedings are necessary, an additional six months to one year cadédibie the R/W acquisition process.
During the condemnation process, a parcel is clear tidior |
not conveyed until the court passes judgment.

Right-of-Way Certification
Duration: Approximately 75 days

The LPA will include the R/W Certification Letter to the LPA R/W Supervisor after all buying is complete and 75 daysth&or to
RFC date. After all the parcels are reviewed and approved, INDOT will issue a R/WOgksfication to the LPA. The LPA
shall upload as a single document, the LPA R/W Clear Certification and the INDOT R/W Clear Certification as part of thig péojs
Final Tracings Submission.

Reimbursement

After payment is made to the property owner faygerty acquisition, the invoieeoucher forms submitted to the LPA to INDOT
for reimbursement shall include:

1. The property owner 6s name

2 The property ownerds address
3. The amount paid for land, improvements, and damages

4. A copy of the cancelled chk

9-4.01Encroachments

Situations may arise where the LPA may wish for an encroachment to remain in place. This request will be considered provic
the following conditions are satisfied and the following information provided:

1 Determine that it is in thpublic interest to remain, or the removal would post an extreme hardship on the property
owner.

1 The encroachment must not impair the highway or interfere with the free and safe flow of traffic and must be locate
outside the clear zone as defined in thestmecent edition of the American Association of State Highway and
Transportation Officials (AASHTO) Roadside Design Guide.

91 All property owners of those allowed encroachments will be notified by the LPA that if the encroachment needs to
replaced, upgraetl, refurbished for any reason, including an act of God, it must be relocated and installed outside ¢
the rightof- way.

1 The encroachment does not create a safety hazard, does not create additional maintenance requirements, and do
restrict the curnet or future use of the rights of way for transportation purposes.

1 The encroachment is not located within the rghtvay of a State Route or NHS Route.

The request to allow the encroachment to remain must come from the highest electeffiti®lfon LPA letterhead and
addressed to the District INDOT Project Manager. The request must include the following:

Explain why it is in the public interest for the encroachment to remain.

Acknowledge that if the encroachment must be removed durimgfreetion, the work will not be eligible for
participation.

Verify the encroachment is not on State right of way.

Property owner name and address.

Stationing of the encroachment.

Plan sheet where the location of the encroachment can be identified.

Descrigion of the encroachment.
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https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/
https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/

This request will be included with the R/W Clear Certification as an exception and must be approved by the District INDOT
Project Manager and the LPA R/W Supervisor. All encroachments need to be specifically identified anoinsti@wvn
project plans.

9-5.0 CRITICAL ELEMENTS

Critical Elements in Chapter Nine include but are not limited to:
Assurance Letter

Public Hearing Certification23 CFR 710.30p
Environmental Approvdl23 CFR 635.309.{

FMIS Authorization

Completed Parcel Packet for all parcels

R/W Clear Certification Letter signed by an LPA official
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9-6.0 FATAL FLAWS

The definition of a Fatal Flawncludes any problem with a critical element that has not been or cannot be resbhtadiflaws
also include iolations of any state or federal law, and any action that compromises safety or thefrigtaperty ownersFatal
flaws may be identified at any stage of the project development process.

Once a fatal flaw has been identified it shall stop all affected project activity until the fatal flaw is resolved. ddregal\flaws

can negativel impact the project schedule, funding, and the project budget. They may also impact project scope. Unresolved fa
flaws will prevent the project from proceeding to the next stage including advertisement and letting.

In Land Acquisition, the focus ontt flaws is primarily centered on ensuring all activities protect the rights of property owners as
set forth by the Uniform Act. However, this focus does not exclude other types of fatal flaws.

While it is impossible to list all possible fatal flaws tfidlowing list provides a sample of possible fatal flaws related to land
acquisition.

Coercion of property owners to donate or forego required procedures/receive full payment
Quid pro quo

Letting with Exception without the approval required fromigtrict INDOT Project Manager and LPA R/W Supervisor.
The property owners not properly informed of acquisition procedures.

Incorrect R/W Engineering.

Incorrect method of establishing just compensation (Appraising).

Conducting appraisals and making offbefore Public Hearing Certification completed.
Offers made (Buying) before environmental approval.

Relocation not approved at Central Office.

Relocation Assistance not handled properly.

False Information.

Violation of nondiscrimination and Title \firotections.
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9-7.0 REFERENCES TO GUIDANCE MATERIAL

Links
| NDOT6s Real Manuaht e Di vi si on

Real Estate webpage

FHWA Web pagei Realty

Legal Requirements

Legal requirements for property acquisition are set out in federal and state laws and regulations, as well as local tgovernrr
ordinances. If federal money is involved in any part of a project or program, federal law and regulations must be used
conjundion with state and local law, regulations, and ordinances. Those acquiring property for federally funded projects mu
be familiar with the requirements of these lavi&ilure to acquire property in accordance with these laws puts any federal
funding fora project at risk



http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title23/23cfr710_main_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?SID=8ad85862dd4e4280796845bde9ee7000&node=23:1.0.1.7.23.3.1.5&rgn=div8
https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/
https://www.in.gov/indot/resources/manuals/real-estate-manual-and-resources/
https://www.in.gov/indot/projects/real-estate/
https://www.fhwa.dot.gov/real_estate/

For your convenience some of the federal and state laws and regulations that apply to thaite@erdlacquisition process

are listed below:

US Constitution - 5" Amendment and14® Amendment

Indiana Constitution - Article 1, Section 21

Uniform Relocation Assistance and Real Property Acquisition Policies Act of 19% amended

Domestic Security- CFR Title 6
Aliens and Nationality - CFR Title 8

Highways - CER Title 23

Land Acquisition for Governmental Agencies

Transportation - Title 49

Uniform Relocation Act & Real Property Acquisition - Title 42, Chapter 61

The State of Indiana codes IC 32-24

9-8.0 IDENTIFICATION OF RESOURCE PEOPLE

¥  LPA R/W Supervisor

# Communication regarding land acquisition should include the:

1 ERC
9 Designer

9 Metropolitan Planning Organization (MPO) (if project is within an MPO area)

91 LPA R/W Supervisor
9 District INDOT Project Manager

CHAPTER TEN: PREPARATION FOR LETTING
_

Acronyms used in this Chapter:

Cli Construction Inspection

CIBi Contract Information Book

DBE i Disadvantaged Business Enterprise
ERMSIi Electronic Records Management System
FHWA i Federal Highway Administration

10-1.0 CHAPTER TEN OVERVIEW

FMIST Fiscal Management Information System
INDOT i Indiana Department of Transportation
LPAT Local Public Agency

PS&ET Plan Specificationand Estimate

RFCi Ready for Contracts

Chapter Ten discusses the preparation for the letting process up to the advertisement.

Preparation for letting occurs between the Ready for Contracts (RFC) date and the advertisement. At this guintrattte
Administration Divisionwill prepare the contract documents to advertise the contract for construction letting. All these steps will b
done in coordination and concurrence with the Local Public Agency (LPA).

I f an ERC®shaslapsed pridr to ¢ha lteiting phase, the project will not be advanced to Letting until the

LPA has a certified ERC.



http://www.gpo.gov/fdsys/pkg/GPO-CONAN-1992/pdf/GPO-CONAN-1992-10-6.pdf
http://www.14thamendment.us/amendment/14th_amendment.html
http://www.law.indiana.edu/uslawdocs/inconst.html
https://www.fhwa.dot.gov/real_estate/uniform_act/index.cfm
https://www.ecfr.gov/cgi-bin/text-idx?SID=9b4e91d8f127c8060c5f6b0cdd16f56f&mc=true&tpl=/ecfrbrowse/Title06/6tab_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title08/8tab_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title23/23tab_02.tpl
https://www.fhwa.dot.gov/real_estate/uniform_act/acquisition/real_property.cfm
https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title49/49tab_02.tpl
http://uscode.house.gov/view.xhtml?path=/prelim@title42/chapter61&edition=prelim
https://iga.in.gov/legislative/laws/2018/ic/titles/001
mailto:WClift@indot.IN.gov
https://www.in.gov/indot/div/construction.htm
https://www.in.gov/indot/div/construction.htm

10-2.0 PREPARATION FOR LETTING PROCESS

It is the responsibility of the Contract Administration Division to prepare the project documents for lettindpeRo®al Tracings
Submissiorfor a project has been submitted and the project is deemed RFC by the District Office.

Once the project is @med ready for contracts, the Contract Administration Division will prepare and advertise the Contract for letting

Letting documents are no longer physically printed. The prepared electronic documents are released for public
download from the INDOT étting information web page.

The Contract Administration Division will also verify that all documents are present and properly uploaded to the Elestandis R
Management System (ERMS).

10-2.0 (1) Disadvantaged Business Enterprise (DBE) Goal

The Contract Administration Division Witreate DBE Interest Report.Thisreport is sent to thEquity Initiative Services
(EIS), formerly known as Economic Opportunity Division (EQf9) use in setting the DBE goal (for construction) for each
project.

The DBE goal establishes the target percent of work that is expected to be completed by DBE subcontractors. The DBE ¢
is part of the bid documents and requires the Contractor wfisd@BE utilization plans in their submitted bid for the
construction contract.

Please refer t&ection 112.050f this Documenfor more information on the DBE Goal
10-2.0 (2) Contractinformation Book (CIB) Preparation

ThepreliminaryCIB is created by the Contract Administration Division using project information frora@MS. The CIB
contains the paifems, contract special provisions, and the contract completion date.

91 CIB Certification Sent to Designer/Consultant

Approximately seven weeks prior to letting, the CIB will be forwarded to the Designer/Consultant to certify that what
has been preparedvidhat they submitted at RFC. A copy of the CIB should be forwarded by the Designer / Consultant
to theL P A Bngployee in Responsible Charge (ERC) to review.

# After receipt from the Contract Administration Division, the LPA and Designer/Consultant will ha\mi8iness day®
consult and return theCIB Certification Form to the contact person identified on the form, with any comments or
corrections and/or certied draft CIB. If no response is received, there is a risk of errors being transmitted in the CIB
to bidders and the Designer may receive a negative evaluation score for Responsibleness by Contract Administratior
staff.

The process will be certified imccordance with secticdBhapter 103 (Chapter 141.02(05) of the Indiana Design
Manual (IDM) . Any changes that are required at this stage should be submitted as a preprint changelance
with Chapter 103 (Chapter 141.02(06) #1 of the IDM

1 CIB Certification Received from Designer/Consultant

Once comments are received and addressed by all partitseaDdsigner/Consultant has certified the draft CIB, the
Contract Administration Coordination Engineer will sign and stamp the CIB.

10-2.0 (3) Plans, Specifications and Estimate (PS&E)

The preliminary detail estimate submitted to the Contialthinistration Division, submitted in the final tracings, is used to
compile the PS&E letter to be approved by the Contract Administration Division Estimating Administrator. The PS&E lette|
and PS&E approval is a prerequisite for receiving fedaichl The Federal Highway Administration (FHWA) may also review

the PS&E package


https://www.in.gov/indot/design_manual/files/Ch14_2013.pdf
https://www.in.gov/indot/design_manual/files/Ch14_2013.pdf
https://www.in.gov/indot/design_manual/files/Ch14_2013.pdf

The PS&E package includes, but is not limited to, the following information:

ciB

Cost Estimate

Specifications

Project Plans

Funding Breakdown

Contract Description
Right-of-Way (R/W)Certification
Environmental Information
Utility and Railroad Statements
Proprietary Material s Approvals
Other Project Specific Information, such as the PS&E Checklist

=4 =4 =4 -4 448 _-8_-9_9_-9

The PS&E package cannot kepproved if an LPA project includes incomplete Railroad Coordinatide.( missing
Railroad Agreement), missing required environmental Permits approval, or incomplete Right of Way acquisiggn
Parcels not secured).

10-2.0 (4)Request for Funds through the Fiscal Management Information System (FMIS) to FHWA

For more information regarding the LPA Match, pleaseGlespter Eleven

After the Contract Administration Division Estimating Administrator approves the PS&E package, the PS&E letter is writter
by the Indiana Department of Transportation (INDOT). The letter is transmitted to FHWA only if there is federal oversight ol
the propct. The request for funds for construction and construction inspection is submitted to FHWA by the Contrac
Administration Division via the Project Budgeting Office for the obligation of funds in the FMIS.

Costs for construction inspection are authatingth the construction FMIS approval. This is an initial estimate of inspection
costs that shall be adjusted after the construction contract is awarded.

L 3 Construction Inspection (Cl) is initially authorized based on the construction estimate, but thewzitidte adjusted
after award not to exceed the total approved federal allocation.

Please refer t8ection 122.01of this Document for more information on CI.
For more information on the process of obligafingds through FMIS, please refer@hapter Three.
1 FMIS Approval

Once the funds are authorized in FMIS, the project is ready for advertisement.

For information on advertisement of the contract for bids, pleasBesgimn 112.020f this Document.

10-3.0 CRITICAL ELEMENTS

Critical Elements are listed below but are not limited to the following:

—a == —a —a _a

Request for Proposals advertised for consultant to provide CI.
CompleteFinal Tracings Package Submissibacuments.
Executed LPAConsultant Contract for Cl.

DBE goal for construction provided and correct.

Certified CIB (Certiied by Consultant and LPA

10-4.0 FATAL FLAWS

The following list provides a sample of possibdéal flawsrelated to preparation for letting:












































































































