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Who are you?  

 Name 

 Organization 

 Position 

 What do you want to get out of the day? 



Why are you here? 



Why are WE here? 



Organizational Chart

Traditional Finance  

Neil Hansen 
Manager 1 

Lisa Dunn 
Supervisor 
TAP/SRTS 

Grants 

Diana Benedict 
Program Monitor 2 

SRTS 

Matt Burcham 
Manager 1 

Rachel Miller 
Program Monitor 1 

State Aid 

Jamica Cook 
Program Monitor 2 

State Aid 

Kip Mayton 
Manager 1 

Donovan Chumbley 
Program Monitor 1 

Region 2 

Denise Baker 
Program Monitor 1 

Region 3 

Eli Jones  
Program Monitor 1 

Region 1 

Kimery Grant 
Supervisor 

 

Nate Brugler 
Program Monitor 1 

Region 4 

Maria Hunter 
Program Monitor 2 

State-Let 

VACANT 
Manager 1 

Whitney Sullivan 
Manager 2 

Vicki McGee 
ASA 2 

Sarah Sutton 
Program Monitor 1 

TAP/SRTS 

Charisse Westfall 
Admin Secretary 



Who will guide your project 
through the process? 

Your Local Programs Monitor! 

 



We are Your Main Point of 
Contact  

Safe Routes to School (SRTS)  Diana Benedict 

TAP/SRTS – Regions 1 & 4  Lisa Dunn 

TAP/SRTS – Regions 2 & 3  Sarah Sutton 

Multimodal Access (Statewide) Monique  
       Hazlewood 

State Managed and Deposits  Maria Hunter 



We are Your Main Point of 
Contact  

Your contacts for the following programs: Congestion Mitigation 
and Air Quality (CMAQ), Surface Transportation Program (STP), 
Roadscapes, Local Interstate Connector (LIC), Federal Lands Access 
Program (FLAP), and State Industrial Access (SIA): 

 

Region 1      Eli Jones 

Region 2      Donovan Chumbley 

Region 3      Denise Baker 

Region 4      Nathaniel Brugler 



Agenda for Day 

 Chapters 1 & 2 

 Chapter 3 

 BREAK 

 Chapter 4 

 Chapter 5 

 LUNCH 

 Chapter 6 

 

 

 

 Chapters 7 & 8 

 BREAK 

 Chapters 7 & 8  

 Chapter 9 

 Chapters 8 & 9 (Close-Out) 

 Chapters 10 & 11 

 Recap & Test 



Chapters Flow Chart 

Chapter 3:  
Getting Started 

Chapter 8:  
Pre-Construction and 

Construction 
Procedures 

Chapter 9:  
Billing Procedures 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chapter 7:   
Civil Rights 
Compliance 

Chapter 4: 
Environmental 

Clearance Procedures  

Chapter 6:  
ROW, Utility and 

Railroad Procedures 

Chapter 5:  
Roadway Design 

Procedures, Including 
Structural Design 

Chapter 10:  
Non-Traditional 

Projects 

Chapter 11: 
Accelerated Delivery  

Chapter 1:  
Funding Programs and 

TDOT Policies for Local 
Management of Federal 

and State-funded 
Projects 

Chapter 2: 
Responsibility and 

Distribution Matrices  
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The Local Government 
Guidelines (LGGM) 



LGGM 

 http://www.tn.gov/tdot/ 

 Local Government Guidelines Manual 

 Click on the “Government” box in the 

middle of the page  

 Click on “Local Programs” under the 

“Grant” tab 

 

http://www.tn.gov/tdot/
http://www.tn.gov/assets/entities/tdot/attachments/LGG_Manual.pdf
http://www.tn.gov/assets/entities/tdot/attachments/LGG_Manual.pdf


6 Steps in Project 
Development 

1. Eligibility Determination  

2. NEPA Phase 

3. Design Phase   

4. Right of Way Acquisition Phase  

5. Construction Phase  

6. Project Closeout  



 LPDO is the single point of contact for: 

o Project Correspondence 

o Submittals 

o Project Coordination 

 A checklist is provided for project 
milestones  

 If guidelines are not followed, withdrawal 
of all federal and/or state funding may 
occur 

 

 

Overview 



When Contacting Us, Please 
Provide… 

 Project Title 

 Project Location (City and County) 

 Project Identification Number (PIN), an 
eight digit number (Example: 016055.00) 
assigned to each specific project 

 PIN must also be referenced on all 
correspondence and reimbursement 
requests 

 



Document, Document, 
Document  

 Assume every project you manage will be 
audited. 

 All steps, regulations and procedures are 
in place to ensure that nobody misuses 
taxpayer funds. 

 



Federal Programs 



Surface Transportation 
Program (STP)  

 Match – 80% federal/20% local 
o Safety items are 100% federally eligible   

 Eligible project types– resurfacing, roadway 
widening, sidewalks, intersection 
improvements, etc.   
o Eligible STP Items  (pg 212) 

 Funds are allocated based on population 

 Under the FAST Act, will be called the Surface 
Transportation Block Grant (STBG) 

 

Eligible STP Items




Bridge Replacement and 
Rehabilitation  

 Match – 80% federal/ 
20% local 
o Can use State Aid to offset 

match 

 Eligible project types 
– off-system bridges 

 How to apply – TDOT 
will develop planning 
report and offer 
bridge to Local 
Government (LG) 



State Programs 



Interchange Lighting 

 Match – 50% state/ 
50% local 

o Can use federal funds 
to offset match 

 Project types – 
lighting of an 
interchange 

 How to apply – send 
request letter to 
Commissioner  

 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi27rPiuuTLAhXK7SYKHYp8DWsQjRwIBw&url=http://www.ingaleps.com.au/ingal-eps/lighting-and-telecommunication-products/lowering-systems/high-mast&psig=AFQjCNHHyLQCmijQn2Jd0gs9RSlQPIJTzg&ust=1459291456509533


State Industrial Access (SIA) 

 Match – ROW-50% 
state/50% local, 
Construction-100% 

 Project types – 
Needing access to a 
new or expanding 
industry 

 How to apply – contact 
Danielle Hagewood 
(615-253-2521)  



Local Interstate Connector 
(LIC) 

 Match - 50% state/ 50% local 

 Project types – connecting an interstate to 
an interstate-like facility  

 How to apply – send a request letter to the 
Commissioner with resolution 

 



Grant Opportunities  



Congestion Mitigation and Air 
Quality (CMAQ) 

 Match – 80% federal/20% local or 100% 
federal 

 Eligible project types – traffic flow 
improvement, transit, ridesharing, 
intermodal freight, education and 
outreach (must be in nonattainment or 
maintenance area)  
o http://www.tn.gov/tdot/topic/cmaq  

 Contact – Alan Jones (615-741-6832) 
 

 

http://www.tn.gov/tdot/topic/cmaq
http://www.tn.gov/tdot/topic/cmaq


Safe Routes to School (SRTS) 

 Eligible project types – traffic diversion 
improvements, sidewalks, education 

 Contact  - Diana Benedict (615-253-2421) 

 Normally Due in 
January of Each Year  

o Must attend training to 
apply  

 Match (none) – 
100% federal 



 Normally Due to TDOT in January of Each 
Year (submitted by RPOs/MPOs) 

 Match – 95% state/5% local  

 Eligible project types - sidewalks, bicycle 
lanes, road diets, separated bicycle 
facilities 

 Contact – Jessica Wilson (615-741-5025) 

 

Multimodal Access Grant  



 Normally Due in November of Each Year 

 Match – construction only, 80% 
federal/20% local  

 Eligible project types – pedestrian 
facilities, scenic overlooks,  historic 
preservation, safe routes for non-drivers 

 Contact – Neil Hansen (615-741-4850) 

 

Transportation Alternatives 
Program (TAP) 





Distribution Matrix  

Ch. 2 



LGGM Forms 

http://www.tn.gov/tdot/topic/local-programs-documents-and-forms  

http://www.tn.gov/tdot/topic/local-programs-documents-and-forms
http://www.tn.gov/tdot/topic/local-programs-documents-and-forms
http://www.tn.gov/tdot/topic/local-programs-documents-and-forms
http://www.tn.gov/tdot/topic/local-programs-documents-and-forms
http://www.tn.gov/tdot/topic/local-programs-documents-and-forms
http://www.tn.gov/tdot/topic/local-programs-documents-and-forms
http://www.tn.gov/tdot/topic/local-programs-documents-and-forms
http://www.tn.gov/tdot/topic/local-programs-documents-and-forms
http://www.tn.gov/tdot/topic/local-programs-documents-and-forms
http://www.tn.gov/tdot/topic/local-programs-documents-and-forms


 

Manual Updates 

 Completely Updated Q&A 

 Responsible Charge Form (Form 1-1) 

 Deleted Legal Disclaimer (formerly Form 
1-1) 

 User-friendly Responsibility Matrix (Ch. 2) 



Questions? 
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Distribution Matrices  



Common  
Mistakes: 
 
• An initiation packet 

(Form 3-1)  is not 
required once  the 
grant is awarded 
 

• Project location is  
limited to a 
functionally classified 
system 

 

Competitive Grant Application 
Programs 

Ch. 3 



Project Initiation  

  

Ch. 3 



 
 All Federally funded projects must 

be included in a TIP or STIP 
 

 ITS Checklist 
 

 
 These items must be included in the 

initiation packet 

TIP/STIP 

Ch. 3 

http://tn.gov/assets/entities/tdot/attachments/STIP2014-17.pdf
http://tn.gov/assets/entities/tdot/attachments/STIP2014-17.pdf
file://AG03SDCWF00009.net.ads.state.tn.us/12Shared/PROGOPS/Program Development/TrainingPresentations/New 2016 Training Classes/Linked Forms/ITS-ProjectID_TN-2.dotx


ITS Projects 
 

 Intelligent Transportation Systems (ITS) 

 Defined as: “Any project that in whole or in part funds 
the acquisition of technologies or systems of 
technologies that provide or significantly contribute to 
the provision of one or more ITS user services as defined 
in the National ITS architecture” 

 Examples: 

o Traffic signal control systems 

o Traffic detection/monitoring systems 

 

 

 

 

 

Ch. 3 



ITS Projects 
 

 Must determine if ITS before placing in TIP/STIP 

 Tennessee ITS Project Identification Checklist must be 
completed and submitted 

o Helps determine whether a Systems Engineering Analysis (SEA) is required 

o Submit checklist with project initiation packet (Form 3-1) 

o LG also submits to TDOT.TrafficOps@tn.gov  

 Three ITS project levels determined by TDOT: 

o High Risk 

o Low Risk 

o Non-SEA 

 TDOT will notify LG if any additional documentation required 

 Design can differ substantially from traditional projects 

 

 

 

 

 

 

Ch. 3 

mailto:TDOT.TrafficOps@tn.gov


ITS Project Checklist 

 

 

 

 

 

 

 

Ch. 3 



Initiation Packet 
 

Ch. 3 

Linked Forms/3-1_Project_Initiation_Form_and_Checklist-6.docx
Linked Forms/3-1_Project_Initiation_Form_and_Checklist-6.pdf


Civil Rights Coordinator 

 LG must have a civil rights coordinator on staff 
that has completed the Title VI training, which 
is available online. Designate appropriate 
person(s) responsible for ensuring compliance 
with Title VI, EEO and DBE requirements. 
(Title VI Coordinator, EEO Officer, DBE 
Liaison).  

 

 This person should have a responsible position 
in the LG and have easy access to the head of 
the LG. 

Ch. 3 



Equal Employment 
Opportunity (EEO) 
  The LG must be committed to a policy of Equal 

Employment Opportunity and will administer its 
personnel policies and conduct its employment practices 
in a manner which treats each employee, applicant for 
employment and contractor/consultant employee on the 
basis of merit, experience and other work related criteria 
without regard to race, color, religion, national origin, sex, 
age, disability or any other protected class. 

Ch. 3 



Title VI 

 Every government receiving federal-aid 
must have a comprehensive and pro-active 
Title VI enforcement program to eliminate 
and prevent discrimination  
 

 Title VI certification must be obtained prior 
to the issuance of a Notice to Proceed for 
Construction 
 

 Title VI compliance must be from TDOT 

Ch. 3 



Common Mistakes: 
 

 Not including a map 
 All applicable 

phases not in the TIP 
 Road not 

functionally 
classified greater 
than a rural minor 
collector or a local 
road to use federal 
funding  

 Not using the most 
updated version of 
Form 3-1: Project 
Initiation Form and 
Checklist 

Ch. 3 



State Managed Projects 

The Department may manage your project for you 

if one of the following circumstances is applicable: 

 

 If your project is within State right-of-way 

or 

 If your LG is not adequately staffed and 

equipped for the level of project you wish to 

pursue 

 

 

 
Ch. 3 



What are Small Projects? 
Small Projects 

 Transportation Alternatives (TA) 

 Intersection improvements without 
significant ROW (under one acre of 
disturbance) 

 Safe Route to Schools 

 Resurfacing, striping, signing 

 Guardrail installation 

 Signalization 

 Some bridge replacement projects 
(under one acre of disturbance) 

 Non-construction/service contracts (as 
listed in Chapter 10) 

 Low risk and non-SEA ITS 

Ch. 3 

Requirements 
 

 Staffed and Equipped Interview 
 

 Full-time employee of agency 
with experience in managing 
similar projects 
 

 Must hire design and 
construction engineering and 
inspection (CEI) consultants 
from TDOT’s pre-qualified list  

 
NOTE: No need for consultant CEI 
if local forces are qualified, 
experienced and pre-approved by 
TDOT 
 



What are Mid-Range Projects? 
Mid-Range Projects 

 Roadway widening 

 Realignment of existing roadway 

 Signalization projects with the 
addition of turn lanes 

 Intersection improvements with 
significant ROW (over one acre 
of disturbance) 

 Bridge replacement projects 
requiring significant land 
acquisition (over one acre of 
disturbance) 

 Projects with environmental 
requirements greater than a 
categorical exclusion but lesser 
than an EIS 

 High risk ITS 
 

Requirements  

 Professional registered 
engineer on staff with 
experience working with 
federal and state agencies 

 Must hire design and 
construction engineering and 
inspection (CEI) consultants 
from TDOT’s pre-qualified list 

 The selected CEI consultant 
shall not be associated with 
any other aspect of the project 

 

Ch. 3 



What are Large Projects? 

Large Projects 

 Construction of new facilities 

 Widening of existing 
roadways 

 Realignment of existing 
roadways that require 
significant land acquisition 
(over 10 acres) 

 Environmental clearances 
that require an EIS 

 

Requirements 

 Professional registered engineer 
on staff with extensive 
experience in managing 
federally-funded transportation 
projects 

 Must hire design and 
construction engineering and 
inspection (CEI) consultants 
from TDOT’s pre-approved list 

 The selected CEI consultant 
shall not be associated with any 
other aspect of the project 

 

Ch. 3 



Next…a contract is issued 

Ch. 3 

Linked Forms/Local Programs Standard Contract for Presentation.pdf


TDOT Contract Steps 

Ch. 3 

1. Contract sent to LG 

2. LG reviews the contract and returns ORGINAL 
CONTRACT with Mayor and City Attorney’s signatures 

3. TDOT request obligation of NEPA funds from FHWA 

4. Contract sent to TDOT Legal Division for  signature 

5. Contract sent to Commissioner for execution 

6. Contract returned from Commissioner to LPDO 

7. Copy of fully-executed contract sent to local  agency 

8. Notice to Proceed can be issued once funds are obligated 



 

Manual Updates 

 Modified the force account procedure 

 Added section on ITS projects 
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Ch. 4 



Brooks Act of 1972 
United States federal law passed in 1972 that requires that the 
U.S. Federal Government select engineering and architecture 
firms based upon their competency, qualifications and 
experience rather than by price 
 

Engineering Services Estimated to be Over $150,000 

 Must advertise to get Request for Qualifications (RFQs) or Proposals 
(RFPs) from qualified firms 

 Establish a consultant evaluation committee  

 Do not negotiate price until selection made 
 

Engineering Services Estimated to be Under $150,000 

 May contact adequate number (3) of firms for RFQs/RFPs 

 Establish a consultant evaluation committee  

 Do not negotiate price until selection made 

Ch. 3 



Consultant Selection Policy 

Ch. 3 

Linked Forms/1-2_Local_Version_of_TDOT_selection_policy-2.docx


What Is NEPA? 
National Environmental Policy Act 

Signed into law on January 1, 1970, NEPA establishes 

national environmental policy and goals for the 

protection, maintenance, and enhancement of the 

environment. For proposed actions with a federal 

nexus, NEPA provides a mechanism for meeting many 

environmental reviews and approvals.  



 Define Project Area 

 Determine NEPA Doc Level 

o C-List CE 

o Programmatic CE 

o D-List CE 

o TEER (State Funded Projects) 

o Environmental Assessment 

o Environmental Impact Statement 

 

 

 

NEPA Process 

Most 
Projects 

Ch. 4 



 Air Quality 

 Noise 

 Historic 

 Archaeology 

 Hazmat 

 Ecology 

 Native American Coordination 

 

Technical Studies 

Ch. 4 



(responses required) 

 

 Local Officials Coordination 

 SHPO Letter 

 USFWS Letter 

 TWRA Letter 

 TDEC 

 

TDOT will distribute letters during the 
coordination process. 

Agency Letters & Coordination 

Ch. 4 



 TIP/STIP 

 Project Plans 

 Location & FEMA Mapping 

 Right-of-Way Easements 

 Farmland 

 Environmental Justice 

Data Collection 

Ch. 4 



Must Follow: 

 NEPA Streamlined Documentation 
Checklist 

o Programmatic CE & C-List CE 

 

 Tennessee Environmental Procedures 
Manual  

o TEER, Environmental Assessment & EIS 

 

Environmental Document 

Ch. 4 

http://www.tn.gov/assets/entities/tdot/attachments/2013-SDC-Guidance.pdf
http://www.tn.gov/assets/entities/tdot/attachments/2013-SDC-Guidance.pdf
http://www.tn.gov/assets/entities/tdot/attachments/2013-SDC-Guidance.pdf
http://www.tn.gov/assets/entities/tdot/attachments/local_programs_2011_Revised_Tenn_Envir_Procedures_Manual.pdf
http://www.tn.gov/assets/entities/tdot/attachments/local_programs_2011_Revised_Tenn_Envir_Procedures_Manual.pdf


TDOT will submit the Environmental 
Document to FHWA for review and 
approval, if applicable. 

 Once document approved, only valid for 
3 years 

 May also need to be re-evaluated if there 
is a scope change 

 

 

Environmental Document 

Ch. 4 



 Revisions 

o Not submitting the best version of plans and 
drafts will cause extensions to the standard 
evaluation timeline 

 

 Extended Studies & Coordination 

o Some projects may require extended or season 
specific studies 

o Bat Studies are only able to be done May 15th – 
August 15th & the study is valid for 2 years 

 

Common Delays 

Ch. 4 



Public Involvement 

 The goal of public involvement is to 
promote an exchange of information 
between the public and the project team.  

 Activities may include: 

o informal conversations with the affected 
public 

o notification letters to property owners 

o Announcements in local newspapers 

Ch. 4 



Public Involvement 
 Must follow TDOT’s Public Involvement Plan 

 LG determines the proper level of public 
involvement 

o Coordinate with TDOT Environmental Division 

 LG is responsible for holding all public 
hearings/meetings 

 Records of meeting dates, times and comments shall 
be kept for all public meetings and provided to 
TDOT 

 Disposition of comments shall be collected and 
included in the NEPA document 

Ch. 4 

https://www.tn.gov/assets/entities/tdot/attachments/pip.pdf


Ch. 4 



 All environmental commitments must be 
shown in final plans 

 

 If project is audited, records must show 
that environmental commitments were 
met 

Environmental Commitments 

Ch. 4 



Ch. 4 



Common Mistakes 
 Termini and Scope on TIP page not included in 

the NEPA document 

 Not billing as invoices and canceled checks 
become available 

 Requesting reimbursement for ad expenses 
paid before receiving the NTP 

 Not sending executed consultant contract to 
monitor 

 Not getting project area re-evaluated when 
necessary (every 3 years, scope change, etc.) 

 Ch. 4 



Environmental Contact Person 

Katie McKeel 
Tennessee Department of Transportation 

James K. Polk Building, Suite 900 
Environmental Documentation Division 

505 Deaderick Street 
Nashville, Tennessee 37243-7120 

Direct – 615-253-2475 
Katie.mckeel@tn.gov 

Ch. 4 

mailto:Scarlett.sharpe@tn.gov


 Overhaul on environmental clearance 
procedures (Chapter 4) to make chapter 
user-friendly  

 Must submit copy of the signed consultant 
contract with selection process 

 

 

Manual Updates 
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Preliminary 
Engineering/Design Phase 

Ch. 5 



Notice to Proceed  

Ch. 5 



Un-Funded Notice to Proceed 

Ch. 5 



Design Phase Submittals 
 

 Preliminary design plans (must meet all TDOT standards) 

 Design certification letter from local officials (Form 5-4) 

 Appropriate checklist(s) 

o Non-Motorized Transportation Facility Design Checklist (Form 5-3) 

o Design Procedures Checklist (all projects) (Form 5-5) 

o Structures Design Checklist (bridges, etc.) (Form 5-6) 

 Approval of any design exceptions (Form 5-2) 

 Certification of any proprietary items (Forms 5-1a or 5-1b) 

 Preliminary construction estimate 

 Right-of-way plans 

o Present and proposed ROW must be shown 

 

 

 

 

 

Ch. 5 



Ch. 5 

Design Procedures Checklist 



Design Procedures Checklist 

Ch. 5 



Ch. 5 

Design Procedures Checklist 

This 
checklist 
does not 
replace the 
more 
detailed, 
15 page 
“Roadway 
Design 
Checklist” 



Ch. 5 

Roadway Design Checklist 

 Not to be confused 
with “Design 
Procedures Checklist” 
 

 Not on LPDOwebsite, 
but Roadway Design 
website 
 

 Consultant would 
follow; very detailed 
and technical 

 

https://www.tn.gov/tdot/topic/roadway-design-documents-forms


Design Procedures Checklist: 
An Activity! 



Design Procedures Checklist 
Activity 

 Using the info from supplemental packet, 
complete the relevant boxes of the design 
procedures checklist 

o Plans cover sheet & typical sections 

o Project initiation form (3-1) 



Design Procedures Checklist Activity 



ANSWERS 

Design Procedures Checklist Activity 



Design Procedures Checklist Activity 



Ch. 5 

Key Points  

 Design consultants must be on TDOT’s pre-qualified list 

 Consultants must be procured in accordance with the Brooks 
Act (qualification based – price discussed after selection) 

 Plans are typically submitted and reviewed by TDOT three 
times: preliminary, right-of-way and construction 

o TDOT checklists available on website 

o Construction plans usually submitted during ROW phase, 
but not always 

 Use TDOT format, standard drawings and construction item 
numbers 

 TDOT does not “approve” your plans – P.E. is responsible 

o Please send revised/corrected plans to your Program 
Monitor for records and review purposes (cost estimates, 
etc.) 

 

 

 

 

http://www.tn.gov/assets/entities/tdot/attachments/Consultant_pre-qual_report_for_internet_12-11-15.pdf
http://www.tn.gov/assets/entities/tdot/attachments/Consultant_pre-qual_report_for_internet_12-11-15.pdf
http://www.tn.gov/assets/entities/tdot/attachments/Consultant_pre-qual_report_for_internet_12-11-15.pdf
http://www.tn.gov/tdot/topic/local-programs-documents-and-forms
http://www.tn.gov/tdot/section/chief-engineer-design-standard-drawings-library
http://www.tn.gov/assets/entities/tdot/attachments/Items.dat
http://www.tn.gov/assets/entities/tdot/attachments/Items.dat


Common Mistakes 
• Required information missing from plans cover sheet 
 

 

Type of Plans  

Ch. 5 



Common Mistakes  

 If ROW is to be acquired, must include 
acquisition table 

o Property owner names, tract numbers, total area, deed book, 
etc. 

 Make sure all required ADA standards are met 
within the plans (PROWAG 2011) 

 Submit entire set of plans 

 All layers need to be turned on when submitted 
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ADA - PROWAG 
 

 TDOT adopted PROWAG guidelines in 2014 
(PROWAG 2011) 

 Basic maintenance items do not need ADA 
upgrade 

o pot-hole repair, crack fills/seals, etc. 

 

 Alteration projects DO need ADA upgrade 

o Resurfacings 

o Reconstruction 

o New construction 
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ADA - PROWAG 
 

 Curb ramps: must be installed and meet ADA 
standards whenever a sidewalk or pedestrian 
walkway crosses a curb. 

 Sidewalks: replacements or newly construction 
must meet ADA standards 

Audible Pedestrian Signals: if signals are being 
added or replaced, must meet ADA standards 

 

 

 

 

 

 



ADA - PROWAG  

 Important ADA sidewalk considerations 

o Cross slope – 2% maximum 

 

o Running slope – less than 5% 

o If more, needs handrails 
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ADA - PROWAG  

 Make sure to consider additional costs in early 
project budgeting 

 

 For additional information contact: 

Margaret Mahler – TDOT ADA 
Compliance 

Margaret.Z.Mahler@tn.gov 

615-741-4984 
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Next Steps 
 

 In addition to Design Review comments, 
may receive comments from other TDOT 
divisions, depending on project type (Traffic 

Operations, Structures, etc.) 

o Which divisions your plans are routed to is based on Design 
Procedures Checklist – it’s very important! 

o There will be occasional conflicts. Let your Program Monitor 
know and TDOT will resolve and provide final decision. 

 Upon receiving all required items and 
approvals, we will request ROW funding 

 

 

 

 



 New templates for proprietary item approval requests 
 Plans submitted via PDF – software language removed 
 Updated “Non-Motorized Transportation Facility” section 

(formerly Alternative Design Facilities) 
 New checklist for non-motorized transportation facility 

design 
 Updated design guidelines, including addition of ADAAG 

& PROWAG 
 Design certification letter (or design exception approval) 

now required prior to issuing NTP for ROW phase 
 Updated design procedures checklist – send with each plan 

review request 
 Updated process for hydraulic crossings design 
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Questions? 



Chapters Flow Chart 

Chapter 3:  
Getting Started 

Chapter 8:  
Pre-Construction and 

Construction 
Procedures 

Chapter 9:  
Billing Procedures 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chapter 7:   
Civil Rights 
Compliance 

Chapter 4: 
Environmental 

Clearance Procedures  

Chapter 6:  
ROW, Utility and 

Railroad Procedures 

Chapter 5:  
Roadway Design 

Procedures, Including 
Structural Design 

Chapter 10:  
Non-Traditional 

Projects 

Chapter 11: 
Accelerated Delivery  

Chapter 1:  
Funding Programs and 

TDOT Policies for Local 
Management of Federal 

and State-funded 
Projects 

Chapter 2: 
Responsibility and 

Distribution Matrices  



Right-of-Way Phase 

 LPDO will Request Right-of-Way funding 
when applicable 

 LPDO will issue a NTP to the TDOT 
Regional ROW Coordinator 
o The TDOT Regional ROW Coordinator will contact the LG to 

set up a meeting, and provide guidance and the appropriate 
documents that will need to be submitted for certification 

 The LG will coordinate with Utilities and 
any Railroads affected by the project 
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ROW Notices to Proceed 
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 Greeneville NTP (revised with “funded”) 
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Regional ROW Office Meeting 

 Deliver and explain plans 

 Deliver and explain the FHWA Manual 

 Provide an overview of the title report, 
donation, appraisal, appraisal review, 
negotiation, administrative settlements, 
relocation (if applicable) and the 
closing/condemnation processes 

 Provide generic forms as needed 
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Consultant Selection 
 Selection of all consultants used in ROW 

shall also follow the TDOT Consultant 
Selection Policy 
o Appraisers 

o Review Appraisers 

o Negotiators 

o Closing and relocation agents 

 LG can choose ROW consultant during PE 

 Separate work order must be provided for 
each phase of the project  
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Important Note!!! 

 LGs shall not proceed with any work 
pertaining to land acquisition for which they 
expect reimbursement until they receive the 
NTP from TDOT’s Regional Right-of-Way 
Coordinator 

 

 If land acquisition procedures are found to be 
flawed, all state and federal funding for the 
project may be withdrawn for EVERY phase 
even if other phases were done in accordance 
with federal law, regulations and procedures 
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Submittals 

 ROW documents are submitted to 
Regional LPA Coordinator  

 Utility documents are submitted to 
Regional Utility Coordinator 

 Railroad coordination documents are 
submitted to Railroad Coordinator  

 Can be done concurrently  
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Request for Utility Certification 
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Utility Certification 
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ROW Certification 
 

 

At the completion of the ROW Phase of 
the project, the LG shall attest to TDOT 
that all right-of-way was acquired in 
accordance with the Uniform Act 

 

TDOT will certify the project upon review 
of the files to ensure compliance with both 
state and federal rules and regulations 

 

Project is certified for construction 
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Request for ROW Certification 
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ROW Certification 
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How Long?  

Length of the Right-of-Way Phase will depend 
on… 

 Complexity of ROW acquisition 

 Number of tracts to acquire  

 Whether property owners support project 

 If utilities are to be relocated 
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 Courthouse Fees 

 Title Searches 

 Attorney Fees 

 Appraisals 

 Relocating utilities located on private ROW 

 Utility relocation work not in the contract 

 Relocation Costs (Residential & Business) 

 Condemnations 

 Closings 
 

 

Examples of Reimbursable 
ROW Activities 
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Changed required railroad co-
ordination from the ‘200 ft. rule’ to 
‘near’ 
 

Updated/Clarified  ROW Procedures, 
roles, and responsibilities 
 

Manual Updates: Ch. 6 



Questions? 



Chapters Flow Chart 

Chapter 3:  
Getting Started 

Chapter 8:  
Pre-Construction and 

Construction 
Procedures 

Chapter 9:  
Billing Procedures 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chapter 7:   
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Chapter 4: 
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Clearance Procedures  

Chapter 6:  
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Chapter 5:  
Roadway Design 
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Chapter 10:  
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Projects 

Chapter 11: 
Accelerated Delivery  

Chapter 1:  
Funding Programs and 

TDOT Policies for Local 
Management of Federal 

and State-funded 
Projects 

Chapter 2: 
Responsibility and 

Distribution Matrices  



 Local Government Representative Chosen 

 Title VI  

 DBE Goal 

 Permit Certification  

 Bid Book (Forms 8-1 Federal and 8-1 State) 

 Construction Plans with Estimate 

 Construction Authorization Checklist 
(Form 8-2) 

 Construction Advertisement (Form 8-3) 
 

 

Pre-Construction Activities 
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LG Project Supervisor 

 LG must designate a qualified full-time staff member who 
will be responsible for project administration; including: 

o Supervision of the hired CEI 

o Authority to request TDOT approval of change 
orders 

o Accountability for contract compliance 

o All local points of contact with TDOT 

o Maintaining a complete project file  

 This person is in “Responsible Charge” of the project 
(Form 1-1.) 

 As such, this person should take Level 1 CEI training. 

 
Ch. 8 

http://www.tn.gov/assets/entities/tdot/attachments/1-1_Responsible_Charge_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/1-1_Responsible_Charge_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/1-1_Responsible_Charge_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/1-1_Responsible_Charge_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/1-1_Responsible_Charge_Form.docx


LG Responsibilities 

 Prior to the Notice to Proceed for 
Construction, LG must: 

o Be Title VI Certified by the TDOT Civil Rights Office. 

o Establish a DBE goal, Based on the Estimated 
Construction Cost of the project 
(http://www.tn.gov/tdot/topic/small-business) 

o Submit a completed Construction Advertisement 
Authorization Checklist, Form 8-2.  

• Minimum Ad Requirements can be found in Form 8-3.  
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As a Sub-recipient of Federal Funds, LG shall: 
I. Develop a Title VI Program 

II. Designate a Civil Rights Coordinator 

III. Endorse Nondiscrimination Assurances 

IV. Ensure that there is nondiscriminatory language in all contracts 

V. Develop a Limited English Proficiency (LEP) Plan 

VI. Develop a Public Participation Plan 

VII.  Develop Procedures for Prompt Processing and Disposition of 
Title VI Complaints 

VIII. Develop Procedures for the Collection of Statistical Data 

IX. Ensure that Programs and Activities Provide for a Fully 
Coordinated Process 

X. Ensure that Beneficiaries are Aware of Their Rights Under Title 
VI 

 

 

Title VI Requirements and 
Obligations 

Ch. 7 



Disadvantaged Business 
Enterprise (DBE) 

 All federally-funded projects should be assessed for 

inclusion of DBEs 

 All federally funded projects where the Construction 

costs are expected to exceed $500,000.00 will be 

assigned a DBE goal (read “requirement”). 

 LGs should establish an appropriate DBE goal and 

obtain concurrence from TDOT 

 All established DBE goals must be met or exceeded 
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Design Consultant 
Responsibilities 

 Prior to the Notice to Proceed for 
Construction, the PS&E package must be 
submitted. 

 Obtain permit concurrence from TDOT 
Environmental Division (Manual section 
8.1.3) 
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Plans, Specifications, and 
Estimate (P,S,&E) Package 

 Forms 8-1: Contract Proposal Template (Sample Bid Book)  
must be used or bid books will be returned. 

o Form 8-1 Federal - Licensing requirement prohibited 

• Related Special Provisions (Manual, section 8.1.4.1) 

o Form 8-1 State - Contractor’s License Required on Bid Envelope 

o Related Special Provisions (Manual, section 8.1.4.2) 

o Additional Special Provisions as Needed (Manual, section 8.1.4.3) 

o Must use TDOT standards, specifications, and item numbers 
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 Construction Plans (including Form 5-5) 
must be submitted for review. After 
comments are addressed, the Final 
Construction Plans must be submitted. 
o Must be stamped and sealed by a Professional Engineer licensed 

in the State of Tennessee 

o Must contain Estimated Construction Item Quantities 

o Must be complete and unambiguous 

o Submitted electronically in PDF format 
 

 

P,S,&E Package (Plans) 
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Detailed cost estimate must be submitted 

for review and concurrence 

o Must be comprehensive 

o Must contain TDOT item numbers 

o Must not contain contingency items 

o No additive/deductive  alternates 

o Either/or alternates allowed 

 

P,S,&E Package (Estimate) 
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Permit Certification 



Pre-Construction & 
Construction Procedures 

 

 Common mistakes: 

o Not using standard template  

o Using incorrect bid bond form 

o Contradictory language 
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 Your Program Monitor will: 
o Request Obligation of Construction Funds 

o Receive Confirmation of the Obligation of Funds  

o Issue the Notice to Proceed for Construction Phase 

Upon Review and 
Concurrence of Submittals: 
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Construction Engineering 
Inspector (CEI) 

 LG must hire a pre-qualified consultant to 
oversee construction in the field 

 CEI consultant must be on TDOT’s pre-qualified 
list  

 CEI consultant must have completed LPDO CEI 
Training and show proof of attendance   

 LG’s CEI will conduct all acceptance testing of 
materials 
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Construction Engineering 
Inspector Duties 

 Oversee Contractor’s work to ensure 
adherence to plans and specifications. 

 Keep project diary, material test results, 
and other records. 

 Prepare contractor pay requests  

 Perform on-site interviews: 
o Davis-Bacon Wage Rates 

o CUF  (Form 8-9, Commercially Useful Function Checklist)                                                                                                       
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Local Government CEI 
Training Course 
 LPDOhas a training course specifically for LGs to 

better understand what is required 

 Mandatory for CEIs and city employees actively 

managing projects (valid for 5 years) 

 Level 1 (one day) is for LGs (project supervisors) 

 Level 2 (two day) is for consultants and LGs wishing to 

perform CEI services on their own projects 

 NOTE: If a LG wants to provide CEI services for its 

own projects, prior approval must be obtained from 

Local Programs.   
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 Must advertise once in the grand division newspaper, 
local paper and minority paper 

 Verify that the advertisement was indeed published! 

o Affidavit of publication, or 

o Cut sheets from the paper 

 Must open bids a minimum of three weeks after the date 
of the last insertion 

 A list of minority newspapers is in your supplemental 
packet. 

 

Advertisement for bids 
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 In your supplemental packet, you will find a 
calendar for the month of May 2016. 

 On the following page, you will find the list of 
minority newspapers.  

 On Friday, May 6, you place an order with the 
newspapers to run the advertisement for your 
project  

1. In which minority paper should you advertise? 

2. The minority paper runs on Wednesday. When 
can you open bids? 

3. How many newspapers must your ad be 
placed in? 

Activity Time! 



Bidding Requirements 
 All contractors must be on TDOT’s pre-qualified list 

 Contractors must use and only use the name as shown on 
pre-qualification records 

 All sub-contractors must be on TDOT’s pre-qualified list 
before beginning any work  

 Bid book and bid form must be marked VOID if sold to 
non-prequalified contractors or those pending qualification 

 LG is responsible for checking all bid proposals to ensure 
that the contractors are prequalified prior to opening bid 
proposal   
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The State of Tennessee requires all PRIME contractors (except mowing and 
litter removal contractors) to be licensed with the Tennessee Department 
of Commerce and Insurance, Board for Licensing Contractors.     
 
On Federally-funded projects,  Contractors will not be required to have a 
license to bid. However, prior to recommending award of the Contract, 
TDOT will confirm that the lowest responsible bidder is licensed.  The 
Contractor will be considered for award for twenty-one (21) days after the 
letting date (bid submittal).  If the contractor does not have a license, on or 
before the 21 days, the contractor will be considered non-responsive, and the 
next lowest responsible bidder will be considered for award.   
 
It is recommended that all PRIME Contractors who are not currently 
licensed and intend to bid on future projects begin the process to obtain their 
contractor’s license.   
 
For more information on obtaining a Contractor’s License please visit the 
Board for Licensing Contractors website at the following:  
http://www.tn.gov/regboards/contractors/contractor.shtml 

Licensing of Prime Contractors 

http://www.tn.gov/regboards/contractors/contractor.shtml


Title 48 of Tenn. Code Ann. requires all contractors and subcontractors that 
are domestic or foreign Corporations, Limited Liability Companies, 
Limited Partnerships, or Limited Liability Partnerships to be in good 
standing with the Secretary of State. This includes being duly 
incorporated, authorized to transact business, and/or in compliance with 
other requirements as detailed by the Secretary of State. Please contact the 
Secretary of State should you have any questions at (615) 741-2286  or visit  
http://www.tn.gov/sos/bus_svc/index.htm . 
 
TDOT will not execute any contracts or approve subcontracts with 
contractors that are domestic or foreign Corporations, Limited Liability 
Companies, Limited Partnerships, or Limited Liability Partnerships, who 
are not in good standing with the Secretary of State (i.e. have a valid 
Certificate of Existence/Authorization). 
 

**NOTICE: Title 48 of Tenn. Code Ann.** 
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 Must not allow bids to be submitted after the date 
and time set in the bid advertisement 

 Must begin to open bids on the date and time set 
in the bid advertisement 

 Must read each responsive bid out loud and in 
public 

 Must select the lowest responsive bidder pending 
TDOT concurrence 

 Must not open bids by non-prequalified 
contractor  

o http://www.tn.gov/tdot/section/tdot-construction-
division  

 

 

LG Requirements, Time of Bids 
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Bid Review 
 Bids are to be submitted in the original 

bound bid book. 

 Bids are to be completed in ink, and 
signed. 

 Bids must be completed on the forms 
provided in the bid book. 

 There must be a unit price of $0.00 or 
greater for each bid item. 

 License? – Dependent on funding source  
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 Announce the apparent low bidder, adding the 
words “pending TDOT concurrence” 

 Tabulate the Engineer’s Estimate along with the 
bid prices for all bidders, or at least the lowest 
three bidders 

 Review the bids to determine if they are 
unbalanced (Manual, section 8.2.6) 

 Prepare a submittal package to send to TDOT 
 

After Receiving Bids, LG Will: 
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 Summers-Taylor is the apparent low bidder on PIN 
115881.00. Check their pre-qualification. In your 
supplemental packet, there are two pages from the 
Prequalified Contractors List. 

 What types of work is Summers-Taylor pre-
qualified to perform? 

 If Superior Traffic Control is chosen as a 
subcontractor, what types of work can Superior 
Traffic Control perform? 

 If you were Greeneville, would this choice of 
subcontractor raise any questions, and if so, why? 

Prequalification Check Exercise 



 Special Provision 1247 will be included in the 
bid book 

 The Contractor must submit with his bid, or 
within 3 business days of bid opening: 

o The names, ethnicities, and genders of the TNUCP 
certified DBEs that will be used on the project 

o The amount of subcontracts to be completed by the DBE 
(Form 8-5) 

 The LG must submit this form with their bid 
concurrence package to the LPDO and TDOT 
Civil Rights Office 
 

If there is a DBE Goal: 
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Disadvantaged Business 
Enterprise (DBE) 

 DBE goals apply to construction contracts, not to 

professional services. 

 When contract is executed, DBE goals will be met 

 If DBE goal is not met, Local Agency will be subject to 

repayment of work performed that would have been 

performed by DBE 

 Federal audit will catch this 

Ch. 7 



 DBEs must perform a Commercially Useful 
Function (CUF), to be confirmed by CEI 

 Commercially Useful Function Checklist 
(Form 8-9) should be completed WHENEVER 
a DBE performs work (even if there is no goal 
assigned to the project). 

 Sent to TDOT Civil Rights Office and LPDO 

 

Commercially Useful Function (CUF) 

Ch. 7 

http://www.tn.gov/assets/entities/tdot/attachments/8-9_Commercially_Useful_Function_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-9_Commercially_Useful_Function_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-9_Commercially_Useful_Function_Checklist.docx


Common Contractor (DBE) 
Mistakes: 

 Swapping out DBE work with non-DBE 
contractors 

 No CUF interviews performed  

 Elimination of DBE work and not finding  
replacement work 

 Not submitting necessary forms to TDOT 
Civil Rights Office and LPDO 

 Ch. 7 



If the Contractor fails to comply with this Special Provision 1247, the 
Department may take one or a combination of the following steps: 

 
1) Require the Contractor to have its entire management staff attend DBE 

training arranged by the Department and paid by the Contractor. 
2) The next bid when Contractor is the low bidder on a DBE goal project, require 

that Contractor shall achieve a DBE participation that is twice the stated goals. 
3) For the Contractor’s failure to find another DBE subcontractor to substitute for 

a DBE that is terminated or fails to complete its work on the contract for any 
reason or to provide the CRO - SBDP documentation clearly evidencing good 
faith efforts, as detailed in D.1. above, then the Department may withhold 
from the Contractor an amount not to exceed the amount of money originally 
committed to the non-complying DBE subcontractor, not as a penalty but as 
liquidated damages. 

4) Suspend the Contractor from participation in Department bid lettings pursuant 
to rules promulgated by the Department. 

5) For repeated failures to comply, debar the Contractor pursuant to rules 
promulgated by the Department. 
6) Invoke other remedies available by law and/or in the contract. 
7) Invoke remedy agreed upon by the Commissioner and Contractor in writing. 

Special Provision 1247 
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LG will electronically submit the following to TDOT, 
at least 15 days prior to expiration of bids: 

 

TDOT Review of Bids 

 Request to award on local letterhead 

 A completed Form 8-4: Construction Advertising and 
Award Checklist 

 Tabulated bids with Engineer’s estimate in Excel format 

 Documentation certifying that bids have been reviewed 
and found to be responsive 

 Completed bid book of lowest, responsive, responsible 
bidder. 

 DBE Award Information, if applicable (Form 8-5 ) 
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TDOT reviews the documents for: 
 Completeness of the bid package 

 Use of TDOT standards and item numbers 

 Mathematical or material unbalancing 

 Evidence of collusion / bid rigging 

 

TDOT may: 
 Concur with award 

 Concur with rejection 

 Not concur –  

o Suggest going with another bidder 

o Suggest rebid  Ch. 8 



Reasons for not Awarding a Bid 
1. Failure to sign the bid (proposal form, proposal certification, proposal 

bond, Power of Attorney) 

2. Failure to furnish the required bid bond and Power of Attorney,  with 
the same dates  

3. Omissions, alterations of form, additions, or conditions not called for 

4. Unauthorized bids or irregularities  

5. Failure to include a unit bid price for each item (must be an amount of 
zero or greater) 

6. Units prices are mathematically unbalanced  

7. Failure to submit a non-collusion affidavit 

8. Failure to utilize the required forms approved by TDOT (Form 8-1 
Federal or Form 8-1 State)  

9. Failure to submit a bid within the original bound bid book 

10. Failure of bidder to acknowledge all addenda  

11. Bidder not prequalified or not in good standing the day of the letting  
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Activity Time! 

1. In your supplemental packet, you have 
two bid submissions. 

2. The first one is good. The second one 
isn’t. Why? 

3. In your supplemental packet, there are 
two completed bid tabulations. 

4. Notice what can happen if items are 
materially or mathematically 
unbalanced. 



 Upon TDOT Concurrence, the LG will: 
o Issue the Contractor a copy of the Proposal Contract for 

signatures 

 The Contractor will: 
o Return the signed contract to the LG with a fully executed 

Payment and Performance Bond equal to 100% of the contract 
amount within 10 days.  

o Any necessary railroad insurance must also be submitted 
prior to final execution of the contract (20 calendar days 
allowed) 

 Signed Contracts will be distributed to the 
Contractor, the Surety, the LG, and LPDO 
(electronically for LPDO) 

 

Award of the Contract 
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FHWA 1391 Reporting 

 Required per 23 CFR 230, Subpart A 

 TDOT Civil Rights Office sends letters to 
all prime contractors working on locally 
managed projects in the month of July 

 Contractors respond with required 
information by August 15th of each year  

 Placed in End of Job File  

Ch. 7 



 The LG shall electronically submit to LPDO: 
o Contractor Firm Name 

o Street Address (with nine digit zip code) 

o DUNS Number 

o Contact Person’s Information 

o Use LP NIC system to provide this information 

 

Post Award / Pre - Construction 
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 Upon Issuance of the NTP for Construction, the Program Monitor 
will enter project information into the LP NIC System 

 The System will automatically generate an email to the LG for 
their FIRST LP project. 

 This email will instruct the LG how to log in to the LP NIC 
System. 

 Subsequent projects will be added to the LG’s dashboard in LP 
NIC, but the LG will not receive an email for subsequent projects. 
In this case, the award concurrence email is your notification to 
add information to LP NIC. 

 One person per LG will receive a username and password, but it 
can be shared. 

 If you change your username and password, you will need to alert 
any users within your organization.  

 Do not enter dollar signs or commas in amounts. 

 

LP NIC System 















Whitney Sullivan 
Local Programs Office 
615-253-1387 
whitney.sullivan@tn.gov  

Technical 
Questions: 

NIC, TN - Tennessee.gov 
Help Desk 
(615) 313-0300 or  

1-866-8TN-EGOV 
help@egovtn.org  

Questions about 
NIC: 

LPDO Help and FAQs 

mailto:whitney.sullivan@tn.gov
mailto:help@egovtn.org


Pre-Construction Conference 

 Locally managed projects are required to conduct a Pre-
Construction Conference. 

 Form 8-10a: Pre-Construction Conference Notice - will be 
sent to all attendees at least two weeks prior to the 
conference.  

 On complex projects, secondary conferences may be held 
as well (see Form 8-10b  Erosion Conference Notice and 
Form 8-10c Utility Conference Notice) 

 LG, Contractor, Subcontractors, Utility Companies, CEI, 
and TDOT representatives will attend. 

 Subcontractors and DBE’s will be introduced. 

Ch. 8 

http://www.tn.gov/assets/entities/tdot/attachments/8-10a_Pre-Construction_Conference_Notice.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-10a_Pre-Construction_Conference_Notice.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-10a_Pre-Construction_Conference_Notice.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-10b_Erosion_Conference_Notice.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-10b_Erosion_Conference_Notice.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-10b_Erosion_Conference_Notice.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-10c_Utility_Conference_Notice.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-10c_Utility_Conference_Notice.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-10c_Utility_Conference_Notice.docx


Post Award / Pre - Construction 

 At least 7 days prior to the Pre-
Construction Conference: 
o LG will electronically send PS&E Package to the TDOT District 

Operations Engineer/Manager and TDOT Regional Materials 
and Tests Supervisor and 

o A copy of this email shall be sent to Local.Programs@tn.gov. 

Ch. 8 
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 Start Date 

 Construction Schedule 

 Critical Path Activities 

 Materials Delivery and Storage 

 Required Postings 

 DBE goal 

 Traffic Control Measures 

 Erosion Control Measures 

 Potential Obstacles  

 Local Special Events 

 

Pre-Construction Conference 
Discussion Items 
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 Form 8-6 Construction Project Files 

 Subcontract Forms 8-7a, 8-7b, 8-7c(Manual, section 8.2.9) 

 DBE Company Profile, Form 8-8a 

 DBE Material Supplier/Trucker Contract Certification, Form 8-8b 

 Forms 8-11a, 8-11b, and 8-11c – Guidance for keeping minutes of 
the conference or conferences as the case may be 

 Form 8-12– Sign In Sheet for recording all attendees 

 Utility Forms 8-13 and 8-14 if utilities are being relocated as part of 
the project. 

 Form 8-16–Construction Checklist, guidance for submittals 

 Start Notice – Form 8-17, directing Contractor the date to begin 
work on the project. 

 Form 8-18 – Contractor attests that he will not knowingly employ 
illegal immigrants. 

 

Pre-Construction Conference 
Related Forms 
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http://www.tn.gov/assets/entities/tdot/attachments/8-6_Construction_Project_Files.pdf
http://www.tn.gov/assets/entities/tdot/attachments/8-6_Construction_Project_Files.pdf
http://www.tn.gov/assets/entities/tdot/attachments/8-6_Construction_Project_Files.pdf
http://www.tn.gov/assets/entities/tdot/attachments/8-7a_Subcontract.xlsx
http://www.tn.gov/assets/entities/tdot/attachments/8-7a_Subcontract.xlsx
http://www.tn.gov/assets/entities/tdot/attachments/8-7a_Subcontract.xlsx
http://www.tn.gov/assets/entities/tdot/attachments/8-7b_Subcontract_2ndtier.xlsx
http://www.tn.gov/assets/entities/tdot/attachments/8-7b_Subcontract_2ndtier.xlsx
http://www.tn.gov/assets/entities/tdot/attachments/8-7b_Subcontract_2ndtier.xlsx
http://www.tn.gov/assets/entities/tdot/attachments/8-7c_Subcontract_3rdtier.xlsx
http://www.tn.gov/assets/entities/tdot/attachments/8-7c_Subcontract_3rdtier.xlsx
http://www.tn.gov/assets/entities/tdot/attachments/8-7c_Subcontract_3rdtier.xlsx
http://www.tn.gov/assets/entities/tdot/attachments/8-8a_DBE_Company_Profile.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-8a_DBE_Company_Profile.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-8a_DBE_Company_Profile.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-8b_DBE_Material_Supplier.pdf
http://www.tn.gov/assets/entities/tdot/attachments/8-8b_DBE_Material_Supplier.pdf
http://www.tn.gov/assets/entities/tdot/attachments/8-8b_DBE_Material_Supplier.pdf
http://www.tn.gov/assets/entities/tdot/attachments/8-11a_PreCon_Minutes.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-11a_PreCon_Minutes.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-11a_PreCon_Minutes.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-11b_Erosion_Minutes.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-11b_Erosion_Minutes.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-11b_Erosion_Minutes.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-11c_Utility_Minutes.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-11c_Utility_Minutes.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-11c_Utility_Minutes.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-12_Conference_SignIn.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-12_Conference_SignIn.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-12_Conference_SignIn.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-13_Project_Utility_Diary.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-13_Project_Utility_Diary.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-13_Project_Utility_Diary.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-14_Utility_Item_Certification_Final_Acceptance(DT-1716).docx
http://www.tn.gov/assets/entities/tdot/attachments/8-14_Utility_Item_Certification_Final_Acceptance(DT-1716).docx
http://www.tn.gov/assets/entities/tdot/attachments/8-14_Utility_Item_Certification_Final_Acceptance(DT-1716).docx
http://www.tn.gov/assets/entities/tdot/attachments/8-16_Construction_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-16_Construction_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-16_Construction_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-17_Start_Notice.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-17_Start_Notice.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-17_Start_Notice.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-18_Attestation_of_Illegal_Immigrants_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-18_Attestation_of_Illegal_Immigrants_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-18_Attestation_of_Illegal_Immigrants_Form.docx


 TDOT will assign an inspector to the job 

 TDOT Engineering Services (TDOT ES) Line on Exhibit 
A of your contract 

 TDOT’s inspector and a representative of the Regional 
Materials and Tests Division must attend the 
mandatory pre-construction conference 

 The TDOT inspector will: 

o Attend regularly scheduled progress meetings 

o Make monthly visits to the project site 

TDOT Performed Oversight 
During Construction 

Ch. 8 



Materials Testing 

 LG’s CEI will conduct all acceptance 
testing 

 TDOT will perform verification and 
independent  assurance testing 
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 Form 8-19: Hot Mix Asphalt Plant Inspector Checklist – Form used 
by the inspector who is checks that the asphalt at the plant meets 
specifications of the project, kept in project files. 

 Form 8-20: Hot Mix Asphalt Roadway Inspector Checklist – used 
by the construction inspector to ensure placement of the asphalt is 
in accordance with specifications. 

 Form 8-21: Work Zone Traffic Control Inspection Form – to be 
kept in the project file.  

 Form 8-22: Bridge Construction Inspector Checklist – to be 
completed by CEI and sent to TDOT Structures Division 

 Form 8-23: Bridge Deck Pre-Pour Checklist  

 Form 8-24: Bridge Deck During Pour Checklist 

 Form 8-25 : Bridge Deck Post-Pour Checklist 

 Form 8-26: Structures Construction Checklist – to be completed 
after bridge construction. 

Miscellaneous Construction Forms 
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http://www.tn.gov/assets/entities/tdot/attachments/8-19_Hot_Mix_Asphalt_Plant_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-19_Hot_Mix_Asphalt_Plant_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-19_Hot_Mix_Asphalt_Plant_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-20_Hot_Mix_Roadway_Inspectors_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-20_Hot_Mix_Roadway_Inspectors_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-20_Hot_Mix_Roadway_Inspectors_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-21_Workzone_Traffic_Control_Inspection_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-21_Workzone_Traffic_Control_Inspection_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-21_Workzone_Traffic_Control_Inspection_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-22_Bridge_Construction_Inspector_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-22_Bridge_Construction_Inspector_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-22_Bridge_Construction_Inspector_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-23_Bridge_Deck_Pre-Pour_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-23_Bridge_Deck_Pre-Pour_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-23_Bridge_Deck_Pre-Pour_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-24_Bridge_Deck_During_Pour_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-24_Bridge_Deck_During_Pour_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-24_Bridge_Deck_During_Pour_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-25_Bridge_Deck_Post_Pour_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-25_Bridge_Deck_Post_Pour_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-25_Bridge_Deck_Post_Pour_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-26_Structures_Construction_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-26_Structures_Construction_Checklist.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-26_Structures_Construction_Checklist.docx


 Form 8-15: Railroad Completion Notice - used when work is done 
on railroad right-of-way, indicates acceptance of work by railroad. 

 Form 8-27: TDOT ESPC Inspection Form – evaluates the 
contractor’s erosion protection and sediment control measures. 

 Form 8-28: Notice of Termination Form – submitted to TDEC when 
water quality permit coverage can be terminated. 

 Form 8-29: Prompt Payment to Subcontractors Form – completed 
by Prime Contractor and submitted to local agency 60 days after 
payments. 

 Form 8-30: Change Order Form – all change orders should be sent 
to LPDO to ensure funding is available. 

 See Chapter 2 (Distribution Matrix) of the LGGM for submittal 
requirements of various applicable forms. 

Miscellaneous Construction Forms 
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http://www.tn.gov/assets/entities/tdot/attachments/8-27_TDOT_EPSC_Inspection_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-27_TDOT_EPSC_Inspection_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-27_TDOT_EPSC_Inspection_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-27_TDOT_EPSC_Inspection_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-27_TDOT_EPSC_Inspection_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-27_TDOT_EPSC_Inspection_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-27_TDOT_EPSC_Inspection_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-28_cn1175_cgp_not.pdf
http://www.tn.gov/assets/entities/tdot/attachments/8-28_cn1175_cgp_not.pdf
http://www.tn.gov/assets/entities/tdot/attachments/8-28_cn1175_cgp_not.pdf
http://www.tn.gov/assets/entities/tdot/attachments/8-29_Prompt_Payment_To_Subcontractors.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-29_Prompt_Payment_To_Subcontractors.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-29_Prompt_Payment_To_Subcontractors.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-30_Change_Order_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-30_Change_Order_Form.docx
http://www.tn.gov/assets/entities/tdot/attachments/8-30_Change_Order_Form.docx


Change Order Process 

 The LG provides the final approval of change 
orders, as it is your project 

 Your program monitor needs to be aware of each 
change order, as the project funds are bound by the 
amount in the TIP/STIP 

 For all change orders, prior approval is required by 
LPDO for funding availability 

o Is there enough money in the TIP / STIP? 

o Are requested items eligible?  
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Project Records – FHWA’s “Big 
Five” 
1. Environmental Commitments – must be 

addressed. 

2. ADA – Project must be ADA compliant 

3. DBE – Goal must be met 

4. Buy America – Steel and Iron Products must be 
domestically produced. 

5. Source Documents for Payment – such as: 

o Inspector’s Daily Reports 

o Material Certifications 

o Invoice / Bill of Laden 
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 Engineer or CEI not on TDOT’s pre-qualified 
list 

 Sub-contracts with FHWA 1273 missing 

 Change Orders not approved for funding by 
TDOT prior to execution 

 Material acceptance test documentation not in 
project file 

 TDOT assurance testing not in project file 

 DBE participation not met 

 CUF interviews not performed 

Recurring Audit Issues 
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 Daily diary of work activity not kept by CEI 

 CEI not on site at times of inspections as 
required by 23 CFR635.105 

 If original low bid was rejected, TDOT 
concurrence to reject and justification from 
LG not in project file 

 Buy America certifications not on file 
o Any phase(s) could be subject to penalties if Buy America 

requirements are not met 

 

Recurring Audit Issues 
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 Updated Permitting section, including additional 
permits. 

 Created two Proposal Contract Templates  
o Form 8-1 Federal  
o Form 8-1 State 

 Added new Specialty Items 
 Reorganized Construction Phase Process for 

differences between state-only and federal funds 
 Added Bid Advertisement Template (Form 8-3) 
 Added submittal requirement of all Change Orders 

to LPDO 
 Updated Materials and Tests process, including mix 

designs, testing, and acceptance 

Manual Updates to Chapter 8 
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Chapters Flow Chart 
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Getting Started 

Chapter 8:  
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Procedures 

Chapter 9:  
Billing Procedures 
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Chapter 11: 
Accelerated Delivery  
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Distribution Matrices  



Billing Procedures 
 

 Invoices must be sent by email as an 
attachment to lpd.invoices@tn.gov in 
PDF form  

Label attachment with PIN 

Email subject must contain PIN   

Local Government Invoice Cover Sheet  

All invoices without the correct invoice 
cover sheet and summary page will be 
returned 

Ch. 9 

mailto:lpd.invoices@tn.gov
http://www.tn.gov/tdot/topic/local-programs-documents-and-forms


Billing Procedures 
 

Each request must include: 

 Copies of paid invoices 

 Copies of canceled checks or other 
acceptable proof of payments  

 Approved submittal signature 

 Invoices must be signed by the Project 
Supervisor with the local agency 
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Invoicing Checklist 



Invoicing Checklist Cont… 





EXAMPLE:  
 
TDOT 
NEPA 
INVOICE 
 
COVER 
SHEET 
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EXAMPLE:  
 
TDOT 
DESIGN 
INVOICE 
 
COVER 
SHEET 
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EXAMPLE:  
 
TDOT 
ROW 
INVOICE 
 
COVER 
SHEET 
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EXAMPLE:  
 
TDOT 
CONSTRUCTION 
INVOICE 
 
COVER SHEET 
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Invoice 
Summary 
Sheet 
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Materials and Tests Billing 

Ch. 9 



Ch. 9 

TDOT Finance Statement of Progress Cost 



Ch. 9 

SAMPLE: 
 
AUTHORIZED 
SIGNATURE 
FORM 



Billing Procedures 

Invoices may be submitted no 
more often than monthly 

Will not issue Notice to Proceed 
without billing of prior phase 
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Money Tracker 



Money Tracker  



12/20/2013 

Town of Greenville 

200 N College St 

110147-14-02 

115881.00 
30LPLM-F0-008 

STP-M-9104(15) 
110147 

7/28/2013 11/30/2013 

Greeneville, TN 37745 

X 

$40,475.00 $126,305.00 

$126,305.00 

$25,261.00 

$101,044.00 

$32,380.00 

$68,664.00 

Matthew Burcham Whitney Sullivan 

Greene 

$85,830.00 

Fairgrounds Road Connector 

20% 
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Need More Money? 

 Funds must be available in the 
TIP/STIP 

 MPOs email adjustments/amendments 
to STIP.Requests@tn.gov 

 Adjustments vs. Amendments 

 Contact monitor to adjust funds 

mailto:STIP.Requests@tn.gov


Common Mistakes 
 Submitting invoices for more available 

 Incorrect address 

 Incorrect project numbers or coversheet 

 Copies of checks not cancelled checks 

 Insufficient amount of proof of payment 

 Overlapping Fiscal Years 

 Not updating signature form 

 Not correcting previously submitted invoices 

 Not submitting actual invoices 

 Missing signatures on coversheet or backup 
documents 

 



Invoicing FAQ’s 

Where are the project numbers for phases 
other than construction? 

 

How fast can I get reimbursed? 

 
 



Update cover sheets for each phase as 
of March 1, 2016 

New summary sheet effective March 1, 
2016 

 Invoices shall be submitted no more 
often than monthly but at least 
quarterly 

Manual Updates: Chapter 9 



Questions? 



Project Close Out 

 
 
 
 
 
 



 Complete form DT-1696LP at completion of 
project 

 Include documentation for all failing material 
tests and the corrective action taken 

 Submit to the LPDO 

 Ensures the quality of all materials 
incorporated into the project is in 
conformance with the plans and 
specifications 

 
LPDO Material and Tests 
Certification 
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Linked Forms/DT-1696LP LocalProgramsMaterialsCertificationForm.pdf
Linked Forms/DT-1696LP LocalProgramsMaterialsCertificationForm.pdf
Linked Forms/DT-1696LP LocalProgramsMaterialsCertificationForm.pdf
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 The LG will issue a Completion Notice (Form 8-33) 

o published in the county where the work is performed or an 
adjoining county if none exist 

 The notice must also include a due date for claims that is at 
least 30 days from the last published date.   

 The contractor must provide an affidavit (Form 8-34).  

 Any claims against the LG should be made in accordance 
with Sections 105.16 and 107.19 of TDOT Standard 
Specifications and 23 CFR 635.124.  

 The LG will mail copies of the request to the Prime 
Contractor, Surety Agent, and the LPDO. 

Advertisement for Claims 
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Linked Forms/8-33_Completion_Notice.docx
Linked Forms/8-33_Completion_Notice.docx
Linked Forms/8-33_Completion_Notice.docx
Linked Forms/8-33_Completion_Notice.docx
Linked Forms/8-34_Contractors_Affidavit.docx
Linked Forms/8-34_Contractors_Affidavit.docx
Linked Forms/8-34_Contractors_Affidavit.docx
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A Summary Change Order must be prepared 
to adjust the contract amount to an amount 
that coincides with the final quantities 

All differences must be corrected on the Final 
Estimate and submitted to the LPDO 

All overruns/underruns shall be explained in 
accordance with Circular Letter 109-03.01 and 
attached to the Final Estimate as well 

Determination of Time based on Quantity 
Increase can be determined through Circular 
Letter 108.06.02 
 

Summary Change Order 
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 After the project is complete, the 
contractor will submit a CC-3 form for 
EACH DBE that performed work on the 
project to the LG (Form 8-35) 

 The CC-3 form certifies the amount of 
monies paid to the DBE for the project  

 Once in receipt, the LG will send a copy 
to the TDOT Civil Rights Office and the 
LPDO.  

 
DBE Payments 
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Linked Forms/8-35_CC-3_Form.docx
Linked Forms/8-35_CC-3_Form.docx
Linked Forms/8-35_CC-3_Form.docx


Ch. 8 



 After verifying all records, work performed, and 
item quantities are correct and the final quantities 
are covered by the required material certifications, 
the Local Government Supervisor will submit 
Form 8-36 to the LPDO. 

 This submission will close out the project with 
TDOT. 

 NO requests for reimbursement may be submitted 
after this time. 

 For projects with railroad involvement, once 
construction is complete, the LG shall submit a 
Railroad Completion Notice (Form 8-15).  

 
 
 
End of Job Certificate 
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Linked Forms/8-36_End_of_Job_Certificate.docx
Linked Forms/8-36_End_of_Job_Certificate.docx
Linked Forms/8-36_End_of_Job_Certificate.docx
Linked Forms/8-15_Railroad_Completion_Notice.docx
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 Copies of the contract 
 Starting invoice/work order 
 Correspondence 
 Field books 
 Diaries 
 Material tickets 
 Test reports 
 Progress estimates 
 Final record books 
 As built drawings and 

specifications 
 Contractor payroll and 

certifications 
 Signed bid books  

 
 
 

 

 Project specifications and 
provisions 

 Job estimate 
 Contract and bond certificates 
 Notice to contractors 
 Estimates 
 Correspondence for 

advertising and receiving bids 
 Letting advertisements 
 Bid tabulations  
 Inspection reports 
 Field notes  

 

Retention of Records 
All documents shall be kept for a minimum of seven (7) years 
after everything is closed and finalized. A letter will be sent to the 
LG stating when the seven year period begins. 
These documents include but are not limited to: 
 



Common Mistakes 

 Not turning in an End of Job Certificate 

 Consultant signing End of Job Certificate 
instead of the LG 

 Submitting End of Job Certificate before 
Final Reimbursement has been received 

 Not submitting any of the forms 
previously mentioned 
 

 



 Retention of Records updated to 7 years 
for all projects. 

Manual Updates 



Questions? 



Chapters Flow Chart 

Chapter 3:  
Getting Started 

Chapter 8:  
Pre-Construction and 

Construction 
Procedures 

Chapter 9:  
Billing Procedures 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chapter 7:   
Civil Rights 
Compliance 

Chapter 4: 
Environmental 

Clearance Procedures  

Chapter 6:  
ROW, Utility and 

Railroad Procedures 

Chapter 5:  
Roadway Design 

Procedures, Including 
Structural Design 

Chapter 10:  
Non-Traditional 

Projects 

Chapter 11: 
Accelerated Delivery  

Chapter 1:  
Funding Programs and 

TDOT Policies for Local 
Management of Federal 

and State-funded 
Projects 

Chapter 2: 
Responsibility and 

Distribution Matrices  



Accelerated Delivery (AD) 
Process  
 An option that allows LGs to deliver transportation 

projects with limited TDOT oversight during project 
development 

 Cannot be on the State or National Highway System  or 
funded by a competitive grant  

 The LG will pay for all project work, following the 
NEPA Phase, USING THEIR OWN FUNDS 

 The LG must alert LPDO when they are ready to 
proceed with construction  

 Upon completion of the project, the LG will notify 
LPDO and request a project review  
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AD Process – Pilot Program  

 Currently two cities have decided to be the 
frontrunners in developing their projects using 
this pilot program process  

o Both are resurfacing projects with no ROW 

 Upon completion of two pilot projects, LPDO, 
FHWA and the LG will meet to discuss best 
practices and areas of improvement for the 
program  
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Test Time! 



Thank you! 


