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			   Legacy for Users

SHA			   Maryland State Highway Administration

LIST OF ABBREVIATIONS
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SHSP			   Strategic Highway Safety Plan

SOS			   Source of Supply

SRTS			   Safe Routes to School

STIP 			   Statewide Transportation Improvement Program

STP 			   Surface Transportation Program

TE 			   Transportation Enhancement

TIP			   Transportation Improvement Program

TS&L			   Type, Size & Location

Uniform Act	  	 Uniform Relocation Assistance and Real Property Acquisition 
			   Policies Act for Federal and Federally Assisted Programs

USC 			   United States Code

USFS 			   U.S. Forest Service

USFWS 		  U.S. Fish and Wildlife Service

VE 			   Value Engineering

LIST OF ABBREVIATIONS
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INTRODUCTION
The Maryland Department of 
Transportation’s State Highway 
Administration (SHA) is the agency 
responsible for planning, building, 
maintaining and operating Maryland’s 
State, U.S Route, and interstate highway 
system. SHA is accountable to the Federal 
Highway Administration (FHWA) to ensure 
all project elements comply with Federal 
law and regulations. SHA is required to 
administer Federal transportation funds 
provided by the U.S. Department of 
Transportation through its various divisions 
according to all Federal and State 
laws, and as defined by the FHWA/SHA 
Stewardship and Oversight Plan dated May 
2015 (See Appendix A). The SHA ensures 
that local projects using Federal funds 
made available by SHA are appropriately 
used in a timely manner and in compliance 
with all Federal and state regulations. 

In accordance with the May 2015 
Stewardship agreement, SHA retains 
responsibility under Federal law and 
regulations for all delegated activities, but 
the following program elements are not 
delegated to local public agencies:

• NEPA approval
• Sole Source Approval
• Approval of Force Accounts
• Design Exception approval
• Approval of Right of Way Certification
• Approval of Engineering Plans
• Approval of DBE Goals
• Approval and Audit of Labor 	  	
   Compliance
• Final Inspection
• Project Acceptance

CHAPTER 1
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FUNDING TYPES AND PROGRAMS
The SHA has oversight of multiple funding 
programs including Transportation 
Alternatives Program, Safe Routes to School, 
Federal Aid Bridge, Appalachian Regional 
Commission, Earmarks and any other 
current or future applicable programs.

HOW TO USE THE MANUAL
This manual describes the processes, 
procedures, documents, authorizations 
and approvals that are required to 
receive Federal-aid and/or state funds 
for applicable projects. Information was 
compiled from various sources with the 
intention to provide an overview of LPA 
activities. This manual is not a substitute 
for Federal and state laws, statutes, and 
regulations for project administration 
activities using Federal funds and should not 
be used as such. This document is intended 
to foster the lawful, accountable and 
expedited delivery of an LPA project. While 
every effort has been made to incorporate 
accurate information and sufficient detail, it 
may be necessary to contact SHA program 
or project managers with specific questions 
including timeframes. 

INTENDED AUDIENCE
This manual is designed to assist sub-
recipients in the administration of projects 
using Federal-aid funds. It will also assist 
SHA in its oversight capacity and provide 
guidance to SHA staff responsible for 
supporting these projects.

What Is an LPA?
A Local Public Agency (LPA), as defined in 
23 CFR 635.102, is any city, county, township, 
municipality, or other political subdivision 
that may be empowered to cooperate 
with the State transportation department in 
highway matters. An LPA is considered to be 
a sub-recipient.

What Is A Sub-Recipient?
Sub-recipient, as described in 2 CFR 200.93 
means a non-Federal entity that receives 
a sub award from a pass-through entity 
to carry out part of a Federal program, 
but does not include an individual that 
is a beneficiary of such program. A sub-
recipient may also be a recipient of other 
Federal awards directly from a Federal 
awarding agency.

Chapter 1: Introduction
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FIGURE 1: LOCAL PUBLIC AGENCY PROJECT FLOW CHART
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(FFY). Funds should be programmed in the 
FFY(s) in which FHWA Authorization will need 
to occur, not on the basis of when actual 
expenditures will occur. 

The TIP is the regionally agreed upon list of 
priority transportation projects, as required 
by Federal law. The TIP document must 
list all projects that intend to use Federal 
funds, along with all non-Federally funded 
projects that are regionally significant. 
The projects are multi-modal, including 
bicycle, pedestrian, ITS, safety, and 
freight- related projects, as well as the 
more traditional highway and public 
transit projects. The Federal requirement is 
to update TIPs every four years; however, 
in Maryland, MPOs update their TIPs 
annually to ensure that the cost and 
project information is as current as possible 
and fiscally constrained.

If the project is not within an MPO, the 
project would only be listed in the STIP. 
The STIP related transportation planning, 
programming, and decision making for 
non-metropolitan areas are undertaken by 
MDOT through its rural consultation process. 
More information on this may be found here.

MEMORANDUM OF UNDERSTANDING
Another important initial step in the Federal-
aid process is execution of a Memorandum 
of Understanding (MOU) between SHA 
and the sub-recipient. As soon as a project 
is selected for funding, the sub-recipient 
should submit a copy of the approved 
funding application, Concept Statement, or 
other documentation to the SHA program 
manager to start the development process 
for the MOU. Other documentation shall 
include, at a minimum, the name and title of 
the sub-recipient’s contact person, a project 
description that identifies the limits and 

To have a successful Federal-aid project, 
it is crucial that the sub-recipient officials 
working on the project understand and 
comply with these basic requirements of the 
Federal-aid process. 

TITLE VI
A sub-recipient is required by Title VI and 
related statutes that it does not discriminate 
in its programs, services, and activities as a 
condition for receiving Federal assistance. 
If it is found that Federal funds are involved 
in any form of discrimination in sub-recipient 
programs, the sub-recipient jeopardizes all 
Federal funds. 

PROJECT PROGRAMMING 
All Federal-aid projects must be 
included, or “programmed,” in the State 
Transportation Improvement Program (STIP). 
When a project is located within a local 
Metropolitan Planning Organization (MPO) 
area, it must also be included in the local 
Transportation Improvement Program (TIP). 

Maryland’s seven MPOs charged with 
developing a TIP are:	

• Baltimore Regional                    	         	
   Transportation Board
• Calvert – St. Mary’s MPOl
• Hagerstown-Eastern Panhandle MPO 
• National Capitol Region Transportation 	
   Planning Board
• Salisbury/Wicomico Area MPO 
• Wilmington Metropolitan Planning and 	
   Coordinating Council  

The sub-recipient is responsible for working 
with the applicable MPO to ensure that 
their project is included in the TIP / STIP and 
is programmed with an adequate amount 
of funds for the correct Federal Fiscal Year 

FEDERAL AID BASICS
CHAPTER 2

http://www.mdot.maryland.gov/Office_of_Planning_and_Capital_Programming/STIPandTIP/Documents/MDOT_NonMetropolitanConsultativeProcessBrochure_1.pdf
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When Is FHWA Authorization Needed? 
FHWA Authorization must be obtained 
before beginning any project activity 
(Preliminary Engineering, Right of Way, 
Final Design, and Construction) for 
which Federal-aid reimbursement will be 
requested. If the sub-recipient does not 
have written confirmation from SHA that 
FHWA Authorization has been secured for 
a specific project activity, work should not 
begin. The cost of work occurring prior to 
FHWA Authorization will not be reimbursed 
with Federal funds. If there is any doubt 
about whether FHWA Authorization has 
been obtained, contact SHA for assistance. 

Depending on the type of Federal funds and 
the provisions of the funding agreement, 
there are several different types of project 
activities that may be eligible for Federal-aid 
reimbursement. Some of these may include 
environmental studies, design, right-of-way 
acquisition, utility relocations, railroad work, 
construction, and construction inspection. 
If funds are requested for construction only, 
the design process must have followed the 
Federal process even if Federal design funds 
were not used. Refer to the project funding 
agreement for the specific types of project 
activities that may be reimbursed with 
Federal funds. 

basic character of the proposed work, and 
a preliminary cost estimate for Preliminary 
Design, Final Design and/or Construction. 

Upon receipt of this information, SHA will 
prepare a MOU and send an unsigned copy 
to the sub-recipient for signature. By signing 
the MOU, the sub-recipient agrees to follow 
all of the applicable Federal and State laws, 
regulations, and policies pertaining to the 
specific type(s) of Federal funds that are 
involved. Therefore, project development 
activities should not proceed until a MOU 
has been executed. 

In general, the MOU spells out the 
responsibilities of both the sub-recipient 
and SHA. The details of the MOU will vary, 
depending on the type of Federal funds 
that are involved. The sub-recipient officials 
responsible for the project should thoroughly 
review the MOU prior to bringing it to their 
governing body for action. Any questions or 
concerns should be directed to SHA.

FHWA AUTHORIZATION
FHWA Authorization is the single most 
important aspect of the entire Federal-aid 
process. If not done correctly or in a timely 
manner, it can jeopardize Federal-aid 
reimbursement for part or all of a project. 
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REIMBURSEMENT 
All of the Federal-aid transportation 
programs administered by SHA operate 
on a reimbursement basis. That is, the sub-
recipient, after completing the necessary 
steps and receiving the appropriate 
approvals, is responsible for paying project 
expenses up front. In turn, the sub-recipient 
submits a request for reimbursement to SHA. 
The request shall be made using the form or 
format provided by SHA. 

Requests for reimbursement shall be made 
on a periodic basis, as defined in the 
agreement, after costs have been incurred. 
This could include bi-weekly, monthly, 
quarterly, once at the end of the project 
or annually depending on the project 
duration and scope. If reimbursements are 
not submitted for a particular time period, a 
progress report or email must be sent from 
the sub-recipient to the program manager 
stating the project status. Written justification 
will be required to retain the unspent 
balance of Federal funds. The justification 
should explain why the delay in requesting 
Federal-aid reimbursement is beyond the 
control of the sub-recipient. Examples 
include delays resulting from environmental 
reviews or permits, right-of-way acquisition, 
utility relocations, unresolved litigation 
or contract claims, or compliance with 
other Federal-aid requirements. Failure to 
adequately plan for these requirements will 
not be considered adequate justification. 
If adequate justification is not provided, 
the unspent balance of Federal funds will 
be de-obligated, and as a result, may no 
longer be available for reimbursement. After 
SHA review and approval, the sub-recipient 
will be reimbursed by SHA at the agreed-
upon Federal share for actual, reasonable, 
and allocable costs paid.

Chapter 2: Federal Aid Basics

How Is FHWA Authorization Obtained? 
The following is a summary of the FHWA 
Authorization process. This process has 
been generalized for the sake of clarity. 
The actual authorization process will vary 
depending on the specific type of project 
activity that is being authorized. 

•	 Step 1: The sub-recipient sends a 
written request to SHA for FHWA 
Authorization to begin a specific type 
of project, including the appropriate 
documentation for the type of work 
being requested. 

•	 Form 25C for construction 
projects.

•	 Ask your program manager      
for guidance.

•	 Step 2: The SHA reviews the sub-
recipient’s request and verifies that the 
required clearances and reviews have 
been completed as necessary. 

•	 Step 3: If acceptable, SHA verifies 
the availability of Federal funds and 
prepares the electronic Authorization/
Agreement or Amendment/
Modification document, using the 
Fiscal Management Information 
System (FMIS). 

•	 Step 4: The SHA sends the electronic 
document to the FHWA for review    
and approval. 

•	 Step 5: The FHWA reviews the 
electronic document and, if 
acceptable, electronically signs 
the document. If the request is not 
acceptable, FHWA contacts SHA to 
resolve any questions or issues. 

•	 Step 6: After the FHWA has signed the 
electronic document, SHA notifies 
the sub-recipient that the FHWA 
Authorization has been obtained and 
the requested work may begin. 
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Federal share, the Federal share shall 
be reduced or the excess cash must be 
returned. In other words, a sub-recipient 
may not make money on a Federal-aid 
project. 

In-Kind Contributions 
In exceptional circumstances (usually 
under the Recreational Trail Program and  
with prior approval), certain non-cash 
contributions may be counted towards 
the required non-Federal-aid match. These 
non-cash contributions are referred to 
as an in-kind contribution. The type of in-
kind contribution that may be counted 
toward the non-Federal-aid match varies, 
depending on the timing of the contribution 
and the type of Federal funds that are 
being matched. 

The sub-recipient is advised to contact the 
program manager for specific requirements. 
The valuation of donations of real property, 
services, materials, equipment, and use 
of facilities must be established at fair 
market value (FMV), as determined by the 
applicable Federal funding, administration 
regulations, and Federal cost principles. 
The costs or value of donations counting 
towards satisfying the non-Federal match 
requirement must be verifiable from the 
sub-recipient’s records. The sub-recipient 
retains responsibility for the proper oversight 
of services donated by third parties and/or 
performed by its sub-grantees. 

Chapter 2: Federal Aid Basics

To prevent the project obligation from 
becoming inactive as per 23 CFR 630.106(a)
(5), reimbursement shall be requested at 
least annually but not more than bi-weekly. 
An inactive project is a project for which no 
expenditures have been charged against 
Federal funds for the past 12 months. The 
Federal funds obligated for an inactive 
project will be revised to reflect the current 
cost estimate, based on the following criteria:

(i)	 Projects inactive for the past 12 
months with unspent balances of 
more than $500,000,

(ii)	Projects inactive for the past 24 
months with unspent balances of 
$50,000 to $500,000, and

(iii)	Projects inactive for the past 36 
months with unspent balances less 
than $50,000.

If the project becomes inactive, SHA will 
notify the sub-recipient that the unspent 
balance of Federal funds will be de-
obligated if the sub-recipient cannot 
provide documentation within 30 days 
to support the remaining balance. 
Documentation shall include a revised 
cost estimate and a date by which a 
reimbursement request for the remaining 
Federal funds will be submitted. 

General Match Requirements 
Most Federal-aid transportation programs 
require some type of cost sharing or match 
to the Federal funds. In most cases, a 
minimum of 20% cash match must come 
from non-Federal-aid sources. Usually, this 
match is provided in the form of cash, that 
is, eligible project costs that have been 
paid for by entities other than the Federal 
government. Sources of cash may include 
donations of funds made by a third party, 
special assessments made for the project, 
and other non-Federal-aid sources of funds. 
However if the total upfront cash received 
for the project exceeds the required non-
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within the scope of inspection services.

BROOKS ACT
The policy of the Federal Government is 
to publicly announce all requirements for 
architectural and engineering services and 
to negotiate contracts for architectural 
and engineering services on the basis 
of demonstrated competence and 
qualification for the type of professional 
services required and at fair and reasonable 
prices (40 USC 1101). The general process 
for procuring consultants through a 
qualifications-based selection procedure is: 

1.	 Issuing a Request for Proposal (RFP) to 
publicly solicit the need and requirements 
for service. 
•	 The RFP must be advertised for a 

minimum of three working days on 
a website or bid board in an effort 
to solicit proposals from as many 
qualified firms as possible.

•	 The RFP should include:
•	 Clearly defined scope of work, 

qualifications, responsibilities, 
and deliverables required from 
a consultant firm.

•	 Estimated schedule to perform 
and deliver the services.

•	 Method of contract payment 
which may include lump sum, 
cost plus fixed-fee, cost per 
unit of work, and specific rates 
of compensation per 23 CFR 
172.9(b).

•	 Clearly defined evaluation 
criteria used to assess and 
rate the qualifications of the 
responding consultant firms 
along with the scoring weight for 
each of the assigned criteria. 

BACKGROUND
When Federal-aid funds are used to hire 
a consultant to provide engineering and 
design-related services, sub-recipients must 
follow certain Federal and State requirements. 
These requirements address how to hire 
the consultant and how to manage and 
administer the contract per 23 CFR 172.

23 CFR 172 defines engineering and design-
related services as program management, 
construction management and inspection, 
feasibility studies, preliminary engineering, 
engineering, design, surveying and mapping, 
and architectural-related services with 
respect to a highway construction project.

Architectural-related services are defined as 
professional or creative work that is performed 
in connection with the design and supervision 
of construction or landscaping, and that 
requires architectural education, training, and 
experience. Architectural-related services 
include consultation, research, investigation, 
evaluation, planning, architectural design 
and preparation of related documents, 
and coordination of services furnished by 
structural, civil, mechanical, and electrical 
engineers, and other consultants. 

Engineering-related services are defined 
as professional or creative work that is 
performed in connection with utilities, 
structures, buildings, machines, equipment, 
and processes. These services require 
engineering education, training, and 
experience in the application of special 
knowledge of the mathematical, physical, 
and engineering sciences. Engineering-
related services include consultation, 
investigation, evaluation, planning, 
design, and inspection of construction for 
the purpose of interpreting and assuring 
compliance with specifications and design 

PROCUREMENT
CHAPTER 3
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2.	Evaluating and ranking all submitted 
proposals. 
•	 After the advertisement period 

closes, sub-recipients must evaluate 
and rank all submitted proposals 
according to the evaluation criteria 
outlined in the RFP. Price shall not be 
used as a factor in the evaluation.

•	 Following the evaluation, sub-
recipients should list at least 
three consultant firms in order 
of preference, determined to 
be the most qualified after the 
advertisement period closes.

3.	Negotiating a fair and reasonable cost 
and contract terms with the selected 
consultant firm. 
•	 As sub-recipients prepare for 

negotiations, they must develop 
an independent cost estimate that 
reflects the scope of work. This estimate 
will be used as the basis for negotiating 
with the selected consultant. 

•	 Negotiations with the number-
one ranked, most highly qualified 
consultant firm should focus on the 
level of effort and experience of staff 
required to complete the scope of 
work and perform the needed tasks. 

•	 If the sub-recipient and most highly 
qualified consultant firm are unable 
to negotiate a fair and reasonable 
contract, the sub-recipient may 
formally terminate negotiations and 
undertake negotiations with the 
next most qualified consultant firm. 
The process will continue until an 
agreement is reached.

Chapter 3: Procurement
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PROCUREMENT METHODS
Depending on the circumstances, one of 
the following procurement methods may 
be used to hire a consultant to provide 
engineering and design-related services:

•	 Competitive Negotiation (typically 
referred to as the Brooks Act):  This is 
the primary method of procurement 
for engineering and design-related 
services. Due to COMAR’s definition 
of engineering and design-related 
services, construction inspection must 
be procured through qualifications-
based selection procedures to be 
eligible for Federal funds. 

•	 Consultants are selected based 
on qualifications and experience. 

•	 Based on the scope and 
complexity of the work, the sub-
recipient and selected consultant 
firm must determine and agree 
to contract terms for fair and 
reasonable compensation. 

•	 Small Purchase/Simplified Acquisition:  
Used in circumstances when the total 
contract costs will not exceed $150,000.

•	 Sub-recipients do not have 
to follow a competitive 
negotiation/qualifications based 
selection, but must follow SHA’s 
procurement procedures.

•	 Sub-recipients should take steps 
to ensure an adequate number 
of qualified consultant firms are 
considered. FHWA considers three 
sources as the minimum number to 
meet the adequate requirement.

•	 The full amount of any contract 
change that would cause the 
total contract amount to exceed 
$150,000, would be ineligible for 
FAHP funding.

•	 FHWA may withdraw all FAHP 

funding from a contract if it is 
modified above the $150,000 
threshold.

•	 Non-Competitive Procurement:
•	 Used in limited circumstances 

where the service is available 
only from a single source, an 
emergency exists, or competition 
is inadequate after a solicitation 
has been made. 

•	 FHWA must approve the use of 
this procurement method.

A sub-recipient may adopt SHA’s 
written policies and procedures on 
the procurement, management, and 
administration of engineering and design-
related consultant services. Otherwise, a sub-
recipient must prepare and maintain its own 
written policies for submission and approval 
by SHA’s Office of Procurement and 
Contract Management (OPCM). In addition, 
a sub-recipient must submit documentation 
associated with each procurement to OPCM 
for review to ensure compliance with all 
applicable Federal and State laws, and 
regulations per 23 CFR 172.5(b).

If a sub-recipient intends to use a consultant 
to work on any phase of the design and/
or construction inspection, SHA’s open-end 
consultants may be used, if available. For 
additional information, contact OPCM.

FEDERAL ACQUISITION REGULATION (FAR)
FAR is a set of rules that govern the costs of 
goods and services using Federal funds. Sub-
recipients are required to ensure compliance 
with the FAR cost principles for determining 
allowable costs on consultant services 
contracts when Federal funds are used. These 
costs are referred to as the indirect cost rate 
and include those directly associated with 
a specific contract, as well as a consultant’s 
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overhead costs. Indirect cost rates must be 
approved for use by the OPCM. 

Once approved, the consultant’s indirect 
cost rate must be used for the purposes 
of estimating, negotiating, and making 
payment on the contract.

CONFLICTS OF INTEREST
A conflict of interest occurs when a person’s 
private interest and public duties and 
responsibilities diverge or are not consistent. 
Federal regulations focus on both direct 
and indirect conflicts of interest, as well as 
concerns regarding an appearance of a 
conflict of interest or bias. The three primary 
sources of conflict are:

•	 The independence of the people 
associated with the procurement, 
management, and administration of 
consultants or vendors.

•	 The independence of the people 
providing engineering or other 
professional services.

•	 The independence of the people 
involved in matters related to the 
acquisition of real property for a project.

DISADVANTAGED BUSINESS ENTERPRISE 
(DBE) PROGRAM
When using Federal funds, sub-recipients are 
required to give adequate consideration 
to DBE consultant firms in the procurement 
of engineering and design-related services. 
The DBE Program must include procedures 
and methods for the following:

•	 Establishing DBE Program     
participation goals.

•	 Setting participation goals on      
specific contracts.

•	 Monitoring and reporting on the 
performance of DBE participation.

Sub-recipients are not required to have 
their own independent DBE Program. Sub-
recipients may adopt SHA’s approved DBE 
Program. If a sub-recipient chooses this 
option, SHA’s DBE Program and annual DBE 
overall goal apply to all the sub-recipient’s 
Federal funding. If the sub-recipient chooses 
to have its own independent DBE Program 
and overall goal, the sub-recipient must 
obtain concurrence from FHWA, subject to 
SHA’s approval. 

CONTRACT ADMINISTRATION
Sub-recipients must maintain adequate and 
readily accessible project performance and 
financial records, supporting documents, 
and other records which are considered 
pertinent to the agreement and applicable 
Federal laws and regulations. These records 
shall be maintained for a minimum of three 
years after the close of a project and 
include, but are not limited to, the following:

•	 Rationale for the method of 
procurement.

•	 Contract type.
•	 Payment method.
•	 Solicitation, advertisement, and 

announcement for services including 
the scope, requirements and 
evaluation criteria for selection.

•	 Documents supporting the evaluation, 
discussion, ranking, and final selection 
of the consultant firm.

•	 Documents supporting the analysis, 
negotiation, and agreement on fair 
and reasonable compensation. 

FHWA PROCUREMENT GUIDELINES
In addition to hiring a consultant to 
provide engineering and design-related 
services in connection with a Federal-Aid 
project, sub-recipients may also need to 
procure other goods and services. Sub-
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recipients may use their own procurement 
procedures which reflect applicable 
State and locals laws and regulations, 
provided the procurement procedures are 
in accordance with applicable Federal 
requirements. The following guidelines will 
help ensure compliance:

•	 Sub-recipients will maintain a contract 
administration system which ensures 
contractors perform in accordance 
with the terms, conditions, and 
specifications of the contract.

•	 Sub-recipients will maintain a written 
code of conduct governing the 
performance of their employees 
engaged in the award, and 
administering contracts with regard to 
conflicts of interest and accepting gifts, 
gratuities, or favors.

•	 Sub-recipients will select the most 
appropriate procurement method and 
follow the necessary procedures.

•	 Micro Purchase (less than 
$3,000):  Purchase orders may be 
awarded without soliciting any 
competitive quotations if the sub-
recipient considers the costs to 
be reasonable.

•	 Small Purchase (less than 
$150,000):  Prices must be 
obtained from an adequate 
number of qualified sources 
and may be in writing, provided 
orally, by vendor price list on 
website, or generated via online 
search, and are awarded based 
on lowest responsible offer.

•	 Sealed Bids (more than $150,000):  
Bids are publicly solicited. Prices 
must be obtained from an 
adequate number of qualified 
sources and must be submitted 
in a sealed envelope, clearly 
marked “sealed bid,” to be 
opened at a specified date and 

time, and are awarded based on 
lowest responsible bidder. 

•	 Competitive Proposals (more 
than $150,000): Used when 
conditions are not appropriate 
for use of sealed bids. 
Contractors are evaluated and 
selected based on qualifications, 
experience, and price.

•	 Non-Competitive Procurement:  
Used in special circumstances 
where the service is available 
only from a single source, 
an emergency exists, or 
competition is determined to be 
inadequate after a solicitation 
has been made.  

•	 Sub-recipients will provide for review 
of proposed procurements to 
avoid purchasing unnecessary or  
duplicated items.

•	 Sub-recipients are encouraged to 
enter into State and local government 
agreements for procurement or using 
common goods and services to foster 
greater economy and efficiency.

•	 Sub-recipients are encouraged to use 
Federal excess and surplus property 
when available rather than purchase 
new property and equipment, 
whenever such use is feasible and 
reduces project costs.

•	 Sub-recipients are encouraged to use 
value-engineering clauses in contracts 
for construction projects of sufficient 
size to offer reasonable opportunities 
for cost reductions.

•	 Sub-recipients will make awards only to 
responsible contractors possessing the 
ability to perform successfully under the 
terms and conditions of the proposed 
procurement, with consideration given 
to contractor integrity, compliance 
with public policy, past performance, 
and financial and technical resources.
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•	 Sub-recipients will maintain sufficient 
records to detail the significant history 
of the procurement.

•	 Sub-recipients will use time and material 
contracts in limited circumstances 
once a determination is made that 
no other contract is suitable and the 
contract has a ceiling price that the 
contractor exceeds at own risk.

•	 In accordance with good administrative 
practice and sound business judgment, 
sub-recipients alone will be responsible 
for the settlement of all contractual 
and administrative issues arising out 
of procurements including source 
evaluation, protests, disputes, and claims.

•	 Sub-recipients will have protest 
procedures in place to handle and 
resolve disputes relating to procurements.

•	 Sub-recipients will conduct all 
procurement transactions in a manner 
that provides unrestrictive competition, 
which prohibits the following:

•	 placing unreasonable 
requirements on firms for them to 
qualify to do business;

•	 requiring unnecessary experience 
or excessive bonding; 

•	 having non-competitive pricing 
practices between firms or 
affiliated companies;

•	 providing non-competitive 
awards to consultants who are 
on retainer contracts or have 
organizational conflicts of interest; 

•	 specifying only a brand-name 
product instead of allowing 
an equal product describing 
relevant performance 
requirements; and,

•	 arbitrary action in the 
procurement process.

•	 Sub-recipients will conduct 
procurements in a manner that 
prohibits using statutorily or 
administratively imposed in-state or 
local geographical preferences in 
the evaluation of bids or proposals, 
except in cases where applicable 
Federal statutes expressly mandate or 
encourage geographical preference. 
Or, when contracting for architectural 
and engineering services provided 
the geographic location leaves an 
appropriate number of qualified firms 
to compete for the contract.
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•	 Sub-recipients will have written selection 
procedures for procurement transactions 
that incorporate a clear and 
accurate description of the technical 
requirements for the material, product, 
or service, including requirements which 
providers must fulfill and the criteria used 
in evaluating bids or proposals.

•	 Sub-recipients will ensure all pre-qualified 
lists of persons, firms, or products which 
are used in acquiring goods and 
services are current and include enough 
qualified sources to ensure maximum 
open and free competition.

•	 Sub-recipients will take all necessary 
affirmative action steps to ensure 
that minority firms, women’s business 
enterprises, and labor surplus area firms 
are used when possible.

•	 Sub-recipients will perform a cost 
or price analysis in connection with 
every procurement action, including 
contract modifications, to determine 
reasonableness of the proposed 
contract price.

•	 Sub-recipients will negotiate profit as 
a separate element of the price for 
each contract in which there is no 
price competition.

•	 Sub-recipients will only allow costs or 
prices based on estimated costs to the 
extent costs incurred or cost estimates 
included in negotiated prices are 
consistent with Federal cost principles.

•	 Sub-recipients will not use cost plus 		
a percentage of cost and percentage 
of construction cost methods 		
of contracting.

•	 Sub-recipients must make available, 
upon request of SHA, technical 
specifications, pre-award procurement 
documentation, such as requests 
for proposals or invitations for bids 
and independent cost estimates on 
proposed procurements.

•	 Sub-recipients must include specific 
language in their contract provisions to 
allow for required changes, remedies, 
changed conditions, access and 
records retention, suspension of work, 
and other clauses approved by the 
Office of Federal Procurement Policy.

•	 Sub-recipients must maintain 
procurement documents for a 
minimum of three years after the close 
of a project.

ADDITIONAL RESOURCES
For more information about consultant 
services for use by a Federal-aid project, 
refer to FHWA’s Federal-Aid Essentials for 
Local Public Agencies video series. Topics 
covered include the following modules:

•	 Consultant Services Overview
•	 Hiring a Consultant Using Competitive 

Negotiation Procedures
•	 Organizational and Consultant 

Conflicts of Interest

For guidance that supplements Federal laws 
and regulations relating to procurement, 
management, and administration of 
engineering and design-related services 
using Federal-aid funds, refer to FHWA’s 
Procurement, Management, and 
Administration of Engineering and Design-
Related Services – Questions and Answers 
document and 23 CFR 172 Procurement, 
Management, and Administration of 
Engineering and Design Related Services.

http://www.fhwa.dot.gov/Federal-aidessentials/catmod.cfm?id=14
http://www.fhwa.dot.gov/Federal-aidessentials/catmod.cfm?id=14
http://www.fhwa.dot.gov/Federal-aidessentials/catmod.cfm?id=14
http://www.fhwa.dot.gov/programadmin/172qa.pdf
http://www.fhwa.dot.gov/programadmin/172qa.pdf
http://www.fhwa.dot.gov/programadmin/172qa.pdf
http://www.fhwa.dot.gov/programadmin/172qa.pdf
http://www.fhwa.dot.gov/programadmin/172qa.pdf
http://www.gpo.gov/fdsys/pkg/FR-2015-05-22/pdf/2015-12024.pdf
http://www.gpo.gov/fdsys/pkg/FR-2015-05-22/pdf/2015-12024.pdf
http://www.gpo.gov/fdsys/pkg/FR-2015-05-22/pdf/2015-12024.pdf
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The NEPA is a law that requires 
documentation of the potential 
environmental effects of proposed Federal 
agency actions. It takes into consideration 
the natural and socioeconomic factors 
within the project location vicinity. NEPA 
requires projects receiving Federal funds 
or approval to consider natural, cultural 
and socio-economic factors using a 
systematic, interdisciplinary approach. This 
process requires coordination with various 
state and Federal agencies to obtain 
information on cultural, socio-economic, and 
natural resources within the project area, 
documentation of any impacts upon those 
resources, and consideration of ways to 
avoid or minimize impacts. The effort required 
by a sub-recipient may be as minimal as 
completing a few forms. Or, it may include 
preparing environmental documentation 
and facilitating public involvement. NEPA 
coordination must occur on any project 
where Federal funds are used.

Under NEPA, all sub-recipients using Federal 
funds must comply with the requirements of 
Federal and state laws to ensure that the 
environment is protected. The sub-recipient 
must provide evidence of compliance with 
these laws and regulations before Federal 
funds will be authorized for a project. The 
major laws that must be complied with are:

•	 Section 106 of the National Historic 
Preservation Act requires Federal 
agencies to take into account the 
effects of their undertakings on historic 
properties, including historic structures 
and archeological resources, and 
afford the Advisory Council on Historic 
Preservation a reasonable opportunity 
to comment.

•	 Section 4(f) of the Department of 
Transportation Act stipulates that 

Federal transportation agencies 
cannot approve the use of resources 
such as publicly-owned public 
parks, recreation areas, wildlife and 
waterfowl refuges, or significant historic 
sites for transportation purposes unless 
there are no prudent and feasible 
alternatives, and the action includes all 
possible planning to minimize harm to 
the protected resource.

•	 Section 404 of the Clean Water Act, 
prohibits discharge of dredged or fill 
material into wetlands and waterways 
unless proven that steps were taken to 
avoid and minimize wetland impacts 
where practicable, and unavoidable 
impacts are compensated through 
activities provided to restore or 	
create wetlands.

•	 Section 7 of the Endangered Species Act 
stipulates that Federally assisted actions 
should not jeopardize the continued 
existence of any rare, threatened, or 
endangered (RTE) species or adversely 
modify their habitat. “Section 7,” 
as it is commonly referred to, calls 
for interagency consultation when 
a Federal action may jeopardize a 
protected species and outlines the 
documentation necessary to obtain a 
Biological Opinion.

•	 Section 6(f) of the Land and Water 
Conservation Fund Act (LWCFA), 
requires that Federally assisted 
actions that propose impacts, or the 
permanent conversion, of outdoor 
recreation property that was acquired 
or developed with LWCFA grant 
assistance, be approved by the 
Department of the Interior’s National 
Park Service. Impacts to Section 6(f) 
lands must be mitigated through 
replacement lands of equal value, 
location, and usefulness.

THE NATIONAL ENVIRONMENTAL POLICY ACT (NEPA)
CHAPTER 4
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assisting the sub-recipient in complying 
with the NEPA requirements. This review is 
coordinated and ultimately approved by 
the FHWA, based on the established policies 
and procedures.

1.	Contact the appropriate SHA 
Environmental Manager (EM) in the NEPA 
Compliance Division.
•	 The Environmental Manager’s 

responsibilities are to maintain 
a database of all sub-recipient 
projects that are using Federal funds 
and provide guidance regarding 
the NEPA process. SHA’s EM is also 
responsible for the review of the NEPA 
document the sub-recipient has 
drafted (the EM may assist in drafting) 
and submittal to FHWA for approval.

2.	Send Letter to Maryland Historic Trust 
(MHT) (Appendix B)  
•	 The letter should request MHT’s review 

and comment on the project. 
•	 Include a project location map.
•	 Provide the project information 

including the location and 
scope of work. 

•	 Define the Area of Potential 
Effects (APE) for the project, 
taking into account direct 
and indirect impacts including 
physical, visual intrusions, noise, 
and property acquisition.

•	 Determine if any significant 
historic structures or districts, or 
archeological resources are 
present in the APE. 

•	 Assess the effects (no properties 
affected, no adverse effect, or 
adverse effect) of the project on 
any historic resources eligible for 
or listed on the National Register 
of Historic Places (NRHP).

Chapter 4: The National Environmental 
Policy Act (NEPA)

•	 Chesapeake Bay Critical Area and 
Atlantic Coastal Bays Critical Area 
Protection Program established the 
Critical Area Commission to oversee 
the development and implementation 
of local land use programs directed 
towards the Critical Area that met the 
following goals:	

•	 Minimize adverse impacts on 
water quality that result from 
pollutants that are discharged 
from structures or conveyances 
or that have run off from 
surrounding lands; 

•	 Conserve fish, wildlife, and plant 
habitat in the Critical Area; and, 

•	 Establish land use policies for 
development in the Critical Area 
which accommodate growth 
and also address the fact that, 
even if pollution is controlled, 
the number, movement, and 
activities of persons in the 
Critical Area can create adverse 
environmental impacts. 

•	 Title VI of the Civil Rights Act and 
Executive Order 12898, Environmental 
Justice “No person in the United States 
shall, on the ground of race, color, 
or national origin, be excluded from 
participation in, be denied the benefits 
of, or be subjected to discrimination 
under any program or activity 
receiving Federal financial assistance.” 
Title VI requires agencies to identify 
and address, as appropriate, any 
disproportionately high and adverse 
human health or environmental effects 
of the project on minority populations 
and low-income populations.

PROCESS FOR NEPA APPROVAL
The SHA is responsible for reviewing the 
environmental impacts of all sub-recipient 
Federal-aid transportation projects and 

http://dnr2.maryland.gov/criticalarea/Pages/default.aspx
http://dnr2.maryland.gov/criticalarea/Pages/default.aspx
http://dnr2.maryland.gov/criticalarea/Pages/default.aspx
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•	 A copy of the request letter sent 
to MHT and their response and/
or concurrence on the project’s 
effects must be provided to the EM 
as evidence of compliance with  
Section 106.

•	 If the MHT determines that the 
project will have an adverse 
effect on a historic resource, 
the sub-recipient must consult 
with the MHT on ways to avoid, 
minimize, or mitigate these 
effects and to develop a 
Memorandum of Agreement 
(MOA) with the MHT and FHWA. 
More info is available here.

3.	Coordinate with the United States 
Fish and Wildlife Service (USFWS) and 
Maryland Department of Natural 
Resources (DNR) – Wildlife and Heritage 
Service and Integrated Policy Review Unit. 
•	 Complete the online project review 

process through the USFWS’s 
Chesapeake Bay Field Office. This 
online tool provides a step-by-step 
process for identifying whether 
Federally listed threatened or 
endangered species are within 

the project area. If the outcome 
of the process determines that 
no species are within the project 
area, the EM will receive an official 
“certifying” letter via email from 
USFWS stating that no further 
coordination is necessary. However, 
if the project may affect species, 
further coordination with USFWS will 
be necessary.

•	 Send letters to DNR – Wildlife and 
Heritage Service and Integrated 
Policy Review Unit to request review 
and comment on the project

•	 Include a project location map.
•	 Provide the project information 

including the location and 
scope of work. 

•	 Request information regarding 
the presence of the following:

•	 Rare, Threatened, or 
Endangered species         
or habitat.

•	 Anadromous finfish species. 
•	 Time of year restrictions    

for instream work in the 
project area.

http://roads.maryland.gov/OBD/Environmenal_%20LG_Guidance.pdf
http://www.fws.gov/chesapeakebay/EndSppWeb/ProjectReview/Index.html
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•	 Some projects, including those 
requiring mitigation, may require an 
approval letter from Critical Area 
Commission staff. 

6.	Determine a plan for public involvement 
and consult with the EM for approval. 
•	 Consult with the EM early in the 

concept development stage to 
determine what is appropriate 
and reasonable for the project. 
The EM must approve the public 
involvement/outreach concept. 

•	 The requirements for public 
involvement and outreach 
are dependent on the project 
scope and potential for 
community impacts. 

•	 Complete public involvement 
activities and outreach to provide 
an opportunity for the public to 
comment on projects. There may 
also be a need to hold a community 
meeting when roadway detours are 
planned during construction. 

•	 Address any public concerns. 
•	 Public involvement activities         

must be documented in the 
environmental document. 

•	 Copies of items, such as 
meeting minutes, flyers, 
newspaper advertisements, 
etc., must be provided to the 
EM as evidence of compliance. 

Some examples of public involvement 
activities and outreach include, but are not 
limited to, informal community meetings, 
flyers, and newspaper advertisements. 
Factors that will affect the requirements 
of the public involvement and outreach 
include, but are not limited to, project 
location, average daily traffic, length of 
the detour, type and extent of community 
impacts, and duration of the detour. 
The goal of involving the public is to 

If any resource agencies request a survey, 
the results of the survey must be addressed 
as evidence of compliance.

•	 Submit a copy of the response 
letter sent to USFWS, DNR – Wildlife 
and Heritage Service, and DNR – 
Environmental Review Unit, and 
any survey reports, to the SHA 
Environmental Manager to include in 
the NEPA document as evidence 	
of compliance. 

4.	Determine if any wetlands, waterways, 
or floodplains are present and if they will 
be impacted. If impacts are anticipated, 
coordinate with the Maryland 
Department of Environment and the U.S. 
Army Corp of Engineers to: 
•	 Confirm field delineations 
•	 Avoid or minimize impacts
•	 Obtain appropriate permits 
•	 Prepare mitigation plans, if necessary 

Refer to Environmental Permitting Section for 
additional information.
5.	Determine if the project is within the 

Critical Area and coordinate with the 
Critical Area Commission.
•	 If the project impacts any area 

within the Critical Area Boundary, 
coordinate with your local planning 
and zoning agency as appropriate 
to obtain necessary approvals. To 
check if your project is located within 
the Critical Area use DNR’s website 
Maryland Merlin.

•	 Copies of letters to and approvals 
from the local planning and zoning 
agency or a consistency report (for 
local government projects) must 
be provided to the Environmental 
Manager as evidence of compliance. 

•	 Mitigation may be required for 
impacts within the Critical Area. 

Chapter 4: The National Environmental 
Policy Act (NEPA)

http://roads.maryland.gov/OBD/Environmenal_%20LG_Guidance.pdf
http://www.roads.maryland.gov/OED/SHAEnvironmentalGuideforAccessandDistrictPermitApplicants.pdf
http://www.mdmerlin.net/
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assure no surprises to the public when 
construction begins. 
7.	Determine need to coordinate 	

with Emergency Services or Public 	
Transit Agencies.
•	 If a detour is required for the project, 

notify appropriate emergency 
service and public transit agencies 
such as: 

•	 Fire and rescue 
(ambulatory) departments 

•	 Police departments 
•	 Public schools 

•	 If the emergency service, school 
bus, or public bus provider 
determines that the detour would 
adversely impact their response 
time or routes, work to address   
their issues. 

•	 If the project is on a public bus route, 
notify the appropriate state or local 
agency (ex: MTA, WMATA, Ride 		
On, etc.) 

•	 Copies of letters to and responses 
from the emergency service 
agencies must be provided as 
evidence of compliance. 

8.	Determine if a Section 4(f) resource 		
is impacted.
•	 Coordinate with the EM to help 

determine which Section 4(f) 
compliance/evaluation method, if any, 
is appropriate for the project.

•	 If a Section 4(f) resource will be 
impacted, a 4(f) Evaluation will need 
to be completed. Impacts to Section 
4(f) resources are considered a 
Section 4(f) use. 

•	 Prepare a document to demonstrate 
that there are no prudent and 
feasible alternatives to avoid 
impacting the Section 4(f) resource. 

•	 If an avoidance alternative is 

Chapter 4: The National Environmental 
Policy Act (NEPA)

determined to be feasible and 
prudent it must be selected. 

•	 An alternative could be 
determined not feasible 
and prudent for the 
following reasons: 
•	 Does not meet 

purpose and need of 
the project.

•	 Introduces severe 
operational or 	
safety problems. 

•	 Requires additional 
unacceptable 
social, economic, or 
environmental impacts.

•	 Results in serious 
community disruption. 

•	 Adds extraordinary 
costs to the project.

•	 If impacts are unavoidable, the 
impacts must be minimized to 
the greatest extent possible and 
mitigation must be developed to 
offset the effect of the impacts. 

•	 All Section 4(f) Evaluations 
and Determinations must be 
approved by FHWA, and are 
normally approved concurrently 
with the NEPA document. 

9.	Determine if there are impacts to 
publicly-owned public parks, recreational 
areas, or wildlife or waterfowl refugees.
•	 If yes, determine if the impacted 

resource area received Land and Water 
Conservation Fund Act of 1965 (LWFCA) 
funding for acquisition or development. 

•	 If yes, the impacts to the resource 
are also subject to separate 
requirements under Section 6(f). 

•	 Section 6(f) coordination requires 
approval from the Department of 
the Interior’s (DOI) National Park 

https://www.roads.maryland.gov/OBD/Environmenal_%20LG_Guidance.pdf
https://www.roads.maryland.gov/OBD/Environmenal_%20LG_Guidance.pdf
http://www.nps.gov/lwcf/lwcf_act.pdf
http://www.nps.gov/lwcf/lwcf_act.pdf
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Service (NPS) acting through 
the DNR. Generally, impacts 
to Section 6(f) lands must be 
replaced with land of equal 
value, location, and usefulness, 
and a written agreement with 
DNR outlining the mitigation 
must be included as proof 		
of compliance. 

Similar requirements are also applicable if 
the affected resource was purchased or 
developed with State (DNR) Program Open 
Space money. Based on the project scope, 
coordination with additional agencies may 
be necessary for scope activities such as tree 
removal, hazardous waste removal, the non-
applicability of Section 4(f), or the need for a 
U.S. Coast Guard permit. Contact the EM for 
information regarding additional coordination 
requirements specific to the project.

10. Draft Environmental (NEPA) Document
•	 Contact SHA EM to discuss        

level of environmental NEPA 
documentation needed. 

•	 The environmental section of the 
NEPA document should discuss 
any environmental impacts, or lack 
thereof, and also summarize the 
results of the coordination with the 
environmental agencies. The following 
topic areas should be covered:

•	 Right-of-way requirements (by 
type: residential, commercial, 
individual, etc.) and the number 
of displacements 

•	 Discussion of public involvement
•	 Impacts to historic or 

archeological resources 
•	 Impacts to Rare, Threatened, 

or Endangered species		
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•	 Responses from the 
emergency service 
agencies (if required) 	
	

•	 Proof of public involvement 
(meeting minutes, flyers, 
newspaper ads, etc.)

•	 Response from the MHT 
providing concurrence of 
the project’s effect 

•	 Response from the     
USFWS (or online self-
certification form)

•	 Response from the DNR-
Wildlife and Heritage Service 

•	 Response from the        
DNR- Integrated Policy 
Review Unit

•	 Maryland Department of 
the Environment (MDE) 
permit application and/or 
the issued permit   		
(if required) 

•	 Approvals from the local 
planning and zoning 
agency in regards to 
Critical Area impacts         
(if required) 

11. Navigate the Approval Process
•	 Submit draft document and 

attachments to the Environmental 
Manager for review.

•	 Depending on the scope of work or 
level of impacts to natural or historic 
resources, SHA may be able to 
approve the NEPA document. 

•	 If a Categorical Exclusion 
document (Section II of 
Environmental Document) or 
more detailed document is 
required, the EM will submit     
the NEPA document to FHWA 
for approval. 

Chapter 4: The National Environmental 
Policy Act (NEPA)

•	 Impacts to wetlands, 
waterways, or floodplains 

•	 Impacts to the Critical Area 
•	 Removal of existing trees 
•	 Removal of hazardous waste 
•	 Conformance with air quality 

and noise standards 
•	 Conformance with TIP/STIP 
•	 Impacts to publicly-owned 

public parks, recreation areas, 
or wildlife or waterfowl refuges 

•	 Conformance with the Smart 
Growth Priority Funding Areas 
Act of 1997 

•	 Secondary impacts 
•	 Effects on minority or low-

income populations
•	 Conformance with local and/or 

regional plans
If you have concerns that your project 
may have an issue with hazardous waste, 
impacting noise standards, impacting 
conformance with air quality, or smart 
growth priority funding areas, please 
contact the EM for guidance. 

•	 Attachments to Environmental  
(NEPA) Document

•	 In order to provide evidence of 
compliance and to present a 
better overview of the project, 
the items listed below should 
be included as attachments to 
the Categorical Exclusion (CE) 
or Programmatic Categorical 
Exclusion (PCE). For more 
information on CEs, PCEs, and 
environmental documentation, 
refer to the SHA publication 
Environmental Documention for 
Local Government Projects.

•	 Location map 
•	 Detour map (if required) 

http://roads.maryland.gov/OBD/Environmenal_%20LG_Guidance.pdf
http://roads.maryland.gov/OBD/Environmenal_%20LG_Guidance.pdf
https://www.roads.maryland.gov/OBD/Environmenal_%20LG_Guidance.pdf
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Environmental permits and mitigation are 
needed when a project impacts natural 
resources such as established trees, forested 
areas, wetlands, and waterways. Permits 
may be required for the disturbance 
or development of land. Any agency 
developing land must provide stormwater 
management measures under certain 
thresholds that control or manage runoff 
from such development. Early coordination 
is critical as environmental permitting delays 
could have a negative impact on the 
project schedule.

Attention should be given to avoid, minimize, 
and mitigate impacts to sensitive natural 
resources in order to obtain all necessary 
State and Federal wetlands and waterways 
permits and promote environmentally 
sensitive project designs. Additional 
responsibilities for the permit may include 
wetland delineation, functional assessment 
services, wetland mitigation, stream 
restoration monitoring, and environmental 
monitoring of construction projects.

The sub-recipient is the permittee. It is 
responsible for the preparation, submittal, 
and approval of all permits to the local 
approving authority, if applicable, or 
Maryland Department of the Environment 
(MDE). It develops mitigation strategies to 
satisfy regulatory requirements including 
ensuring the success of any stream and/
or wetland mitigation. If the project is within 
SHA right-of-way, an access permit may 
be required and coordination with the SHA 
District Office will be necessary. The SHA 
Office of Highway Development-Highway 
Hydraulics Division (OHD-HHD), Office of 
Environmental Design (OED), and other 
applicable offices cooperate with state, 
Federal and local agencies to ensure 
compliance with applicable laws. OHD-
HHD, the owners of the Drainage and SWM 

Assets Inventory Database, are responsible 
for design, permitting, inspections, and 
remediation of these facilities. OHD-HHD also 
performs H/H technical review for District 
Access Management (Access Permits and 
Utility Permits) when a developer proposes 
modification /retrofit of a SWM facility. 
The principal responsibility of OED during 
the review of plans submitted for a District 
Permit is to evaluate potential wetland and 
waterways impacts and proposed mitigation 
upon SHA property and easements, and to 
ensure that SHA resources are protected. 

Once all permits are obtained, submit 
Environmental Permit Form in Appendix F 
with the project PS&E package. This form 
summarizes permits needed for the project 
with expiration dates. Maintain all records 
for at least three years after the closing of 
the project.

TYPES OF PERMITS
The following is a general listing of the 
permits that a sub-recipient may need 
before the project begins. In addition, if 
the project is within SHA right-of-way, the 
sub-recipient will need to follow the process 
detailed in the next section.

ENVIRONMENTAL PERMITTING AND MITIGATION
CHAPTER 5



Wetlands and Waterways
Necessitating Impacts/Issue Permit/Approval/Law Issued By

Impacts to wetlands, waters, floodplains, 
and wetland buffers

Wetland and waterway permits (Letter of 
Authorization, Authorization to Proceed, 
GWCP, MDSPGP, Individual Corps Permit)

Maryland Department of Environment /
Army Corps of Engineers

Stormwater Management and Erosion and Sediment Control
Necessitating Impacts/Issue Permit/Approval/Law Issued By

Disturbing more than 5,000 Square Feet or 
100 Cubic Yards of excavation

Erosion and Sediment Control and 
Stormwater Management

Maryland Department of the Environment*

Disturbing more than one acre of earth NPDES Construction NOI Maryland Department of the Environment*
Outfalls in areas of 100,000 population or 
more

Municipal NPDES Maryland Department of the Environment*

Any earth disturbance in the Severn River 
Watershed

Anne Arundel County Erosion and 
Sediment Control

AA Co. Soil Conservation District

Changes to the 100 year Floodplain 
elevation.

Federal Emergency Management Agency Maryland Department of the Environment*

Modifications or restoration of man-made 
dams across streams or man-made dams 
at stormwater management facilities

Dam Safety MD Code 378 Maryland Department of the Environment *

Landscaping
Necessitating Impacts/Issue Permit/Approval/Law Issued By

Pruning or felling individual trees in the right 
of way and/or forested areas less than 1.0 
acre.

Roadside Tree Permit Maryland Department of Natural Resources 
Forest Service

Impacting 1.0 acre or more of forest in a 
linear highway project in or outside SHA 
right-of-way.

Maryland Reforestation Law Approval Maryland Department of Natural Resources 
Forest Service

Grading activity of 40,000 SF or more in a 
non-linear facility project such as building 
construction

Forest Conservation Act Approval Maryland Department of Natural Resources 
Forest Service

Growth of prohibited noxious weeds Maryland Noxious Weed Law Maryland Department of Agriculture / SHA-
Landscape Operations Division

Pesticide storage, mixing, and application Pesticide Applicators Law Maryland Department of Agriculture
Fertilizer application to State land Nutrient Management Plan Maryland Department of Agriculture

National Environmental Protection Act (NEPA)
Necessitating Impacts/Issue Permit/Approval/Law Issued By

Federally funded projects requiring 
additional right of way

NEPA United States Environmental Protection 
Agency /Federal Highway Administration

Disturbance within the Critical Area (1,000 ft 
landward from tidal waters including 100 ft 
buffer ground tidal wetlands)

Critical Area Commission for Chesapeake 
and Atlantic Coastal Bays

Critical Area Commission for Chesapeake 
and Atlantic Coastal Bays

Impacts to cultural resources (both historic 
standing structures as well as archeological 
sites)

Section 106 Coordination Maryland Historic Trust

Impacts to parks and recreational facilities Section 4(f ) Maryland Department of Natural 
Resources, NPS and Federal Highway 
Administration

Air quality issues Air quality conformity Maryland Department of the Environment 
and EPA

Maintenance and minor impacts to 
resources in SHA’s right-of-way

NEPA SHA Environmental Planning Division

An actual “take” of RTE wildlife or wildlife 
habitat

Wildlife permit/license Section 7 ESA - 
Biological Opinion if a Federal listed species

Maryland Department of Natural Resources 
if state listed FWS if Federally listed

Hazardous Materials
Necessitating Impacts/Issue Permit/Approval/Law Issued By

Encounter or expose any abnormal 
conditions (hazardous/toxic material or 
spill)

MDE Approval Maryland Department of the Environment 
/United States Environmental Protection 
Agency 

Recycled Materials
Necessitating Impacts/Issue Permit/Approval/Law Issued By

Recycled Materials Approvals Material Management Division

 Navigable Waters
Necessitating Impacts/Issue Permit/Approval/Law Issued By

Changes to restrictions and guidelines 
established in the Coast Guard permit or 
additional impacts to navigable waters

United States Coast Guard- Bridge Permit United States Coast Guard

*The MDE Stormwater Management and Erosion and Sediment Control Permit Process has three phases of submittals and reviews: Concept, 
Site Development, and Final. All submissions go the MDE Plan Review Section or local review section with delegated authority, if applicable, to 
ensure compliance with the Annotated Code of Maryland, Environmental Article, Title 4, Subtitle 1, Sediment Control; and Subtitle 2, Stormwater 
Management; The 2011 Maryland Standards and Specifications for Soil Erosion and Sediment Control and the 2000 Maryland Stormwater Design 
Manual Vol I and II.
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Landscaping: Office of Environmental 
Design, Landscape Operations Division  
(410) 545-8590

Coordination with local SHA district office 	
for access permit

•	 Determine type of access 	
permit needed.

•	 Use the SHA Environmental Guide 
for Access and District Permit 
Applicants to develop plans to protect 
environmental resources

•	 Plans should avoid and minimize 
construction impacts regarding 
tree, wetland and waterway, 
Critical Area and Critical Area 
Buffer, and current TMDL facilities 
within SHA ROW to ensure that 
SHA resources are protected and 
to restore affected areas to their 
preconstruction condition. 

•	 Roadside Tree Permit (RTP) and 
Mitigation Plan: Tree removals, 
tree installation, and impacts 
to tree branches or tree roots 
within SHA right of way require 
a RTP issued by the Maryland 
Department of Natural Resources 
Forest Service (DNR), unless an 
RTP is waived by DNR when an 
approved Forest Conservation 
Plan (FCP) in conformance 
with the Maryland Forest 
Conservation Act (FCA) includes 
work within SHA right of Way.

•	 Document the species, 
sizes, and locations of trees 
to be removed, impacted, 
or installed, as well as the 
nature of any impacts 
to existing trees, and the 
proposed mitigation for 
tree removals on plans.

•	 Mitigate the removal of 
all trees within SHA right 

PROCESS FOR PROJECTS WITHIN SHA 
RIGHT-OF-WAY
Wetlands and Waterways Permit and 
Mitigation Plans: Office of Environmental 
Design, Environmental Programs Division 
(410) 545-8628

•	 Avoid and minimize construction 
impacts to wetlands and waterways 
on SHA property and easements, 
and restore affected areas to their 
preconstruction condition. 

•	 Impacts to Critical Area and 
Mitigation Plan. 

•	 Provide information about 
proposed impacts and 
mitigation activities within 
the Critical Area and 
Critical Area Buffer. 

The “SHA Landscape Design Guide” 
provides information about Critical Areas, 
regulated impacts to areas within the 
Critical Area and Critical Area Buffer, and 
mitigation for impacts to soil and vegetation 
within 1,000 ft. of tidal waters.

•	 Impacts to Stormwater 
Management Facilities Plan:  
Many of these stormwater 
management features are 
located in areas of the SHA right 
of way that may be directly 
or indirectly damaged by 
construction activities.

•	 Develop plans that 
document existing 
conditions and plans to 
restore or mitigate changes 
to existing stormwater 
management facilities 
impacted by construction. 

•	 Examples of stormwater 
management facilities 
may include sand filters, 
open vegetated channels, 
bioretention areas, filter 
strips, and submerged 
gravel filters.

Chapter 5: Environmental Permitting And Mitigation

http://www.roads.maryland.gov/Index.aspx?PageId=839
https://www.roads.maryland.gov/OED/SHAEnvironmentalGuideforAccessandDistrictPermitApplicants.pdf
https://www.roads.maryland.gov/OED/SHAEnvironmentalGuideforAccessandDistrictPermitApplicants.pdf
https://www.roads.maryland.gov/OED/SHAEnvironmentalGuideforAccessandDistrictPermitApplicants.pdf
http://www.roads.maryland.gov/index.aspx?PageId=25
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OED will provide a 
coordinated response 
of recommendations 
in a memo sent 
directly to the District. 

•	 Apply and acquire 
the necessary 
agency permits 
for the proposed 
construction and 
associated impacts.

RECYCLED MATERIALS
See the materials approval process in 
Chapter 11.

Additional Resources
•	 Environmental Guidelines for 

Construction – additional permit 
information and details.

•	 SHA Landscape Design Guide - 
extensive information about the 
Maryland Roadside Tree Law, the 
Maryland Forest Conservation Act, and 
other environmental laws.

•	 Maryland Stormwater Management and 
Erosion and Sediment Control Guidelines 
for State and Federal Projects.

•	 Submitting a District Permit request, See 
Access Permit paragraph under the 
Advertisement section in Chapter 10.

of way with trunk size 
two inches in diameter 
at breast height (DBH) 
or greater. The DBH is 
measured at 4.5 feet 
above the ground. SHA 
may request mitigation for 
the loss of brush, shrubs, 
or other ornamental 
plantings, and may request 
other landscaping or 
extended maintenance to 
restore and establish native 
vegetation in natural areas. 
Such mitigation is not 
required by Maryland law, 
but may be required as a 
condition for an Access 
Permit by SHA.

•	 Typically SHA requests 
1:1 mitigation for trees 
and large shrubs, 
although additional 
mitigation may be 
required for significant 
or specimen trees. 

•	 Construction of new 
facilities may also be 
required to offset the 
impacts of additional 
impervious surface, etc.

•	 Submit all materials for 
a permit application 
to the SHA District 
Office for evaluation. 

•	 Once the request is 
received, the District 
Office will coordinate 
with OED to evaluate 
construction 
plans and ensure 
compliance with 
environmental laws 
and SHA landscape 
design standards. 
The divisions of 

http://roads.maryland.gov/Training/Erosion_and_Sediment/ReCertification/Documents/SHA%20Environmental%20Guidelines%20for%20Construction%20Activities.pdf
http://roads.maryland.gov/Training/Erosion_and_Sediment/ReCertification/Documents/SHA%20Environmental%20Guidelines%20for%20Construction%20Activities.pdf
http://www.roads.maryland.gov/index.aspx?PageId=25
http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/SedimentandStormwaterHome/Documents/SWM%20and%20ESC%20Guidelines%20for%20State%20and%20Federal%20Projects%20FEB%202015.pdf
http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/SedimentandStormwaterHome/Documents/SWM%20and%20ESC%20Guidelines%20for%20State%20and%20Federal%20Projects%20FEB%202015.pdf
http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/SedimentandStormwaterHome/Documents/SWM%20and%20ESC%20Guidelines%20for%20State%20and%20Federal%20Projects%20FEB%202015.pdf
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BACKGROUND
It may be necessary for sub-recipients to 
acquire some type of property rights in 
order to construct the project. The Federal 
Highway Administration (FHWA) requires 
sub-recipients to certify that requirements 
related to right-of-way have been fulfilled 
before authorizing a project for construction. 

Right-of-way coordination should begin as 
soon as it is determined it will be required, 
and before construction begins. In some 
cases, the right-of-way coordination and 
certification requirements can become 
very complex. Acquiring right-of-way 
can take considerable time to conduct 
appraisals, negotiations, and reach an 
agreement with those affected by a 
project. Sub-recipients can help prevent 
unnecessary delays or costs during 
construction by early and complete 
coordination of right-of-way with Maryland 
State Highway Administration (SHA). 

The term “right-of-way” describes physical 
property or specific interest in property, 
needed to construct a project. When sub-
recipients acquire right-of-way for Federal-
aid projects, they are obtaining the physical 
and legal possession of property or certain 
rights to property. These property rights 
may be temporary, such as a temporary 
construction easement. Or, they may be 
permanent, such as a drainage easement 
or title to a property, which may include the 
relocation of affected parties.

Regardless of the type of property rights 
acquired, sub-recipients must comply with all 
right-of-way requirements if the project will 
affect real property. FHWA describes “real 
property” as land, improvements to land, 
fee interests, easements, air or access rights, 
or the rights to control land, such as leases. 

UNIFORM ACT
The primary law governing right-of-way 
acquisition and relocation activities on 
Federal-aid projects is referred to as the 
Uniform Act, short for Uniform Relocation 
Assistance and Real Property Acquisition 
Policies Act of 1970, as amended. The 
Uniform Act and other Federal right-of-way 
requirements are in place to protect and 
treat fairly those who are affected by a 
Federal-aid project. 

When sub-recipients need to acquire 
property, or certain rights or interests to 
property in order to build the project, they 
must comply with the Uniform Act. The 
Uniform Act requirements apply when 
Federal-aid is used for any portion or phase 
of a project. For example, if local funds 
are used for right-of-way acquisition and 
Federal-aid funds are planned to be used 
for the construction, sub-recipients must still 
comply with the Uniform Act to receive any 
Federal funds.

RIGHT-OF-WAY
CHAPTER 6
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property owners in order to acquire the 
necessary right-of-way.
•	 A written Letter of Offer detailing the 

components of each offer must be 
given to the property owner, along with 
a plan or drawing of the property to be 
acquired and the deed or agreement 
needed to transfer the property rights.

•	 The offer must be based on fair   
market value and in the full amount    
of the appraisal.

•	 The offer should be made in person; 
however, the offer may be made by 
certified mail if in-person attempts    
are unsuccessful.

•	 After the first offer, the negotiator 
should maintain communication with 

RIGHT-OF-WAY CERTIFICATION
A right-of-way certification statement is a standard requirement that applies to all Federal-aid 
projects, even those that do not involve acquisition of any right-of-way. This requirement helps 
convey that all property needed to construct the project has been acquired and all persons 
have been relocated in accordance with the Uniform Act. Sub-recipients are responsible for 
working with SHA to establish a right-of-way certification for Federal-aid projects to include one 
of the following right-of-way statements, and if applicable, a relocation statement:

Certification Language Condition
“No right-of-way acquisition is required for 
the project.”  

All proposed work for the project will occur 
within the sub-recipient’s existing right-of-way.

“All right-of-way has been acquired for the 
project in accordance with all applicable 
requirements covering the acquisition of 
real property.”  

The sub-recipient has legal and physical 
possession of all right-of-way needed for  
the project.

“All individuals and families have been 
relocated to decent, safe, and sanitary 
housing in accordance with all Federal 
requirements for administering the 
Relocation Assistance Program.”

Individuals or families have been displaced 
by the project.

Sub-recipients may take primary responsibility for completing the right-of-way process or 
utilize a private consultant to take primary responsibility. SHA’s Office of Real Estate (ORE) 
may be available to assist with the right-of-way process. For additional information, contact 
SHA’s ORE Program Coordination Division at (410)545-0025.

PROCESS
In accordance with the Uniform Act, the 
general process to acquire right-of-way to 
construct a project is outlined below:

1.	 The property must be appraised by 
an SHA-certified appraiser. For a list of 
certified appraisers, contact SHA’s ORE 
Appraisal Review Division at (410)545-0031. 
Sub-recipients must offer the property 
owners the option of accompanying the 
appraiser when the property is inspected.

2.	 The property appraisal must be 
reviewed and accepted by a second, 
independent- certified appraiser.

3.	 Following the appraisal review, the 
negotiator may begin making offers to 
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the property owner to resolve any 
concerns or issues in an attempt to 
reach an amicable settlement as 
quickly as possible.

•	 Sub-recipients may ask the property 
owner to donate the right-of-way 
required to construct the project. 
However, the property owners must 
be informed that they have the right 
to be compensated for any use of 
their property, and by donating their 
property, they are waiving their right 
to compensation.

4.	 Upon successful completion of 
negotiations, sub-recipients and the 
property owner will sign a deed to 
transfer property rights. An option 
contract is sufficient for a temporary 
easement only. The final settlement or 
closing may occur later, when payment 
is made to the property owner.
•	 A deed is a legal document transferring 

certain property or property rights to a 
sub-recipient. Upon execution, deeds 
must be recorded in the land records 
of the local jurisdiction.

•	 An option contract is a legally binding 
contract that stipulates a sub-recipient 
has the option to acquire the right-of-
way for an agreed-upon amount within 
a specified timeframe, and will include 
any other agreed-upon provisions.

•	 A temporary easement option grants 
the sub-recipient the temporary use of 
property for a specific purpose and time.

5.	 The negotiator must sign a 	
Negotiator’s Certificate to include 		
the following statements:
•	 “The written agreement embodies all 

of the considerations agreed upon 
between the negotiator, acting on 
behalf of the sub-recipient, and the 
property owner.”

•	 “The agreement was reached without 
coercion, promises other than those 
shown in the agreement, or threats of 
any kind by or to either party.”	

•	 “The findings, notations, and 
recommendations represent my     
best judgment.”

•	 “The parcel(s) herein agreed to be 
conveyed is (are) being secured for 
use in connection with a Federal-aid 
project.”

•	 “I have no direct or indirect present 
or contemplated future personal 
interest in the parcel(s) or benefit in the 
acquisition of such property.”

•	 “I did not conduct an appraisal of the 
property and I was not a Reviewing 
Appraiser of same.”

6.	 All communication should be 
documented or summarized in a record 
of negotiations.

7.	 Upon completion of the right-of-way 
acquisition, SHA’s ORE will review the 
sub-recipient’s acquisition activities and 
records to ensure compliance with the 
Federal procedures. See Appendix C for 
the LPA/Sub-recipient Option Assembly 
Review Sheet.
•	 Records should include the appraisal 

and appraisal review, the signed 
deed or easement document, and a 
summary of the negotiation activities.

8.	 If the right-of-way acquisition process 
complies with all Federal regulations, 
SHA’s ORE will prepare a Right-of-Way 
Certification Letter and send it to the 
sub-recipient and FHWA. At this point, 
the right-of-way acquisition is cleared 
and the sub-recipient may proceed with 
advertising a project for construction.

9.	 Maintain all records for at least three 
years after the closing of the project.



Negotiator’s Certificate and Recommendation 
(To be completed by the Negotiator when negotiations are successful) 

 

I hereby certify that: 

 

1) The written agreement embodies all of the considerations agreed upon between the negotiator, acting on behalf of 
[Name of Sub-recipient], and the property owner(s). 

2) The agreement was reached without coercion, promises other than those shown in the agreement, or threats of any 
kind by or to either party. 

3) The findings, notations, and recommendations represent my best judgment. 
4) The parcel(s) agreed to be conveyed is (are) being secured for use in connection with a Federal-aid project. 
5) I have no direct or indirect present or contemplated future personal interest in the parcel(s) or benefit from the 

acquisition of such property. 
6) I did not conduct an appraisal of the property and I was not a Reviewing Appraiser of same. 

 

 
 
_________________________________________ 
Negotiator 
 
 
_________________________________________________________ 
Title 
 
 
_________________________________________________________ 
Date 

 
FOR SUB-RECIPIENT’S ACKNOWLEDGEMENT 

 
I concur with the negotiator’s recommendations and certify that the 
acquisition is in compliance with existing rules, policies and procedures 
including necessary documentation and approvals. 
 
  By: _____________________________________________ 
 
  Title: ___________________________________________ 
 
  Date: __________________________________________ 
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ADDITIONAL RESOURCES
For more information about obtaining real 
property for use by a Federal-aid project, 
refer to FHWA’s Real Estate Acquisition 
Guide For Local Public Agencies or  FHWA’s 
Federal-Aid Essentials for Local Public 
Agencies video series. Topics covered 
include the following modules:

•	 Introduction to Right-of-Way 
Requirements and the Uniform Act

•	 Project Development
•	 Property Management
•	 Valuation
•	 Acquisition and Negotiation
•	 Relocation Assistance

Chapter 6: Right-of-Way

http://www.fhwa.dot.gov/real_estate/uniform_act/program_administration/lpa_guide/
http://www.fhwa.dot.gov/real_estate/uniform_act/program_administration/lpa_guide/
http://www.fhwa.dot.gov/Federal-aidessentials/indexofvideos.cfm
http://www.fhwa.dot.gov/Federal-aidessentials/indexofvideos.cfm
http://www.fhwa.dot.gov/Federal-aidessentials/indexofvideos.cfm
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BACKGROUND
All Federal-aid projects require a railroad 
certification confirming that the appropriate 
railroad coordination has taken place. Early 
coordination is critical as railroad delays can 
have a negative impact on the project’s 
cost and schedule. Sub-recipients should 
prepare this statement for all Federal-aid 
projects, including projects that do not 
involve a railroad.

IMPROVEMENT DETERMINATION
If a highway-rail crossing is located within 
the project limits or within 500 feet outside 
the project limits, sub-recipients may be 
required to improve an at-grade railroad 
crossing if the existing traffic control or 
warning devices do not meet current 
standards. To determine if a project must 
include any highway-rail crossing safety 
improvements, sub-recipients should 
contact the Team Leader of the Statewide 
Studies Team in SHA’s Office of Traffic and 
Safety’s Traffic Development and Support 
Division (TDSD) at (410)787-5880. 

Railroads generally own the right-of-way 
on which they operate. In most cases, 
the railroad will insist that their own forces 
perform any work that will directly impact 
their tracks or equipment. A highway 
contractor or subcontractor may be 
allowed to perform work on railroad right-
of-way that does not impact the railroad’s 
facilities. In these cases, a right-of-entry 
permit issued by the railroad is required.

FUNDING
Modifications to railroad facilities must be 
included in the overall cost of the project. 
In addition, extra costs may be incurred 
in complying with the provisions of a 
railroad right-of-entry permit. Preliminary 
engineering funds must be authorized prior 

to starting work on the design for federal 
funds to be eligible. These costs may include 
railroad flagging, right-of-way acquisition, 
insurance, and engineering. Such costs 
shall be identified as part of the agreement 
between the sub-recipient and the railroad. 
The agreement must be reviewed and 
approved by SHA prior to being executed 
by the sub-recipient and the railroad. 
 
If the work to be performed by the railroad 
falls under Section 130 Railway-Highway 
Crossings Program of the Highway Safety 
Improvement Program, SHA may pay for the 
work and seek reimbursement, rather than 
the sub-recipient doing the same. Section 
130 was established to reduce the number 
and severity of highway-related crashes at 
highway-rail grade crossings. To determine 
if a project falls under Section 130, sub-
recipients should contact SHA’s TDSD. 

RAILROAD CERTIFICATION
A railroad certification statement is a 
standard requirement that applies to all 
Federal-aid projects, even if railroads are 
not affected by the project. Sub-recipients 
are responsible for working with SHA to 
establish a railroad certification to include 
one of the following statements:

RAILROADS
CHAPTER 7
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may prepare a separate PS&E. SHA 
will prepare an agreement with the 
railroad and an agreement with the 
sub-recipient. Mark the project plans 
with “WORK TO BE DONE BY OTHERS”.

•	 If the work will be performed by 
the railroad but will not be funded 
under the provisions of Section 130, 
send correspondence showing the 
proposed work to the railroad and 
request their concurrence along with 
plans and an estimate of their work. 
Mark the project plans with “WORK TO 
BE DONE BY OTHERS”.

•	 If the work will be performed by 
the sub-recipient or its contractor, 
contact the railroad to determine the 
requirements for obtaining a right-of-
entry permit.

5.	 Develop railroad special provisions by 
determining the following:
•	 Parties responsible for conducting     

the work.
•	 Parties responsible for payment            

of work.
•	 Liability insurance requirements.
•	 Monitoring of the railroad during 

construction.
•	 Flagger requirements.

6.	 Ensure all railroad provisions are 
compatible with project design and 
construction schedule sequencing, and 

If railroad work is to be undertaken 
during construction, sub-recipients must 
indicate as part of the certification that 
appropriate notification will be included in 
the bid proposal advising all prospective 
bidders of any railroad work that will occur 
concurrently with the project construction. 
In addition, the Plans, Specifications, 
and Estimates (PS&E) package must 
include notification to the contractor if 
supplemental contractor’s liability insurance 
is required, as well as proof of insurance 
documentation for the same.

PROCESS
The general process for railroad 
coordination that sub-recipients must follow 
prior to construction is outlined below:
1.	 Identify any railroad facilities inside the 

project limits, or within 500’ outside the 
limits of the project.

2.	 Determine if construction activities will 
affect the railroad crossing.

3.	 Contact the Team Leader, Statewide 
Studies Team of TDSD to determine what 
work is necessary if railroad facilities will 
be affected.

4.	 Determine how the railroad work 
will be funded (to meet railroad         
certification requirements).
•	 If the work will be funded under the 

provisions of Section 130, provide all 
necessary information to TDSD so they 

Chapter 7: Railroads

Certification Language Condition
“No railroad facilities will be affected by 
the project.”  

The project has no effect on any 
railroad facilities.

“All railroad work has been completed prior 
to the start of construction.”

Railroad work was necessary and work has 
been completed prior to the start 
of construction.

“Arrangements are made to have railroad 
work undertaken during construction.”  

Railroad work is necessary but work will not be 
completed prior to the start of construction. 
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that these provisions will not adversely 
affect the project schedule.	

7.	 Prepare railroad reimbursement 
agreements for any railroads that have 
reimbursable rights and send to SHA for 
review and approval prior to submitting 
to the railroad company for signature.

8.	 Work with SHA to establish a railroad 
certification to confirm appropriate 
coordination has taken place, even if 
railroads aren’t affected by the project. 

9.	 Include the railroad certification with  
the PS&E.

10.	Maintain all records for at least three 
years after the closing of the project.

ADDITIONAL RESOURCES
For more information about railroad 
coordination and certification requirements 
for use by a Federal-aid project, refer to 
FHWA’s Federal-Aid Essentials for Local 
Public Agencies video series. Topics 
covered under Project Development 
include the following module:

•	 Railroad Coordination and Certification 
Requirements

•	 23 CFR 140 Subpart I, Reimbursement 
for Railroad Work

•	 23 CFR 635 Subpart C, Physical 
Construction Authorization

•	 23 CFR 646 Subpart A, Railroad-
Highway Insurance Protection

•	 23 CFR 646 Subpart B, Railroad-
Highway Projects

•	 FHWA Memo on Railroad Coordination 
on Federal-Aid Highway Projects dated 
7-31-15.

For more information on the Highway-Rail 
Crossing Safety Improvement Program, 
contact SHA’s Office of Traffic and Safety’s 
Traffic Development and Support Division at 
(410)787-5867.

http://www.fhwa.dot.gov/Federal-aidessentials/indexofvideos.cfm
http://www.fhwa.dot.gov/Federal-aidessentials/indexofvideos.cfm
http://www.fhwa.dot.gov/federalaid/150731.cfm
http://www.fhwa.dot.gov/federalaid/150731.cfm
http://www.fhwa.dot.gov/federalaid/150731.cfm
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BACKGROUND
Sub-recipients are required to coordinate 
projects with utility owners. Early 
coordination is critical as utility delays can 
have a negative impact on the project’s 
cost and schedule.
  
A utility is defined as a privately, publicly, or 
cooperatively owned line, facility or system 
for producing, transmitting, or distributing 
communications, cable television, power, 
electricity, light, heat, gas, oil, crude 
products, water, steam, waste, storm water 
not connected with highway drainage, or 
any other similar commodity, including any 
fire or police signal system or street lighting 
system, which directly or indirectly serves the 
public. If utilities are present, involvement by 
utility owners can range from simply marking 
utility locations within the project area to 
relocation of utilities due to conflicts with the 
scope of the project. 

FUNDING
Utility relocation costs are only eligible 
for Federal funding reimbursement when 
allowed under Maryland state law. Such 
reimbursement is dependent on the utility’s 
location, ownership, or responsible authority. 
For utilities located in the public right-of-
way, typically they must be moved at the 
utility company’s expense, and are not 
eligible for Federal-aid reimbursement. For 
utilities located on the utility company’s 
property or easement, the work performed 
for a project is often reimbursable, and the 
anticipated cost must be factored into the 
overall project expense. 

Utility relocation costs include the direct 
costs of moving utilities as required within 
the scope of the project. In addition, costs 
may also include design and in some cases, 
the acquisition of a replacement easement, 

and/or tree cutting and trimming. These 
costs shall be identified as part of the 
agreement between the sub-recipient and 
the utility company, and the agreement 
must be reviewed and approved by the 
Maryland State Highway Administration’s 
(SHA) Utilities Team prior to being executed. 
An agreement is required for all utilities 
requiring relocation on a Federal-aid project 
regardless of who actually pays for the 
relocation. When reimbursement for utility 
relocation is being requested, Federal 
authorization must be received prior to 
the work being performed. To request this 
authorization, a UC-4 and UC-5 form (in 
Appendix D) should be submitted to the 
Federal Aid Programming Division in addition 
to the materials required in Chapter 10 
under PS&E submittal. 

BUY AMERICA
Current FHWA Buy America requirements 
are based on Section 165 of the Surface 
Transportation Assistance Act of 1982 
as amended by the Intermodal Surface 
Transportation Efficiency Act (ISTEA), Section 
1041(a) defined application of coating to 
iron and steel as manufacturing process, 
and Section 1048(a) dropped cement, 
included iron, and codified by SAFETEA-LU, 
Section 1903 as 23 U.S.C. 313, and FHWA 
regulation, 23 CFR 635.410. This regulation 
requires use of domestic iron and steel in 
all Federal-aid construction projects. The 
regulation includes provisions for minimal 
use, alternative bids, and as a last resort, 
a waiver of the requirements for products 
which are not domestically available in 
sufficient quantity or quality to fulfill the 
project requirements.

•	 Minimal Use
•	 Buy America does not apply 

to minimal use of steel/iron 

UTILITIES
CHAPTER 8
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document, regardless of the source of 
funding. For example, if local funds are used 
for utility relocation and Federal-aid funds 
are planned to be used for the construction, 
sub-recipients must still comply with Buy 
America to receive any Federal funds. 
Federally ineligible work is not subject to the 
Buy America requirements.

Sub-recipients must include in the utility 
agreement the requirement that the utility 
company shall comply with Buy America. As 
part of the SHA Material Clearance Process, 
the utility company’s contractors will need 
to supply certifications to the sub-recipient 
from the manufacturer documenting that all 
iron and steel products, including protective 
coatings, have been manufactured in 
the United States. Sub-recipients must 
forward copies of the certifications to SHA’s 
Office of Materials Technology for review 
and approval prior to such items being 
incorporated into the permanent work.

UTILITY CERTIFICATION
A utility certification statement is a 
standard requirement that applies to all 
Federal-aid projects, even if utilities aren’t 
affected by the project. Sub-recipients are 
responsible for working with SHA to establish 
a utility certification to include one of the 
following statements:

materials, provided the total cost 
of all foreign source items used 
in the contract, as delivered to 
the project site, is less than $2,500 
or 0.1% of the total contract 
amount, whichever is greater.

•	 A log of foreign source items 
should be kept to ensure that 
the minimal use threshold is not 
exceeded during the life of      
the contract.

•	 Alternative Bids
•	 Alternative bids for foreign versus 

domestic steel.
•	 Foreign steel alternative 

must be 25% lower than the         
domestic alternative.

•	 Based on total contract bid, not 
just the bid prices for items with 
iron or steel elements.

•	 Waivers
•	 Project specific waivers (informal 

review process).
•	 Nationwide waivers (rule making 

process could take 1-3 years).

Buy America applies when Federal-aid is 
used for any portion or phase of a project. 
If one contract within the scope of a NEPA 
document is awarded using Federal-aid 
funding, Buy America provisions apply to 
all contracts within the scope of the NEPA 

Certification Language Condition
“No utility facilities will be affected by         
the project.”  

The project has no effect on any   
utility facilities.

“All utility work will be completed prior to the 
start of construction.”  

Utility work is necessary and work will be 
completed prior to the start of construction.

“Arrangements are made to have utility work 
undertaken during construction.”  

Utility work is necessary but work will not be 
completed prior to the start of construction. 
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4.	 Send project plans to each utility 
company requesting a verification     
that their utilities are shown correctly 
on the plans or requesting they provide 
detailed plan corrections.

5.	 Update project plans to include 
corrections to utilities if necessary.

6.	 Prepare and send project plans 
to each affected utility company 
identifying areas of change such 
as right-of-way, cut and fill, slope 
conditions, or any structure change for 
use in determining required 		
utility revisions.

7.	 Coordinate with each affected utility 
company to fully define who is conducting 
the work and who is paying for the work. 

8.	 Request relocation plans and schedules 
from each utility company whose lines 
are affected by the project.

9.	 Ensure the relocation plans and 
schedules are compatible with roadway 
design and construction sequencing 
and that all plans will not affect the 
project schedule.

If utility work is to be completed during 
construction, sub-recipients must indicate 
as part of the certification that appropriate 
notification will be included in the bid 
proposal advising all prospective bidders of 
any utility work that will occur concurrently 
with the project construction.

PROCESS
The general process for utility coordination 
sub-recipients must follow to construct a 
project is outlined below:
1.	 Identify each utility company that 

potentially has utilities within the project 
area. For underground utilities, contact 
Miss Utility at 800-257-7777.

2.	 Notify each utility company affected 
by the project requesting a response 
with a description of their utilities within 
the project area or a response that they 
have no utilities within the project area.

3.	 Prepare project plans to include 
underground and above- ground utilities 
within the project area identified by 
each utility company, Miss Utility, and/or 
the sub-recipient.

Chapter 8: Utilities
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ADDITIONAL RESOURCES
For more information about utility 
coordination and certification requirements 
or the Buy America requirements for use 
in a Federal-aid project, refer to FHWA’s 
Federal-Aid Essentials for Local Public 
Agencies video series. Topics covered 
under Project Development include the 
following modules:

•	 Utility Coordination and Certification 
Requirements

•	 Buy America Contract Requirements
•	 23 CFR 645 Subpart A, Utility 

Relocations, Adjustments, and 
Reimbursements

•	 23 CFR 645 Subpart B, 
Accommodations

•	 23 CFR 635.410, Buy America

FHWA Memo on Application of Buy 
America to non FHWA-funded Utility 
Relocations dated 07/11/13 

FHWA’s Buy America Q and A for Federal-
Aid Program

Chapter 8: Utilities

10.	Develop utility special provisions by 
determining the following:
•	 Parties responsible for payment of 

relocation work.
•	 Mitigation necessary by each       

utility company.
•	 Betterment requests, if any.
•	 Preliminary estimate of costs for utility 

relocation including Buy America 
material requirements.

11.	Send draft utility special provisions to SHA 
for comment, review, and approval to 
include the following:
•	 List of relevant utility companies.
•	 Description of any utility conflicts.
•	 Details regarding any work required 

due to utility conflicts.
•	 Buy America requirements.

12.	Prepare utility reimbursement agreements 
for any utilities that have reimbursable 
rights and send to SHA for review and 
approval prior to submitting to each 
affected utility company for signature.

13.	Work with SHA to establish a utility 
certification to confirm appropriate 
and adequate coordination has taken 
place, even if utilities aren’t affected by 
the project.				  

14.	Include the utility certification with 
the project plans, specifications, and 
estimates package (PS&E).

15.	Maintain all records for at least three 
years after the closing of the project.

http://www.fhwa.dot.gov/Federal-aidessentials/indexofvideos.cfm
http://www.fhwa.dot.gov/Federal-aidessentials/indexofvideos.cfm
http://www.fhwa.dot.gov/Federal-aidessentials/indexofvideos.cfm
http://www.fhwa.dot.gov/construction/contracts/130711.cfm
http://www.fhwa.dot.gov/construction/contracts/130711.cfm
http://www.fhwa.dot.gov/construction/contracts/130711.cfm
http://www.fhwa.dot.gov/construction/contracts/buyam_qa.cfm
http://www.fhwa.dot.gov/construction/contracts/buyam_qa.cfm
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The design of all sub-recipient projects 
with a Construction phase will follow two 
design stages: Preliminary Engineering and 
Final Design. Preliminary Engineering is the 
level of design necessary to determine 
environmental impacts, minimization or 
mitigation of impacts, and to then complete 
the environmental document required to 
proceed with Final Design. Final Design is 
the preparation of construction plans and 
detailed specifications for the construction 
work. This chapter provides guidance 
on the methods, standards, guidelines, 
policies, and requirements of the project 
development process that must be followed 
to complete Preliminary Engineering and 
Final Design for a construction project 
utilizing Federal-aid. 
     
PROJECT DELIVERY METHODS
The project delivery method is the process 
by which a construction project is designed, 
procured, and constructed. The most 
common project delivery methods utilized 
to deliver transportation projects are Design-
Bid-Build (DBB), Design-Build (DB), and 
Construction Management at Risk (CMAR). 
While the focus of this manual is DBB, DB 
and CMAR project delivery methods are 
approved and may be used to develop 
and deliver any project. For additional 
information related to the other project 
delivery methods, the sub-recipient should 
contact the appropriate SHA Program 
Manager to coordinate with the SHA’s 
Innovative Contracting Division in the Office 
of Highway Development. 
 
Design-Bid-Build
Design-Bid-Build is the traditional project 
delivery method in which the owner designs, 
using in-house or consultant resources, and 
then advertises and awards a separate 
construction contract based on the 100% 

completed construction documents. 
In DBB, the owner “owns” the details of 
design during construction and, as a result, 
is responsible for the cost of any errors or 
omissions encountered in construction. 

Design-Build
Design-Build is an alternative project 
delivery method in which the owner 
procures a single contract with a Design-
Build Team (consisting of a contractor and 
a designer), generally after completion of 
Preliminary Engineering, to complete the 
Final Design and Construction of a project. 
This project delivery method typically uses a 
two-step procurement process to award the 
contract. Step One establishes a Reduced 
Candidate List (RCL) of the most highly 
qualified Design-Build Teams. Step Two 
selects the Design-Builder from the RCL who 
is determined to be the most advantageous 
through either a low price or “best-value” 
award. For Design-Build projects, the Design-
Build Team controls the details of design 
based on the requirements defined by the 
owner in the Request for Proposals, and is 
responsible for the cost of any design errors 
or omissions encountered in construction.

Construction Management at Risk
Construction Management at Risk (also 
known as Construction Manager/General 
Contractor (CM/GC)) is an alternative 
project delivery method in which the 
owner contracts with a Contractor during 
the Preliminary or Final Design phase to 
provide preconstruction services. The 
Contractor is selected during the design 
phase through either a one-step or a two-
step procurement. The project design is then 
completed by the owner through its in-
house or consultant resources. The selected 
Contractor provides preconstruction 
services such as constructability reviews, 

PROJECT DESIGN
CHAPTER 9
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encouraged to utilize SHA standards 
and guidelines. However, FHWA 
standards and guidelines may be 
utilized when SHA’s standards and 
guidelines are more stringent. 

A list of applicable standards and guidelines 
is provided at the end of this chapter. 

*Title 49 CFR 18.36 may apply to small 
projects under $100,000 and not on SHA 
ROW. Recreational Trail Program projects 
may fit this category.

Americans with Disabilities Act Policy on 
Sub-Recipients
Any sub-recipient that receives Federal-aid 
funds through SHA must comply with SHA’s 
“Americans with Disabilities Act Sub-recipient 
Policy” (see Appendix E). 

PRACTICAL DESIGN, DESIGN EXCEPTION 
AND WAIVER REQUIREMENTS

Practical Design
Practical Design is a focus on scoping 
projects to achieve the purpose and need, 
while considering the surroundings of each 
project. To implement Practical Design 
solutions, existing design standards and 
criteria may not be relevant or feasible in 
some instances. This approach requires 
implementing a design that is appropriate 
within the context of the surroundings 
without compromising safety. In the event 
the accepted criteria cannot be met, 
a Design Exception may be required to 
document the engineering decision. 

Design Exceptions
A Design Exception is a documented 
decision to design a highway element or 
segment of a highway to design criteria 
that do not meet minimum values or 
ranges established for that project. Design 
exceptions may be considered and 

value analysis, scheduling, site assessments, 
and cost estimating during the design 
phase. Once design has reached a 
significant level of completion, the owner 
will request the Contractor to submit a 
Guaranteed Maximum Price (GMP) to 
complete the construction of the project. 
Subject to a successful GMP reconciliation, 
the Contractor, through a contract 
amendment, will complete the construction 
of the project. The significant characteristic 
of this delivery method is a contract 
between the owner and a Contractor who 
will be at risk for the final cost and time 
of construction. The need for Contractor 
input into the design development and 
constructability of complex and innovative 
projects are the major reasons the owner 
may select the CMAR project delivery 
method. Unlike DBB, CMAR brings the 
Contractor into the design process at a 
stage where their input can have a positive 
impact on the project. CMAR is particularly 
valuable for non-standard types of designs 
where it is difficult for the owner to develop 
the technical requirements that would 
be necessary for DB procurement without 
Contractor input.

STANDARDS, GUIDELINES, POLICIES, 
AND REQUIREMENTS
The design of sub-recipient projects must 
conform to applicable standards and 
guidelines as follows:

•	 All sub-recipient projects along SHA 
roadways must conform with SHA 
approved standards, specifications, 
and guidelines. 

•	 Projects off the SHA roadway system 
and on the National Highway System 
(NHS) must be designed to meet 
FHWA approved standards.

•	 Projects off the SHA roadway system 
and off the NHS may be designed 
to local standards. In the event local 
standards do not exist, projects are 
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http://safety.fhwa.dot.gov/geometric/pubs/mitigationstrategies/
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substantial importance to the operational 
and safety performance of any highway. 

The Controlling Criteria that apply to the 
design of all NHS “high-speed” roads for traffic 
operating at 50 mph or faster, are as follows:

Controlling Criteria for High-Speed Roads
1.	  Design Speed
2.	  Lane Width
3.	  Shoulder Width
4.	  Horizontal Curve Radius
5.	  Superelevation Rate
6.	  Stopping Sight Distance (SSD)
7.	  Maximum Grade
8.	  Cross Slope
9.	  Vertical Clearance
10. Design Loading Structural Capacity

Note: SSD applies to horizontal alignments 
and vertical alignments except for sag 
vertical curves.

On “low-speed” non-freeway NHS roads 
designed for traffic below 50 mph, only two 
Controlling Criteria will apply:

Chapter 9: Project Design

necessary for various reasons including, 
but not limited to, impacts to the natural 
environment, social or right-of-way impacts, 
preservation of historical or cultural resources, 
sensitivity to context, sensitivity to community 
values, or construction or right-of-way costs. 

Written design exceptions are required for 
all projects on the NHS where the minimum 
criteria are not met. Non-NHS projects 
may be designed, constructed, operated, 
and maintained in accordance with state 
or local laws, regulations, directives, and 
safety, design, and construction standards. 
Therefore, there is no federal requirement for 
design exceptions on highways and streets 
that are not part of the NHS, regardless of 
funding source. However, state and local 
agencies are encouraged to analyze 
situations and document design exceptions 
on non-NHS routes in a similar fashion when 
design values are used that do not meet 
their adopted criteria.

While it is impractical to require a design 
exception for every feature that does not 
meet the accepted minimum design criteria, 
projects must be evaluated for potential 
exceptions based on critical elements, 
known as the Controlling Criteria, which have 
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Controlling Criteria for Low-Speed Roads   
1. Design Speed
2. Design Loading Structural Capacity

For Federal-aid projects on the NHS, a 
formal, written design exception is required 
for any of the applicable Controlling Criteria 
which do not meet the accepted design 
values. Formal design exceptions are not 
required for non-Controlling Criteria, such 
as bridge width, vertical alignment, lateral 
offset to obstruction, clear zone, vertical 
curb usage on high speed roadways, or 
acceleration/deceleration lengths, or for 
temporary features during construction. 
However, documentation should be 
included in the Final Review Report for any 
design deficiencies, including reasoning for 
not pursuing corrective measures and any 
mitigation considered or proposed. 

Preparation and Approval of 
Design Exceptions
Requests for design exceptions shall be 
made when the need first arises and as 
early as possible. A design exception should 
not be requested until reasonable and 
feasible alternatives have been evaluated 
to meet the controlling design criteria. 

Documentation of design exceptions shall 
include a written record of the engineering 
decisions leading to the approval of each 
design element which does not meet the 
accepted design values, and shall clearly 
demonstrate that another design value 
is the best practical alternative. When a 
project contains multiple non-conforming 
controlling design elements or the same 
non-conforming controlling design element 
occurs at several locations, each element 
or location shall be addressed individually in 
a request for a design exception.

The following steps shall be followed for the 
evaluation of any design exception: 

1.	Determine the costs and impacts of 
meeting design criteria
Before considering a design exception, the 
following implications of fully meeting the 
design criteria must be evaluated:
•	 How well a design that meets full 

criteria fits with its surroundings.
•	 Impacts to the natural environment.
•	 Social impacts to neighborhoods, 

communities, historic, and        
cultural resources.

•	 Construction and right-of-way      
costs and impacts of fully meeting 
design criteria.

•	 The expected safety and  
operational performance of   
meeting the design criteria. 

2.	Develop and Evaluate Multiple Alternatives
If meeting the design criteria is not 
feasible and reasonable at a particular 
location, then multiple alternatives 
should be developed, evaluated, and 
compared with the alternative which 
fully meets the design criteria, to achieve 
the best balance between cost, safety, 
mobility, and human and environmental 
impacts. This will also minimize tort liability 
as the evaluation of multiple alternatives 
demonstrates the complex, discretionary 
choices involved in highway design. 

3.	Evaluate Risk
The two fundamental types of risk when 
dealing with design exceptions are the 
solution not performing as expected, and 
the ability to defend against potential 
legal actions as a result of the decisions. 
When designing highway improvements 
in areas with difficult site constraints, 
designers should first acknowledge 
that the inability to meet design criteria 
may increase the risk of safety and/or 
operational problems. The degree of risk 
of the operational and safety conditions 
should be evaluated before moving 
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forward with a design exception. This 
should include the following:
•	 The traffic volumes, the composition 

of traffic, and speeds.
•	 The degree/severity of the deviation of 

the proposed design from the criteria.
•	 The number of design exceptions 

at the same location and their 
interaction with one another.

•	 The length of area covered by the 
design exception.

•	 The expected duration of the design 
exception (i.e., will it be permanent 
or are future improvements planned 
to correct the deficiency?).

•	 The location of the design exception 
relative to other risk factors.

•	 The substantive safety at the design 
exception location including an 
evaluation of crash history, types of 
crashes, and their severity.

4.	Evaluate Mitigation Measures
Measures to mitigate the risk shall be 
evaluated and implemented in the 
project design where reasonable and 
feasible. These mitigation measures 
should maximize the probability of 
a marginal design operating at a 
high level of substantive safety and 
operational efficiency.

5.	Document, Review, and Approve
Once the evaluation is completed, the 
preparation of a request for a design 
exception will be the responsibility 
of the sub-recipient. The request for 
design exception must be approved by 
the appropriate SHA office; however, 
submittal should be coordinated 
through the Program Manager. 

While the exact content of a request 
for a design exception will vary, 
documentation of the following should 
be included:

•	 The specific design criteria that will 
not be met.

•	 Existing roadway characteristics.
•	 Alternatives considered.
•	 Comparison of the safety and 

operational performance of the 
roadway and other impacts 
such as right-of-way, community, 
environmental, cost, and usability by 
all modes of transportation.

•	 Proposed mitigation measures.
•	 Compatibility with adjacent sections 

of roadway. 

The documented level of analysis should 
be commensurate with the complexity 
of the project.

The criteria of Design Speed and 
Design Loading Structural Capacity 
are fundamental in the design of a 
highway project. Exceptions to these two 
criteria should be extremely rare. Design 
exceptions requested for these should 
include the following additional information;
•	 Design Speed exceptions:

•	 Length of section with reduced 
design speed compared to 
overall length of project.

•	 Design Loading Structural Capacity 
exceptions:

•	 Verification of safe load-carrying 
capacity (load rating) for all State 
unrestricted legal loads or routine 
permit loads, and in the case 
of bridges and tunnels on the 
Interstate, all Federal legal loads.

Agencies are encouraged to document 
all design decisions to demonstrate 
compliance with accepted engineering 
principles and the reasons for the decisions.
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 Design Waivers
Design waivers (see Appendix E for samples) 
will also be required for projects along 
SHA roadways for design features which 
do not meet SHA guidelines including the 
Bicycle Policy and Design Guidelines and 
the Accessibility Policy and Guidelines for 
Pedestrian Facilities along State Highways. 
Please refer to the specific SHA guidelines for 
the process of requesting a design waiver. 

Value Engineering Requirements
Value Engineering (VE) is the systematic 
analysis of a project by an independent 
multi-disciplined team to provide 
recommendations for:

•	 Providing the project functions safely, 
reliably, efficiently, and at the lowest 
overall cost

•	 Improving the value and quality of 
the project

•	 Reducing the time to complete 		
the project

VE studies are required for federally funded 
projects only under the following conditions:

•	 Located on the National Highway 
System with an estimated total cost* 
of $50,000,000 or more,

•	 Considered a bridge project, located 
on the National Highway System, 
with an estimated total cost* of 
$40,000,000 or more,

•	 Considered a major project, 
located on or off the National 
Highway System, with a total cost* of 
$500,000,000 or more,

•	 Or any other project FHWA deems 
appropriate.

*The estimated total cost must include the 
costs associated with environmental studies, 
preliminary engineering, final design, right-
of-way acquisition, and construction.

VE studies will not be required for projects 
delivered using the Design-Build project 
delivery process.
  
For additional information on Value 
Engineering, please refer to FHWA’s website. 
If a VE Study is required for a sub-recipient, 
please contact the SHA Program Manager 
for assistance. 

Work Zone Safety and Mobility Rule
Large projects that have long lasting traffic 
impacts are considered significant projects. 
A significant project is one that, alone or in 
combination with other nearby concurrent 
projects, is anticipated to cause sustained 
work zone impacts that are greater than 
what is considered tolerable based on 
SHA policy and/or engineering judgment. 
Projects which are considered significant 
must comply with the FHWA Work Zone 
Safety and Mobility Rule. 

If a sub-recipient project may potentially 
be considered a significant project, please 
contact the SHA Program Manager for 
assistance. The determination of whether a 
project is significant will be made by SHA in 
consultation with FHWA.

For additional information on the Rule and 
its provisions, please refer to the following 
internet sites:  

SHA - Work Zone Safety and Mobility

FHWA - Work Zone Management Program

DESIGN
The next two sections provide requirements 
for designing a typical sub-recipient 
project related to transportation facilities 
such as roadways, shared use paths, and 
sidewalks. Please refer to the Transportation 
Alternatives Program Manual for additional 
guidance for nontraditional projects such 

http://www.roads.maryland.gov/OHD2/Bike_Policy_and_Design_Guide.pdf
 http://www.roads.maryland.gov/ohd/adafinal.pdf
 http://www.roads.maryland.gov/ohd/adafinal.pdf
http://www.fhwa.dot.gov/ve
 http://sha.md.gov/OOTS/03GuidanceonIdentifyingSignificantProjectsRev5.pdf
http://sha.md.gov/Index.aspx?PageId=403&d=103
http://www.ops.fhwa.dot.gov/wz/resources/final_rule.htm
http://www.roads.maryland.gov/OPPEN/TAP-Process-Manual.pdf
http://www.roads.maryland.gov/OPPEN/TAP-Process-Manual.pdf
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as bicycle and pedestrian facilities; trails 
for transportation purposes; turnouts, 
overlooks, and viewing areas; historic 
preservation of historic transportation 
facilities; vegetation management; 
mitigation of water pollution from highway 
runoff; wildlife connectivity projects; safe 
routes to school projects; recreational 
trails; and boulevards developed within the 
right-of- way of former divided highways. 
Refer to the Recreational Trails Project 
Management Guidelines for additional 
guidance for recreational trail projects for 
motorized and non-motorized uses.

Preliminary design activities may be 
performed prior to a NEPA decision 
regardless of the project delivery 
mechanism that is used. However, final 
design activities may not advance until a 
NEPA decision has been issued and FHWA 
authorization has been received. If not 
done correctly or in a timely manner, it can 
jeopardize Federal-aid reimbursement.

PRELIMINARY ENGINEERING

Definition
Preliminary design defines the general 
project location and design concepts, 
and includes any activity needed to 
establish the parameters for the final design. 
Preliminary design activities include, but are 
not limited to, the following:
1.	Primary activities such as: environmental 

assessments, topographic surveys, metes 
and bounds surveys, geotechnical 
investigations, hydrologic analysis, 
hydraulic analysis, utility engineering, 
traffic studies, financial plans, revenue 
estimates, hazardous materials 
assessments, general estimates of the 
types and quantities of materials.

2.	Other activities including: 
•	 Design and engineering activities to 

be undertaken for the purposes of 
defining project alternatives; 

•	 Completing the NEPA alternatives 
analysis and review process; 

•	 Complying with other related 
environmental laws and regulations; 

•	 Environmental justice analyses; 
•	 Supporting agency coordination, 

public involvement, and permit 
applications;

•	 Development of environmental 
mitigation plans; 

•	 Development of typical sections, 
grading plans, geometric alignment 
(horizontal alignment, vertical 
alignment and any clearances 
necessary to meet approved    
design criteria);

•	 Noise wall justifications;
•	 Bridge type/size/location studies, 

temporary structure requirements, 
staged bridge construction 
requirements, structural design 
(substructure and superstructure), 
retaining wall design, noise wall design;

•	 Design exceptions;
•	 Guardrail length/layout;
•	 Existing property lines, title and   	

deed research;
•	 Soil borings;
•	 Cross sections with flow line 

elevations and ditch designs;
•	 Storm/sanitary sewer design	

(plan/profile);
•	 Intersection design/configuration;
•	 Interchange design/configuration;                      
•	 Pavement design, pavement details, 

and elevation tables;
•	 Culvert design;
•	 Identification of removal items;

http://www.sha.state.md.us/OED/RTP-Project-Guidelines.pdf
http://www.sha.state.md.us/OED/RTP-Project-Guidelines.pdf
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•	 Quantity estimates;
•	 Preliminary traffic control plans to be 

maintained during construction.

Project Initiation
The sub-recipient is responsible for clearly 
defining the project’s scope, providing a 
reasonable and feasible schedule and 
budget, and providing all other necessary 
information. Unless otherwise specified, 
the sub-recipient is responsible for all 
project design activities. The design may 
be completed by the sub-recipient’s own 
staff, by a consultant, or by an agreement 
with another government agency through 
its staff or consultants. In any case, the 
plans and specifications must be prepared 
or approved by a licensed Maryland 
Professional Engineer, licensed Architect, or 
licensed Landscape Architect as applicable 
unless otherwise approved by SHA. Upon 
approval of Federal funding, contact the 
SHA Program Manager to determine if a 
design initiation meeting should be held and 
who would be the appropriate attendees. 
 
Design Speed
As stated in the American Association of 
State Highway and Transportation Officials’ 
(AASHTO) A Policy on Geometric Design of 
Highways and Streets, the design speed is 
the selected speed used to determine the 
various geometric design features of the 
roadway. It should be logical with respect 
to the topography, anticipated operating 
speed, adjacent land use, and the 
functional classification of the highway. All 
of the pertinent highway features should be 
designed to meet or exceed the selected 
design speed of the highway. 

Horizontal Alignment, Vertical Alignment 
and Typical Cross Section
The elements of roadway geometry 
generally consist of the three dimensions 
of horizontal alignment, vertical alignment 

and typical cross section. The design criteria 
for these elements are defined in AASHTO’s 
A Policy on Geometric Design of Highways 
and Streets or in A Policy on Design 
Standards – Interstate System in the case 
of a sub-recipient project on the interstate 
system. The criteria related to these elements 
include horizontal, vertical alignment, grade, 
stopping sight distance, lane width, shoulder 
width, lateral offset to obstruction, and cross 
slope and superelevation. The design of 
these elements should be completed during 
the Preliminary Engineering phase and be 
reflected on the preliminary plans. 
      
Roadside design elements should also 
be developed during the Preliminary 
Engineering phase. The design criteria for 
roadside design elements are reflected in 
SHA’s Guidelines for Traffic Barrier Placement 
& End Treatment Design and AASHTO’s 
Roadside Design Guide. The roadside 
grading and need for traffic barriers should 
be evaluated during the Preliminary 
Engineering phase and be reflected on the 
preliminary plans. 

Bicycle and Pedestrian Facilities
The appropriate accommodation for 
bicyclists and pedestrians must be considered 
on every project. Bicycle facilities may consist 
of on-road improvements, such as marked 
bicycle lanes or marked shared lanes, or off-
road facilities, such as side paths or shared 
use paths. Pedestrian facilities would generally 
consist of sidewalks or shared use paths. 
Specific design requirements and guidelines 
for bicycle facilities are found in the Bicycle 
Policy & Design Guidelines. These guidelines 
must be followed for any project along 
an SHA roadway. For projects not on SHA 
roadways, the AASHTO Guide for the 
Development of Bicycle Facilities may be 
used to define the minimum requirements. 

Specific design requirements and guidelines 
for pedestrian facilities are found in the 

http://www.roads.maryland.gov/ohd/Guidelines_for_Traffic_Barrier.pdf
http://www.roads.maryland.gov/ohd/Guidelines_for_Traffic_Barrier.pdf
http://roads.maryland.gov/ohd2/bike_policy_and_design_guide.pdf
http://roads.maryland.gov/ohd2/bike_policy_and_design_guide.pdf
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Accessibility Policy and Guidelines for 
Pedestrian Facilities along State Highways. 
These guidelines shall be met for any project 
along an SHA roadway. For projects that are 
not along an SHA roadway, Americans with 
Disabilities Act Accessibility Guidelines by the 
United States Access Board will define the 
minimum requirements for pedestrian facilities. 

All bicycle and pedestrian facilities should 
be reflected on the preliminary plans.

Note: The SHA does not maintain any off 
road bicycle and pedestrian facilities along 
SHA roadways. Maryland law requires that 
these facilities will be maintained and 
repaired by the political subdivision in which 
they are located. 

Preliminary Structures
Preliminary Type, Size & Location (TS&L) 
plans should be developed during the 
Preliminary Engineering phase and be 
provided with the preliminary plans. 

Drainage and Stormwater Management
An important part of the design of any 
project is the evaluation of highway 
drainage. Highway drainage will typically 

include items such as bridges, larger 
culverts, smaller culverts, drainage pipes, 
inlets, and open channels. 

When determining the appropriate design 
parameters for drainage on a roadway 
project, things such as the functional class, 
AADT, importance of the route, and the 
needs of the local community should 
be combined with a good practical 
engineering approach to determine the 
best design for the project. The design 
should also take into consideration other 
drainage structures in the area when 
determining the appropriate design 
parameters for the new drainage structure. 
In some situations, Federal or state laws may 
govern some of the design parameters. 
Additionally, the sub-recipient may have 
ordinances or regulations that impact 
the design of these items. The engineer 
of record is ultimately responsible for 
determining the appropriate design 
parameters for highway drainage on 
projects. When a project involves highway 
drainage that will impact SHA right-of-
way, the design of these items shall be 
in accordance with the SHA’s Highway 
Drainage Manual. 

http://www.roads.maryland.gov/ohd/adafinal.pdf
http://www.roads.maryland.gov/ohd/adafinal.pdf
http://www.roads.maryland.gov/Index.aspx?PageId=38
http://www.roads.maryland.gov/Index.aspx?PageId=38
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The design of any project must also consider 
stormwater management requirements 
including the acquisition of a stormwater 
management permit. Stormwater 
management design should be in 
compliance with the Maryland Department 
of the Environment (MDE) Maryland 
Stormwater Design Manual, Volumes I and 
II. For the Preliminary Engineering phase, 
a stormwater management concept is 
required and should receive concept 
approval before the project proceeds into 
the Final Design phase. 

Preliminary Pavement Design
Preliminary pavement sections for roadway 
improvements or shared use paths should 
be developed as part of Preliminary 
Engineering. These pavement sections shall 
be designed in accordance with the SHA 
Pavement & Geotechnical Design Guide 
if part of or along a state highway. If the 
project is not along a state highway, it 
may be designed to the AASHTO Guide for 
Design of Pavement Structures. 
 
Preliminary Maintenance of Traffic
A preliminary Maintenance of Traffic (MOT) 
sequence and concept plan should be 
developed during Preliminary Engineering. 
These concepts should have a sufficient 
level of detail to provide an overview 
of the general traffic control concept 
including any potential need for proposed 
detour routes. Plans shall conform with 
the Book of Standards, the Accessibility 
Policy and Guidelines for Accommodating 
Pedestrians along State Highways, Bicycle 
Policy & Design Guidelines, and the 
Maryland Manual on Uniform Traffic Control 
Devices (MDMUTCD).

Preliminary Investigation
The preliminary plan set should be 
developed at the 30% stage. A Preliminary 

Investigation (PI) meeting, which is a 
field and office review to review the 30% 
plan set and cost estimate, is not always 
required for a project. The need for a PI 
meeting should be discussed with the 
SHA Program Manager. Regardless, plans 
developed at 30% include all design 
elements previously discussed in this 
section. The plan set includes:

•	 Title Sheet including the project title, 
description, limits with a location map, 
and the design year designation 
informational chart including traffic 
data, design speeds, functional 
classification, and control of access

•	 Typical Sections and Details including 
the cross sectional elements, bicycle 
and pedestrian facilities, and 
pavement details

•	 Geometry sheet showing the 
centerline schematic, stationing, curve 
controls, benchmark references, and 
coordinates and bearing data

•	 Roadway plans including, but not 
limited to the following:  the limits 
of work, directional arrows, north 
arrow, existing topography, existing 
and proposed right-of-way and 
easements, proposed cut and fill 
lines, environmental features such as 
wetlands or waters, widths of roadways, 
sidewalks, shared use paths, paving 
designations and legend, structures, 
traffic barriers, and preliminary drainage 
and stormwater management

•	 Roadway profiles including existing 
ground and proposed grades, 
vertical curves and curve data, and 
existing and proposed utilities and 
drainage pipes   

•	 Preliminary Maintenance of Traffic plans
•	 If a PI meeting is held, a report shall 

be prepared to document the status 
of the project, decisions reached, 
and all comments and follow-up 

http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/MarylandStormwaterDesignManual/Pages/Programs/WaterPrograms/SedimentandStormwater/stormwater_design/index.aspx
http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/MarylandStormwaterDesignManual/Pages/Programs/WaterPrograms/SedimentandStormwater/stormwater_design/index.aspx
http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/MarylandStormwaterDesignManual/Pages/Programs/WaterPrograms/SedimentandStormwater/stormwater_design/index.aspx
http://www.roads.maryland.gov/OMT/MDSHA-Pavement-Design-Guide.pdf
http://www.roads.maryland.gov/OMT/MDSHA-Pavement-Design-Guide.pdf
http://roads.maryland.gov/ohd/adafinal.pdf
http://roads.maryland.gov/ohd/adafinal.pdf
http://roads.maryland.gov/ohd2/bike_policy_and_design_guide.pdf
http://roads.maryland.gov/ohd2/bike_policy_and_design_guide.pdf
http://www.roads.maryland.gov/mmutcd/2011_rev122011_MDMUTCD_Complete.pdf
http://www.roads.maryland.gov/mmutcd/2011_rev122011_MDMUTCD_Complete.pdf
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responses from the milestone. The PI 
Report will address the following, as 
applicable, for the project:
•	 Project Description including 

purpose and need
•	 Major Scope Changes
•	 Proposed Typical Sections
•	 Programmatic Data/Functional 

Classification
•	 Cost Estimates
•	 Proposed Schedule
•	 Compliance with AASHTO/SHA 

Design Guidelines & Policies
•	 Pedestrian/ADA/Bicycle Issues
•	 Traffic Barrier
•	 National Environmental Policy Act/

Environmental Approval Status
•	 Permits/Approvals
•	 Wetland Mitigation
•	 Stormwater Management/

Erosion & Sediment Control
•	 Drainage Design
•	 Pavement and Geotechnical 

Issues
•	 Earthwork
•	 Structures
•	 Landscape Architecture 

including impacts to scenic 
byways, reforestation plantings 
and related concerns

•	 Signing & Marking/Lighting/
Signalization

•	 Maintenance of Traffic
•	 Bus/Transit Use
•	 Right-of-Way
•	 Utilities
•	 Maintenance
•	 Interstate Access Point Approval
•	 Value Engineering

•	 Memoranda/um of 
Understanding/Agreements

•	 Railroad Coordination
•	 Significant Issues Discussed/

Resolved

The report will be submitted for approval 
through the Program Manager. The 
report will include an AASHTO Geometric 
Data Sheet detailing compliance with 
the Controlling Criteria and listing of all 
comments submitted from the review. The 
report will also include comments generated 
at the PI meeting and follow-up responses 
discussing how the comment was or will 
be addressed and incorporated into the 
project. This report should be approved 
before beginning the Final Design phase. 

Type, Size, and Location
Following the approval of the PI Report (if a 
PI meeting is held), a Type, Size, and Location 
(TS&L) submittal for any structures will be 
made to the Office of Structures (OOS). This 
submission will include all comments and 
revisions resulting from the PI and the plans 
will contain the following basic information in 
addition to that submitted with the PI:
Design Data

•	 Present and Future Average         
Daily Traffic

•	 Design Speed
Maintenance of Traffic (MOT)

•	 Detour Plan or MOT Plan
•	 Bridge Stages of Construction

Approach Roadway
•	 Existing and Proposed Typical Sections
•	 Roadway Plan

Bridge General Plan and Elevation
•	 Existing and Proposed Structures
•	 Existing Utilities and their Disposition
•	 Stream Invert and Normal Water 
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Surface Elevations at Structure
•	 Water Surface Elevations for 10-year 

storm, 25-year storm, design-year 
storm, etc.

Bridge Typical Section
•	 Lane, shoulder, sidewalk, barrier, 		

etc. widths
•	 Proposed fencing or railing
•	 Type of superstructure and spacing 		

of elements
•	 Type of Crash Tested Barrier

Bridge Substructure
•	 Typical Sections of Abutment and Pier

The sub-recipient will forward three sets of the 
TS&L, along with a cover letter to the OOS 
requesting review and comments. Following 
completion of the reviews, the OOS will 
send a letter to the sub-recipient noting that 
the OOS reviewed the bridge portion of 
the TS&L. Included with the letter may be a 
marked up set of plans, indicating the OOS’s 
comments. The OOS may also note at this 
time for the sub-recipient to proceed with 
the preparation of the Scour and Foundation 
Review Report, provided that the comments 
from the OOS on the TS&L are addressed. 
The sub-recipient should not proceed without 
approval from the OOS.

In order to expedite the review process, a 
combined TS&L/Foundation/Scour review 
may be made if all of the necessary data 
is available.

Bridge Scour and Foundation Review
Following OOS’s approval of the TS&L, 
it is then necessary for the sub-recipient 
to prepare a Scour and Foundation 
Review submittal for the structures. SHA 
policy requires that a scour evaluation be 
performed for any bridge over a waterway 
that will be rehabilitated or replaced with 
Federal or State funds. Box culverts and 

other structures with paved bottoms do 
not require a scour evaluation. The review 
will contain the following basic information 
in addition to that submitted for the TS&L:

Boring and Drive Tests
•	 Boring Location Plan
•	 Boring(s) at each foundation element 

and in the channel
•	 Borings plotted with the following 

information:
1.	Elevation of ground surface
2.	Bottom of Footing Elevations or
3.	Pile Tip Elevations
4.	Datum Elevation

Foundation/Scour Report 
•	 Recommended foundation type
•	 Type of pile, if applicable
•	 Allowable bearing pressure or
•	 Pile capacity
•	 Depth of scour

Chapter 11 of the OOS Manual of Hydrologic 
and Hydraulic Design provides detailed 
policies and procedures regarding the 
scour evaluation process and the design of 
scour countermeasures. The sub-recipient 
is to use the latest version of the Manual 
and associated computer programs in 
conducting the scour evaluation. Studies in 
support of the scour evaluation include:

•	 Hydrology Report
•	 Geomorphology Study
•	 Hydraulics (HEC-RAS) Study

The scope and content of these studies 
as well as the scour evaluation study 
should be comparable to the studies 
prepared by the OOS. For certain 
types of projects, such as rehabilitation 
projects, or for particular bridge crossing 

 www.gishydro.umd.edu
 www.gishydro.umd.edu
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conditions, a scour assessment may be 
appropriate instead of a scour evaluation 
(See Chapter 11 of the OOS Manual of 
Hydrologic and Hydraulic Design). The 
sub-recipient is encouraged to meet with 
OOS personnel prior to commencement 
of detailed studies to discuss formation of 
an interdisciplinary team and to define the 
scope of studies necessary for the scour 
assessment or evaluation.

The sub-recipient will forward two sets of the 
Scour and Foundation Review submittal along 
with a cover letter to the OOS requesting 
review and comments. After completing the 
review, the OOS will send a letter to the sub-
recipient noting that the OOS reviewed and 
provided comments/approval of the Scour 
and Foundation submittal. The OOS may 
also note at this time that the sub-recipient 
may proceed with the Structural Review 
provided that the Scour and Foundation 
Review comments are addressed. Under 
no circumstances should the sub-recipient 
proceed to Structural Review prior to 
receiving Foundation/Scour approval. 

Accelerated Bridge Construction (ABC)
The Federal Highway Administration (FHWA), 
as part of their Every Day Counts
Initiative, has been actively promoting the 
advantages of ABC. Proven benefits include 

minimized traffic disruption, improved 
work zone safety, and reduced on-site 
environmental impacts. Local governments 
are encouraged to explore ABC alternatives 
as part of their bridge projects. Some of the 
major ABC technologies with widespread 
use are listed below. More information is 
available on the Every Day Counts Initiative.

Prefabricated Bridge Elements
Prefabricated bridge elements are a 
commonly used ABC method and can be 
incorporated into most bridge projects as a 
form of accelerated construction. Concrete 
bridge elements are prefabricated, 
transported to the construction site, 
placed in the final location, and tied 
into the structure. An entire bridge 
can be composed of prefabricated 
elements, or single bridge elements can 
be prefabricated as the need arises. 
Prefabricated bridge elements can
also be used in combination with other 
accelerated bridge construction methods.

Prefabricated bridge elements are used 
to mitigate the on-site time required 
for concrete forming, rebar tying and 
concrete curing, saving weeks to months 
of construction time. Deck beam elements 
eliminate conventional onsite deck 
forming activities. To reduce onsite deck 

www.fhwa.dot.gov/everydaycounts
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forming operations, deck beam elements 
are typically placed in an abutting 
manner. Prefabricated elements are 
often of higher quality than conventional 
field-constructed elements, because the 
concrete is cast and cured in a controlled 
environment. The elements are often 
connected using high strength grout and 
post-tensioning or pretensioning.

Geosynthetic Reinforced Soil-Integrated 
Bridge Systems (GRS-IBS)
Geosynthetic Reinforced Soil-Integrated 
Bridge Systems (GRS-IBS) are composed 
of two main components: Geosynthetic 
Reinforced Soil (GRS) and Integrated 
Bridge Systems (IBS). GRS is an engineered 
fill of closely spaced alternating layers 
of compacted fill and geosynthetic 
reinforcement that eliminates the need for 
traditional concrete abutments. IBS is
a quickly-built, potentially cost-effective 
method of bridge support that blends the 
roadway into the superstructure using GRS 
technology. This integration system creates 
a transition area that allows for uniform 
settlement between the bridge substructure 
and the roadway approach, alleviating the 
“bump at the bridge” problem caused from 
uneven settlement. The result of this system is 
a smoother bridge approach.

Bridge Slides
Bridge placement using lateral sliding is 
another type of ABC where the entire 
superstructure is constructed in a temporary 
location and is moved into place over 
a night or weekend. This method is 
typically used for a bridge superstructure 
replacement of a primary roadway where 
the new superstructure is constructed on 
temporary supports adjacent and parallel 
to the bridge being replaced. Once the 
superstructure is fully constructed, the 
existing bridge superstructure is demolished, 
and the new bridge superstructure is moved 

transversely into place. In some instances, 
a more complicated method known as a 
bridge launch has been used which involves 
longitudinally moving a bridge into place.

Self Propelled Modular Transporters 
(SPMTs)
SPMTs are remote-controlled, self-leveling 
(each axle has its own hydraulic cylinder), 
multiaxle platform vehicles capable of 
transporting several thousand tons of 
weight. SPMTs have the ability to move 
laterally, rotate 360° with carousel steering, 
and typically have a jack stroke of 18 to 24 
inches. They have traditionally been used 
to move heavy equipment that is too large 
for standard trucks to carry. SPMTs allow a 
bridge or portions of a bridge such as the 
superstructure to be built away from the 
site at a nearby location such as roadway 
median without disruption of traffic. Once 
complete, the old bridge can be removed 
and the new bridge installed over night with 
a short full closure of the roadway. 

FINAL DESIGN

Final Horizontal Alignment, Vertical 
Alignment and Typical Cross Section
As part of the Final Design, the horizontal 
alignment, vertical alignment, and typical 
cross sections shall be completed. All 
necessary details and construction notes 
documenting the design of these elements 
will be shown on the typical sections, 
roadway plans, and roadway profiles. 
Additional details will be needed when non-
standard items are utilized as part of the 
design. Any design exceptions or waivers for 
these elements should be approved prior to 
completion of the final plans. 

Final Drainage, Stormwater Management, 
and Erosion and Sediment Control
As part of the Final Design, the drainage 
will be completed. This includes all 
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computations, details, drainage structure 
sizing and profiles required for the project. 
After the stormwater management concept 
has received approval from MDE or the 
appropriate regulatory approval authority, 
design should be progressed to a 65% level 
and submitted for Site Development review. 
The level of design should address the 
stormwater management detailed design, 
MD 378 Pond and Dam Safety applicability, 
and erosion and sediment control sequence 
of construction. Upon Site Development 
approval, the design should be progressed 
to the 90% level for final submission. This final 
submission will address all final details for 
the stormwater management design and 
erosion and sediment control including final 
limits of disturbance, grading, and sequence 
of construction. This final submission should 
be made concurrently with the final plans. 
Upon approval of the final submission, the 
stormwater management and erosion and 
sediment control approval would be issued. 

Structural Review
After SHA approval of the Scour and 
Foundation Review submittal, the sub-
recipient will proceed with Final Design of the 
structures. With the plans 80% complete, the 
sub-recipient will submit the Structural Review 
for the project. The Structural Review will 
contain the complete set of plans for the road 
and bridge. The sub-recipient will forward two  
sets of the Structural Review submittal along 
with a cover letter to the OOS requesting 
review and comments. After completing 
the review, the OOS will send a letter and 
marked-up set of plans to the sub-recipient 
noting that the OOS reviewed the Structural 
Review plans which are approved subject to 
the attached comments.

At this review stage, the sub-recipient needs 
only to submit a list of the OOS Structural 
Standards which are to be used on this 
project. If requested by the sub-recipient, 
the OOS will provide the Standard Detail 

Plates on a reproducible sheet with the 
sub-recipient’s border, title block, etc. When 
using OOS’s Standard Details, it is imperative 
that the word “STANDARD,” and all signature 
and approving blocks, be deleted.

In order to expedite the review process,
a combined Structural/Final Review may 
be requested.

Final Maintenance of Traffic
Final Maintenance of Traffic sequence plan 
sheets for each stage of construction should 
be provided with the final plans. These 
plans will include all signing and marking 
and references to appropriate standards 
required to safely maintain all traffic (motor 
vehicles, bicycles, pedestrians, etc.) during 
the construction of the project. These final 
plans must be submitted to the appropriate 
SHA Assistant District Engineer for Traffic for 
approval of the Traffic Control Plan. If not 
along an SHA roadway, the approval will 
also be required from the roadway owner. 

Final Pavement and Geotechnical Details
Final pavement details will be provided 
as part of the final plans. Additionally, any 
geotechnical details required for the project 
will be shown on the plans as well as any 
boring logs. 

Signing & Marking/Lighting/Signalization
Signing and Marking, Lighting and 
Signalization plans will be prepared for 
the final plans as required for the project’s 
scope. These plans must be designed 
to the requirements of the MDMUTCD, 
the SHA Traffic Control Devices Design 
Manual, the Maryland Standard Sign 
Book, and all other applicable standards 
and guidelines. Final plans will need to 
be submitted to the Office of Traffic and 
Safety for review and approval. 

http://www.roads.maryland.gov/mmutcd/2011_rev122011_MDMUTCD_Complete.pdf
http://www.roads.maryland.gov/Index.aspx?PageId=45
http://www.roads.maryland.gov/Index.aspx?PageId=45
http://apps.roads.maryland.gov/BusinessWithSHA/bizStdsSpecs/desManualStdPub/publicationsonline/oots/internet_signbook.asp
http://apps.roads.maryland.gov/BusinessWithSHA/bizStdsSpecs/desManualStdPub/publicationsonline/oots/internet_signbook.asp
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Landscape and Environmental Plans
Landscape plans affecting SHA property, 
which may also include plans and 
specifications for vegetation installation 
within stormwater facilities or other 
environmental restoration or mitigation, will 
be completed for all projects which involve 
any of the following impacts:  

•	 Tree branch pruning  
•	 Tree or brush removal;  
•	 Tree or other ornamental    

landscape installation 
•	 Pavement removal in preparation for 

landscape restoration  
•	 Soil disturbance or grading  
•	 Projects which require mitigation 

plantings on SHA property  

Landscape plans will utilize the SHA 
Environmental Guide for Access Permit 
Applicants in conjunction with the 
SHA Landscape Design Guide and the 
SHA Landscape Estimating Manual. 

Final Review
The Final Review plan set and Invitation 
for Bids (IFB) set should be developed 
at the 90% stage. The IFB set will include 
all necessary contract provisions and 
specifications required for the project.
 
An IFB must contain all required Federal 
contract provisions applicable to a 
particular project and any special provisions 
needed to complete the construction of the 
project. All standard contract provisions and 
special provisions are available here.
 
All contract provisions applicable for the type 
of Federal-aid project must be provided in 
the IFB. Generally, the contract provisions 
for Federal-aid Construction Contracts Form 
FHWA-1273 will be utilized. If the project 
is located in the Appalachian region, 

additionally include the contract provisions 
Attachment A, Form FHWA-1273A. The 
special provisions and special provisions 
inserts for any applicable items used in 
the project must be included in the IFB. If 
additional special provisions are needed for 
items of work not covered in the standard 
specifications, special provisions, or special 
provision inserts, the special provisions must 
be developed by the sub-recipient and 
included in the final IFB. 

A Final Review meeting will typically be held 
to review the plans, the complete Invitation 
for Bids, and line item cost estimate. The 
sub-recipient should discuss the need for a 
Final Review meeting with the SHA Program 
Manager. If a Final Review meeting is held, 
a Final Review Report will be prepared after 
the meeting. It will be an updated status 
of the project information with the same 
content as the PI Report except Typical 
Sections. The approval of the Final Review 
Report will follow the same process as the PI 
Report. 

Plans, Specifications, and Estimates
Upon completion of all Final Design 
activities, the Plans, Specifications 
and Estimates (PS&E) package will be 
assembled. Refer to the chapter for 
Advertise, Bid and Concurrence in Award 
for the requirements of the PS&E package. 
Verify the amount of copies needed with 
the Program Manager. 

Standards and Guidelines
SHA Standards and Guidelines

•	 Transportation Alternatives      
Program Manual

•	 Environmental Documentation for 
Local Government Projects

•	 Recreational Trails Project 
Management Guidelines

•	 Maryland Manual on Uniform Traffic 

https://www.roads.maryland.gov/OED/SHAEnvironmentalGuideforAccessandDistrictPermitApplicants.pdf
https://www.roads.maryland.gov/OED/SHAEnvironmentalGuideforAccessandDistrictPermitApplicants.pdf
https://www.roads.maryland.gov/OED/SHAEnvironmentalGuideforAccessandDistrictPermitApplicants.pdf
http://www.roads.maryland.gov/index.aspx?PageId=25
https://www.roads.maryland.gov/OED/SHALandscapeEstimatingManual.pdf
http://www.roads.maryland.gov/pages/ssp.aspx?PageId=854&lid=SSPJUL2008)
http://www.roads.maryland.gov/pages/ssp.aspx?PageId=854&lid=SSPJUL2008
http://www.roads.maryland.gov/pages/ssp.aspx?PageId=854&lid=SSPJUL2008
http://www.roads.maryland.gov/pages/ssp.aspx?PageId=854&lid=SSPJUL2008
http://www.roads.maryland.gov/OPPEN/TAP-Process-Manual.pdf
http://www.roads.maryland.gov/OPPEN/TAP-Process-Manual.pdf
http://sha.maryland.gov/OBD/Environmenal_%20LG_Guidance.pdf
http://sha.maryland.gov/OBD/Environmenal_%20LG_Guidance.pdf
http://www.sha.state.md.us/OED/RTP-Project-Guidelines.pdf
http://www.sha.state.md.us/OED/RTP-Project-Guidelines.pdf
http://www.roads.maryland.gov/mmutcd/2011_rev122011_MDMUTCD_Complete.pdf
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Control Devices (MDMUTCD) 
•	 Traffic Control Devices Design Manual      
•	 Bicycle Policy and Design Guidelines
•	 Accessibility Policy and Guidelines 

for Pedestrian Facilities along        
State Highways

•	 Book of Standards for Highway & 
Incidental Structures

•	 Standard Specifications for 
Construction and Materials  

•	 Supplemental Specifications          
and Provisions

•	 Highway Drainage Manual                            
•	 Guidelines for Traffic Barrier 

Placement & End Treatment Design
•	 Pavement & Geotechnical         

Design Guide
•	 Landscape Design Guide
•	 Environmental Guide for Access & 

District Permit Applicants
•	 Landscaping Estimating Manual
•	 Utility Policy
•	 Design-Build Manual

FHWA Standards and Guidelines 
(a complete list is provided in 23 CFR 625.4 & 
49 CFR 37.9)

•	 A Policy on Geometric Design of 
Highways and Streets by American 
Association of State Highway and 
Transportation Officials (AASHTO)

•	 Roadside Design Guide by AASHTO.
•	 A Policy on Design Standards – 

Interstate System (AASHTO). 
•	 Guide for the Development of 

Bicycle Facilities by AASHTO.
•	 Americans with Disabilities Act 

Accessibility Guidelines by United 
States Access Board.

•	 Load and Resistance Factor Design 

(LRFD) Bridge Design Specifications 
by AASHTO.

Note:  The sub-recipient shall utilize the latest 
adopted version of the above Standards 
and Guidelines. 

Other Standards and Guidelines
•	 US Access Board’s Guidelines for 

Outdoor Developed Areas
•	 Maryland Department of the 

Environment (MDE) Maryland 
Stormwater Design Manual, Volumes 
I and II

•	 MDE Maryland Standards and 
Specifications for Soil Erosion and 
Sediment Control

 
Additional Resources
For additional information related to Project 
Design, please refer to the following:

•	 23 CFR 636.103 – Definition of 
Preliminary Engineering and Final 
Design

•	 23 CFR 625.4 & 49 CFR 37.9 – List of 
FHWA approved standards

•	 23 CFR 627 – Value Engineering  
•	 FHWA Value Engineering (VE) Policy 

dated 8-28-13   

http://www.roads.maryland.gov/mmutcd/2011_rev122011_MDMUTCD_Complete.pdf
http://www.roads.maryland.gov/Index.aspx?PageId=45
http://www.roads.maryland.gov/OHD2/Bike_Policy_and_Design_Guide.pdf
http://www.roads.maryland.gov/ohd/adafinal.pdf
http://www.roads.maryland.gov/ohd/adafinal.pdf
http://www.roads.maryland.gov/ohd/adafinal.pdf
http://apps.roads.maryland.gov/BusinessWithSHA/bizStdsSpecs/desManualStdPub/publicationsonline/ohd/bookstd/index.asp
http://apps.roads.maryland.gov/BusinessWithSHA/bizStdsSpecs/desManualStdPub/publicationsonline/ohd/bookstd/index.asp
http://www.roads.maryland.gov/ohd/frontpage.pdf
http://www.roads.maryland.gov/ohd/frontpage.pdf
http://www.roads.maryland.gov/pages/ssp.aspx?PageId=854&lid=SSPJUL2008
http://www.roads.maryland.gov/pages/ssp.aspx?PageId=854&lid=SSPJUL2008
http://www.roads.maryland.gov/Index.aspx?PageId=38
http://www.roads.maryland.gov/ohd/Guidelines_for_Traffic_Barrier.pdf
http://www.roads.maryland.gov/ohd/Guidelines_for_Traffic_Barrier.pdf
http://www.roads.maryland.gov/OMT/MDSHA-Pavement-Design-Guide.pdf
http://www.roads.maryland.gov/OMT/MDSHA-Pavement-Design-Guide.pdf
http://www.roads.maryland.gov/OED/SHALandscapeDesignGuide.pdf
http://www.roads.maryland.gov/OED/
http://www.roads.maryland.gov/OED/
http://www.roads.maryland.gov/OED/SHALandscapeEstimatingManual.pdf
http://www.roads.maryland.gov/OOC/Utility_Policy.pdf
http://www.roads.maryland.gov/OHD2/SHA_Design-Build_Manual.pdf
https://www.access-board.gov/guidelines-and-standards/recreation-facilities/outdoor-developed-areas/background/committee-report/outdoor-developed-areas 
https://www.access-board.gov/guidelines-and-standards/recreation-facilities/outdoor-developed-areas/background/committee-report/outdoor-developed-areas 
http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/MarylandStormwaterDesignManual/Pages/Programs/WaterPrograms/SedimentandStormwater/stormwater_design/index.aspx
http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/MarylandStormwaterDesignManual/Pages/Programs/WaterPrograms/SedimentandStormwater/stormwater_design/index.aspx
http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/MarylandStormwaterDesignManual/Pages/Programs/WaterPrograms/SedimentandStormwater/stormwater_design/index.aspx
http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/MarylandStormwaterDesignManual/Pages/Programs/WaterPrograms/SedimentandStormwater/stormwater_design/index.aspx
http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/SoilErosionandSedimentControl/Documents/2011%20MD%20Standard%20and%20Specifications%20for%20Soil%20Erosion%20and%20Sediment%20Control.pdf
http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/SoilErosionandSedimentControl/Documents/2011%20MD%20Standard%20and%20Specifications%20for%20Soil%20Erosion%20and%20Sediment%20Control.pdf
http://www.mde.state.md.us/programs/Water/StormwaterManagementProgram/SoilErosionandSedimentControl/Documents/2011%20MD%20Standard%20and%20Specifications%20for%20Soil%20Erosion%20and%20Sediment%20Control.pdf
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BACKGROUND
The sub-recipient is required to submit 
a written request for SHA’s approval to 
advertise, i.e., to solicit vendors for bids to 
provide materials and/or services needed 
for a project. The contractors responding to 
the advertisement are required to submit 
sealed bids in competition with other 
contractors to win the right to construct the 
project. The sub-recipient may proceed with 
the award after receiving the Concurrence-
in-Award (CIA) letter from SHA.

For projects involving construction, a ready 
to advertise Plans, Specifications & Estimates 
(PS&E) or “Bid Package,” must accompany 
the request for approval to advertise. When 
sending the PS&E package for approval 
to advertise, please include the PS&E 
Checklist (see PS&E Checklist or Column A for 
Appalachian Regional Commission Projects).

*Title 49 CFR 18.36 may apply to small 
projects under $100,000 and not on SHA 
ROW. Recreational Trail Program projects 
may fit this category.

PS&E SUBMITTAL
The Invitation for Bids package should 
be sent by the sub-recipient’s Project 
Manager to the corresponding Fund 
Program Manager at SHA, who reviews and 
then forwards it to the Chief, Federal Aid 
Programming, Office of Finance. Verify the 
amount of copies needed with the Program 
Manager. 

The PS&E package should contain: 
•	 100% Final Plans and Invitation for 

Bids Book that provide all details 
necessary to bid on and construct 
the proposed project; 		
	

•	 Engineer’s Estimate itemizing all 
construction items and estimated costs;

•	 Environmental Permit Form indicating 
the required permits on this project 
(see Appendix F); 

•	 For TAP projects only, letter/
documentation describing how the 
public was informed of the proposed 
construction and the majority position 
on the project; 

•	 Approved Final Review Report 
reflecting edits and comments 
presented at the final review meeting 
or approved Final Review Waiver; 

•	 Executed Memorandum of 
Understanding or Supplemental 
Letter to Master Agreement; 

•	 Traffic Control Plan and SHA District 
Office concurrence, if applicable; 

•	 Utilities Certification/Statement 
including who is responsible for 
utilities modifications and proposed 
schedule; 

•	 Buy America contract requirements; 
•	 FHWA approved PCE, CE, EA, or 

Environmental Impact Statement; 
•	 Right-of-Way Certification Request   

or Letter; 
•	 Railroad Certification Special Provision;
•	 Design Exception approvals, if 

applicable; and 
•	 Other project specific approvals 

and concurrences, for example 
SHA Office of Structures, Maryland 
Historical Trust concurrence etc. 

A sample PS&E Checklist is included in 
Appendix F

ADVERTISE, BID AND CONCURRENCE IN AWARD
CHAPTER 10
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As part of the PS&E approval process, the 
SHA obtains FHWA Authorization for the 
costs of the proposed construction contract. 
FHWA Authorization will be requested based 
on the plans, specifications, and estimates 
submitted by the sub-recipient. The SHA 
requires that the sub-recipient budget 
sufficient funds and be prepared to award 
a contract for bids that are up to 110% of 
the sub-recipient’s estimate. 

The SHA provides written approval to the 
sub-recipient to advertise the project after 
review of the PS&E package and FHWA’s 
authorization. The sub-recipient shall not 
advertise the project prior to obtaining 
written approval of Federal funds.

ADVERTISEMENT
The sub-recipient advertises the project 
for competitive bidding and awards the 
contract to the lowest responsible and 
responsive bidder. Sub-recipients are 
required to use the Maryland Department 
of General Services website for advertising 
(see the eMaryland Marketplace website). 
Projects must be advertised for a minimum 
of 21 calendar days. The advertisement 
should include the project title, the FHWA 

and SHA project numbers, and the sub-
recipient’s contact information.

Any modifications to the contract after 
advertisement must be approved by 
SHA prior to issuing the modification as 
an addendum. FHWA Projects of Division 
Interest (PoDI) or Projects of Corporate 
Interest (PoCI) require FHWA approval. After 
receiving approval, the sub-recipient must 
then provide the approved addendum 
to all purchasers of bid documents and 
include it as part of the contract document.

Access Permit
An access permit will be required when a 
sub-recipient project is within SHA right of 
way. Concurrently with advertisement, the 
sub-recipient will submit an access permit 
request to the appropriate SHA district 
office. The request will include a copy of 
SHA’s approval to advertise the project. This 
approval serves as SHA’s approval of the 
PS&E package and no further reviews will 
be required for issuance of the permit. The 
access permit must be issued to the sub-
recipient prior to issuing notice to proceed 
for any work within SHA’s right of way.

https://emaryland.buyspeed.com
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reasons for the rejection of all bids to 
improve competitive bidding. 

CONCURRENCE IN AWARD
Concurrence in Award (CIA) is SHA’s written 
concurrence with the bid analysis leading to 
the contract selection and the corresponding 
bid proposal. A CIA must be requested after 
opening and evaluating bids and prior to 
awarding the contract and issuing the Notice 
to Proceed (NTP). The sub-recipient shall 
submit a formal request as one packet for 
CIA for SHA approval which takes a minimum 
of four weeks. The sub-recipient should submit 
the following for SHA review:

•	 Cover Letter
•	 Complete copy of the successful 

bidder’s proposal (two copies).
•	 Tabulation of Bids 

•	 See example 
•	 Must be verified and certified 

true and correct by the sub-
recipient (two copies).

•	 Should there be more than three 
bidders to any bid, the bid tab 
should show only the three lowest 
bidders with their respective bids. 

•	 The names and addresses of 
those remaining bidders and 
their accepted bids will be 
included on the last page of the 
bid tab or on an attached sheet.

•	 Bid Analysis (two copies) must be 
verified and certified true and correct 
by the sub-recipient. 
•	 See example in Appendix F.

•	 Contractor’s signed non-collusion 
affidavit (two copies)
•	 If not signed by the president 

of the company, then submit a 
copy of the company’s by-laws 
indicating the appropriate the 
signing authority) 

BID OPENING / ANALYSIS
The sub-recipient must conduct a public 
opening of the sealed bid proposals at 
which time the bids will be opened and 
read aloud. The sub-recipient should 
notify SHA’s Office of Finance, Federal Aid 
Programming Section and invite the SHA’s 
Assistant District Engineer – Construction to 
attend the bid opening. SHA District contact 
information may be found here. 

It is the sub-recipient’s responsibility to review 
and evaluate all bid documents to determine 
the lowest responsive and responsible bid. 
The lowest responsive and responsible bid is 
the lowest bid submitted that conforms to the 
requirements contained in the Invitation for 
Bids book and design plans. The sub-recipient 
must conduct a bid analysis to ensure the 
following items are acceptable:

•	 A through M of the Bid/Proposal 
Affidavit are filled out and the 
Acknowledgement is signed.

•	 Comprehensive Signature page is 
filled out. 

•	 Affidavit of Agreement – Living Wage 
is signed. 

•	 MDOT Forms A and B (if applicable) are 
signed. (Even if there is a 0% goal, the 
pages must be signed.)   

•	 MBE percentages are added up to 
make sure the contractor(s) have 
met the goal. 

•	 If bid security is required, also check 
the bid bonds.

If the sub-recipient rejects all bids, the 
project may be re-advertised. Prior to 
re-advertisement, sub-recipients must 
submit a written request and receive SHA 
approval. An updated PS&E package must 
accompany the written request, as well 
as copies of rejection letters outlining the 
reason(s) for rejection. The sub-recipient 
should modify the PS&E package to address 

http://www.roads.maryland.gov/pages/cic.aspx?PageId=857&Type=tab
http://www.sha.maryland.gov/index.aspx?PageId=90
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•	 Experience and Equipment form  
(two copies)

•	 ROW Certification (two copies)
•	 Minority/Disadvantaged Business 

Enterprises (DBE) Affirmative Action 
Plan approved by the sub-recipient, 
and DBE Form C and Form D (original  
plus one copy) 

•	 Copies of advertisements of            
bid opening

•	 Should the Lowest Responsive 
Responsible Contractor’s Bid be more 
than 10% over, or 15% under the final 
approved engineer’s estimate, a 
“Letter of Justification” will be needed
•	 See example in Appendix F. 
•	 The letter will be written by the 

sub-recipient to the SHA’s Chief, 
Construction Contracts Section 
(CCS) and included in the CIA 
package, and forwarded to 
SHA’s Office of Finance, Federal 
Aid Programming Section.

If acceptable, SHA’s Office of Construction 
prepares the CIA letter and sends it back 
to the Federal Aid Office. The Federal 
Aid Office finalizes funding details and 
then distributes the CIA letter to the sub-
recipient with a  copy going to the District 
Construction Office. 

The sub-recipient is required to contact 
the applicable SHA District noting that the 
CIA has been issued. The District office will 
be the point of contact for all subsequent 
phases of the project. 
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BACKGROUND
This chapter details the processes after the 
project has been bid and moves into the 
construction phases.

The SHA’s Office of Construction (OOC) 
has assigned the construction oversight 
responsibilities to the individual SHA District 
offices that administer and manage SHA 
construction in Maryland’s 23 counties. The 
OOC will maintain oversight of projects 
in Baltimore City. The SHA will oversee 
and audit all sub-recipients’ construction 
projects with Federal-Aid funding.

Roles and responsibilities of SHA, the 
sub-recipient, and FHWA are briefly 
described below:

SHA:  Prior to the construction stage, the 
sub-recipient would have been in contact 

with the SHA Program Manager, Federal 
Aid Office, and others through design and 
development of the bid package. During 
construction, each SHA District Engineer 
(DE) and Assistant District Engineer of 
Construction (ADE-C) will be the initial 
point of contact for the sub-recipients to 
establish the oversight expectations for 
each project located within their District. 
The ADE-C will assign various field managers 
who will be authorized as SHA construction 
compliance reviewers. These individuals will 
serve as SHA representatives to the sub-
recipients regarding compliance reviews, 
technical questions, and other information 
during the course of the project. The Area 
Material Engineer (AME), the District’s Office 
of Equal Opportunity (OEO) Compliance 
Officer, and the District’s Contract Finals 
Personnel will also be key points of contact. 
The geographical areas of responsibility are 
shown in Figure 1.

CONSTRUCTION MANAGEMENT
CHAPTER 11



72

SUB-RECIPIENT:  The sub-recipients 
shall provide SHA with a project and 
organizational/hierarchical chain 
of command including a person in 
“responsible charge” (RC) of the 
administration and construction inspection 
for the project. This person must be a 
full-time employee of the sub-recipient’s 
agency who is accountable for the project 
per FHWA Memorandum dated August 4, 
2011, that is included in Appendix G.
A consultant cannot be designated as 
the RC. If a consultant is hired to oversee 
the project, the RC must be available to 
respond to any issues on the project and be 
informed on the day-to-day activities. The 
RC and/or designated on-site consultant, 
if assigned for the daily inspection, must 
have the necessary experience, training, 
certifications, and knowledge to ensure 
that project construction and administration 
follows all requirements as described in 
the project documents, this manual, and 
standard construction practices. The RC will 
be the primary contact for SHA regarding 
contract administration issues. A sample 
sub-recipient chain of command is shown  
in Figure 2.

The RC is ultimately responsible to ensure the 
requirements described in this manual are 
followed and documented as a stipulated 
condition for receiving the Federal Aid 
associated with the project.

FEDERAL HIGHWAY ADMINISTRATION (FHWA):  
The FHWA shall provide general policy and 
regulatory guidance for use of the Federal 
Transportation funds. It is likely that the FHWA 
Area Engineer with additional staff will audit 
the project. SHA can assist the sub-recipient 
in preparing for a FHWA audit. 

To maintain SHA’s oversight responsibilities, 
SHA offices would typically be the 
intermediary between FHWA and the sub-
recipient. If applicable, SHA shall be copied 
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SUB-RECIPIENT

FILL IN SUB-RECIPIENT 
CHAIN OF 

COMMAND HERE

SUB-RECIPIENT RC

PROJECT ENGINEER

PROJECT ENGINEER

FIGURE 2: Sample Sub-recipient 
Chain of Command

*In some cases, the RC could be on the 
project level.
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On large, complex projects, a Pre-
Construction conference should be held 
before each construction phase. A sample 
SHA pre-construction conference agenda 
template is included in Appendix G.
The meeting should be documented and 
copies of the minutes transmitted to all 
invitees and other attendees.

•	 Sub-recipient:  Schedule Pre-
Construction conference. Invite 
applicable parties noted above. 
Record and distribute minutes. 

•	 SHA:  Attend and participate in the 
Pre-Construction conference.

CONSTRUCTION SCHEDULE
The contractor is required to submit and 
maintain an approved construction 
schedule according to the contract 
specifications. The sub-recipient is 
responsible to review and approve the 
schedule. SHA can provide guidance 
if requested and may also review the 
schedules. There are two types of schedules:

1.	Critical Path Method Project Schedule 
(CPM) – Maryland SHA Standard 
Specifications for Construction and 
Materials, Section 109. (This type is used 
on complex jobs with multiple phases.)

2.	Activities Chart Project Schedule – 
Maryland SHA Standard Specifications for 
Construction and Materials,            Section 
110. (This type is used on most standard 
projects.)

 
The contractor SHALL NOT begin work 
without an approved construction schedule 
in hand. The contractor shall update the 
schedule monthly. A copy of the most 
recently approved schedule will be posted 
and maintained in the Field Office and/or in 
the project files when there is no field office. 
Schedule reviews must be a topic of discussion 
at monthly Progress/Partnering meetings.

Chapter 11: Construction Management

on any direct correspondence between 
FHWA and the sub-recipient.

NOTICE OF AWARD (NOA)
After receiving the Concurrence in Award 
(CIA) Letter from SHA, the sub-recipient may 
issue the Notice of Award (NOA) letter for 
the project. A sample NOA letter is included 
in Appendix G.

•	 Sub-recipient:  Issue the NOA letter to 
the contractor. Provide copy to SHA 
District Office. 

•	 SHA:  District Office will track award 
progress and add project to the 
District’s SHA Assignment List.

NOTICE TO PROCEED (NTP)
After receiving all necessary insurance, 
traffic control plan acceptance, and/or 
any other information from the contractor 
that the sub-recipient may require, the sub-
recipient may issue the Notice to Proceed 
(NTP) letter for the project. A sample NTP 
letter is included in Appendix G.

•	 Sub-recipient:  Issue the NTP letter to 
the contractor. Provide copy to SHA 
District Office. 

•	 SHA:  District Office will track progress 
towards starting construction and 
update project information on the 
District’s SHA Assignment List.

PRE-CONSTRUCTION MEETING
After a contract is awarded, the sub-
recipient shall arrange a pre-construction 
conference in conjunction with the 
contractor. The sub-recipient shall notify 
the SHA ADE-C of the time and place of 
the conference and invite the SHA ADE-C, 
Contract Finals Personnel, AME, OEO, 
Program Manager; FHWA Area Engineer; 
as well as other typical groups with project 
involvement to include the sub-recipient’s 
applicable representatives. 
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vicinity of the project, must be established, 
clean, furnished, and fully functional (power, 
internet, phones, supplies, etc.). Section 
103 of SHA’s Standard Specifications note 
that the Field Office must be separate from 
any contractor’s office and/or storage 
space and for the exclusive use of the sub-
recipient’s engineers and inspectors. The 
contractor SHALL NOT begin work until the 
Field Office is ready.

•	 Sub-recipient:  Ensure contractor does 
not begin work until the Field Office 
is established and fully functional. 
Notify SHA and provide Field Office 
information on the Field Office and 
General Information Form. A copy of 
the form is provided in Appendix G. 

•	 SHA:  District Office will track 
notification of Field Office 
establishment and publish applicable 
addresses, phone/fax numbers, etc. 
on the District Assignment List.

SUBCONTRACTOR REQUESTS
All subcontractors must be approved by 
the sub-recipient and forwarded to SHA 
OOC for concurrence. Subcontractors 
SHALL NOT begin work until approved by 
the sub-recipient.

The request form (SHA Form OOC42 and 
OOC43 for lower tier subs) is completed by 
the contractor for each subcontractor. One 
hardcopy with original signatures is required 
for the file as well as copies of the subcontract 
agreement. After the sub-recipient approves 
the subcontractor, the documents are 
forwarded for concurrence to:

Contracts Award Team
Office of Construction, Building 4
7450 Traffic Drive, Hanover, MD 21076 
Phone #:  443-572-5214

•	 Sub-recipient:  Ensure subcontractor 
does not begin work until request is 
submitted along with a copy of the 

Every day from the Notice to Proceed 
through stopping time, charges must 
be accounted for by project staff as 
time charges will be reviewed in project 
closeout. This can be tracked as SHA 
does by using the Maryland Construction 
Management System (MCMS) software. 

Note:  The sub-recipient may use any 
accounting software to develop the 
estimate to submit to SHA. SHA uses the 
proprietary MCMS software to track 
quantities, time, and then develop 
estimates. Although not required, some 
sub-recipients obtain MCMS and have 
an agreement for support services. This 
significantly helps standardize SHA and 
FHWA audits for these projects. Because 
of familiarity and ease of use, some sub-
recipients then use MCMS on their non-
Federally funded jobs.

Time can also be accounted for by 
something as simple as a tracking 
spreadsheet like the OOC78 form, Monthly 
Summary of Construction Time Charges 
included in Appendix G.

•	 Sub-recipient:  Ensure contractor 
does not begin work without an 
approved schedule. Review and 
approve or reject all schedule 
submittals as necessary based on 
SHA requirements. Provide SHA with 
copies of approved schedules and 
correspondence. Track all time 
charges accordingly. 

•	 SHA:  District Office will track schedule 
reviews to ensure monthly updates 
are being submitted and reviewed 
by the sub-recipient. Available for 
technical support or guidance. 

FIELD OFFICE
If required for the project, the Field Office 
(or Engineer’s Office), which is set up at an 
approved location within the immediate 
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for technical support or guidance. 
Reviews compliance documentation.

PERMITS
All permits listed in the contract must 
be obtained and active prior to 
commencement of work. A copy of all the 
permits shall be kept on site in the project 
files and could also be displayed on the wall 
of the Field Office and/or the contractor’s 
Bulletin Board.

•	 Sub-recipient:  Ensure permits are 
active and available on site and 
ensure compliance with permit terms 
and conditions. 

•	 SHA:  District Construction Office and 
the Program Manager are available 
for technical support or guidance. 
Reviews compliance documentation. 

DISADVANTAGED BUSINESS 
ENTERPRISE (DBE)
The DBE Program is a Federal mandate with 
strict requirements that are listed below:

Schedule of Participation: The 
Disadvantaged Business Enterprise (DBE) 
schedule of participation is the prime 
contractor’s submittal stating what DBEs 
they intend to use to meet the DBE goal 
established in the Invitation for Bids proposal 
for the Federally funded project. The DBE 
schedule of participation Construction 
Directive 07220.100.19 and the associated 
forms are included in Appendix G.

Field Meeting: The Invitation for Bids Proposal 
requires that a DBE Field Meeting be held 
within 2 weeks of starting the project work. This 
meeting may be waived by the SHA Office of 
Equal Opportunity (OEO) Compliance Officer, 
but it needs to be documented in writing 
and on file at the project site. This would 
require a written request from the contractor 
and a written response from the SHA OEO 
Compliance Officer. 

subcontractor agreement. Review 
and approve subcontractor request 
forms (SHA Form OOC42 and OOC43 
for lower tier subs). Forward to SHA 
OOC Contracts Award Team for 
concurrence with a carbon copy 
to the SHA District Office. A copy of 
the approved subcontractor request 
with copy of the subcontract shall 
also be kept in the Field Office. Refer 
to Appendix G for copies of the 
applicable forms as well as some 
general guidance for approving 
subcontractor requests. 

•	 SHA:  OOC will review and concur 
if acceptable. District Office will 
track submittals and is available for 
technical support or guidance.

COMPLIANCE REQUIREMENTS
All project work shall comply with terms and 
conditions in the contract documents. The 
sub-recipient RC and project inspection staff 
shall ensure that project is in compliance 
with all Local, State, and Federal permits 
listed in these documents.

•	 Sub-recipient:  Ensure and document 
compliance. 

•	 SHA:  Various offices are available 
for technical support or guidance. 
(Typically start with District and/
or Program Manager.) Reviews 
compliance documentation.

RIGHT OF WAY (ROW)
A copy of Right of Way (ROW) Plats, 
Easements, and Right of Entry agreements 
needed to execute the project shall be kept 
on file for review and project records. 

•	 Sub-recipient:  Ensure documents are 
available in project files and ensure 
compliance with documents. 

•	 SHA:  District Construction Office, 
Program Manager, and/or the 
Office of Real Estate are available 
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•	 At least one truck on site must be 
owned by the DBE

•	 Copies are sent to OEO officer 

A sample of the DBE trucking activities 
report form is included in Appendix G.

Suppliers: The Prime contractor must provide 
a copy of the original delivery ticket as well 
as a copy of the invoice for the materials/
supplies provided by the DBE firm. This 
documentation must be maintained at the 
project level.

Commercially Useful Function (CUF):  A CUF 
form (OOC39) must be completed on all 
DBE firms working on the project. Include 
pictures of the DBE firm’s equipment as 
per Construction Directive 07220.100.19. 
A copy of the CUF form (OOC39) and 
Construction Directive 07220.100.19 are 
included in Appendix G.

Monthly Subcontractor / DBE Subcontractor 
Payment Report: Must be completed by 
the prime contractor, verified by the sub-
recipient, and submitted to the SHA Equal 
Opportunity Officer by the 10th of the month 
following the reporting period. A blank 
template is included in Appendix G.

•	 Sub-recipient:  Ensure all required 
forms are completed/submitted when 
due and the overall DBE program is 
properly documented.

•	 SHA:  SHA OEO Compliance Officer 
has a very active role in this process 
by leading the DBE Meeting, 
conducting audits, and receiving/
reviewing the various forms/reports 
listed above. OEO and other SHA 
offices are available for technical 
support or guidance. 

Posting Chart:  The sub-recipient must post a 
DBE chart in the field office. The chart shall 
be prominently displayed for all to see and 
for inspectors to use. The name of the DBE 
contractor and the work item number of 
the work performed by the contractor will 
be entered in the chart as each contractor 
begins work on the project. The posting 
chart is included in Appendix G.

Inspector’s Daily Report (IDR): Information 
needs to be listed on every IDR when a 
DBE is performing work on a sub-recipient 
project. The IDR will include the following 
information:

•	 Name of superintendent/foreman 
responsible for the DBE

•	 Equipment – Owned (O) rented (R), 
active and idle

•	 DBE number from DBE posted chart 

On the first and last IDR, indicate when work 
began and when work was completed 
respectively. Make an extra copy of all DBE 
IDR’s and keep in separate file. This will assist 
SHA with compliance reviews, revisions, and 
potential claims or legal action.

Subcontractor Request (OOC42): A signed 
copy of the subcontractor request form 
must be kept with the project records. 
A copy of the agreement between the 
prime contractor and any subcontractors, 
services and suppliers must be made 
available upon request.

Trucking Activities: Documentation is also 
required for the trucking activities for the 
DBE contractors, which should include:

•	 A weekly report must be submitted 
by the contractor when three or 
more trucks are on site or whenever 
requested by SHA

•	 Keep in a separate file for 	
compliance reviews
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•	 Each payroll shall be numbered 
beginning with number 1 and 
consecutively numbered through the 
end of the contract.

•	 Each payroll must include a signed/
dated statement of compliance.

•	 Contract and Federal Aid 
Participation (FAP) numbers shall be 
shown on all payrolls.

•	 All payrolls shall include the 
employee’s name, classification and 
employee identification number (Not 
Social Security Number).

•	 All payrolls shall show the employee’s 
basic hourly wage rate, overtime 
rate and the number of hours worked 
(tabulated both daily and weekly).

•	 All payrolls shall identify and include 
any fringe benefit funds and /or 
programs.

•	 All payrolls shall show the employee’s 
net pay and itemized deductions.

Additional Classifications:  Any necessary 
classification not listed in the contract 
wage rate decision shall be requested on 
Standard Form 1444 (including a copy of 
the contract’s wage rate decision with the 
submittal package). A copy of the form 
is included in Appendix G. This request 
form shall be submitted by the contractor, 
through the sub-recipient, to the SHA Wage 
and Hour Team. Copy the SHA District and 
OEO Compliance Officer.  

Wage and Hour Team
Office of Construction, Building 4
7450 Traffic Drive, Hanover, MD 21076 
Phone #:  443-572-5215

Requests will be forwarded from the 
Wage and Hour Team to the United 
States Department of Labor (U.S. DoL) for 
processing. The requested wage rate will 
be paid until the decision is received. The 
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LABOR / PREVAILING WAGE RATES
Requirements for when prevailing wage 
rates apply to a sub-recipient project are 
described in the Contract Administration 
Core Curriculum Manual (FHWA-
NHI-134077), most recent update published 
in October 2014. Page 77 of this manual 
identifies when prevailing wage rates apply:  

Applies to all Federal Aid construction 
contracts within Federal highway right 
of way when the prime contract value 
is in excess of $2,000, and all related 
subcontracts.

Note:  Prevailing wage rates would not 
normally apply to a Federal Aid highway 
construction project on a local road or rural 
minor collector, or for work done outside 
Federal Aid highway right-of-way. However, 
if the project is linked to or required by a 
Federal Aid construction project on a Federal 
Aid route (through NEPA or other contract 
requirements), prevailing wage rates will 
apply to the off-system project. Examples 
would be the separate construction of 
a required wetland mitigation site, or 
construction of a required bicycle path.

When applicable, the Labor / Wage Rate 
Program is a Federal mandate with strict 
requirements that are listed below:

Contractor and Subcontractor Payrolls:  
Prevailing wage instructions for the 
contractor are stated in the contract 
provisions. The Prime Contractor and each 
Subcontractor shall submit one copy of 
the certified payroll to the Project Engineer 
within seven calendar days after the end of 
each payroll period. The sub-recipient must 
be aware of this requirement and ensure 
that the documents are submitted and 
kept in the project files. The following are 
requirements of this section and the Project 
Engineer and/or sub-recipient’s designee 
must review for compliance:
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•	 Employee payroll compliance 
interviews are conducted as described 
in the paragraph below, documented 
on SHA Form OOC52, and checked 
against Contractor Payrolls.

•	 Additional classification requests are 
made and replies from the U.S. DoL 
are complied with.

•	 Any discrepancies are addressed 
with appropriate Contractor while 
informing the SHA OEO Officer and 
District Office.

Payroll Compliance Directive 07220.100.18 
details the administrative requirements 
for Payroll Compliance. This directive is 
included in Appendix G.

In the field, an inspector shall perform a 
payroll compliance interview for every 
contractor employee (except supervisory) 
as soon as possible after they begin work. 
Every three months, a follow up interview 
shall be performed. Use the SHA Form 
OOC52, Payroll Compliance Check, 
and have it signed by each respective 
employee. The sub-recipient should verify 
that the OOC52 has been completed and 
the form should be used to compare to the 
contractor’s certified payroll when received. 
The SHA Form OOC52, Payroll Compliance 
Check, is included in Appendix G.

SHA Form OOC53 Payroll Compliance Report 
must be used as a checklist when verifying 
certified payrolls. In addition, Form OOC54 
Payroll Summary Report must be used to 
keep record of each payroll received, when 
checked/verified and discrepancies found. 
These forms are included in Appendix G. 

A statement of compliance should be 
attached to each payroll. The sub-recipient 
is also responsible to ensure that the 
following requirements are followed:

decision will be transmitted to all parties as 
soon as it is received from the U.S. DoL. 

Project Bulletin Board:  The Contract 
Provisions require that the contractor place 
a 4’ x 8’ waterproof bulletin board displayed 
visibly on project and where employees 
gather that is publically accessible. 
The required information is given to the 
contractor at the Pre-Construction Meeting 
and/or at the DBE meeting with the Equal 
Opportunity Officer. The wage rates shall 
also be posted on the bulletin board. 

Payroll Compliance Requirements:  The 
sub-recipient is responsible for ensuring 
that the Prime and Subcontractor(s) 
payroll documentation is complete and 
maintained in the project files. The District or 
other designated representative will have 
the authority to inspect the documentation 
for compliance during any visit or audit. 
The sub-recipient is responsible to ensure 
that the following items or actions are 
completed during the project:

•	 Payrolls are checked and a copy is 
stored in the project files.
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and Specifications for Soil Erosion and 
Sediment Control and Field Guide for 
Erosion and Sediment Control, and can be 
found on SHA’s website. 

All permits listed in the contract must be 
obtained by the sub-recipient and active 
prior to commencement of work. A copy 
of all the permits shall be kept on site. The 
terms of the Erosion and Sediment Control 
(E&SC) permit must be strictly followed. The 
sub-recipient will need to partner with the 
Maryland Department of the Environment 
(MDE) and/or other permitting authority. 
The sub-recipient must notify MDE of the 
impending project before commencement 
of work. Permit requirements may include:

•	 Ensuring the contractor submits the 
name and qualifying credentials 
of their designated Erosion and 
Sediment Control Manager (ESCM). 
Certifications include:
•	 Maryland Department of 

Environment (MDE) Responsible 
Personnel Certification (RPC), 
formerly called “Green       
Card” Certification

•	 MD SHA “Yellow Card” 
Certification when on SHA Right 
of Way

•	 Hosting an “E&SC pre-construction 
meeting” prior to any soil 
disturbance.
•	 Discuss the proposed E&SC Plan
•	 Discuss sequence of construction 

and any specific permit 
conditions. 

•	 Invite appropriate MDE 
or permitting authority 
representatives.

•	 Conducting inspections of E&SC and 
documenting findings (frequency 
determined at meeting).		
	

•	 Ensure that the prevailing wage rate 
is paid.

•	 Verify that the proper classification 
listed is approved for contract. 

•	 Ensure that payrolls are received in a 
timely manner.

Any non-compliant issues should be referred 
back to the contractor for corrections and 
notify OEO when necessary.

Work Force Analysis:  The contract 
provisions require that the prime contractor 
submit a monthly workforce utilization 
report to the SHA District OEO Compliance 
Officer, which is required for the first three 
months of construction.

•	 Sub-recipient:  Ensure the overall 
Wage / Labor Rates and program 
requirements are followed, all 
required forms are completed/
submitted when due, and proper 
documentation is kept in an 
organized filing system. 

•	 SHA:  SHA OEO Compliance Officer 
and other SHA offices are available 
for technical support or guidance.

ON THE JOB TRAINING (OJT) 
REQUIREMENTS
SHA addresses this FHWA requirement with 
state administered contracts and 
will therefore not be required on sub-
recipient projects.

•	 Sub-recipient:  None. 
•	 SHA:  Meet FHWA required OJT goals 

on SHA projects.

EROSION AND SEDIMENT 
CONTROL (E&SC)
Erosion and sediment controls are required 
by law for most projects. Additional 
references are the 2011 Maryland Standards 
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The TCM shall be on site whenever the 
contractor’s operations involve daily 
lane closures, flagging operations, or any 
disruption to normal flow of traffic. The TCM 
will be the direct contact to the sub-recipient 
RC and/or designated on-site project staff 
for any traffic control issues and will have the 
authority to direct employees as needed 
to remedy any MOT deficiencies without 
delay. The TCM will request lane closure 
permits through the SHA District Office when 
working on or adjacent to SHA roadways. 
The TCM will prepare daily inspections reports 
documenting all activities pertaining to 
MOT including use of lane closures, flagging 
operations, traffic accident/incidents within 
project limits, etc. if required by the sub-
recipient. If required, the sub-recipient RC 
and/or designated on-site project staff shall 
receive copies of the MOT Reports on a daily 
basis and will maintain copies of MOT Reports 
at the field office. 

•	 Sub-recipient:  Ensure contractor 
has a designated TCM with current 
certifications, who is on site anytime 
the project requires disruption to the 
normal flow of traffic. Perform Traffic 
Control Quality Assurance inspections 
as necessary. Document daily 
Maintenance of Traffic set-ups on IDRs. 

•	 SHA:  District Traffic Office is available 
for technical support or guidance.

SAFETY 
Safety, in a variety of forms, must be 
the highest priority on any project. The 
sub-recipient shall be aware of safety 
requirements and inspect to ensure the 
proper measures are being taken. 

Safety of the jobsite and for the workers/
inspectors carries many mandatory 
requirements. The contractor is required 
to be aware of and abide by all U.S. 
Department of Labor Occupational Safety 
and Health Administration (OSHA) and 

•	 The contractor will perform 
Quality Control (QC) inspections.

•	 The sub-recipient will perform 
Quality Assurance (QA) 
inspections.

The sub-recipient is the permittee because 
they obtain the required environmental 
permits to include the E&SC permit. 
Therefore, SHA’s Office of Environmental 
Design (OED) Quality Assurance inspection 
team will not inspect these projects as they 
do for standard SHA projects. However, SHA 
would be available for technical guidance 
if requested by the sub-recipient.

•	 Sub-recipient:  Ensure permits are 
active and available in project files 
on site and ensure compliance with 
permit terms and conditions. 

•	 SHA:  District Construction Office, 
Office of Environmental Design, 
and/or Highway Hydraulics Division 
are available for technical support 
or guidance. Reviews compliance 
documentation. 

MAINTENANCE OF TRAFFIC (MOT)
Traffic control for motorists, pedestrians, 
and bicyclists must be considered for every 
project. Maintaining a safe flow of traffic is 
critical. The contractor is required to submit 
the name and qualifying credentials of 
their designated Traffic Control Manager 
(TCM) prior to the start of any work involving 
traffic control. The TCM must possess a 
current Temporary Traffic Control Managers 
Certification as provided by the Maryland 
Transportation Builders and Materials 
Association (MTBMA). A copy of this 
certification card will be kept in the project 
file for all project TCMs. The contractor is 	
also required to use Maryland certified 
flaggers with the appropriate Flagging 
Certification card.	
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The contractor shall submit the name 
and qualifications for their company’s 
“Competent Person” in charge of safety.

Safety for the public (motorists, 
pedestrians, bicyclists, nearby residents, 
etc.) is also a primary concern. The 
contractor shall conduct the work to 
ensure the least practicable obstruction/
disturbance. Accommodations made to 
provide safe travel through a construction 
area shall be implemented. 

•	 Sub-recipient:  Ensure proper 
safety measures according to 
the Contractors Safety Plan and 
accommodations according to the 
design are implemented. 

•	 SHA:  Available for technical support 
or guidance. OOC Safety Inspectors 
will also periodically visit jobsites to 
inspect and are available to assist with 
any questions.

MATERIAL CLEARANCE 

Overview
A critical element of any project with 
Federal funding is Material Clearance. 
Material Clearance is required to assure 
that the quality of the materials used are 
designed, produced and placed to meet 
Federal requirements, as well as the system 
preservation, safety and environmental 
needs of the state’s communities. The 
project cannot be closed out until it 
receives “Material Clearance.”

All materials must be sampled, tested, 
and inspected to comply with details as 
published in SHA specifications at the time 
of award. The sub-recipient must perform 
the Monthly Material Clearance Procedures 
in accordance with the State QA Program. 
The requirements for each material are 
established and deviations from these 
limits are prohibited except when, in the 

Maryland Occupational Safety and Health 
(MOSH) standards and requirements.

•	 The contractor and subcontractor 
shall permit inspection without delay 
and at any reasonable time on all 
premises where the work is being 
performed, by a Federal or state 
inspector authorized to investigate 
compliance with associated Federal 
and state statutes and regulations.

•	 The contractor shall agree to correct 
any violations found to exist during 
such inspection within a reasonable 
time after the issuance of any citation, 
unless he contests the validity thereof 
through the appropriate administrative 
and judicial process.
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and supplier for each material. SHA’s OMT 
representatives review the SOS listing. This 
is accomplished by two possible methods 
depending on the type and size of the 
project:

•	 For larger projects (Federal Aid Bridge, 
Appalachian Regional Commission, 
etc.), the SOS is submitted using SHA’s 
web-based Materials Management 
System (MMS). 
•	 After creating an MMS account 

and designating authorized 
company representatives, the 
contractor will enter the SOS 
information into MMS.

•	 SHA’s OMT Area Materials 
Engineer and their staff are 
the primary representatives 
to review the submittals and 
approve if acceptable, or 
reject with explanation to the 
contractor of what needs to be 
changed/included. 

•	 The contractor would continue 
to work through the submittal 
process for each material       
until approved.

•	 Note:  SHA’s OMT staff is 
available to provide a tutorial for 
new contractors and help walk 
them through the process.

•	 For smaller projects (Safe Routes to 
School , Transportation Alternative 
Program, Recreational Trails, etc.), 
an SOS letter is sent to SHA’s OMT 
Materials Management Division in 
Hanover according to the process 
described in the “Format and 
General Instructions For Source 
of Supply Submittals” document 
included in Appendix G.
•	 The contractor will write   

the SOS letter and gather 
associated materials data 
paperwork for submittal.

judgment of the Engineer, the deviation 
will not be detrimental to the work. In 
these cases, refer to the appropriate 
specification governing price adjustments 
for nonconformance.

By the time the project reaches the 
construction phase, the sub-recipient 
must have already contacted SHA’s 
OMT prior to executing the project to 
determine materials testing requirements 
and associated expenses. SHA would 
have provided general requirements and 
an associated cost estimate with the sub-
recipient agreeing to those costs.

Within 30 days after receipt of notification 
of award of the contract the contractor 
shall submit in writing, to the SHA Office of 
Materials Technology (OMT), the proposed 
sources of all materials to be incorporated 
into the project. Update and submit all 
nursery stock sources to OMT 45 days prior to 
the planting season in which the planting is 
to begin. Do not introduce material into the 
work until sources are approved. All source 
approvals are made subject to continuing 
production of materials conforming to these 
specifications. Material sources may be 
rejected where it is evident that the material 
tends to be of marginal quality when 
compared to the limits in any of its specified 
properties. The sub-recipient must sample 
according to the SHA’s Sample Testing and 
Frequency Guide unless otherwise directed. 
SHA also reserves the right to inspect and/
or test any material on the project for 
specification compliance at any time during 
construction.

Source of Supply
The prime contractor and SHA’s OMT 
complete a majority of the workload 
associated with materials clearance. 
The contractor must submit a Source of 
Supply (SOS) listing for all items used on the 
project, which identifies the manufacturer 
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certification or Public Interest Finding 
(PIF) may also be required and should 
be discussed with SHA District, OMT, and 
Program Manager in these rare instances.    

The sub-recipient project inspection staff 
must ensure that a source of supply is 
submitted for all materials and approved 
PRIOR TO USE on the project. The sub-
recipient must keep also copies of all 
records of SOS on the site for review. The 
project inspection staff will then also ensure 
the materials come to the jobsite with the 
required paperwork/stamp indicated on 
the source of supply approval. The sub-
recipient RC must ensure that this procedure 
is followed and that no payments are 
made for any work that may have been 
completed without material approval. It 
is acceptable and expected to withhold 
payment for items of work that do not yet 
have material approval. 

Atypical Roadway Materials Requests 
Some projects may contain materials that 
are not used on standard roadway projects. 
These materials would not be items SHA 
typically uses. In this case, the material 
to be used shall either be specified in the 
plans/contract documents or the designer 
of record kept on board to review and 
approve these types of material submittals.        

Materials Testing 
Materials QA/QC testing procedures must 
follow SHA protocol. The sub-recipient will 
follow all procedures for material testing 
and acceptance as outlined in the State 
Quality Assurance Manual, including 
Material Testing Frequencies, Standards, 
and Personnel Qualifications. Some 
examples are:

•	 SHA Materials Inspector checking 
a steel beam in the manufacturing 
plant and stamping it prior to 
shipment to the jobsite.

•	 SHA’s OMT Materials 
Management Division 
representative in Hanover 
will review the submittals and 
approve if acceptable or 
reject with explanation to the 
contractor of what needs to be 
changed/included. 

•	 The contractor would continue 
to work through the submittal 
process for each material       
until approved.

•	 SHA’s OMT Materials 
Management Division 
representative in Hanover will 
respond to the letter by returning it 
with notations, which will indicate 
acceptance procedures.

When performing the source of supply 
reviews, SHA’s OMT representatives will 
acknowledge that these are sub-recipient 
projects and may contain some local 
characteristics not on SHA’s Qualified 
Product List (QPL). (The QPL is available on 
the SHA website in the Business Standards 
and Specifications section.) For example, 
having a green signal pole to match the 
décor of all other signal poles in the city or 
use of a locally produced stone aggregate 
on a trail project to match the regional 
terrain could be perfectly acceptable. As 
long as the requests are off the state system 
(not going back to SHA for ownership and 
maintenance after project completion), 
would not compromise the integrity 
(structural or otherwise) of the project, 
and are not considerably more expensive, 
then SHA will work with the sub-recipients 
to meet the aesthetic and other local 
characteristic goals of the project. This can 
be accomplished with an SHA Form 14 or 
by working directly with the Area Materials 
Engineer and/or Materials Management 
Division Chief for approval. FHWA 
coordination in obtaining an approved 

http://www.roads.maryland.gov/Index.aspx?PageId=600)
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Material Description, Quantity Paid, 
Date, and Inspector Signature. 

•	 The Inspector Daily Report (IDR) shall 
document any material received 
and used on the project and include 
the ticket numbers. 

•	 Material tickets should be filed under 
a particular pay item for easy access 
and review during an audit.

Clearance Reporting and Materials 
Clearance Letter
The sub-recipient shall submit regular material 
clearance reports to OMT. (If completed 
prior to finalizing an estimate, the sub-
recipient can ensure materials are cleared 
before making payment to contractor.) The 
sub-recipient must follow up on any materials 
that may not have been cleared on previous 
reports. A Materials Clearance Report 
and Materials Approval Status Report are 
included in Appendix G.

At the conclusion of the project, all 
materials must be cleared. When that 
is complete, SHA will issue a Materials 
Clearance letter, which is a requirement for 
project closeout.

•	 Sub-recipient:  Ensure that the SOS 
is promptly submitted to SHA’s OMT. 
Ensure materials are approved 
before use on project. Perform 
materials sampling, testing, etc. as 
specified. Collect tickets and invoices 
as described. Submit monthly 
Materials Clearance Report.   

•	 SHA:  OMT will review and approve 
SOS. OMT will review the monthly 
Materials Clearance Report and 
generate the Materials Approval 
Status Report. OMT will issue the 
Materials Clearance letter when all 
material issues are resolved. OMT 
and the District Construction staff are 
available for technical guidance.

•	 A certified project inspector taking 
concrete cylinders or HMA box 
samples according to the frequency 
guidelines and sending in for testing 
when ready.

•	 SHA’s Pavement Marking Technician 
coming out to test retro-reflective 
properties prior to final acceptance. 

•	 A certified project inspector with a 
nuclear badge taking a compaction 
reading with the nuclear gauge.

The sub-recipient’s inspection staff must 
verify the material on site is approved by 
following the acceptance procedure 
noted on the SOS. This may require testing, 
collecting manufacturer’s certification, or 
visual inspection etc.

The sub-recipient can use SHA’s lab for 
QA testing of many standard materials 
(at a cost to the project), or contract with 
a certified third party materials testing 
agency. This must be discussed with SHA 
prior to execution of the contract and 
should be discussed at the Pre-Construction 
Meeting to ensure all parties understand the 
predetermined testing process. 

Materials Tickets and Invoices
Records of all materials used on the project 
must be kept on file as follows:

•	 Material tickets that are the basis for 
Item payments (i.e. Tons, CY, etc.), 
which shall be signed and dated 
by the sub-recipient inspector and 
include Item Number, Description, 
Payment, Date and Location where it 
is installed. 

•	 Any adding machine check and tape 
must also be attached to the forms. It is 
also recommended that the inspector 
attach an identification slip to all 
tickets that include Contract Number, 
Item Number, Item Description, 
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Construction Safety certification is also 
fundamental for inspectors.

Possible inspection sources include the 
sub-recipient’s in-house forces, a consultant 
hired from a contract with the sub-recipient, 
and/or a consultant working on the SHA’s 
District Construction Inspection contracts.

Note:  If the sub-recipient planned to 
use a consultant working on SHA’s 
District Construction Inspection 
contract, they would have first 
discussed availability with the District 
ADE-C. If the District had inspector(s) 
available, a separate estimate would 
have been drafted and agreement 
signed for the sub-recipient to 
reimburse SHA for the inspector’s 
expenses while working on the project. 
These discussions would have occurred 
weeks prior to the start of construction.

•	 Sub-recipient:  Determine who will be 
inspecting the work on the project. 
Ensure adequate construction 
inspection staff is present during 
all construction activities. Ensure 
inspectors assigned to projects have 
the required experience, credentials, 
and certifications. If applicable 
and inspectors are available, reach 
agreement with SHA on using their 
inspection services. 

•	 SHA:  Available for technical support 
or guidance in determining what 
inspector certifications are required 
for each project. If inspection services 
are requested, and inspectors are 
available, the District will reach an 
agreement with the sub-recipient to 
provide inspectors. 

INSPECTION REQUIREMENTS
Adequate construction inspection staff must 
be present during all construction activities. 
Personnel assigned to inspect these projects 
with Federal funds are required to have and 
maintain proper experience and credentials 
throughout the duration of the project. 
In addition to construction inspection 
experience, inspectors must have the 
required certifications related to the specific 
elements of each project. 
  
Maryland participates in the Mid-Atlantic 
Region Technician Certification Program 
(MARTCP) to certify inspectors in several 
material related areas. MARTCP currently 
develops and administers core training 
programs in hot mix asphalt, concrete, soils 
and aggregates, and pavement markings. 
These certifications are required for 
inspectors/technicians performing hands-on 
testing of products used on projects.

The Maryland Department of the 
Environment (MDE) Responsible Personnel 
Certification (RPC), formerly called Green 
Card, certification is offered online. This 
certification is required for inspectors/
technicians performing duties on any 
project with any form of Erosion and 
Sediment Controls. 
	
The Maryland Transportation Builders and 
Materials Association (MTBMA) offers courses 
for certification in Erosion and Sediment 
Control “Yellow Card” training (required for 
inspectors/technicians performing duties 
on any project with any form of Erosion and 
Sediment Controls on SHA Right of Way), as 
well as Temporary Traffic Control Manager’s 
training (required for inspectors/technicians 
performing duties on any project with any 
form of Maintenance of Traffic).

Although not a core requirement, the U.S. 
Department of Labor Occupational Safety 
& Health Administration (OSHA) 10-hour 
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 The SHA District Engineer or designee 
(typically the District Contract Finals 
Personnel) shall periodically inspect during 
construction, the sub-recipient’s project files 
for compliance with Federal requirements. 
Organization and content of the project 
file is one indicator of the effective and 
efficient management of the project by the 
sub-recipient RC. It also minimizes resources 
necessary for conducting process reviews. 

INSPECTOR DAILY REPORTING (IDR)
The sub-recipient may use SHA’s IDR form 
or their existing IDR for recording the 
work, if their report form includes all the 
necessary elements and sections required 
by SHA. The daily recorded information on 
the report must follow the Directives and 
Memorandums on procedures as outlined 
in the IDR Memorandum 07210.100.14. 
It is important to note that all payments 
to the Item Ledger and Item Summary 
must originate from the IDR. The IDR 
Memorandum 07210.100.14 contains a 
detailed listing of the required elements for 
the IDR and a sample of the form used by 
SHA. This form can be copied and used on 
projects. The IDR Directive (Construction 
Directive 07220.100.16) and Construction 
Memorandum 7210.100.14 concerning IDR’s 
are included in Appendix G.

ITEM LEDGER AND ITEM SUMMARY
The Item Summary Book must have a title 
sheet page, Inspector Signature Sheet, 
and an Item Summary Page for each Item. 
The Item Summary must contain the final 
payment quantities only. No estimated 
payments can be entered into the Item 
Summary. All Contract Payments that 
are area or volume payments must be 
sketched, and show the formula and the 
calculations for the payment quantity. 
Linear foot payments may have to be 
sketched if station locations do not match 
payments. The OOC4 Sketch Book Title 

CULTURAL RESOURCES 
The contractor shall be aware of the 
potential effect of the discovery of cultural 
resources on projects. During construction, 
if anything appears to be a cultural 
resource of a historical, archeological, 
or paleontological nature, work shall be 
stopped and contact made with the 
RC and SHA District Office. Depending 
on the location of the potential finding, 
SHA’s Cultural Resources team from the 
Environmental Planning Division (if on SHA 
ROW), Maryland Historical Trust, or other 
comparable local cultural resources/
historical office would need to visit the site 
for determination of how to continue. 

•	 Sub-recipient:  Be aware of potential 
cultural resources and respond as 
described above if findings are 
discovered. 

•	 SHA:  Available for technical support 
or guidance. Cultural Resources team 
from the Environmental Planning 
Division can respond if necessary. 

RECORD KEEPING 
The project files to be maintained by the 
sub-recipient must be complete and 
available at a single location. The files 
must be organized and maintained in a 
manner that permits inspection by SHA and 
FHWA personnel during project inspections, 
process reviews, or random checks. (Record 
retention is covered in Section 5.5.)
 
Whenever the sub-recipient is unable to 
produce requested data or information, 
it will be assumed by reviewing personnel 
the required actions were either never 
performed or not properly documented. 
This could be sufficient reason to withhold 
reimbursement. Insufficient record keeping 
can result in non-participation of Federal 
funds on either the entirety or part of 
the project. Organized project files can 
eliminate these negative consequences.
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agendas and taking accurate minutes for 
distribution afterwards are key components. 
Issues should be assigned to appropriate 
parties and tracked through resolution.

•	 Sub-recipient:  Identify stakeholders 
and invite to regular Progress/
Partnering Meetings. Lead meetings by 
sending out agendas prior to meeting 
and distributing minutes afterwards. 
Track issues through resolution. 

•	 SHA:  Participate in Progress/
Partnering Meetings and be available 
for technical support or guidance.
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Sheet, OOC5 Signature Sheet, and OOC6 
Summary of Final Quantities forms will be 
used to document the item ledger. These 
forms are included in Appendix G.

•	 Sub-recipient:  Ensure records are 
kept in an organized manner as 
described above. 

•	 SHA:  Available for technical 
support or guidance in record 
keeping. The District Contract Finals 
Personnel periodically inspects 
project records during construction.

PROGRESS/PARTNERING MEETINGS 
Projects will continually make progress 
throughout the life of a job. While the project 
staff observes this movement on a daily 
basis, others also need to be updated on 
the progress and any issues that may arise. 
Progress meetings are an excellent way to 
update all those involved in a project. During 
busy construction periods, once a month is a 
good timeframe to hold meetings. During the 
winter or other slow periods, less frequently 
held meetings may be appropriate. 

Project partnering, both formal and 
informal, is another way to make a 
project successful. Partnering creates an 
atmosphere of open communication, trust, 
and honest dialog among all stakeholders 
who are involved in the project. The 
partnering process is an effort encouraged 
by the Maryland Quality Initiative (MdQI). 
Partnering resources including a detailed 
Partnering Manual can be found on MdQI’s 
website. Several key partnering tools (listed 
below) are included in Appendix G:

•	 Sample Agenda
•	 Sample Meeting Minutes
•	 Issue Resolution Chart

These update sessions are commonly referred 
to as Progress/Partnering Meetings and have 
become standard practice. Sending out 

http://mdqi.org/partnering
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REQUESTS FOR INFORMATION (RFI)
Quite often design or material questions will 
arise during construction. These questions 
can be formalized using the Request for 
Information (RFI) process, so that all parties 
have definitive timelines and written 
requests/responses. 

Design related questions will usually have to 
be coordinated with the designer of record. 
In most cases, the RC will have to maintain 
some type of service from the designer 
to assist in answering these questions. The 
designer may also have input in materials 
related questions. SHA’s Office of Materials 
Technology will also be able to assist with 
materials questions if needed. 

•	 Sub-recipient:  Take the lead in 
receiving/responding to RFIs. Maintain 
designer services to assist with 
responses.  

•	 SHA:  Available for technical support 
or guidance. Will need to review 
responses that will result in a change 
order that documents more detail.

CHANGE ORDERS
Change orders are inevitable to occur for a 
variety of reasons. The sub-recipient should 
begin discussing the potential of a change 
order and the circumstances involved 
(reasoning, timing, cost implications, etc.) 
with SHA (District Office and the Program 
Manager) as soon as it becomes evident 
that one may be necessary. SHA’s Program 
Manager would give the verbal consent 
to continue with the CO process. Approval 
from SHA is necessary prior to executing the 
change order. 

Process
Step 1: When the contractor or Project 
Engineer informs the RC of a situation for 
which a change order will be necessary, a 
written request for prices and/or schedule 

DOCUMENT FILING SYSTEM
The filing system should be an orderly 
arrangement that will make all 
documentation readily available. This 
organization can be done with hardcopies 
and/or electronically. More than one 
person should be able to produce the 
documentation in the filing system. Some 
critical documents include, but are not 
limited to, the following:

•	 Contract Plans
•	 Contract Specifications
•	 Notice of Award, Notice to Proceed
•	 Permits
•	 Agreements with Others (i.e. ROW, 

Utilities, Railroads, etc.)
•	 Disadvantaged Business Enterprise 

(DBE) Schedule of Participation           
& Documentation

•	 Certified Payrolls
•	 Contractor’s Liability Insurance
•	 Subcontractor Approvals and Copies 

of Subcontracts
•	 Approved Initial Construction 

Schedule and Subsequent Schedule 
Updates

For a detailed organizational structure for 
an SHA documentation filing system used 
for Federally funded projects, please refer to 
Appendix G. Every project’s documentation 
files will be somewhat unique due to the 
specific project aspects. 

•	 Sub-recipient:  Ensure proper 
document filing system is 
implemented. 

•	 SHA:  Available for technical support 
or guidance.
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Step 4: Once agreement has been 
reached on price and time, the sub-
recipient must get a confirmation approval 
from the SHA Program Manager that funds 
are available and obtain their endorsement 
before further processing. After getting 
this confirmation, the sub-recipient must 
prepare the following SHA forms that are 
included in Appendix G with samples: 

•	 Change Order Cost Estimate, OOC25 
(Available as an Excel file.)

•	 Change Order (Available as a    
fillable pdf.)
•	 Ensure form is completely 

filled out to include: Item #, 
Description, Quantity, Reason 
Code (See Change Order 
Reason Code Description Sheet 
in Appendix G), and Value 

•	 Prior Approval form, OOC23 
(Available as a Word file.)
•	 Note – This form is required only if 

one of the following apply:
•	 Any single CO > $500,000
•	 Any CO that results in a 

project cumulative CO 
dollar amount > $500,000

•	 Any CO > 10% of bid 
amount and every CO 
after that

•	 Any CO > 10% of contract 
time and every CO 	
after that

•	 Initial Notification of Apparent Design 
Error and/or Omission form, OOC21 
(Available as a Word file.)
•	 Note – Only required if the CO is 

a result of an apparent design 
error and/or omission. 

•	 See Design Error and/or Omission 
Requirements section below for 
additional information.

impacts is sent to the contractor. (If this 
will be a lump sum item, an itemized 
breakdown must accompany the 
contractor’s price). 

Step 2: While awaiting the submission of 
prices and/or schedule impacts, the sub-
recipient should compile an independent 
cost estimate for future comparison 
to determine if the contractor’s price 
is reasonable. Normally, the SHA Price 
Index is used to compile this estimate, as 
it contains bid prices for all types of work 
on various contracts throughout the state. 
The Price Index is available on the SHA 
website in the Business Standards and 
Specifications section. 

Step 3: When the contractor’s price is 
received, it should be compared to the cost 
estimate to determine if further discussions 
or negotiations will be necessary. 

•	 If a price is particularly low, a 
discussion with the contractor is 
necessary to ensure they understand 
the scope of work.

•	 If a price is too high and a lower price 
will be sought, a letter should be sent 
to the contractor requesting a lower 
price or a price breakdown. 

•	 If a higher than average price 
is submitted, but is reasonable 
for the situation (small quantity, 
extra mobilization, etc.), then the 
justification must be noted.

If the contractor requests a time extension, 
the duration request will also need to 
be justified. A time extension will only be 
considered and/or approved if the work 
or impact affects the critical path or 
controlling item of work. Delays caused by 
utility, permit, railroad, etc., that require 
a time extension would not typically be 
eligible for Federal funds. 

http://sha.md.gov/Index.aspx?PageId=34
http://sha.md.gov/Index.aspx?PageId=34
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package will be scanned and emailed to 
the SHA District Office, who will give a brief 
cursory review before sending to the SHA 
Office of Construction’s Engineering Support 
Section. The Engineering Support Section 
will review and obtain the appropriate 
level of Prior Approval on the Prior Approval 
Form, OOC23. The package will then be 
scanned and emailed back to the District 
for distribution to the sub-recipient. 

Step 7: The Change Order will then be sent 
to the contractor for their signature in the 
appropriate block. 

Step 8: When the original signed Change 
Order is received from the contractor 
(no e-mails or faxes are permitted), the 
hardcopy package will be delivered 
to the District Construction Office. The 
District Engineer will sign and the District 
Construction Office will send the package 

The SHA District Construction Office will 
be able to provide guidance if there are 
questions in filling out these forms. The 
forms should be packaged together with 
supporting documentation.

Step 5: If project is classified as FHWA “Non-
Exempt,” “Project of Division Interest (PoDI),” 
or “Project of Corporate Interest (PoCI),” then 
the next step (before obtaining SHA Prior 
Approval) is to obtain FHWA Area Engineer 
approval. The Change Order package 
will be scanned and emailed to the FHWA 
Area Engineer for review. ( Copy the District 
Construction Office.)  If acceptable, they 
will stamp as “Approved,” sign/date, scan 
and email back. (Projects not in one of these 
categories will skip this step.)

Step 6: If SHA Prior Approval is needed for 
one of the four bullets listed under Step 
4 above, the complete Change Order 
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detailed records must be kept, including 
but not limited to, pay rate, fringe benefits, 
payroll burden, overhead/profit, materials, 
and equipment (i.e., make, model, year, 
owned, rented, idle, etc.). It is highly 
recommended that the sub-recipient read 
TC-7.03 very thoroughly before choosing 
to utilize this specification. An alternative 
is to keep force account type records for 
informational purposes while negotiating a 
mutually acceptable settlement, without 
formally implementing the force account 
specification. Force Account work should 
be documented with SHA’s Daily Force 
Account Report form, OOC79 (Available as 
an Excel file in Appendix G).

Design Error and/or Omission Requirements
In the event that there is an apparent 
design error and/or omission that will result in 
a change order, the issue should be brought 
to the attention of the District Construction 
Office and the Program Manager. SHA has 
published guidance (Construction Directive  
07220.100.24, included in Appendix G) to 
establish procedures for identifying and 
documenting apparent design errors and/
or omissions. After notification, the District 
Construction Office and the Program 
Manager will work with the sub-recipient 
to make these procedures fit the specific 
design conditions of the project and jointly 
determine if reimbursement from a design 
consultant will be pursued. 

Materials Clearance Requirements
Materials Clearance is required on change 
order materials comparable to all other 
contract items. If a source of supply needs 
to be submitted for any material used in the 
Change Order work prior to final approval, 
the sub-recipient shall contact the SHA Office 
of Materials Technology Area Materials 
Engineer or their designated representative 
to establish a new item identification number 
and add to the tracking database.

to the SHA Office of Construction’s 
Engineering Support Section for approval.

Step 9: The SHA Office of Construction’s 
Engineering Support Section will review and 
obtain the final approval signatures before 
sending back to the District for distribution 
to the sub-recipient. Review and approval 
of the change order will normally take two 
to four weeks at this step, depending on the 
complexity and cost.    
  
Step 10: The Change Order is now fully 
approved and the Project Engineer will be 
able to pay for the work associated with the 
change order on the next progress estimate 
after the work has been completed.

Note:  Sub-recipient must have SHA’s prior 
approval in order to change the project 
limits, regardless if Federal funds are used. 

Local Sub-recipient Approval
It is acknowledged that sub-recipients 
may also need to get a change order 
approved through their leadership (County 
Commissioners, Mayor, etc.) in accordance 
with their local policies and procedures. This 
would be accomplished in addition to the 
SHA required process described above.

Force Account
In the event that a contractor is required 
to perform work for which there are no 
contract pay items, the work has been 
deemed non-incidental in any way to the 
original contract, and the sub-recipient 
and the contractor cannot come to an 
agreement on price, it may be necessary to 
keep force account records, as per Section 
TC-7.03, of the Standard Specifications for 
Construction and Materials. Note that when 
utilizing formal force account procedures, 
the owner (sub-recipient) has certain 
authority regarding regulation of the work 
(i.e., number of laborers and foremen 
engaged in the work, etc.). In addition, very 
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and organized/maintained in a manner 
that permits inspection by SHA and FHWA 
personnel during an audit.
 
Whenever the sub-recipient is unable to 
produce requested data or information, 
it will be assumed by reviewing personnel 
the required actions were either never 
performed or not properly documented. 
This could be sufficient reason to withhold 
reimbursement. Insufficient record keeping 
can result in non-participation of Federal 
funds on either the entirety or part of 
the project. Organized project files can 
eliminate these negative consequences.

A tool to prepare for audits is the FHWA 
Construction Inspection Checklist or Audit 
Checklist, which is included in Appendix G.

A project closeout audit is required by the 
District Contract Finals Personnel prior to 
processing of final reimbursements and 
contract closeout. The District Contract Finals 
Personnel will primarily check estimates, IDRs, 
pay quantities, and all applicable closeout 
records identified above. Any discrepancies 
will be noted and must be corrected before 
the project can be closed out. Once any/
all discrepancies have been addressed, 
the District Contract Finals Personnel will 
complete a modified District Engineer’s 
Certification (OOC3, District Engineer’s 
Certificate of Completion of Work) to 
cover topics applicable to sub-recipient’s 
project. A copy of this certification will go 
to the sub-recipient. This District Engineer’s 
Certification will be submitted as part of the 
final payment package.

•	 Sub-recipient:  Ensure records are kept 
in an organized manner and ready 
for an audit. Project staff shall be 
available during an audit to provide 
all requested information to auditors. 

•	 SHA:  Periodically inspect project 
records during construction. Assist 

•	 Sub-recipient:  Coordinate with SHA 
as soon as it is known a change order 
is necessary. Prepare independent 
cost estimate. Obtain prices from 
contractor. Determine if negotiations 
are necessary and proceed as 
appropriate towards price agreement. 
Document on SHA Change Order 
Form and submit to SHA.  

•	 SHA:  District Construction Office 
is available for technical support 
or guidance throughout process 
and serves as a pass through for 
documents going to the OOC. OOC’s 
Engineering Support Section obtains 
prior approval and final approval. 
Return to sub-recipient for execution. 

Audits
As mentioned in the Record Keeping 
Section, the SHA District Engineer or designee 
shall periodically inspect, during construction, 
sub-recipient’s project files for compliance 
with Federal and State requirements. Audits 
could be performed by the following:

•	 District Contract Finals Personnel, 
who primarily checks estimates, 
IDRs, and close out records.

•	 OEO Officer, who primarily checks 
for certified payrolls, DBE, OJT, etc. 
requirements. 

•	 District Construction Staff Members, 
who may check any aspect of        
the project.

•	 Program Manager’s Office, who may 
check any aspect of the project.

•	 Federal Highway Administration, who 
may check any aspect of the project.

•	 U.S. Department of Labor, who 
primarily checks labor related areas. 

For this reason, it is imperative that files must 
be complete, available at a single location, 
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sub-recipient in preparation for 
Federal Audit. District Contract 
Finals completes closeout audit 
and a modified District Engineer’s 
Certification prior to processing          
of final reimbursements and    
contract closeout.

Punchlist / Incremental Acceptance 
for Maintenance
As the project nears completion, the 
Project Engineer should be generating a 
project punchlist in coordination with the 
contractor, and the contractor should then 
be working to complete these items. 

When the RC and project staff believe the 
project is ready, they will setup a project 
semi-final or final inspection meeting 
according to the specifications. The sub-
recipient shall invite all key project personnel 
(to include SHA District staff, the Program 
Manager, and the FHWA Area Engineer) for 
a project walk-through. 

•	 If there are too many open items 
of work remaining, a more formal 
punchlist will be developed and 
provided to the contractor for follow-
up and completion. 
•	 Time charges would likely 

continue at this point. 
•	 The contractor will be given a 

timeframe to make the required 
corrections/complete the 
remaining items. 

•	 If the work completed is found to be 
satisfactory and only inconsequential or 
minor work items remain, then a partial 
acceptance on the entire project with 
the exception of the uncompleted 
work items can be granted. 
•	 The job would likely be 

substantially complete at this 
point, and time charges would 
be stopped. 

•	 The contractor will be given a 
timeframe to make the required 
corrections and complete the 
remaining items. If they are not 
completed, time charges for 
that period could be reinstated. 

•	 Final Acceptance for Maintenance 
is then granted if there are no 
remaining work items at the time of 
the walk-through or when these items 
are completed.
•	 The job would be substantially 

complete at this point and     
time charges would have 
stopped previously.

After receiving concurrence from SHA 
District Office, the sub-recipient shall send 
letters notifying the contractor of either 
Partial Acceptance for Maintenance 
(noting the exceptions) or Final Acceptance 
for Maintenance. SHA and FHWA should be 
carbon copied on these letters as these are 
key milestone dates. 

•	 Sub-recipient:  Develop punchlist and 
track completion of items. Schedule 
final inspection meeting / walk-
through. Send letter(s). 

•	 SHA:  District Construction staff must 
participate in the project final as SHA 
must approve project acceptance 
according to 2015 Stewardship 
and Oversight Agreement. District 
Construction staff is available for 
technical support or guidance.

Additional Resources
For more information about the construction 
process, please reference the SHA OOC’s 
LPA Construction Manual.

Chapter 11: Construction Management
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BACKGROUND
The Federal Aid programs administered by 
the Maryland State Highway Administration 
(SHA) operate on a reimbursement basis. 
That is, the sub-recipient pays project 
expenses before requesting reimbursement 
for eligible activities. Any costs incurred 
before Federal Highway Administration 
(FHWA) authorization, the effective date 
of the project agreement, or outside the 
scope of the approved project are not 
allowable reimbursable costs and are the 
sole responsibility of the sub-recipient.

REIMBURSEMENT REQUEST FREQUENCY
Requests for reimbursement shall be 
submitted as defined in the agreement. This 
could include bi-weekly, monthly, quarterly, 
once at the end of the project, or annually 
depending on the project duration and 
scope. If reimbursements are not submitted 
for a particular time period, a progress 
report or email must be sent from the sub-
recipient to the program manager stating 
the project status. Project status examples 
include: still active, in the process of closing, 
in the warranty period, no activity, etc. This 
letter must be signed by the sub-recipient’s 
financial or project manager.

REIMBURSEMENT
CHAPTER 12
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In all cases, costs need to be clearly 
documented and thoroughly evaluated 
prior to making payment and then seeking 
reimbursement. Direct and overhead 
costs are allowable with the proper 
documentation and prior approval from the 
SHA Program Manager. 

The sub-recipient should submit 
requests for reimbursement including 
the following information as defined in 
the project agreement:  

PROCESS
Sub-recipient projects will have a variety 
of eligible reimbursable costs in three 
general catagories:
1.	Planning and Design
2.	Construction
3.	Other: Equipment Purchases and 

Rentals, Education or Outreach Efforts, 
Publication Costs.

The reimbursement process is similar 
regardless of expenditure category. 

Cover Letter

•	 Original with the current date
•	 Signed by the project manager
•	 Description of the project
•	 Details the covered time period
•	 Details work performed, equipment purchased, etc.
•	 Includes the contract number, FAP number, and the SHA 

project number, if available.

Proof of Payment to 
the vendor

•	 Copy of the front and back of a cancelled check, or
•	 For electronic payment, a bank sheet identifying the bank, 

the sub-recipient as the source of the payment, the vendor 
as the recipient, the amount of, and the date of the transfer
•	 If either of the above cannot be obtained, an original, 

signed, and dated letter from the vendor stating the 
vendor received payments is acceptable. This letter 
must list invoices, date payment received, check num-
ber, check amount.

Cost Breakdown •	 Showing costs the sub-recipient is responsible for and what 
costs are being requested as reimbursement

Payment method

•	 Detailing the method of payment for SHA to use to reimburse 
the sub-recipient

•	 Normally includes the bank name, routing number, account 
number, and their Federal tax identification number

Chapter 12: Reimbursement
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by SHA and FHWA, outside the scope of 
the approved project, and claims that 
are the result of prime contractor’s lack 
of executing the work in accordance 
with the contract, would be considered 
unacceptable project costs and cannot 
be reimbursed. The District Engineer at the 
respective district office then prepares 
a memo to Federal Aid Billing Section 
indicating the invoice has been reviewed 
and is eligible for reimbursement per the 
MOU.

The sub-recipient may use their accounting 
software to develop the construction 
estimate in their standard format to submit 
to SHA, or the sub-recipient can obtain 
SHA’s system, the Maryland Construction 
Management System (MCMS). Although 
not required, some sub-recipients have 
obtained MCMS and support services. This 
has helped to standardize audits, and sub-
recipients are also able to use it on non-
Federal funded jobs. 

FINAL REIMBURSEMENT
Final reimbursement follows the same 
guidelines as other reimbursement requests; 
however, the cover letter should clearly 
state “Final” request. The sub-recipient 
should schedule the final inspection in 
coordination with the SHA District office to 
validate all work was completed based on 
the Federal regulations and codes, and 
determine any work needed to finalize a 
project. The final contractor payment of 
retainage shall be held until the final SHA 
audit is complete. Once this is complete, 
the contractor should promptly be paid. 
The sub-recipient can then compile 
all items necessary to submit the Final 
Reimbursement request.

Once received, the Program Manager will 
review the request to determine 
the following:

•	 The invoice/estimate has been 
properly reviewed and approved by 
the sub-recipient.

•	 The sub-recipient has made payment.
•	 The amounts billed are adequately 

supported by work completed during 
the dates covered.

•	 The invoice or construction      
estimate is submitted within a 
reasonable timeframe.

•	 The breakdown percentages 
split between sub-recipient and 
reimbursement request follow         
the agreement.

After review and approval by the SHA 
District Office, SHA’s Federal Aid Billing 
Section processes the payment through the 
Maryland Comptroller’s Office to the sub-
recipient’s account. 

For consultant service fees, the sub-recipient 
project manager shall ensure invoices are 
thoroughly reviewed, charges are correct 
and accurate, overhead rates are correct, 
work was performed, the work is within 
scope, fixed fee is correct, any direct 
expenses (mileage, parking, meals) are 
valid and follow current reimbursement 
rates and allowances.

For construction projects, the Program 
Manager will send the request to the District 
who will review invoices to verify the work 
claimed is complete. The project engineer 
and/or contractor shall develop the 
payment estimate, including the American 
Institute of Architects (AIA) summary sheet, 
and compare with project quantity records 
based on the contract payment items. 
The parties must agree on the estimate 
totals. Any costs incurred prior to approval 

Chapter 12: Reimbursement
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STl~WAIU>SHIP AND OVEl{SIGHT AGREEMENT 

ON PRO.JECT ASSUMPTION AND PROGRAM OVERSIGHT 

BY AND BETWEEN 

FEDERAL HIGHWAY ADMINISTRATION, MARYLAND DIVISION 

ANDTHE 

STATE OF MARYLAND DEPARTMENT OF TRANSPORTATION 

SECTION I. BACKGROUND AND INTRODUCTION 

The Federal-aid Highway Program (FAHP) is a federally-assisted program of State-selected 
projects. The Federal Highway Administration (Fl-IWA) and the State Departments of 
Transportation have long worked as partners to deliver the FAHP in accordance with Federal 
requirements. In enacting 23 U.S.C. I 06(c), as amended, Congress recognized the need to give 
the States more authority to carry out project responsibilities traditionally handled by FHWA. 
Congress also recognized the importance of a risk-based approach to FHWA oversight of the 
FAI-IP, establishing requirements in 23 U.S.C. I 06(g). This Stewardship and Oversight (S&O) 
Agreement sets forth the agreement between the FHWA and the State of Maryland Depa1tment 
of Transportation (MOOT) and its modal administrations on the roles and responsibilities of the 
FHWA and MOOT with respect to Title 23 project approvals and related responsibilities, and 
F AH P oversight activities. 

The scope of FHWA responsibilities, and the legal authority for MOOT assumption of FHWA 
responsibilities, developed over time. The U.S. Secretary of Transportation delegated 
responsibility to the Administrator of the FHWA for the FAHP under Title 23 of the United 
States Code, and associated laws. ( 49 CFR 1.84 and 1.85) The following legislation further 
outlines FHWA 's responsibilities: 

• lntermodal Surface Transportation Efficiency Act (ISTEA) of 1991; 

• Transportation Equity Act for the 21st Century (TEA-21) of 1998; 

• Safe, Accountable, Flexible, Efficient Transportation Equity Act: A Legacy for Users 

(SAFETEA-LU) of2005; and 

• Moving Ahead for Progress in the 21st Century Act (MAP-21) of 2012 (P.L. 112-141 ). 

The FHW A may not assign or delegate its decision-making authority to a State Department of 
Transportation unless authorized by law. Section l 06 of Title 23, United States Code (Section 
l 06), authorizes the State to assume specific project approvals. For projects that receive funding 
under Title 23, U.S.C., and are on the National Highway System (NHS) including projects on the 
Interstate System, the State may assume the responsibilities of the Secretary of the U.S. 
Department of Transportation under Title 23 for design, plans, specifications, estimates, contract 
awards, and inspections with respect to the projects unless the Secretary determines that the 
assumption is not appropriate. (23 U.S.C. l 06(c)(J )) For projects under Title 23, U.S.C. that are 
not on the NHS, the State shall assume the responsibilities for design, plans, specifications, 
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estimates, contract awards. and inspections unless the State determines that such assumption is 
not appropriate. (23 U.S.C. 106(c)(2)) 

For all other project activities which do not fall within the specific project approvals listed in 
Section I 06 or arc not otherwise authorized by law. the FHWA may authorize MOOT to perform 
work needed to reach the FH WA decision point, or to implement FHW A's decision. However 
such decisions themselves arc reserved to FHW /\.. 

The authority given to MOOT under Section I 06(c)( I) and (2) is limited to specific project 
approvals I isled herein . Nothing I isled herein is intended to include assumption or Fii WA' s 
decision-making authority regarding Title 23. U.S .C. eligibility or Federal-aid participation 
determinations. The FHWA always must make the final eligibility and participation decisions 
for the Federal-aid Highway Program. 

Section I 06(c)(3) requires Fl IWA and MOOT to enter into an agreement relating to the extent to 
which MOOT assumes project responsibilities. This Stewardship and Oversight Agreement 
(S&O Agreement), includes information on specific project approvals and related 
responsibilities. and provides the requirements for FHWA oversight of the FAHP (Oversight 
Program). as required by 23 U.S.C. 106(g). 

SECTION II. INTENT AND PURPOSE OF S&O AGREEMENT 

The intent and purpose of this S&O Agreement is to document the roles and responsibilities of 
the FHW A's Maryland Division Office (FHW A or Division) and Maryland Department of 
Transportation (MOOT) and its modal administrations, specifically the Maryland State Highway 
Administration (SHA), the Maryland Motor Vehicle Administration (MVA) and collectively 
known as MOOT herein with respect to project approvals and related responsibilities, and to 
document the methods of oversight which will be used to efficiently and effectively deliver the 
FAHP. 

The Project Action Responsibility Matrix, Attachment A to this S&O Agreement and as further 
described in Section VIII of this S&O Agreement, identifies FHWA FAHP project approvals and 
related responsibilities MOOT assumes from FHWA on a program-wide basis pursuant to 23 
U.S.C. I 06(c) and other legal authorities. Upon execution of this agreement, Attachment A shall 
be controlling and except as specifically noted in Attachment A, no other agreements, 
attachments, or other documents shall have the effect of delegating or assigning FHW A 
approvals to MOOT on a program-wide basis under 23 U.S.C 106 or have the effect of altering 
Attachment A. 

SECTION III. ASSUMPTION OF RESPONSIBILITIES FOR FEDERAL-AID 
PROJECTS ON THE NATIONAL HIGHWAY SYSTEM 

A. MOOT may assume the FHW A's Title 23 responsibilities for design; plans, 
specifications, and estimates (PS&E); contract awards; and inspections, with respect to 
Federal-aid projects on the National Highway System (NHS) if both MDOTand FHWA 
determine that assumption of responsibilities is appropriate. 

2 



B. Approvals and related activities for which MOOT has assumed responsibilities as shown 
in Allachmenl A will apply program wide unless project spccilic actions for which the 
Division will carry oul thc approval or related responsibilities arc documented in 
accordance with the FHW /\ Project of Division Interest/Project of Corporate Interest 
Guide (Fl IW A PoDl/PoCI Guide) localed at: 
http://www.ll1wa.dot.gov/federalaid/stcwardship/ 

C. MOOT may not assume responsibilities for Interstate projects that arc in high risk 
categories. (23 U.S.C. I 06(c)( I)) 

D. MOOT is to exercise any and all assumptions of the U.S. Secretary of Transportation 
responsibilities for Federal-aid projects on the NHS in accordance with Federal laws, 
regulations and policies. 

SECTION JV. ASSUMPTION OF RESPONSIBILITIES FOR FEDERAL-AID 
PROJECTS OFF THE NATIONAL HIGHWAY SYSTEM 

A. MOOT shall assume the FHWA 's Title 23 responsibilities for design, PS&Es, contract 
awards, and inspections, with respect to Federal-aid pn~;ects o.ff"the NHS (11011-NHS) 
unless MDOT determines that assumption of responsibilities is not appropriate. (23 
U.S.C. I 06(c)(2)) 

B. Except as provided in 23 U.S.C.109(0), MOOT is to exercise the U.S. DOT Secretary's 
approvals and related responsibilities on these projects in accordance with Federal laws. 

C. MOOT, in its discretion, may request FHWA carry out one or more non-NHS approvals 
or related responsibilities listed as "State" in Attachment A on a program-wide basis. For 
a project specific request, MOOT may request that FHWA carry out any approval or 
related responsibility listed in Attachment A off the NHS. Such project-specific requests 
shall be documented in accordance with the FHWA PoDl/PoCI Guide. 

D. Pursuant to 23 U.S.C. 109(0), non-NHS projects shall be designed and constructed in 
accordance with State laws, regulations, directives, safety standards, design standards, 
and construction standards. 

SECTION V. ASSUMPTION OF RESPONSIBILITIES FOR LOCALLY 
ADMINISTERED PROJECTS 

MOOT may permit local public agencies (LPAs) to carry out MDOT's assumed responsibilities 
on locally administered projects. The MOOT is responsible and accountable for LPA compliance 
with all applicable Federal laws and requirements. 

A. MOOT may, pursuant to 23CFR 1. I 1 and 635. 105, delegate certain Federal-aid project 
authorities to a well-qualified and suitably equipped local public agency (LPA). The 
MOOT is responsible for ensuring that appropriate procedures and guidelines are in place 
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to facilitate the compliance of local public agency administered Federal-aid projects. 
FHW A will review and approve these practices and procedures for Federal-aid projects. 

B. MOOT will review the local public agency's ability lo administer Federal-aid projects or 
specific activities on a case-by-case basis, and the extent of delegation will be dependent 
on their current staffing level and experience, and past performance. The MOOT retains 
responsibility under Federal law and regulations for all delegated activities. The 
following program elements will not be delegated to local public agencies: 

• NEPA approval 

• Sole Source Approval 

• Approval of Force Accounts 

• Design Exception approval 

• Approval of Right of Way certification 

• Approval of Engineering Plans 

• Approval of DBE Goals 

• Approval and Audit of Labor compliance 

• Final Inspection 

• Project Acceptance 

C. An Agency Agreement will be executed between MOOT and the local public agency to 
outline the responsibilities of both MOOT and the local public agency on Federal-Aid 
projects. The agreement will require FHWA concurrence and must be updated as 
necessary. 

D. MOOT will have written procedures/manuals established for the local public agency that 
provide the necessary processes, approvals, oversight and review to ensure the delegated 
projects receive adequate supervision and inspection, and are completed in conformance 
with approved plans and specifications and applicable federal requirements. 

E. MOOT will offer any training, advice, or other assistance as may be needed by a local 
public agency to aid in its successful completion of its Federal-aid project. 

F. If a LPA project is selected as a POOi, an individual project oversight plan will be 
prepared specifying those approval actions retained by FHWA, in which MOOT will be 
responsible for coordinating with FHW A. 

G. Section XII of the Agreement details MDOT's oversight and reporting requirements 
when administering its LPA program. 
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SECTION VI. PERMISSIBLE AREAS OF ASSUMPTION UNDEH. 23 U.S.C. l06(c) 

An assumption of responsibilities under 23 U.S.C. I 06(c) may cover only activities in the 
following areas: 

A. Design. which includes preliminary engineering. engineering. and design-related services 
directly relating to the construction of a FAHP-li.mded project. including engineering. 
design. project development and management, construction project management and 
inspection. surveying. mapping (including the establishment of temporary and permanent 
geodetic control in accordance with specifications of the National Oceanic and 
Atmospheric Administration). and architectural-related services. 

B. PS&E. which represents the actions and approvals required before authorization of 
construction. The PS&E package includes geometric standards, drawings, specifications, 
project estimates. certifications relating to completion of right-of-way acquisition and 
relocation, utility work, and railroad work. 

C. Contract awards, which include procurement of professional and other consultant 
services and construction-related services to include advertising. evaluating, and 
awarding contracts. 

D. Inspections, which include general contract administration, material testing and quality 
assurance, review, and in$pections of Federal-aid contracts as well as final 
inspection/acceptance. 

E. Approvals and related responsibilities affecting real property as provided in 23 CFR 
710.201(i) and any successor regulation in 23 CFR Part 710. 

SECTION VII. FEDERAL APPROVALS AND RELATED RESPONSIBILITIES THAT 
MAY NOT BE ASSUMED BY THE MDOT 

A. Any approval or related responsibility not listed in Attachment A cannot be assumed by 
MDOT without prior concurrence by FHW A Headquarters. The following is a list of the 
most frequently-occurring approvals and related responsibilities that may not be assumed 
byMDOT: 

• Civil Rights Program approvals; 

• Environmental approvals, except those specifically assumed under other agreements. 
(23 U.S.C. 326 and 327; programmatic categorical exclusion agreements); 

• Federal air quality conformity determinations required by the Clean Air Act; 

• Approval of current bill and final vouchers; 

• Approval of federally-funded hardship acquisition, protective buying, and 23 U.S.C. 
I 08( d) early acquisition; 

• Project agreements and modifications to project agreements and obligation of funds 
(including advance construction); 
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• Planning and programming pursuant to 23 U.S.C. 134 and 135: 
• Special Experimental Projects (SEP-14 and SEP-15): 
• Use or Interstate airspace for non-highway-related purposes: 
• Any Federal agency approval or determination under the Uniform Relocation 

Assistance and Real Property Acquisition Policies Act or 1970 (Uniform Act), as 
amended, and implementing regulations in 49 CFR Purl 24: 

• Waivers to Buy America requirements: 
• Approval of Federal participation under 23 CFR I .9(b): 
• Provide pre-approval for preventive maintenance project (until FHWA concurs with 

M DOT procedures): 
• Requests for credits toward the non-Federal share of construction costs for early 

acquisitions, donations, or other contributions applied lo a project; 
• Functional replacement of property: 
• Approval of a time extension for preliminary engineering projects beyond the I 0-

year limit, in the event that actual construction or acquisition of right-of-way for a 
highway project has not commenced; 

• Approval of a time extension beyond the 20-year limit for right of way projects, in 
the event that actual construction of a road on the right-of-way is not undertaken; 

• Determine need for Coast Guard Permit; 
• Training Special Provision - Approval of New Project Training Programs; and 
• Any other approval or activity not specifically identified in Attachment A unless 

otherwise approved by the FHW A, including the Office of Chief Counsel. 

B. For all projects and programs, MOOT will comply with Title 23 and all applicable non­
Title 23, U.S.C. Federal-aid program requirements, such as metropolitan and statewide 
planning; environment; procurement of engineering and design related service contracts 
(except as provided in 23 U.S.C. 109(0)); Civil Rights including Title VI of the Civil 
Rights Act, and participation by Disadvantaged Business Enterprises; prevailing wage 
rates; and acquisition of right-of-way, etc. 

C. This Agreement does not modify the FHWA 's non-Title 23 program approval and related 
responsibilities, such as approvals required under the Clean Air Act; National 
Environmental Policy Act, Executive Order on Environmental Justice (E.0. 12898), and 
other related environmental laws and statutes; the Uniform Act; and the Civil Rights Act 
of 1964 and related statutes. 

SECTION VIII. PROJECT ACTION RE.SPONSIBILITY MATRIX 

Attachment A, Project Action Responsibility Matrix, to this S&O Agreement identifies F AHP 
project approvals and related responsibilities. The Matrix specifies which approvals and related 
responsibilities are assumed by MOOT under 23 U.S.C. 106(c) or other statutory or regulatory 
authority, as well as approvals and related responsibilities reserved to FHWA. Assumptions of 
project approvals specified in this matrix will apply program wide. Deviations will be 
documented on a project by project basis through the development of individual PoDI oversight 
plans. 
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SECTION IX. IDENTIFYING PROJECTS OF DIVISION INTEREST 

/\. In February/March of each year. FHW /\and MDOT will assess the current list of PoDI 
in planning for the upcoming federal performance year. Existing PoDI may be removed 
if the identified risk areas have been either mitigated or surpassed. New PoDI will be 
identified for consideration through (but not limited to) a review of active PE and 
construction projects. the current STIP. and the outcome of process/program reviews and 
project inspections completed in the year. 

B. In general. all major projects (over $500M) will be PoDI and consideration will be given 
to other projects having (I) regional significance or substantial traffic impacts. (2) 
controversy or community interest. (3) innovative financing or contracting techniques. 
and (4) environmental and permit compliance concerns. 

C. FHWA and MDOT agree that additional PoDI may be added during the year as new 
projects or risk elements are identified. 

D. /\n updated PoDI list will be maintained in a manner that is easily accessible and readily 
available to both FHW A and MOOT project staff. 

SECTION X. HIGH RISK CATEGORIES 

A. In 23 U.S.C. I 06(c), Congress directs that the U.S. Secretary of Transpo11ation shall not 
assign any approvals or related responsibilities for projects on the Interstate System if the 
U.S. Secretary of Transportation determines the project to be in a high risk category. 
Under 23 U.S.C. 106(c)(4)(B), the U.S. Secretary of Transportation may define high risk 
categories on a national basis, State-by-State basis, or national and State-by-State basis. 

B. The Division has determined there are no high risk categories. 

SECTION XI. FHW A OVERSIGHT PROGRAM UNDER 23 U.S.C. 106(g) 

A. In 23 U .S.C. I 06(g), Congress directs that the U.S. Secretary of Transportation shall 
establish an oversight program to monitor the effective and efficient use of funds 
authorized to carry out the FAHP. This program includes FHWA oversight of MDOT's 
processes and management practices, including those involved in carrying out the 
approvals and related responsibilities assumed by the State under 23 U.S.C. 106(c). 
Congress defines that, at a minimum, the oversight program shall be responsive to all 
areas relating to financial integrity and project delivery. 

B. The FHWA shall perform annual reviews that address elements of MDOT's financial 
management system in accordance with 23 U.S.C. 106(g)(2)(A). FHWA will 
periodically review MDOT's monitoring of sub-recipients pursuant to 23 U .S.C. 
106(g)(4)(B). 
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C. The FHWA shall perform annual reviews that address elements of the project delivery 
systems of MOOT. which clements include one or more activities that are involved in the 
life cycle of project from conception to completion or the project. The Fl IW A will also 
evaluate the practices of MOOT for estimating project costs. awarding contracts, and 
reducing costs. 23 U.S.C. I 06(g)(2) and (3). 

D. To carry out the requirements of 23 U.S.C. I 06(g), the FllWA will employ a risk 
management framework to evaluate financial integrity and project delivery. and balance 
risk with staffing resources. available funding. and the State's transportation needs. The 
Fl-I WA may work collaboratively with MOOT to assess the risks inherent with the F AHP 
and funds management, and how that assessment will be used to align resources to 
develop appropriate risk response strategics 

Techniques the Division and MOOT may use to identify and analyze risks and develop 
response strategies include the following: 

• Program Assessments; 
• FIRE Reviews; 
• Program Reviews; 
• Certification Reviews; 
• Recurring or periodic reviews such as the Compliance Assessment Program 

(CAP); and 
• Inspections of project elements or phases. 

These techniques will be carried out in a manner consistent with applicable Division 
Standard Operating Procedures or other control documents relating to program 
assessments, FIRE, program reviews, CAP. etc. Reviews may be conducted by 
individual FHW A staff or by teams including MOOT staff participation. 

E. Program Responsibility Matrix 

Attachment B to this S&O Agreement is the Program Responsibility Matrix example that 
identifies all relevant FHW A program actions, and Division and MOOT program contact 
offices. 

F. Manuals and Operating Agreements 

MOOT manuals, agreements and other control documents that have been approved (or 
pending) for use on Federal-aid projects are listed in Attachment C to this S&O 
Agreement. Any modification/revisions to these documents require FHW A review and 
approval. 

G. Stewardship and Oversight Indicators 

FHW A Division and MOOT may use a series of Stewardship and Oversight Indicators 
(Indicators) as tools to assess whether the assumptions of responsibility outlined in this 
Agreement are functioning appropriately. The Indicators will be risk-based and will 
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continue lo evolve lo meet the needs of FHWA and MDOT. Stewardship and Oversight 
Indicators will be reviewed on an annual basis. 

Reporting on the Indicators will be through the repotting requirements as stipulated in 
Section XII below. The Stewardship and Oversight Indicator data will be evaluated as a 
means lo effectively manage and improve program delivery. The data will be used lo 
determine if' actions (i.e., new processes or procedures, program reviews, elc.) are needed 
lo be considered as FHWA and MDOT develop their forthcoming performance business 
plans. 

If there arc no indicators identified, no reporting will be required . 

SECTION XII. MDOT OVERSIGHT AND REPORTING REQUIREMENTS 

A. MDOT Oversight and Repmting Requirements 

The MDOT is responsible for demonstrating lo the FHW A how it is carrying out its 
responsibilities in accordance with this S&O Agreement on Federal-aid projects. In order 
to fulfill this responsibility, MDOT and its modal administration SHA will: 

A. I. For all projects, Fl-I WA and MOOT work together in the project planning phase 
to ensure compliance with NEPA and other applicable laws before FHWA selects an 
alternative (location approval). The level of involvement is commensurate with the 
level of the environmental impacts or project complexity and follows a set procedure 
depending on environmental documentation class. 

A.2. For Programmatic Categorical Exclusions, MOOT will follow the terms and 
conditions of the "Programmatic Agreement Between the FHW A, MD Division and 
the SHA Regarding the Processing of Certain Categorical Exclusion Actions" and 
subsequent amendments. 

A.3. For Cultural Resources, MOOT will follow the "Programmatic MOA for Minor 
Projects between FHWA, SHA, MHT, and the ACHP" and the "Programmatic 
Agreement among FHW A, SHA, ACHP and MHT regarding SHA 's Historic 
Highway Bridges" for carrying out the responsibilities of Section 106 of the National 
Historic Preservation Act. 

A.4. Prepare construction documents, for all Federal-aid projects, in accordance with 
SHA 's "Project Development Process Manual'': 

A.5. Carry out design Quality Assurance (QA) reviews on all Federal-aid projects 
prior to advertisement; 

A.6. Develop construction cost estimates per SHA 's "Cost Estimating Manual" 
guidelines; 
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A.7. Award construction contracts as set forth in SI-IA 's Internal Procedures for 
Award and Rejection of Bids per COMAR: 

A.8. Conduct construction activities as set forth in the project's construction 
documents and in accordance with SI-IA 's Construction Manual and Directives: and 

A.9. Conduct and document Regional Construction Engineer (RCE) inspections on a 
reasonable sample of active construction projects. 

MDOT will maintain individual Federal-aid project files that will include documentation 
of all required FHW A actions and MDOT's assumed project approvals as set forth in this 
Agreement. MDOT will provide Fl-IW A access to the project files when requested. 

On a biannual frequency, MDOT will provide FHWA with reports summarizing how 
MDOT is providing S&O on preconstruction and construction phases of federal-aid 
projects. These reports will provide the necessary data to analyze an agreed upon set of 
Stewardship and Oversight Indicators in a manner similar to the following: 

• The preconstruction report is to provide sufficient data that substantiates Federal-aid 
projects in the respective lettings of the period (6 months) were prepared in 
accordance with the procedures set forth above. While other Indicators may be 
identified and assessed to meet the needs of either Fl-IWA or MDOT, each biannual 
report should typically provide data on (I) point by point responses to Final Review 
comments at PS&E, (2) number of design exceptions approved, and (3) number of 
addendums issued per project. 

• The construction report should summarize the status of active construction projects 
(projects that have not reached substantial completion) to include work completed, 
time expended, contract change orders, active contract claims, and findings of 
inspections performed by RCEs. In addition, a bid data summary will be provided for 
the lettings in the respective 6 month period to include: advertisement date, bid 
opening date, engineer's estimate, low bid amount, numbers of bids received, notice 
to proceed date, bid protest or bid rejection , and narrative to include delays due to 
permits and ROW. 

B. MDOT Oversight of Locally Administered Projects 

8.1. MOOT is required to provide adequate oversight of sub-recipients including 
oversight of any assumed responsibilities MOOT delegates to a LPA. 

8.2. Pursuant to 23 U.S.C. I 06(g)(4), MOOT shall be responsible for determining that 
sub-recipients of Federal funds have adequate project delivery systems for locally 
administered projects and sufficient accounting controls to properly manage such 
Federal-aid funds. The MOOT is also responsible for ensuring compliance with 
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reporting and other requirements applicable lo grantees making sub-awards, such 
as monthly repo11ing requirements under the Federal Funding Accountability and 
Transparency Act of 2006, PL I 09-282 (as amended by PL 110-252). 

B.3. MOOT acknowledges that it is responsible for sub-recipient awareness or Federal 
grant requirements management of grant awards and sub-awards, and is familiar 
with and comprehends pass through entity responsibilities (2 C.F .R 200.331 
Requirements for Pass-lhru Entities). MOOT will: 

• Maintain a sufficiently staffed unit responsible for the administration and 
oversight or locally administered pr~jccls. 

• Maintain updated and accessible guidance for LPAs lo develop, implement, 
and administer Federal-aid projects in accordance with all appropriate Federal 
requirements. 

• Maintain a written process that allow for program improvements resulting 
from feedback from LPAs and which communicate changes/revisions to the 
LPA guidance to all appropriate stakeholders and/or users. 

• Administer the LPA Program in conformance with FHWA approved 
processes and approved sub-recipient manual and LPA guidance. This 
manuals and guidance must include a comprehensive LPA qualification 
process, a documented plan for oversight of LPA administered projects, must 
establish how project actions will be administered, etc. 

MOOT and FHWA will assess the LPA program every 3 years to determine ifthere are 
opportunities for improvements in the processes outlined below. MOOT agrees to have 
in place and maintain the following processes to: 

8.4. The MOOT shall assess whether a sub-recipient has adequate project delivery 
systems and sufficient accounting controls to properly manage projects. 

8.5. The MOOT shall assess whether a sub-recipient is staffed and equipped to 
perform work satisfactorily and cost effectively, and that adequate staffing and 
supervision exists to manage the Federal project(s). 

8.6. The MOOT shall assess whether sub-recipient projects receive adequate 
inspection to ensure they are completed in conformance with approved plans and 
specifications. 

8.7. The MOOT shall ensure that when LPAs elect to use consultants for engineering 
services, the LPA, as provided under 23 CFR 635.105(b), shall provide a full-time 
employee of the agency to be in responsible charge of the project. 

8.8. The MOOT shall ensure that project actions will be administered in accordance 
with all applicable Federal laws and regulations. 
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MDOT- SHA 's Federal Aid Onice will maintain a project filing system that will include 
documentation of all required FHW A actions and MDOT's assumed project approvals as 
set forth in this Agreement. SHA will provide FHW A access lo the project liles when 
requested. 

B.9. The SHA shall document its oversight activities for LPA-adminislered projects 
and findings. and how it will share this information with the HIWA. 

• Annually. M DOT wi II provide Fl-I WA with a status report summarizing its LP A 

Program. The report should include, as a minimum. the status of each active 

LP A project. 

SECTION XIII. IMPLEMENTATION AND AMENDMENTS 

A. This S&O Agreement will take effect as of the effective date of the signature of the 

FHWA Maryland Division Administrator, who shall sign this S&O Agreement last. 

B. This Agreement supersedes the Stewardship and Oversight Agreement between SHA and 
the DelMar Division, Maryland Office of April 2007 and all corresponding Supplements. 

C. The Division and MDOT agree that updates to this Agreement will be considered 
periodically on a case-by-case basis or when: 

• Significant new legislation, Executive orders, or other initiatives affecting the 

relationship or responsibilities of one or both parties to the S&O Agreement 

occurs; 

• Leadership, or leadership direction, changes at MDOT or FHWA; or 

• Priorities shift as a result of audits, public perception, or changes in staffing at 

either MOOT or Division Office. 

D. The Division and MOOT agree that changes may occur to the contents of the 
Attachments to this S&O Agreement and documents incorporated by reference into the 
S&O Agreement. Except as provided in Section XIII E., changes to the Attachments and 
documents incorporated by reference will not require the Division and MOOT to amend 
this S&O Agreement. The effective date of any revisions to one of these documents shall 
be clearly visible in the header of the revised document. This Agreement and any revised 
document shall be posted on the Division's S&O Agreement internet site within five (5) 
business days of the effective date. 

E. Any changes to the high risk categories must be documented by an amendment to this 
S&O Agreement. 

F. Any changes to the Project Action Responsibility Matrix must be approved by the FHWA 
Office of Infrastructure in writing and documented by an amendment to this S&O 
Agreement. 
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EXECUTION HY THE FHWA MAl{YLAND DIVISION OFFICE 

Executed this /'/o/1-._ 

EXECUTION HY THE MARYLAND DEPARTMENT OF TRANSPORTATION 

Executed this ~ / J /- day of IJ1~y , 20 I :r: 
I 

([)___;_ tf. ~ 
r Pete K. Rahn ~ 7Jo...o _µ~•~·,/if 

-f'"C1'- Secretary ~ II 

EXECUTION BY THE MARYLAND ST ATE HIGHWAY ADMINISTRATION 

Executed this_....,:cl_'l=--+\,.,._,__ day of _~ ___ 1 ___ , 20 I ~ . 
I 

EXECUTION BY THE MARYLAND MOTOR VEHICLE ADMINISTRATION 

Executed this / 6 ~~ day of _/Jf._.:J._,V,___ __ , 20 I 5. 
I 
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ATTACHMENT A 
PRO.JECT ACTION RESPONSIBILITY MATRIX 

(As of April 8, 2015) 

The following matrix idcntilics Federal-aid highway program (FAHP) project approvals 
and related responsibilities. The matrix specifies which ones arc subject lo State 
assumption under the provisions of 23 U.S.C. 106(c) or other statutory or regulatory 
authority. as well as those which arc reserved to FHWA. 

In the column entitled "Projects on the NHS" if an item is marked "FHWA or State," it 
means the State may assume the specilied approval and related responsibilities if the 
Division determines the assumption is appropriate. For projects on the NHS. the FHWA 
may retain any approval or related action in any box marked "FHW A or State" as 
deemed appropriate by the Division. If the FHWA retains any approval or related action 
in any box marked "FHWA or State", the project is a PoDI, and will require a PoDI plan. 

For the column marked "Projects off the NHS'', the State must assume all items marked 
"State'' unless the State determines the assumption of a particular item by the State is not 
appropriate. 

Except as expressly stated in notes to the matrix below, the State cannot assume any item marked 
only as "FHWA" in either column. Any item marked only "FHWA'' is reserved to FHWA 
because it is outside the scope of 23 U.S.C. I 06(c), or otherwise is reserved to FHWA by law. 
The MDOT is responsible for ensuring all individual elements of the project are eligible for 
FAHP funding. but all final eligibility and participation determinations are retained by FHWA. 
While FHWA may not delegate decision-making authority to a State unless authorized by law, 
FHWA may authorize a MDOT to perform work needed to reach the decision point, or to 
implement the decision. 

* Actions retained by FHWA that could have been delegated. 

PROJECT ACTION RESPONSIBILITY MA TRIX (as of February 6, 2015) 
<Excludine PoDls, which are subject to separate PoDI Plans) 

AGENCY RESPONSIBLE 
ACTION PROJECTS OFF THE 

PROJECTS ON THE NHS NHS 
PROGRAMMING (All phases) 
Ensure project in Statewide 
Transportation Improvement 

STATE STATE 
Program (STIP)/Transportation 
Improvement Program (TIP) 
Identify proposed funding 
category STATE(l) STATE(]) 

FINANCIAL MANAGMENT (All phases) 
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PROJECT ACTION RESPONSIBILITY MA TRIX (as of February 6, 2015) 
(Excludin1 PoDis, which are subject to separate PoDI Plans) 

AGENCY RESPONSIBLE 
ACTION PROJECTS OFF THE PROJECTS ON THE NHS NHS 

Obligate funds/approve Federal-
aid project agreement, 
modifications, and project 

FHWA FHWA closures (project authorizations) 
(Note: this action cannot be 
assumed by State) 
Authorize current bill (Note: this 
action cannot be assumed by FHWA FHWA 
State) 
Review and Accept Financial Plan 
and Annual Updates for Federal 
Major Projects over $500 million 

FHWA FHWA 
[23 lJ .S.C. I 06(h)] (Note: this • 
action cannot be assumed by 
State) 
Review Cost Estimates for 
Federal Major Projects over $500 
million [23 U.S.C. I 06(h)] (Note: FHWA FHWA 
this action cannot be assumed by 
State) 
Develop Financial Plan for 
Federal Projects between $100 

STATE STATE 
million and $500 million. 
f23 u.s.c. 106(i)l 
ENVIRONMENT (All phases) 
All EA/FONSI, EIS/ROD, 4(t), 
I 06, 6(t) and other approval 
actions required by Federal 
environmental laws and FHWA(2) FHWA(2) 
regulations. (Note: this action 
cannot be assumed by ST A TE 
except under 23 U.S.C. 327) 
Categorical Exclusion approval 
actions (Note this action cannot be 
assumed by the State except 
through an assignment under 23 

FHWA(2) FHWA(2) 
U.S.C. 326 or 327, or through a 
programmatic agreement pursuant 
to Section 1318(d) ofMAP-21 
and 23 CFR 771. I 17(g))) 
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PROJECT ACTION RESPONSIBILITY MA TRIX (as of February 6, 2015) 
(Excludin2 PoDis. which are subject to seoarate PoDI Plans) 

AGENCY RESPONSIBLE 
ACTION PROJECTS OFF THE PROJECTS ON THE NHS NHS 

PRELIMINARY DESIGN (Desiti n Phase) 
Consultant Contract Selection STATE (3) STATE (3) 

Sole source Consultant Contract 
Fl-IWA * (3) STATE (3) 

Selection 
Approve hiring of consultant lo 
serve in a "management" role 

FllWA FHWA 
(Note: this action cannot be 
assumed by Stale) f23 CFR 172.9] 
Approve consultant agreements 
and agreement revisions (Federal 

STATE STATE 
non-Major Projects) 
f23 CFR 172.91 

Approve consultant agreements 
and agreement revisions on 
Federal Major Projects [23 CFR FHWA FHWA 
172.9] (Note: this action cannot 
be assumed by State) 
Approve exceptions to design 
standards STATE STATE 
[23 CFR 625.3(f)] 

Interstate System Access Change 
[23 USC 111] (Note: this action FHWA NIA 
cannot be assumed by State) 
Interstate System Access 
Justification Report [23 USC 111] 

FHWA * NIA 
(Note: action may be assumed by 
State pursuant to 23 USC 11 l(e)) 
Airport highway clearance 
coordination and respective public 

STATE STATE 
interest finding (if required) 
f23 CFR 620. 1041 

Approve Project Management 
Plan for Federal Major Projects 
over $500 million [23 USC FHWA FHWA 
106(h)] (Note: this action cannot 
be assumed by State) 
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PROJECT ACTION RESPONSIBILITY MA TRIX (as of February 6, 2015) 
<Excludine: PoDis., which are subject to separate PoDI Plans) 

AGENCY RESPONSIBLE 
ACTION PROJECTS OFF THE 

PROJECTS ON THE NHS 
NHS 

Approve innovative and Public-
Private Partnership projects in 
accordance with SEP-14 and SEP- FHWA FHWA 
15 (Nole: this action cannot be 
assumed by Stale) 
Provide pre-approval for 
preventive maintenance project 
(until FHWA concurs with 

FHWA FHWA STATE procedures) (Note: this 
action cannot be assumed by 
State) 
DETAILED I FINAL DESIGN IDesi2n Phase) 
Provide approval of preliminary 
plans for unusual/complex bridges 

FHWA (4) NIA 
or structures on the Interstate. [23 
USC 109(a) and FHWA Policy] 
Provide approval of preliminary 
plans for unusual/complex bridges 
or structures (non-Interstate). State (4) STATE 
[23 USC 109(a) and FHWA 
Policy] 
Approve retaining right-of-way 
encroachments STATE(4) STATE 
[23 CFR 1.23 (b) & (c)l 
Approve use of local force 
account agreements FHWA* STATE 
[23 CFR 635.104 & 204] 
Approve use of publicly owned 

STATE STATE 
equipment [23 CFR 635.106] 
Approve the use of proprietary 
products, processes STATE STATE 
f23 CFR 635.411] 
Concur in use of publicly 
furnished materials [23 CFR STATE STATE 
635.407] 
RIGHT-OF-WAY ffiesien and 01>erational Phases) 
Make feasibility/practicabil ity 
determination for allowing FHW A for Interstate 

STATE 
authorization of construction prior STA TE for non-Interstate 
to completion of ROW clearance, 
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PROJECT ACTION RESPONSIBILITY MA TRIX (as of February 6, 2015) 
(Excludine: PoDls. which are subject to separate PoDI Plans) 

AGENCY RESPONSIBLE 
ACTION PROJECTS OFF THE PROJECTS ON THE NHS NHS 

utility and railroad work 
[23 CFR 635.309(b)] 

Make public interest linding on 
whether Stale may proceed with 
bid advertisement even though 
ROW acquisition/relocation Fl-IWA for Interstate 

STATE 
activities are not complete for STATE for non-Interstate 
some parcels 
[23 CFR 635.309(c}(3)] 

Ensure compliant ROW 
certificate is in place [23 CFR FHWA * STATE 
635.309(c)] 
Approve Hardship and Protective 
Buying [23 CFR 710.503 J (If a 
Federal-aid project) (Note: this FHWA FHWA 
action cannot be assumed by 
State) 
Approve Interstate Real Property 
Interest Use Agreements [23 CFR 

FHWA NIA 
710.405] (Note: this action cannot 
be assumed by State) 

Approve non-highway use and FHW A for Interstate 
STATE(3) 

occupancy [23 CFR l.23(c)] STATE for non-Interstate (3) 

Approve disposal at less than fair 
market value of federally funded 
right-of-way, including disposals 

FHWA FHWA 
of access control [23 U.S.C. 156] 
(Note: this action cannot be 
assumed by State) 
Approve disposal at fair market 
value of federally funded right-of-
way, including disposals of access 
control [23 CFR 710.409] (Note: 

FHWA for Interstate 
23 CFR 710.201 authorizes 

STATE for non-Interstate (3) 
STATE (3) 

FHW A and ST A TE to agree to 
scope of property-related 
oversight and approvals for all 
actions except those on the 
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PROJECT ACTION RESPONSIBILITY MATRIX (as of February 6, 2015) 
CExcludin2 PoDis, which are subject to separate PoDI Plans) 

AGENCY RESPONSIBLE 
ACTION PROJECTS OFlF THE PROJECTS ON THE NHS NHS 

Interstate System) 

Requests for credits toward the 
non-Federal share of construction 
costs for early acquisitions, 
donations or other contributions FHWA FHWA 
applied to a project (note: this 
action cannot be assumed by 
State) 
Federal land transfers [23 CFR 
710, Subpart F] (Note: this action FHWA FHWA 
cannot be assumed by State) 
Functional replacement of 
property [23 CFR 710.509] 

FHWA FHWA (Note: this action cannot be 
assumed by State) 
SYSTEM OPERATIONS AND PRESERVATION (Desien Phase) 
Accept Transportation 
Management Plans (23 CFR FHWA* STATE 
630.1012(b)) 
Approval of System Engineering 
Analysis (for ITS) FHWA* STATE 
[23 CFR 940.11 l 
PS&E AND ADVERTISING IDesi2n Phase) 
Approve PS&E 

STATE STATE 
r23 CFR 630.2011 
Authorize advance construction 
and conversions [23 CFR 630.703 

FHWA FHWA & 709] (Note: this action cannot 
be assumed by State) 
Approve utility or railroad force 
account work STATE STATE 
r23 CFR 645.113 & 646.216] 
Approve utility and railroad 
agreements STATE STATE 
r23 CFR 645.113 & 646.216] 
Approve use of consultants by 
utility companies STATE STATE 
r23 CFR 645.109(b)] 

Approve exceptions to maximum STATE STATE 
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PROJECT ACTION RESPONSIBILITY MATRIX (as of February 6, 2015) 
(Exeludin2 PoDls. which are subject to separate PoDI Plans) 

AGENCY RESPONSIBLE 
:1 

ACTION PROJECTS OFF THE PROJECTS ON THE NHS NHS 
railroad protective insurance 
limits f23 CFR 646.111 l 
Authorize (approve) advertising 
for bids STATE STATE 
f23 CFR 635.112, 3091 
CONTRACT ADVERTISEMENT AND AW ARD {Design Phase) 
All contracts to be done bv competitive biddine: unless otherwise authorized bv law 
Approve cost-effectiveness 
determinations for construction 
work performed by force account 

FHWA * STATE or by contract awarded by other 
than competitive bidding 
f23 CFR 635.104 &.204] 
Approve emergency 
determinations for contracts 
awarded by other than FHWA * STATE 
competitive bidding 
[23 CFR 635.104 &.204] 
Approve construction engineering STATE STATE 
by local agency f23 CFR 635. l 05] 
Approve advertising period less 

FHWA * STATE 
than 3 weeks f23 CFR 635.1121 
Approve addenda during 
advertising period STATE STATE 
f23 CFR 635.112] 
Concur in award of contract 

STATE STATE 
[23 CFR 635.114] 
Concur in rejection of all bids 

STATE STATE 
[23 CFR 635.114] 

Approval of Design-Build 
Requests-for-Proposals and STATE STATE 
Addenda [23 CFR 635.112] 
CONSTRUCTION (Construction Phase) 
Approve changes and extra work 

STATE STATE 
[23 CFR 635.1201 
Approve contract time extensions 

STATE STATE 
[23 CFR 635.120] 
Concur in use of mandatory 

STATE STATE 
borrow/disposal sites 
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PROJECT ACTION RESPONSIBILITY MATRIX (as of February 6, 2015) 
<Excludin& PoDls, which are subject to seoaraCe PoDI Plans) 

AGENCY RESPONSIBLE 
ACTION PROJECTS OFlF THE PROJECTS ON THE NHS NHS 

[23 CFR 635.407] 

Accept materials certification 
STATE STATE 

[23 CFR 63 7 .207] 
Concur in settlement of contract 

STATE STATE 
claims 123 CFR 635.1241 
Concur in termination of 
construction contracts STATE STATE 
r23 CFR 635.125] 
Waive Buy America provisions 
[23 CFR 635.410] (Note: this 

FHWA FHWA 
action cannot be assumed by 
State) 
Final inspection/acceptance of 
completed work [23 USC I I 4(a)] STATE STATE 

CIVIL RIGHTS (All phases) 
Approval of Disadvantaged 
Business Enterprise (DBE) 
Project Contract Goal set by the STATE STATE 
MDOT under 49 CFR 26.5J(d). 
[49 CFR 26.51 (e)(3)] 
Acceptance of Bidder's Good 
Faith Efforts to Meet Contract 
Goal [49 CFR 26.53] or of Prime 
Contractor's Good Faith Efforts to 
Find Another DBE Subcontractor 

STATE STATE 
When a DBE Subcontractor is 
Terminated or Fails to Complete 
Its Work [49 CFR 26.53(g)] 
(Note: this action cannot be 
performed by the FHW A) 
Equal Employment Opportunity 
(EEO) Contract Compliance 

STATE STATE 
Review (23 CFR Part 230, 
Subpart Dl). 
Training Special Provision -
Approval of Project Goal for 

STATE STATE 
training slots or hours 
[23 CFR Part 230, Subpart Al 
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PROJECT ACTION RESPONSIBILITY MATRIX (as of February 6, 2015) 
lExcluding PoDis. which •re subject to seoarate PoDI Plans) 

AGENCY RESPONSIBLE 
ACTION PROJECTS OFF THE PROJECTS ON THE NHS NHS 

Training Special Provision -
Approval or New Project Training 
Programs (Note: this action FHWA FHWA 
cannot be assumed by State) 
[23 CFR 230.11 l(d), (e)] 
FOOTNOTES: 
(I) State is responsible for ensuring that all individual elements of the project are eligible. FH WA 

will check that the scope of the project as described in submitted project agreement is eligible 
for the category of funding sought. All final eligibility and participation determinations are 
retained by FHW A. 

(2) If there is a 23 U.S.C. 326 or 325 assignment or PCE agreement, decisions are handled in 
accordance with those assignments or agreements. 

(3) State's process and modifications to, or variation in process, require FHWA approval. 
(4) Unusual/Complex bridges and structures are those that the Division determines to have unique 

foundation problems, new or complex designs, exceptionally long spans, exceptionally large 
foundations, complex hydrologic (including climate change and extreme weather events) 
aspects, complex hydraulic elements or scour related elements, or that are designed with 
procedures that depart from currently recognized acceptable practices (i.e., cable-stay, 
suspension, arch, segmental concrete, moveable, truss, tunnels, or complex geotechnical walls 
or ground improvement systems) 
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ATTACHMENT B 
PROGRAM RESPONSIBILITY MATRIX 

(As of April 8, 2015) 

PROGRAM ACTION RESPONSIBILITY 

The following matrix is an example list of program actions. The Division should refer to 
http://our.dot. gov/0 fl icc/ lhwa .hq/Ortia olln frastructurc:/hipa SO/Rcsoun:es/ for the latest updated version which can be incorporated 
into the agreement or referenced as a control document. Modify the matrix to reflect the Division and State .. Responsible 
Program Office.'' The primary office of contact should be listed, rather than an individual or the approving official. 

State will monitor 
appropriations. 
allotments and 

31USC1341(a)(1)(A)& obligations to ensure 
Appropriations, I (B); 31 USC 1517(a); Not Office of Chief 

Finance SHA. Office of Finance 
that all funding is used 

Allotments, Obligations 23 USC 11 B(b), 23 As needed 
Applicable Financial Officer efficiently within each 

USC 121 quarter and use all 
Obligation Authority 
(QA) by the end of the 
ear. 

The State will certify 

I Asneeded I 
that the ICAP was 

Approval of Indirect Cost 12 C.F.R Part 200, I Not I Office of Chief Finance I SHA. Office of Finance I prepared in accordance Allocation Plans (ICAPs) Subpart E;ASMBC-10 Applicable Financial Officer with 2 CFR 200 Subpart 
E. 
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State will continue to 
provide oversight and 
conduct reviews to 
ensure Federal-aid . 
compliance. FHWA will 
review and monitor. 

FHWA Order 4560.1 C Office of Chief 
Finance SHA. Office of Finance State responsibilities FIRE Program Activities 

(or as superseded) 
Ongoing 

Financial Officer include multiple tasks in 
support of risk 
assessments. 
conducting reviews and 
implementation of 
recommendations. 

State assures corrective Audit Coordination/FHWA 
action is taken to FMFIA, 2 C.F.R Part 
resolve audit findings 

Financial Statement 
200, Subpart F; GAAP, Not Office of Chief 

Finance SHA. Office of Finance and FHWA will monitor 
AudiVState External Audit 

CFO Act of 1990; DOT 
As needed 

Applicable Financial Officer 
activities to ensure 

Reviews/State Internal 
Order 8000.1 C 

implementation. 
Audit Reviews 

Improper Payments 
Information Act of 
2002, PL 107-300. State will provide all 
Improper Payments information necessary 

to document sampled Improper Payments Elimination and 
Office of Chief 

Finance SHA. Office of Finance payments and FHWA Recovery Act of 2010. Annually 
Financial Officer offices will review and 

Review 
PL 111-204, Improper 
Payments Elimination complete appropriate 
and Recovery data submittal forms. 
Improvement Act of 
2012, PL 112-248 

State will submit 
requests for transfer 
and FHWA approves Transfer of Funds 
and processes the 
funding transfers 

between programs or to 23 USC 126, 23 USC 
Not Office of Chief 

Finance SHA. Office of Finance between programs. to 
other FHWA offices or 132, and FHWA Order As needed 

Applicable Financial Officer 
other States. to other 

agencies as requested by 4551.1 

agencies. and to FHWA 
State 

HQ. Federal Lands. or 
Research offices 
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23 USC 106(g)(2)(A) 
states that the Secretary 

Reviews of State 
shall perform annual 
reviews that address 

Transportation 
Not Office of Chief 

elements of the State 
Departments Financial 23 USC 106(g)(2)(A) Annually 

Applicable Financial Officer Finance SHA. Office of Finance transportation 
Management Systems - departments' financial 
Financial Integrity management systems 

that affect projects 
approved under 
subsection (a). 

Review Adequacy of Sub-
recipient Project Delivery 

Not Office of Chief Systems and Sufficient 23 USC 106(g)(4)(A)(i) As needed 
Applicable Financial Officer Finance SHA. Office of Finance 

Accounting Controls to 
Manage Federal Funds 

Periodic Reviews of 
Not Office of Project Delivery & States Monitoring of sub- 23 USC 106(g)(4)(8) As needed SHA. Office of Finance 

recioients Applicable Infrastructure Environment Team 

A State must enter into 
an agreement with 
FHWA for use of the 
increased Federal share 
allowable under this 

Approval of Increased As determined section. which must be 

Federal Share Agreement 23 USC 120(b)(2) by the Federal Not Office of Chief 
Finance SHA. Office of Finance 

reviewed and updated 

(Sliding Scale) Share Applicable Financial Officer periodically as agreed to 
Agreement in the agreement. 

States must 
demonstrate that they 
are in compliance with 
the statute and the 
aareement. 

Prepare I Review Title VI 
Office of Civil SHA. Office of Equal Division office reviews Plan Accomplishments 23 CFR 200.9(b)(10) Annually 1-0ct Civil Rights 

and Next Year's Goals Rights Opportunity and comments. 

Prepare I EEO Contractor 
23 CFR 230, Subpart Compliance Plan Office of Civil SHA. Office of Equal Division office reviews 

accomplishments and C, Appendix A, Part I, Annually 1-0ct 
Rights Civil Rights Opportunity and comments. 

next year's goals Ill 

Prepare I Review State 
Internal EEO Affirmative 

Office of Civil SHA. Office of Equal Action Plan (Title VII) 23 CFR 230.311 Annually 1-0ct Courtesy copy to HQ. 
Accomplishments and Rights Civil Rights Opportunity 

Goals 
Review DBE Program 

49 CFR 26.21(b)(2) As needed Not Office of Civil MOOT. Office Diversity Division sends to HCR 
Revisions Applicable Rights Civil Rights and Equity for review and approval 
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Prepare I DBE Uniform June 1st 
Office of Civil Awards and Commitment 49 CFR 26, Appendix B Semi-Annual December 

SHA. Office of Equal Division Office reviews 

Report 1st 
Rights Opportunity and sends to HCR 

Prepare I Annual Analysis 
Annual (as December Office of Civil and Corrective Action 49 CFR 26.47(c) Civil Rights 

SHA, Office of Equal Division Office approves 

Plan (if necessary) necessary) 31st Right Opportunity sends copy to HCR 

Division reviews and 
approves: HCC 

Prepare I State DBE 
49 CFR 26.45(f)(1) Triennial August 1st 

Office of Civil MOOT Office Diversity provides legal 
Program Goals Rights Civil Rights and Equity sufficiency re\lleW and 

approval sends copy to 
HCR 

Prepare I Review On-the-
Job-Training (OJT) goals 23 CFR 230.111 (b) Annually TBA 

Office of Civil 
Civil Rights 

SHA. Office of Equal Division office reviews 

& accomplishments Rights Opportunity and comments. 

Approval of OJT and DBE 
23 CFR 230.113 & 23 Office of Civil 

Division recommends 
Supportive Services fund 

CFR 230.204 
Annual TBA Civil Rights 

SHA, Office of Equal 
approval submits to 

requests Rights Opportunity 
HCR for final approval 

Return of any unused 
Office of Civil discretionary grant 23 CFR 230.117(2) Annual TBA Civil Rights 

SHA. Office of Equal Division works with 

program funding Rights Opportunity HCR and CFO 

Prepare I Review of 23 CFR 230.113(g), 
Report on Supportive 230.121 (e), Quarterly Office of Civil 

Civil Rights 
SHA. Office of Equal Division office reviews 

Services (OJT & DBE) 230.204(g)(6) Rights Opportunity and comments . 

Prepare I Review Annual 23 CFR 230.121(a); 
Contractor Employment Appendix D to Subpart 

Office of Civil Report (Construction A, Part 230, General Annually 1-Dec Civil Rights SHA. Office of Equal Recommendation sent 

Summary of Employment Information and Rights Opportunity to HQ for approval. 

Data (Form PR-1392) Instructions 

Report sent to HQ 

Prepare I Review MOOT 
23 CFR, Subpart C, 

quarterly for 

Employment Statistical Biannual 1-Dec 
Office of Civil 

Civil Rights 
SHA. Office of Equal informational purposes 

Data (EE0-4) Appendix A Rights Opportunity and recommendation 
sent to HQ annually for 
aooroval. 

Prepare I Review Annual 
Federal Projected Awards 
Reports - Historically 
Black Colleges & 

Presidential Executive Universities/Tribal 
Colleges & Orders: 13230, Office of Civil SHA. Office of Equal 

Divisions submit data to 

13256,13270, 13361 . Annual TBA Civil Rights HCR who prepares 
Universities/Hispanic Rights Opportunity 

Serving Institutes, 13515 report for DOCR 

American Indian Alaskan 
Native, Asian Pacific & 
American Islander. 
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Prepare I Review ADA 
Not Office of Civil SHA. Office of Equal 

Division office reviews . 
Complaint Reports of 28 CFR 35.190 As needed Civil Rights FHWA HQ approves 
Investigation Applicable Rights Opportunity and issues find ing. 

Review Americans with 
Disabilities Act (ADA) 

49 CFR 27.11(c), EO Office of Civil SHA. Office of Equal Division office reviews 
/Sec. 504 Program Plan 

12250 Annually 1-0ct 
Rights 

Civil Rights Opportunity and comments. 
accomplishments and 
next year's goals 

August 30; 

Return of unexpended however. 

funds used for Summer 23 CFR 230.117(2) Annual 
State Office of Civil Civil Rights 

SHA. Office of Equal Divisions work with 

Transportation Institutes procurement Rights Opportunity HCR and CFO 
rules may 
govern 

Prepare I Review 
Request for National 

Office of Civil SHA. Office of Equal 
Divisions recommend 

Summer Transportation 23 USC 140(b) Annual TBA Civil Rights approval. HCR gives 
Institute (NSTI) Proposals Rights Opportunity final approval 
CSOWs) 
Prepare I Review NSTI 

23 USC 140(b) Annual October 15th 
Office of Civil 

Civil Rights 
SHA. Office of Equal Divisions provide to 

Report (questionnaire) Rights Opportunity HCR 

Receipt of State 
Not Office of Federal Project Delivery & SHA. Environment 

Consultation Process with 23 CFR 450.210(c) As needed Informational Purposes . 
Tribal Governments Applicable Lands Highway Environment Team Planning Division 

Approval of Contracting 
Not Office of Project Delivery & SHA. Office of Highway FHWA Division Office 

Procedures for Consultant 23 CFR 172.5 & 172.9 As needed 
Selection Applicable Infrastructure Environment Team Development Approval. 

Office of Program 
Determination of High Administration 
Risk Categories -

23 USC 106(c)(4)(8) As needed 
Not Office of Project Delivery & SHA. Office of Highway determines national 

Limitation on Interstate Applicable Infrastructure Environment Team Development categories and must 
Projects concur on any State 

desianations. 
Approval of State 3R 23 CFR 625.4(a)(3) . 23 

As needed 
Not Office of Pavement & Material SHA, Pavement & FHWA Division Office 

Program USC 109(n) Applicable Infrastructure Engineer Geotechnical Division ,Approval. 
SHA Office of Highway 

Verify adoption of Design 23 CFR 625, 23 USC Development. Office of FHWA HQ regulatory 
Standards (National 109(b), 23 USC 

As needed 
Not Office of Project Delivery & Structures. Office of action to adopt NHS 

Highway System, 109(c)(2). 23 USC Applicable Infrastructure Environment Team Traffic and Safety. 
including Interstate) 109(0) Office of Materials and 

standards. 

Technoloav 
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Approval of preliminary 
Director of HIBT has 

plans of Major and 
approval of preliminary 

Unusual Bridges on the (M1100.A) As needed 
Not Office of Project Delivery & SHA. Office of plans of Major and 

Interstate Highway Applicable Infrastructure Environment Team Structures Unusual Bridges on the 

System Interstate Highway 
System (M1100.A) 

Approval of State 
23 CFR 625.3 As needed Not Office of Technology Services SHA, Office of Highway FHWA Division Office 

Standard Specifications Applicable Infrastructure Team Leader Development Approval. 

Verify State Design 
Not Office of Project Delivery & SHA. Office of Highway FHWA Division Office 

Exception Policy complies 23 CFR 625.3 As needed 
with FHWA Policy Applicable Infrastructure Environment Team Development Approval. 

SHA. Office of Highway 
Development. Office of 

Approval of State 
23 CFR625.3 As needed Not Office of Project Delivery & Traffic and Safety. FHWA Division Office 

Standard Detail Plans Applicable Infrastructure Environment Team Office of Structures. Approval 
Office of Materials 

Technoloov 
Approval of Pavement 

23 CFR 626.3 As needed Not Office of Pavement & Material SHA. Pavement & FHWA Division Office 
Design Policy Applicable Infrastructure Engineer Geotechnical Division Approval. 

Review of Value 23 CFR 627.1(b)&(c). 
Not Office of Engineering Policy and 23 CFR 627.7 As needed Project Delivery & SHA. Office of Highway FHWA Division Office 

Procedures FHWA Order 1311.1B Applicable Infrastructure Environment Team Development Review. 

Review of Value FHWA Division Office 

Engineering Annual 23 CFR 627.7, FHWA 
Annual 

Not Office of Project Delivery & SHA. Office of Highway collects. reviews. and 

Report Order 1311.1B Applicable Infrastructure Environment Team Development submits to HQ for 
review and reporting. 

FHWA Division Office 
Review and Approval of 23 use 111 . 23 CFR 

Not Office of Project Delivery & 
SHA. Office of Planning approval with 

Interstate Access 710, 74 FR 43743- As needed and Preliminary concurrence from HQ 
Requests 43746(Aug. 27,2009) Applicable Infrastructure Environment Team 

Engineering on more complex 
access reauests. 

SHA. Chief 
Approval of Liquidated 

23 CFR 635.127 Every 2 years 
Not Office of Project Delivery & Engineer/Deputy FHWA Division Office 

Damages Rate Applicable Infrastructure Environment Team Administrator for Approval. 
Ooerations 

State administers. with 
programmatic 
agreement by the 

Approval of Quality 
23 CFR 637 .205 As needed Not Office of Pavement & Material SHA Central Division Office. as part 

Assurance Program Applicable Infrastructure Engineer Laboratory of their materials testing 
and construction quality 
assurance/acceptance 
program. 
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State administers . with 
Assure Central programmatic 
Laboratory accredited by agreement by the 
AASHTO Accreditation 

23 CFR 637 .209 As needed 
Not Office of Pavement & Material SHA Central Division Office. as part 

Program or FHWA Applicable Infrastructure Engineer Laboratory of their materials testing 
approved comparable and construction quality 
program assurance/acceptance 

program. 

Assure Non-STD 
State administers . with designated lab perfonning 
programmatic Independent Assurance 
agreement by the sampling and testing 

23 CFR 637.209 As needed Not Office of Pavement & Material SHA Central 
Division Office. as part accredited by AASHTO Applicable Infrastructure Engineer Laboratory 
of their materials testing Accreditation Program or 
and construction quality FHWA approved 
assurance/acceptance comparable program 
orogram. 

Assure Non-STD State administers. with 
designated lab used in programmatic 
dispute resolution 

Not Office of Pavement & Material SHA Central 
agreement by the 

accredited by AASHTO 23 CFR 637.209 As needed 
Applicable Infrastructure Engineer Laboratory Division Office. as part 

Accreditation Program or of their materials testing 
FHWA approved and construction quality 
comparable program assurance/acceptance 

program. 

State administers. with 
programmatic 

Review Independent Office of Pavement & Material SHA Central 
agreement by the 

Assurance Annual Report 23 CFR 637.207 Annually 1-Mar 
Infrastructure Engineer Laboratory 

Division Office. as part 
of their materials testing 
and construction quality 
assurance/acceptance 
program. 

Assure Labor Compliance 
23 USC 113 As needed Not Office of SHA. Office of FHWA Division Office 

- Prevailing Wage Rate Applicable Infrastructure Construction Review and Approval 

Detennination of Eligible 
Preventive Maintenance 

Not Office of Technology Services Activity - Cost-Effective 23 USC 116(e) As needed SHA, Office of 
Means of Extending Applicable Infrastructure & Planning Team 

Structures FHWA Division Office 
Useful' Life Detennination Approval 
Approval of Utility 

Not Office of Project Delivery & SHA. Office of Agreement I Alternate 23 CFR 645.119 As needed FHWA Division Office 
Procedure Applicable Infrastructure Environment Team Construction 

Approval 

Approval of Utility 23 CFR 645.215, 23 
Not Office of Project Delivery & SHA. Office of USC 109(1), 23 USC As needed FHWA Division Office Accommodation Policy 

123 Applicable Infrastructure Environment Team Construction Approval 
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Review Bridge 
SHA. Office of Construction. 

23 CFR650 As needed Not Office of Division Bridge 
Geotechnical, and Applicable Infrastructure Engineer Structures 
Hvdraulics 

Review Plans of Division office performs 
Corrective Action 23 CFR 650, 23 USC 

Annually Office of Division Bridge SHA. Office of annual compliance 
established to address 144 Infrastructure Engineer Structures review and reports 
NBIS compliance issues results to HQ. 

Review NBI Data 23 CFR 650 Subpart C. 
Office of Division Bridge SHA, Office of Division resolve errors 

Submittal Annual Memo from HQ. Annually 1-Apr 
Infrastructure Engineer Structures with States: States 

23USC144 submit to HQ. 
Review structurally 
deficient bridge 

23 USC 144 Annually 1-Apr Office of Division Bridge SHA. Office of Submit to HQ. construction Unit Cost Infrastructure Engineer Structures 
submittal 
Review Section 9 of the 
Rivers and Harbors Act 23 CFR 650 Subpart H; 

As needed Not Office of Division Bridge SHA. Office of 
Submittals (Bridge 33 CFR 114 & 115 Applicable Infrastructure Engineer Structures 
Permits) 

The FHWA 
Administrator may 
reduce the requirement 

Approval for reduction of for expenditures for off-
Not Office of Division Bridge SHA. Office of system bridges if the expenditures for off- 23 USC 133(g)(2)(B} As needed 
Applicable Infrastructure Engineer Structures FHWA Administrator system bridges 

determines that the 
State has inadequate 
needs to justify the 
exoenditure. 

Annually 

Determination on beginning 

Adequacy of State's Asset 23 USC 119(5) second fiscal Office of Technology Services SHA, OPPE - Program 
year after Infrastructure Team Development Division Management Plan 
establishment 
of the orocess 

Certification and Recertification 
Recertification of States every four 

Office of Technology Services SHA. OPPE - Program Process for Development 23 USC 119(6) years after 
Infrastructure Team Development Division of State Asset establishment 

Management Plan of the process 

Beginning four 
years after Program Management 

Review Reporting on 
23 USC 150(e} enactment of Office of Analyst & Division SHA. OPPE - Program 

Performance Targets MAP-21 and Infrastructure Program Leads Development Division 
biennially related to measures 
thereafter 
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Review National Highway 
Required if System Performance 
State does not 

Program Management Achievement Plan for 
achieve targets 

Office of Analyst & Division SHA. OPPE - Program Actions to achieve the 
23 USC 119(7) (or significant 

Infrastructure Program Leads Development Division targets (when State does 
progress) for 2 

related to measures not achieve or make 
consecutive significant progress 
reports toward achieving) 

States and sub-recipient 
failure to maintain 

Not Office of 
Division Administrator SHA. Office of Finance projects - Notice and 23 USC 116(d} As needed 

Applicable Infrastructure withholding Federal-aid 
Funds 

SHA. Chief Emergency Relief (ER) 
23 CFR 668 23 USC Not Office of Project Delivery & Engineer/Deputy 

Perform with State. Damage Assessments 
120 and 125 As needed 

Applicable Infrastructure Environment Team Administrator -and Reports 
Ooerations 

State will calculate the 
Toll Credit and 

Project Delivery & 
amount of eligible toll 

Office of credit and submit for Maintenance of Effort 
Annually Environment Team N/A 

approval. FHWA will (MOE) Calculation and 23 USC 120(i) 
Infrastructure 

and Finance Team review and approve the Agreement 
reauest. 
States are responsible 
to ensure that LPAs are 
aware of all the 
applicable Federal-aid 
Program requirements: 
States are responsible 
to ensure monitoring Local Public Agency 2 CFR 200.331 ;; 23 

As needed 
Not Office of Project Delivery & 

SHA. Office of Finance and oversight to assure (LPA) Oversight USC 106(g)(4) Applicable Infrastructure Environment Team compliance with Federal 
requirements. 23 USC 
further reinforces 
stressing accountability 
on "project delivery 
systems" and 
"accountina controls." 
Division Office reviews Approval to Sell, Lease or 
and submits for Office of Otherwise Dispose of a 

As needed 
Not Office of Project Delivery & NIA Program Administration Ferry Purchased with 23 USC 129 (c}(6) 
Applicable Infrastructure Environment Team for Administrator Federal-aid Funds 

Approval 
SHA. Chief 

Reviewed and Engineer/Deputy Division Office works Territorial Highway 
Revised as Office of Project Delivery & Administrator for 

with Office of Program Program - Approval of 23 use 165(c)(5) 
needed every Infrastructure Environment Team Planning, Engineering. 

Administration and HCC Territory Agreement 
two years Real Estate and 

Environment 
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Project sponsors submit 

Office of 
requests for credit 

Not SHA and MDOT assistance to the TIFIA TIFIA Credit Program 23 USC 601-609 As needed 
Applicable Innovative Finance 

Offices of Finance JPO for review; 
Program Delivery 

approval by the 
Secretary 
MOUs strongly 

Office of 
suggested for each 23 USC 122; 

Not SHAandMDOT GARVEE issue. FM GARVE Es GARVEE Guidance As needed 
Applicable 

Innovative Finance 
Offices of Finance contacts OIPD for 3/14 Program Delivery 

review/concurrence 
before final approval 

Office of 
Division sends copy of NHS Act Section 308; 

Nol SHA and MDOT report lo OIPD. SIB State Infrastructure Banks 23 use 610; Annual Report 
Applicable Innovative Finance 

Offices of Finance submits annual report to SIB Guidance 3/14 Program Delivery 
Division Office. 

At the option of the 

MOTA Office of 
project sponsor. may 

Office of execute a Tolling Section 129 Tolling 
23 USC 129{a) As needed 

Not 
Innovative 

Project Delivery & Planning and Program Eligibility MOU with the Authority Requests Appl icable 
Program Delivery Environment Team 

Development Division Office: HIN 
coordinates FHWA HQ 
review 
At the option of the 

MDTA Office of 
project sponsor, may 

Section 166 HOV/HOT Office of execute a Tolling 
Lanes Tolling Authority 23 USC 166{d) As needed Not 

Innovative Technology Services Planning and Program Eligibility MOU with the Applicable Team Requests Program Delivery Development Division Office: HIN 
coordinates FHWA HQ 
review 

Office of MOTA Office of Requests submitted to Value Pricing Pilot 
Nol Technology Services HIN to coordinate Program Tolling Authority ISTEA Section 1012{b) As needed 
Applicable Innovative 

Team 
Planning and Program 

review: approval by the Requests Program Delivery Development Administrator 
Interstate System 

MOTA Office of Applications submitted Reconstruction and 
TEA-21 Section Nol 

Office of 
Project Delivery & to HIN lo coordinate Rehabilitation Pilot As needed 

Applicable 
Innovative 

Environment Team 
Planning and Program 

review: approval by the Program Tolling Authority 1216{b) 
Program Delivery Development Administrator Requests 

Annual Audit of Toll 23 use 129{a)(3){B); 

Facility Records and TEA-21 Section 
Office of MOTA Office of 

Division Office to Certification of Adequate 1216{b)(5)(B); 
Annually Innovative Finance Planning and Program 

receive the reports. Maintenance - Report SAFETEA-LU Section 
Program Delivery Development 1604(b){3){A); !STEA Submittal 

Section 1012{b){3) 
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Prior to first 
Division Office will 

Division Office will 
federal 

Office of conduct concurrent 
MOOT or Project provide approval after 

Project Management Plan 
23 u.s.c. 106(h)(2} authorization of Not 

Innovative review with HQ Office 
Sponsor will prepare receiving concurrence 

(Major Projects} construction Applicable and submit Project from HQ Office of 
funds for a Program Delivery of Innovative Program Management Plan. Innovative Program 
Maior Proiect Delivery. Deliverv. 
Prior to first 
federal Annually as 

Division Office will Division Office will 
authorization of noted in the 

Office of conduct concurrent 
MOOT or Project provide approval after 

Financial Plan (Major 
23 u.s.c. 106(h}(3) construction approved 

Innovative review with HQ Office 
Sponsor will prepare receiving concurrence 

Projects} funds for a Initial and submit annual from HQ Office of 
Major Project Financial Program Delivery of Innovative Program Financial Plans. Innovative Program 
and then Plan Delivery. Delivery. 
annuallv. 

Prior to first Division Office will 

federal Annually as review and approve MOOT or Project Other Projects are 
Financial Plans for defined as projects with authorization of noted in the 

Office of Other Projects in 
Sponsor will prepare an estimated total cost Financial Plan (Other construction approved and submit annual 

Projects} 23 u.s.c. 106(i) 
funds for an Initial Innovative accordance with its Financial Plans to the 

of $100 million or more 

Other Project Financial Program Delivery stewardship and Division Office. only 
that have not been 

oversight agreement designated as Major and then Plan 
with the MOOT or upon request. Projects. annually. 
Project Sponsor. 

One year after 
Under development. Review Designation and enactment of MOOT. Office of 

Re-designation of Primary 23 USC 167(d) MAP-21 and Office of Planning Freight & initial PFN designation 

Freight Network every ten years Operations Multimodalism 
scheduled for Spring 

thereafter 2014 completion. 

Three years 
MOOT. Office of Review Development and after enactment 

Update of National 23 USC 167(f) of MAP-21 and Office of Planning Freight & OST lead 
Freight Strategic Plan every five years Operations 

Multimodalism 
thereafter 

Two years after 
MOOT. Office of Review Freight enactment of 

Transportation Conditions 23 use 167(g) MAP-21 and Office of Planning Freight & OST lead 
and Performance Report every two years Operations 

Multimodalism 
thereafter 

Review HOV Operations 
Report for Tolled Use and 

Office of Operations and Safety SHA. Office of Planning 
Low-Emission and 23 USC 166(d) Annually and Preliminary 
Energy-Efficient Vehicle Operations Engineer Engineering 
Use 
Congestion Partnerships 

Annual Memo from HQ Annually 1-Jul Office of Operations and Safety Office of CHART Complete with partners 
Assessment Operations Engineer and forward to HQ. 
Traffic Incident 

Annual Memo from HQ Annually 1-Jul Office of Operations and Safety Office of CHART 
Complete with partners 

Management Self- Operations Engineer and forward to HQ. 
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Assessment 

7/112013. 
This project 
is currently 
on hiatus 

Work Zone Self- and has not 
Office of Operations and Safety SHA. Office of Traffic & 

Assessment Annual Memo from HQ Annually been 
Complete with partners 

determined Operations Engineer Safety and forward to HQ. 

whether it 
will be 
reestablished 
or not. 

Approval of State-
Prepared Manual on 

23 CFR 655.603, 23 Not Uniform Traffic Control As needed Office of Operations and Safety SHA. Office of Traffic & 

Devices - State Traffic USC 109(d) Applicable Operations Engineer Safety 

Control Manuals 
Review Vehicle Size & 23 CFR 657.11, 23 

Annually Office of SHA. Motor Carrier 
Weight Enforcement Plan use 121 1-0ct Planning 

Operations Division 
Review Vehicle Size & 

23 CFR 657.13, 23 Weight Enforcement Annually 1-Jan Office of SHA. Motor Carrier 

Certification use 141 Operations 
Planning Division 

Approval of National 
23 CFR 658.11 As needed Not Office of SHA. Motor Carrier 

Network Modifications Applicable Operations Planning Division 
Intelligent Transportation 

Not Office of System Architecture & 23 CFR Part 940 As needed Operations and Safety 

Standards Applicable Operations Engineer 
Office of CHART 

Approval of Work Zone 
Significant Project 23 CFR 630.1010 As needed Office of Operations and Safety SHA Office of Traffic & 

Determination Operations Engineer Safety 

Approval of Exceptions to 
Office of Work Zone Procedures 23 CFR 630.1010 As needed Operations and Safety SHA. Office of Traffic & 

for Interstate Projects Operations Engineer Safety 

Approval of Work Zone 
At appropriate Policy and Procedures 23 CFR 630.1014 Office of Operations and Safety SHA. Office of Traffic & 

Conformance Review intervals Operations Engineer Safety 

Process Review of Work 23 CFR 630.1008, 23 
Zone Safety and Mobility USC 109(e)(2), 23 Every 2 years Office of Operations and Safety SHA. Office of Traffic & 

Procedures USC 112(g) Operations Engineer Safety 

Approval of State 23 CFR 420.111, 23 Prior to Office of Planning, SHA. Office of Planning 
Planning Work Program CFR 420.115, and 23 Annually Program Environment & Planning & Preliminary 

FHWA Division Office 

and Revisions (Part 1) CFR 420.209 Period Realty Engineering/ POD 
Approval. 

Approval of State 
Research and 23 CFR 420.111, 23 Prior to Office of Planning, 

Development Work CFR 420.115, and 23 Annually Program Environment & Technology Services SHA. Office of Policy FHWA Division Office 

Prooram (Part 2) CFR 420.209 Period Realty & Planning Team and Research Approval. 
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Approval of State's 
Distribution of Planning 

23 CFR 420.109, 23 Not 
Office of Planning. MOOT, Office of FHWA Division Office 

Funds Formula - use 104(d)(2)(A)(i) 
When Revised 

Applicable 
Environment & Planning Planning & Capital 

Approval. 
Allocation Formulas for Realty Programming 
PL Funds 

Office of Planning. 
MOOT. Office of FHWA Division Office 

Review of State Public Not Planning & Capital 
Involvement Procedures 23 CFR 450.210(a) As needed 

Applicable 
Environment & Planning Programming . SHA-

Review to Assure 
Realty 

OPPE 
Compliance. 

Receipt of State 
Office of Planning. MOOT. Office of Consultation Process for Not 

Non- metropolitan Local 23 CFR 450.210(b) As needed 
Applicable 

Environment & Planning Planning & Capital Informational Purposes. 

Officials Realty Programming 

Review of Long-range 
Not 

Office of Planning . MOOT. Office of FHWA Division Office 
Statewide Transportation 23 CFR 450.214 As needed 

Applicable 
Environment & Planning Planning & Capital Review to Assure 

Plan Realty Programming Compliance. 
Approval of Statewide 

23 CFR 450.216, 23 Office of Planning. MOOT. Office of Transportation At least every 4 Not Joint FHWA and FTA 
Improvement Program CFR 450.218(a) & (c). 

years Applicable 
Environment & Planning Planning & Capital 

approval. 
CSTIPl 23 USC 135(g)(7) Realty Programming 

Approval of STIP 23 CFR 450.218(a) & Not 
Office of Planning, MOOT. Office of Joint FHWA and FTA 

Amendments (c) As needed 
Applicable 

Environment & Planning Planning & Capital approval. 
Realty Programming 

Finding of Consistency of 
23 USC 135(g)(8). 23 Concurrent with Not 

Office of Planning. MOOT. Office of FHWA and FTA issue a 
Planning Process with 

CFR 450.218(b) STIP approval Applicable 
Environment & Planning Planning & Capital joint finding concurrent 

Section 134 and 135 Realty Programming with STIP approval 
Review of State Self-

Submitted with MOOT. Office of certification that Planning Office of Planning, 
Process is in Accordance 23 CFR 450.218(a) proposed STI P Not 

Environment & Planning 
Planning & Capital Received with STIP. 

with Applicable orSTIP Applicable 
Realty 

Programming. MOOT-

Requirements amendments ODE 

Approval of 
Transportation 23 CFR 450.308(b) and 

Prior to Not 
Office of Planning, MOOT. Office of 

Management Area (TMA) 23 CFR 420 (Subpart 
Program End Applicable 

Environment & Planning Planning & Capital 
MPO Unified Planning A) Realty Programming 
Work ProQrams (UPWP) 

Approval of Non-TMA 23 CFR 450.308(b) and 
Prior to Not 

Office of Planning, MOOT. Office of May use simplified work 
UPWA 23 CFR 420 (Subpart 

Program End Applicable 
Environment & Planning Planning & Capital statement. 

Al Realty PrOQramming 
Approval of UPWP 

Not 
Office of Planning, MOOT, Office of 

Revisions and 23 CFR 420.115 As needed 
Applicable 

Environment & Planning Planning & Capital 
Amendments (All MPO's) Realty Programming 
Review of UPWP 

Not more Office of Planning, MOOT, Office of Performance and Not 
Expenditure Reports (All 23 CFR 420.117(b) frequently than 

Applicable 
Environment & Planning Planning & Capital 

MPO's) quarterly Realty Programming 

Approval of Report Before Not 
Office of Planning, MOOT. Office of 

Publication (All MPO's) 23 CFR 420.117(e) As needed 
Applicable 

Environment & Planning Planning & Capital Waiver may be granted. 
Realtv ProQramming 
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Approval to use Planning 
Funds outside Urbanized 

Not 
Office of Planning. MDOT. Office of 

Areas for States 23 USC 104(d)(1)(A)(ii) As needed 
Applicable 

Environment & Planning Planning & Capital 
Receiving Minimum Realty Programming 
Aooortionment 

Approval by MPO and 
Review of Metropolitan 

Office of Planning. 
MDOT. Office of the Governor. shape 

Planning Area Boundary Not Planning & Capital files forwarded to HQ. 
(Establishment and 23 CFR 450.312 As needed 

Applicable 
Environment & Planning 

Programming. SHA- (Comment: No action is 
Changes) Realty 

OPPE required by 
FHWA/FTAl. 

Review of Metropolitan 
Transportation Planning 

Not Office of Planning. MDOT. Office of Require agreement 
Organizations (MPO) 23 CFR 450.310 As needed 

Applicable 
Environment & Planning Planning & Capital between Governor and 

Designation and Re- Realty Programming local governments. 
designation 

Review of Metropolitan Between 
Planning Agreements 

When Not 
Office of Planning. MDOT. Office of MPO/MDOT/Transit 

(MPA) for Attainment or 23 CFR 450.314(a) 
Completed Applicable 

Environment & Planning Planning & Capital Operator. Included in 
Entire Nonattainment Realty Programming UPWP or Prospectus 
Area (23 CFR 450.314(d)). 

Review of MPA - for MPA 
Office of Planning. MDOT. Office of Between that do not include the 23 CFR 450.314(b). 23 When Not 

entire nonattainment or USC 1090) Completed Applicable 
Environment & Planning Planning & Capital MPO/MDOT/State AQ 

maintenance area Realty Programming Agency. 

Review of MPO Public Not 
Office of Planning, MDOT. Office of 

Must be developed and 
Participation Procedures 23 CFR 450.316(a) As needed 

Applicable 
Environment & Planning Planning & Capital 

published. 
Realty Proarammina 

Review of Metropolitan 
Office of Planning. MDOT. Office of Transportation Plan Not 

(MTP) in Attainment 23 CFR 450.322 Every 4 years 
Applicable 

Environment & Planning Planning & Capital 

Areas (and Updates) Realty Programming 

Review of MTP in Non-
Office of Planning, MOOT. Office of Attainment and Not 

Maintenance Areas (and 23 CFR 450.322 Every 5 years 
Applicable 

Environment & Planning Planning & Capital 

Uodatesl Realty Programming 

Review of MTP Not 
Office of Planning. MDOT, Office of 

Amendments 23 CFR 450.322(c) As Needed 
Applicable Environment & Planning Planning & Capital 

Realty Proarammina 
After receipt of MPO 

Concurrent with determination: Joint 
Air Quality Conformity LRTP updates 

Office of Planning. MDOT. Office of 
FHWAand FTA 

Determination on LRTP in at least every 4 Not determination: In 
Non-attainment and 23 CFR 450.322(d) 

years and as Applicable 
Environment & Planning Planning & Capital 

consultation with the 
Maintenance Areas needed on 

Realty Programming 
Environmental 

amendments Protection Agency 
IEPAl. 
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No succinct Federal 
MOOT. Office of approval action is Review of Transportation 23 CFR 450.300(a); 23 

Not 
Office of Planning. 

Planning & Capital required for the TIP. CFR 450.324(b); 23 Prior to 
Environment & Planning 

Programming. SHA- FHWA/FTA approval of 
Improvement Program 

CFR 450.328(a), 23 Program Period Applicable 
Realty 

OPPE the TIP is through the 
(TIP) 

USC 1340)(1)(0) 
STIP approval process . 

No succinct Federal 
MOOT. Office of approval action is 

Nol 
Office of Planning. 

Planning & Capital required for the TIP. Review ofTIP 23 CFR 450.324(a); 23 
As needed Environment & Planning 

Programming. SHA- FHWAIFTA approval of Amendments CFR 450.328(b) Appl icable 
Realty 

OPPE the TIP is through the 
STIP approval process. 

Applies lo non-
At least every 4 attainment and 

maintenance areas years, or when 
Office of Planning. MOOT. Office of only. After receipt of 

Approval of Air Quality 
23 CFR 450.326; 23 the TIP has Nol 

Environment & Planning Planning & Capital MPO determination. 
Conformity Determination 

CFR 450.328 been modified Applicable 
Realty Programming 

joint determination with 
on TIP 

(unless exempt 
projects) FT A (in cooperation with 

EPA). 

MOOT. Office of 
Al least every four Federal Finding of 

Concurrent with Office of Planning, 
years. joint finding with Consistency of Planning 23 CFR 450.218(b); 23 

(S)TIP Not 
Environment & Planning Planning & Capital 

FTA when TIP is Process with Section 134 CFR 450.334(a) 
submittal Applicable 

Realty Programming 
submitted . and 135 

In Metropolitan Planning 
Annually or MOOT. Office of Required for all MPO's. Areas, Review of State 

Office of Planning, 
Planning & Capital May be included in the and MPO Self-certification 23 CFR 450.334 (a), 23 concurrent with Not 

Environment & Planning Programming. MOOT- STIP. TIP. or UPWP. al that Planning Process is CFR 218(a) the STIPITIP Applicable 
Realty 

OED least every 4 years . in Accordance with cycle 
Applicable Requirements 

MOOT. Office of In TMA's, Certification 
Office of Planning. 

Planning & Capital Joint FHWA and FTA that Planning Process is 23 CFR 450.334(b). 23 
Every 4 years Environment & Planning 

Programming. MOOT- Certification. in Accordance with USC 134(k)(5) 
Realty 

OED Applicable Requirements 

Office of Planning. 
SHA. Planning. MOOT Approval of Federal-Aid 23 CFR 470.105 (a), 23 

As needed Not 
Environment & Planning -OPCP Urban Area Boundaries USC 101(a)(33) Applicable 
Realtv 

Not 
Office of Planning, 

SHA. Planning. MOOT-Approval of Revision of 
23 CFR 470.105 (b) As needed Environment & Planning 

OPCP Functional Classification Applicable 
Realtv 

Approval by Administrator 23 USC 103(c)(1)(0). 
Not Office of Planning, 

SHA. Planning. MOOT- Approval by HQ -of Interstate Additions & 23 CFR 470.111, As needed 
Applicable Environment & Planning 

OPCP Administrator. Revisions 23CFR 470.115 (a) Realty 
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Approval by Office 
23 USC 103(b)(3). 23 Office of Planning. Director of National Not SHA. Planning. MOOT- Approved by HQ -

Highway System (NHS) CFR 470.113 and As needed 
Applicable 

Environment & Planning OPCP Office Director. 
Additions and Revisions 470.115(a) Realty 

Division provides 
information on CMAQ 
projects including: 

CMAQ Guidance Office of Planning. MOOT. Office of 
amount of obligation. 

Review of CMAQ Annual project description and 
Report Memo October 31. Annually 1-Mar Environment & Planning Planning & Capital location. and air quality 

2006 Realty Programming 
benefits. The report 
must be submitted via 
the web-based CMAQ 
Tracking System. 

Office of Planning, 
Call for entries for the 

Transportation Planning FHWAFTA 
Excellence Awards Annually 1-Feb Environment & Planning NIA 

Transportation Planning 
Realty and Excellence Awards. 

Approval of Local 
Office of Planning. Technical Assistance FHWA L TAP Field 

Annually 31-Mar Environment & Technology Services SHA. Office of Policy & FHWA HQ approval. Program (LTAP) Centers Manual & Planning Team Research 
Work Plan and Budget Realty 

Approval of Public 
23 CFR 771.111(h), 23 Not 

Office of Planning. 
Project Delivery & 

SHA Office of Planning 
Involvement Program As needed Environment & and Preliminary 
Procedures USC 128 Applicable 

Realty 
Environment Team Engineering 

Approval of NEPA 23 CFR 771; 23 CFR 
Office of Planning. SHA. Office of Planning 

Procedures, including 774; SAFETEA-LU 
As needed 

Not 
Environment & Project Delivery & and Preliminary 

Section 4(f) 6007 & 6009. 23 USC Applicable 
Realty 

Environment Team 
Engineering 109lhl 

23 CFR 772.7. 772.9. 
Not 

Office of Planning, 
Project Delivery & 

SHA. Office of Planning FHWA approves State' Approval of Noise Policies and 772.13. 23 USC As needed Environment & and Preliminary 
109lil Applicable 

Realtv 
Environment Team Enoineerino 

noise abatement policy. 

Monitor time required to 
complete EIS's. 
Determine projects 

FHWA Strategic Goal - (Fiscal Year - Office of Planning, 
Project Delivery & 

SHA. Office of Planning which have exceeded 
EIS Status Updates Quarterly Oct, Jan. Environment & and Preliminary recommended timeline 

EIS Timeliness 
Apr, Jul) Realty 

Environment Team Engineering (3 years). Identify 
projects which should 
be listed as dormant. 
Submit to HEPE. 

Endangered Species Act Office of Planning, 
Project Delivery & 

SHA. Office of Planning 
Division submit report 

Cost Report Annually 1-Mar Environment & 
Environment Team 

and Preliminary to HEPE 
Realtv Enoineerino 

Exemplary Ecosystem Office of Planning. 
Project Delivery & 

SHA Office of Planning Division submit 
Initiatives Applications Annually 1-Apr Environment & 

Environment Team 
and Preliminary nominations to HEPE 

Realtv Enoineerino 
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Approval of Acquisitions, 
Office of Planning. Appraisals, and 49 CFR Part 24, The Not SHA. Office of Real 

Relocations Program and UA As needed 
Applicable 

Environment & Realty Estate 
Procedures Realty 

Not Office of Planning. SHA. Office of Real Early Acquisitions 23 CFR 710.501 As needed 
Applicable 

Environment & Realty 
Estate 

Realty 

Local Public Agency 49 CFR 24.4(b); 23 Not Office of Planning. SHA. Office of Real 

Oversight CFR 710.201 As needed 
Applicable 

Environment & Realty Estate 
Realty 
Office of Planning. SHA. Office of Real 

Approval of Highway 
23 CFR 620.203 As needed 

Not Environment & 
Realty 

Estate 
Facility Relinquishment Applicable Realty 

Approval of ROW 
Not 

Office of Planning, SHA. Office of Real 
Disposal Authorization 23 CFR 710.409 As needed 

Applicable 
Environment & Realty Estate 

Reauest Realty 
January 1. SHA. Office of Real 
2001 and every Estate 

Approval of ROW 3 years 

Operations Manual thereafter or as 
Office of Planning. 

(Organization, Policies 23 CFR 710.201 required by Not 
Environment & Realty 

and Procedures), changes in Applicable 
Realty 

Updates, and Certification State law or 
Federal 
regulation or 
law 

Approval of Exception to 
Office of Planning. 

SHA. Office of Real 
Charging Fair Market 23 CFR 710.403 and Not Estate 
Value 23 CFR 710.409 As needed 

Applicable 
Environment & Realty 
Realty 

Approval of Interstate 
Not Office of Planning. SHA. Office of Real 

Real Property Use 23 CFR 710.405 As needed 
Applicable 

Environment & Realty Estate 
Aareements Realty 

Approval of Request for Not 
Office of Planning, SHA, Office of Real 

Federal Land Transfer 23 CFR 710.601 As needed 
Applicable Environment & Realty Estate 

Realty 

Approval of Request for Not Office of Planning. SHA. Office of Real 

Direct Federal Acquisition 23 CFR 710.603 As needed 
Applicable Environment & Realty Estate 

Realty 
Approval of Outdoor SHA. Office of Real 
Advertising Policies and 23 CFR 750.304, 23 

Not 
Office of Planning, Estate 

Procedures, and CFR 750.705, 23 USC As needed 
Applicable 

Environment & Realty 
Regulation and Procedure 131 Realty 
Approval 

Approval of Requests to SHA. Office of Real 

Exempt Certain Not 
Office of Planning, Estate 

Nonconforming Signs, 23 CFR 750.503 As needed 
Applicable 

Environment & Realty 

Displays, and Devices Realty 
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Approval of Railroad 
Not 

Office of Planning, 
Agreement Alternate 23 CFR 646.220 As needed 

Applicable 
Environment & 

Procedure Realty 
Approval of Uniform Act SHA. Office of Real 
Waivers and Waivers 

Office of Planning, 
Estate Requests reviewed and 

from Availability of 49 CFR 24.7, 49 CFR 
As needed 

Not 
Environment & Realty approved by HEPR 

Comparable Replacement 24.204(b) Applicable 
Realty Office Director. 

Dwelling before 
Disolacement 
Review of Uniform SHA. Office of Real 
Relocation Assistance & 

49 CFR 24.9c & Office of Planning. 
Estate 

Real Property Acquisition Submitted to FHWA 
Report -(OMB Form Appendix B 49 CFR Annually 15-Nov Environment & Realty Headquarters (HQ). 
2125-0030) 24.603 Realty 

Review of Real Property Office of Planning. SHA. Office of Real 
Acquisition Statistical FHWA Order 6540.1 Annually 15-Nov Environment & Realty Estate 
Reoort Realtv 
Approval of Management 
Process and Project 
Selection Procedures and 
Certification for Research, 

23 CFR 420.115 and Not 
Office of Planning. 

Technology Services SHA. Office of Policy & FHWA Division Office Development & 
23 CFR 420.209 

As needed 
Applicable 

Environment & & Planning Team Research Approval. Technology Transfer Realty 
Program and Revisions to 
Process 

Periodic Review of States 
Management Process of 

Office of Planning, the Research, Not Technology Services SHA. Office of Policy & FHWA Division Office 
Development & 23 CFR 420.209 Periodic 

Applicable 
Environment & & Planning Team Research Periodic Review. 

Technology Transfer Realty 

Proa ram 

Approval of Performance No less 

and Expenditure Reports frequently than 90 Days Office of Planning, 
Technology Services SHA. Office of Policy & FHWA Division Office 

. for SPR Research Work 23 CFR 420.117 annual and no After End Of Environment & & Planning Team Research Approval. 
Programs more frequently Period Realty 

than quarterly 
Prior to 

Approval of SPR research publication 
Not 

Office of Planning, 
Technology Services SHA. Office of Policy & FHWA Division Office 

reports 23 CFR 420.117 unless prior 
Applicable 

Environment & 
& Planning Team Research Approval unless waived . 

approval is Realty 
waved 

Traffic Monitoring 

Annual Traffic Reports Analysis System and 
Not 

Office of Highway 
Planning 

Data Services When Published 
Traffic Monitoring Annually Policy information Engineering Division 
Guide reporting Applicable 
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HPMS Field Review 

Approval of Annual Field Guidelines (June 2001) 
Office of Highway Data Services 

Review Report Continuous Process Annually 1-Nov 
Policy infonnation 

Planning 
Engineering Division 

Review memo to HQ. 
Improvement Model for 
HPMS( February 2003) 

Each year. the 
Governor of each State 
and territory or a 
designee must certify 
Public Road 
Mileage. FHWA division 

Approval of Certified 
23 CFR 460.3(b) Annually 1-Jun Office of Highway 

Planning 
Data Services reviews the Mileage and 

Public Road Mileage Policy infonnation Engineering Division sends to HQ with 
division 
review/concurrence. 
This is reported to 
NHTSA for 
Apportionment of Safety 
Funds. 

Approval of Data 23 CFR 420.105(b), 
Annually 15-Jun 

Office of Highway 
Planning 

Data Services MOOT sends directly to 
Submittal HPMS Field Manual Policy infonnation Engineering Division Division Office and HQ. 

Highway Statistics Guide to Reporting Office of Highway 
SHA. Office of Planning 

MOOT of Division Office 
Reports Highway Statistics Policy infonnation 

and Preliminary 
sends directly to HQ. 

Engineering 

A Guide to Reporting Due 60 days 

Motor Fuels Report Highway Statistics, after end of Office of Highway 
Planning MD Comptroller 

Chapter2 each reporting Policy infonnation 
month 

Vehicles and Drivers A Guide to Reporting 
Office of Highway 

(561, 562, 566. and 571) Highway Statistics, 1-Apr 1-Apr 
Policy infonnation 

Planning SHA. Office of Finance 
Chapters 3. 4, 5, and 6 

Finance (531, 532, 541. A Guide to Reporting 
Office of Highway 

542, and 543 (optional) Highway Statistics. 1-Apr 1·Apr 
Policy infonnation Planning SHA. Office of Finance 

Chapters 8 and 9 

Transportation Bond A Guide to Reporting 
When When Office of Highway 

Referendums Highway Statistics, 
Published Published Policy infonnation 

Planning SHA. Office of Finance 
Chapter9 

MOOT I Toll Authority 
A Guide to Reporting Audits and Published When When Office of Highway Annually, Due as soon 

Annual Reports and Fonn Highway Statistics, 
Published Published Policy infonnation 

Planning SHA. Office of Finance 
as available. 

539 (optional) Chapter 10 

A Guide to Reporting Biennially for odd-

Finance (536) Highway Statistics. 30-Sep ' 30-Sep 
Office of Highway 

Planning SHA. Office of Finance 
numbered years. Due 

Chapter 11 Policy infonnation nine months after end of 
reportinq vear 
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A Guide to Reporting 
Office of Highway 

Annually for State, 
Finance (534) Highway Statistics, 15-Jun 15-Jun 

Policy information 
Planning SHA. Office of Finance Biennially for local 

Chapter 12 

Highway Finance and Tax A Guide to Reporting 
When When Office of Highway 

Legislation Highway Statistics, 
Published Published Policy information 

Planning SHA. Office of Finance 
Chapter 13 

MOOT Budgets and A Guide to Reporting 
When When Office of Highway 

Published Annual Reports Highway Statistics. 
Published Published Policy information 

Planning SHA. Office of Finance 
Chapter 13 

Motor Fuel Oversight July 24, 2001 HQ Initial baseline Annual progress reports 
Review Memo reports no later Office of Highway and statement of 

than December Policy information 
Planning MD Comptroller verification by June 30. 

31,2003 Submitted via UPACS. 

Review of Biennial - Toll 
23 CFR 450.105(b) Biennially - Odd June 15 Office of Highway Division Office sends to Facilities in the United Planning SHA, Office of Finance 

States HPMS Field Manual Years (Odd Years) Policy information HQ. 

State Highway Maps When When Office of Highway Data Services 
Two copies to each 

Planning Division Office and 100 (Tourist) Published Published Policy information Engineering Division 
copies to HQ. 

Office of Highway 
Technology SHA. Office of Planning Traffic volume maps are 

Traffic Flow Maps April Services/Planning and Preliminary published to SHA Annully Policy information 
Team Enaineerina Internet annuallv .. 

Vehicle Classification MAP-21, HPMS Field 
Office of Highway Data Services Part of Annual HPMS 

Data Manual. Traffic 15-Jun 15-Jun 
Policy information 

Planning 
Engineering Division submittal. Monitoring Guide 

FHWA along with the 
Internal Revenue 
Service will review 
applications and select 

Highway Use Tax Not Office of Highway 
awardees for projects 

Evasion Grant Awards 23 USC 143 Annual 
Applicable Policy information 

Planning MD Comptroller designed to reduce or 
eliminate fuel tax 
evasion. FHWA will 
also review annual 
progress reports on 
oroiects. 
Each year. the 
Governor of each State. 
or a designee must 
certify that the State is 

Heavy Vehicle Use Tax verifying that the HVUT 
(HVUT) - Certification of 

23 CFR669.7 1-Jul 1-Jul Office of Highway 
Planning 

MD. Motor Vehicle has been paid before 
verifying proof-of-payment Policy information Administration they issue or renew 
ofHVUT registrations on vehicles 

over 55.000 lbs. The 
HVUT program is 
administered by the 
Internal Revenue 

43 



Service. 

Each year. the 
Governor of each State. 
or a designee must 
certify that the State is 

Heavy Vehicle Use Tax verifying that the HVUT 

(HVUT) - Certification of Office of Highway MD. Motor Vehicle 
has been paid before 

verifying proof-of-payment 23 CFR 669 Annual 1-Jan 
Policy information 

Planning 
Administration 

they issue or renew 

ofHVUT registrations on vehicles 
over 55.000 lbs. The 
HVUT program is 
administered by the 
Internal Revenue 
Service. 
Every 3 years. the local 
Division Office will 
perform a review of the 
State process for 
verifying that the HVUT 

Heavy Vehicle Use Tax 
Not Office of Highway MD. Motor Vehicle 

has been paid before a 
(HVUT) - Triennial review 23 CFR 669.21 Triennial Planning registration can be 
of State program Applicable Policy information Administration 

issued or renewed for 
vehicles over 55.000 
lbs . The HVUT program 
is administered by the 
Internal Revenue 
Service. 
Submit monthly to 
FHWA Travel 

Heavy Vehicle Travel 
Office of Highway Data Services 

Monitoring Analysis 
Permanent ATR Data Information System Monthly Monthly Planning System (TMAS} within 

Field Manual Policy information Engineering Division 
20 days after the close 
of the month for which 
the data were collected. 

Continuous Automatic Heavy Vehicle Travel 
Office of Highway Data Services Send up to one week of 

Vehicle Classifier Data Information System Monthly Monthly 
Policy information 

Planning 
Engineering Division data per quarter Field Manual 
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Submit monthly to 

Weight and Vehicle FHWA Travel Monitoring 

Classification Data Heavy Vehicle Travel 
Office of Highway Data Services 

Analysis System 
Information System 15-Jun As needed Planning (TMAS). within 20 days Collected at Weigh-in-
Field Manual Policy information Engineering Division 

after the close of the motion sites 
month for which the data 
were collected 

By Aug. 1 of 
Approval of MAP-21 the fiscal MD. Motor Vehicle FHWA Division Offices 
compliant SHSP update 

23 U.S.C. 148 (d)(2)(B) Non Recurring year after the 
Office of Safety 

Operations and Administration. provide copy of SHSP 
within the legislatively HSIPfinal Safety Engineer Maryland Highway process approval letter 
required timeframe. rule is Safety Office to HQ. 

established 

As per MAP-21 
Highway Safety guidance. reports are 
Improvement Program 

23 USC 148(h), 23 Operations and SHA. Office of Traffic & 
due to FHWA Division 

(HSIP) and Railway- Annually 31-Aug Office of Safety Office by August 31st 
Highway Crossing CFR 924.15 Safety Engineer Safety 

and to the Office of 
Program (RHCP) Reports Safety by September 

30. 

Per MAP-21. States and 

Transportation 23 USC 150, 23 USC MD. Motor Vehicle MPOs must set targets 

Performance Management 134, 23 USC 135, 23 Annually 31-Aug Office of Safety 
Operations and Administration. for established 

(TPM) for Safety USC 148(i) Safety Engineer Maryland Highway measures. Targets must 
Safety Office be assessed for 

achievement 

Review Drug Offender 
MD. Motor Vehicle Driver's License 

Suspension Law & 23 USC 159 23. CFR 
Annually 1-Jan Office of Safety Operations and Administration. 

Certifications due to the 
Enforcement Certification 192.5 Safety Engineer Maryland Highway Division Office by 
(Section 159) Safety Office 

January 1. 

States must submit a 
Shift letter to the 
Division Office by Oct. 
30 indicating how to 

Section 154/164 MD. Motor Vehicle apply the penalty. New 

Compliance Status - 23 use 154 and 23 
Annually 30-0ct Office of Safety 

Operations and Administration. penalty states have 

Funds Reservation USC 164 Safety Engineer Maryland Highway additional time. The 
Safety Office Office of Safety 

processes the 
compilation of 
information in a memo 
to the CFO. 

MD. Motor Vehicle 
Review Safety Belt 23 USC 153, 23 CFR 

Annually Annually Office of Safety 
Operations and Administration, 

NHTSA Compliance Status 1215.6 Safety Engineer Maryland Highway 
Safetv Office 
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After the final FARS and 

MD, Motor Vehicle 
HPMS data are 
available, FHWA HQ will 

High Risk Rural Roads 
23 USC 148(g)(1) Annually Annually Office of Safety 

Operations and Administration. inform the States if the 
(HRRR) Special Rule Safety Engineer Maryland Highway HRRR Special Rule 

Safety Office applies for the fol lowing 
FY. 
States should include in 
their annual HSIP 
reports (due August 
31st) the calculations 
penormed. verifying 
whether the Older Driver 
Special Rule applies in 

MD. Motor Vehicle the State. If the Special 
Older Drivers and 

23 USC 148 (g)(2) Annually 31-Aug Office of Safety 
Operations and Administration. Rule applies to a State 

Pedestrians Special Rule Safety Engineer Maryland Highway in a given year. the 
Safety Office State must include in its 

subsequent SHSP 
strategies to address the 
increases in the fatality 
and serious injury rates 
for drivers and 
pedestrians over the 
aae of 65. 

FHWA Emergency Executive Order 12656 
Not Emergency and FHWA Order As needed Office of Operations N/A National Programs. 

Preparedness Program 
1910.2C Applicable Coordinator 
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ATTACHMENT C 
MANUALS AND OPERATING AGl~EEMENTS 

(As of April 8, 2015) 

MOOT Manuals Capproyed agd/or negdjgg by FHWA for use op Fcdcra!-ajd projects> 
State Highway Access Manual Engineering Access Permits Division - January 2004 
Accessibility Guidelines for Pedestrian Facilities along State Highways 
Affirmative Action Plan 
Bicycle Policy and Design Guidelines - January 2015 
Book of Standards for Highway and Incidental Structures 
Consultant Selection Internal Guidelines 
Construction Directives 
Construction Manual 
Cultural Resources Manual 
Design-Build Manual 
Disadvantaged Business Enterprise (DBE) Plan 
Environmental Procedures Manual 
Environmental Documentation for Local Government 
Federal Highway Bridge Program Guidelines for Local Government 
Guidelines for Application of Rumble Strips and Rumble Stripes 
Guidelines for Traffic Barrier Placement and End Treatment 
Highway-rail Crossing Safety Improvement Program SOP 
Highway Cost Estimating Manual 
Highway Design Policy and Procedures Manual 
Highway Drainage Manual 
Landscape Design Guide 
LP A Construction Manual 
Maryland Action Plan 
Maryland SHA Roundabout Design Guidelines 
Material Management System 
MDOT SHA Highway Noise Policy-August 2011 
Office of Real Estate Operational Guidelines 
OHD Project Development Process Manual 
OOS - Guide for Completing Structure Inventory and Appraisal Input Forms 
OOS - Policy and Procedure Memorandums 
OOS - Structural Standards Manual 
OOS - Manual for Hydraulic and Hydrology Design 
OOS - Preventive Maintenance Agreement 
Quality Assurance Manual 
Pavement and Geotechnical Design Guide 
Policy and Procedure Manuals (each SHA Office, if any) 
Project Planning Manual 
Public Involvement Manual 
Standard Plans/Drawings 
Standard Specifications for Construction and Materials - 2008 
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Statewide ITS Architecture 
Strategic Highway Safely Plan 
Structural Standards Manual Vol I and 2 
Supplemental and Standard Specifications 
Tille VI Plan 
Maryland MUTCO 
Tourist Area and Corridor (TAC) Sign Guidelines 
Utility Policy 
Utility Procedures Manual 
Value Engineering Policy 

Operating <Programmatjc) Agreements 
Historic Highway Bridges in Maryland 
Maryland's Streamlined Environmental and Regulatory Process 
Programmatic Agreement for Processing Certain Categorical Exclusion Actions 
Programmatic MOA for Minor Projects between FHWA, MOSHA, MHT and ACHP 
Programmatic Agreement among FHW A. MOSHA, ACHP and MHT regarding MOSHA 's 
Risk-Based Project Level Oversight 
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 MARYLAND DEPARTMENT OF TRANSPORTATION 
STATE HIGHWAY ADMINISTRATION 

COST SHARING AGREEMENT 
 
 
 
 
 
 
 

 
Purpose:         Documentation of Costs for Services Provided on Behalf of  

Counties, Municipalities and Others. 
 
Description of work:____________________________________________________________________ 
                                 ____________________________________________________________________ 
                                 ____________________________________________________________________ 
 
1. I,  _______________________________, _________________________, ____________________ 

Name     Title    Date 
        Being authorized to act on behalf of___________________________________________________                                                                                                                                         
                                  Name of County, Municipality or Other Party 
        Billing address:  __________________________________________________________________  
  
                                   __________________________________________________________________      
 
        Do assure that: 
 
2. The requesting organization does not have adequate forces to perform this service and requests the State 

Highway Administration to: (check one) 
a.  (     ) Manage the entire project. 
b.  (     ) Provide services as described above or in the supplemental Attachment A. 

 
3. A written agreement exists between the State Highway Administration and the requesting organization, 

which agreement clearly indicates responsibility for project costs. (If no agreement exists, proceed to 4 and 
4a. or 4b.) 
 Date of Agreement:  _______________________      
        or 
 Date of  Master Agreement: _________________    
                                        and  
 Date of  Supplemental Letter:  _______________      

      
4. The total estimated costs of this project; $______________________, which includes the payroll fringe 

benefit expenses on direct labor and the Administrative and General Overhead Expenses at the prevailing 
rates, will be invoiced at     (check one) 
a.       (     )  ___________% of the total actual cost of this project—not to exceed the 

estimated total cost by more than 15% without prior notification and agreement. 
   or 
b.       (     ) not to exceed $_________________ 
 



COST SHARING AGREEMENT 
Page 2 

 
 

5. Estimated funds are available and will be paid by the requesting organization, other than Counties, 
Municipalities and other State Agencies: 

-     By advance deposit for the total estimated costs. Refunds to the advance deposit will be 
       issued at the completion of the project. 

 
6. Estimated funds are available and will be paid by the Counties, Municipalities and other State Agencies 

(check one): 
a.      (     ) By payment of all costs expended to date within 30 days of receipt of SHA’s progress  

billings. 
b.    (     ) By payment of all costs in excess of federal recovery either as an advance deposit or  30  

days of receipt of SHA’s progress billings 
 

7. Requesting organizations (including other State Agencies) other than Counties and Municipalities will be 
billed monthly. 

 
8.   Counties and Municipalities will be billed as follows:   

- A project/local share which does not exceed $60,000 will be billed quarterly 
- A project/local share which exceeds $60,000 will be billed monthly. 
 

9. Should the County or Municipality default in remitting payment to the State for their portion of the work, 
their Highway User Revenue Funds will be reduced accordingly. 

 
10. Costs incurred in excess of the advance deposit, if applicable, will be billed monthly. 
 
 
 
 
 
_________________________________________      __________________________________________ 
Authorized Representative of              Date                           District Engineer or Senior Manager     Date 
Requesting Organization 
 
 
 
 
SHA 30.0-032L  
Effective 10/01/2003 
Revised 06/08/2015 



 

 - Preliminary        - Congressional District 

 - Final 25C           ALLEGANY COUNTY LOCAL GOVERMENT BRIDGE REPLACEMENT/REHABILITATION 
                                            

A.  FEDERAL AID PROGRAMING DOCUMENT                                                                ADT  

Federal Contract No        Local/Termini:        Present/Yr.:       

State Contract No               Future/Yr. :       

Local Contract No.              Project Length:        Federal-aid System:       

Item No.        State Road Inventory Milepoints:        Probable Ad Date:       
      

Local/State Supplemental Agreement Required: Yes  No    SHADED AREA TO BE FILLED OUT BY SHA 

B.  WORK PHASE             Total Cost  Federal Funds  State/Local       E.  ENVIRONMENTAL     

PE                    Catagorical Exclusion No. (Date:     ) 

ROW                    Envir. Assessment/FONSI (Date:     ) 

Constr.(Neat & 10%)                    Envir. Impact Statement (Date:     ) 

Project Total:                    4(F) Statement (Date:     ) 

C.  PUBLIC HEARINGS            

 Required  Location Hearing (Date:      ) F. PLANNING     

 Not Required  Design Hearing (Date:      )    Clearing House Control No.        
Exempt 

 To be determined  Combined Hearing (Date:      )    Urban Area N/A  
Exempt 

         TIP No.       STIP No.       

D.  PREVIOUS FEDERAL-AID PROJECTS PE       ROW           

G.  PROJECT DESCRIPTION 

1. Existing Conditions:       

2. Proposed Project:       

3.  Additional right-of-way 

    required? 

Yes Proposed width:       Relocation(s) required? Yes No. of 

businesses/residents: 

 

      

H.  BRIDGE ELEMENTS                   

 Bridge Replacement Bridge No.        Code:       404 Permit (Navigation   Required 

 Bridge Rehabilitation Sufficiency Rating        Bridge Length:        Clearance)  Not Required 

I.  CONSTRUCTION DATA    

1.  Construction within 2 miles of airport? Yes     

2.  Contract Award:   Bid   Force Account  Other, explain       

    If force account, work by:       

3.  Utility relocation/adjustment required? Yes Name of Utility       Estimated Cost       

    Railroad relocation/adjustment required? Yes Name of Railroad       Estimated Cost       
 

PREPARED BY:       DATE:       TELEPHONE:       COUNTY/FIRM:       

 SHA Recommendation for Approval:                 SHA Approval of Federal Funds:                SHA/FHWA Approval of Federal Funds:         

                                        

 

                                                                                                                                      

   Director                  Date                   Deputy Adm. for Planning and Engineering Date                                               Date  



This Data Sheet is to be filled out for the MAJOR route(s) affected by the project it is not intended for every leg of 

an intersection nor every cross street. 
1 of 2 

GEOMETRIC DATA SHEET 

Project Description:  Route Number – Route Name 
    Description of Project Limits   

SHA Contract No.            

FAP No.            

   Expressway   Rural Road 

   Arterial   Urban Road 

   Collector 

1.  Design Data 
 
DESIGN ELEMENTS 

 
EXISTING CONDITION 

Does it meet AASHTO * 

 
PROPOSED CONDITION 

Is this an improvement to existing 
conditions * 

 
** MEETS 

SHA/AASHTO DESIGN 
STANDARDS 

 
ADT 

****Source:       
 
 

 
      

 
      

 
% Trucks 

***Source       
 

     % 

 
 

     %   

 
 

      
 
Design Speed 

***Source       
       

 
       

 
      

 
Posted Speed Limits 

***Source       
       

 
       

 
      

 
Number of Lanes 

***Source       
       

 
      

 
      

 
Through-Lane Width 

***Source       
 

      

 
 

      

 
 

      
 
Turn.-Lane Width 

***Source       
 

      

 
 

      

 
 

      
 
Shoulder Width  

***Source       
 

      
. 

 
 

      

 
 

      

Cross Slope ***Source       
Yes or No 

If no, give curve data  

      

 

     Yes or No 

If no, give curve data  

      

 
 

      

 

 
 
Horizontal Alignments: 
 
Curvature* 
Superelevation* 
Sight Distance* 

 
***Source         

 

      

      

      

 
 
 

      

      

      

 
 

 

      

      

      
 
Vertical Alignments: 
Grades* 

 
***Source       

     \ 

 
 

      
      

 
 

      
      

This info can be found in the highway 
location reference manual – available 
on the OPPE-HISD Intranet site.  
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DESIGN ELEMENTS 

 
EXISTING CONDITION 

Does it meet AASHTO * 

 
PROPOSED CONDITION 

Is this an improvement to existing 
conditions * 

 
** MEETS 

SHA/AASHTO DESIGN 
STANDARDS 

Sight Distance*       
 
Bridge Clear Width 

***Source       
 

      

 
 

      

 
 

      
 
Bridge Railings 

***Source       
 

      

 
 

      

 
 

      
 
Median Width 

***Source       
 

      

 
 

      

 
 

      
 
Clear Zone Width 

***Source       
 

      

 

      

 

      

 
Ditch Slopes 
(front/back) 

***Source       
 

      

 
 

      

 
 

      
 
Culvert End Treatments 

***Source       
 

      

 
 

End Sections          

 
 

      
 
Traffic Barrier 

***Source       
 

      

 
 

      

 
 

      

 

* Indicate Yes or No, whether Existing Condition meets applicable standard.  Indicate Yes or 

No, whether Proposed Design will improve existing condition.  (If both answers are no, the 

each milestone report shall contain an explanation of constraints. 

**  If criteria does not meet applicable standards, a design exception must be requested prior to 

P.S.& E. submittal.  

***  Indicate Source of Data: Survey, As-Builts, Photogrammetry, Field Visit, Title Sheet 

 

2. Certification 

 

  - This project meets all applicable AASHTO/SHA design criteria.  Approval of the SHA 

Chief Engineer is not required. 

 

  -  The construction of this project incorporating the above design feature is recommended for 

Federal funding.  Justification for proposed design elements that do not meet applicable 

AASHTO/SHA design criteria, and three-year accident history/analysis are attached. 

    

   Note: Complete Sections 1 (Design Data) and 2 (Certification) using the information 

available.  Missing or revised data should be provided as the project develops. 
 
 
 



APPENDIX B
ENVIRONMENTAL



<insert date>

RE:  Project No. xxxxxxxx

Project limits

Scope of Work

County

Mr. J. Rodney Little    

State Historic Preservation Officer 

Maryland Historical Trust 

100 Community Place 

Crownsville, MD 21032 

Dear Mr. Little:

The (Project Sponsor) is proposing to use federal funds to complete (scope of work) along 

(project limits) in (County).  Work consists of (work items).  All work will be completed within 

existing right-of-way. The project location is identified on the attached map.  

 We request any information concerning historical, cultural, architectural, or archeological 

resources within the study area that may be affected by the proposed project. 

Very truly yours,    

(Director)

(County Agency)

     by: ________________________ 

(Name)

Project Manager 



APPENDIX C
RIGHT-OF-WAY



LPA / SUB-RECIPIENT 
OPTION ASSEMBLY REVIEW SHEET 

 
Project No.:                Item No.:        
 
TITLE SEARCH           
Included with assembly      Title Exam        Deed         Deed included      
 
 
PLATS 
Plat Number          Rev.        Areas                                        
        Rev.                           
 
 
APPRAISAL 
      Appraisal 1  Appraisal 2 (if applicable) 
Fee (F) or Staff (S)    F       S    F     S  
Original (O) or Revised (R)   O  R   O     R  
Appraisers Name:          
Reviewer’s Form - Signature and Date of Review Appraiser:       Yes  No  N/A  
Statement giving Prop. Owner opportunity to accompany App?   Yes  No  N/A  
Is the appraisal complete?      Yes  No  N/A  
 
 
NEGOTIATIONS 
Records in File?     Yes  No  Negotiators Certificate Signed?   Yes  No  
Did Appraiser Negotiate? (Under $10,000 Appraiser may negotiate)    Yes  No  
Do the Appraisal and Offer Agree?      Yes  No  
Amount of first offer:        Date         After review?   Yes  No     
Written offer in file?     Yes  No    Amount:          Date:        
Property owner acknowledgement on Written Offer?   Yes No  
 
 
OPTION 
All project information correct?     Yes   No  
Was correct version of option contract used?     Yes   No  
Option Contract dated?    Yes  No      All signatures?     Yes   No  
Notary clause completed?   Yes  No           Witnesses?     Yes   No  
Correct party(ies) signed option?  Yes   No    Correct titles with printed names? Yes   No  
Amount correct?    Yes   No   Plat correct? Yes   No      Revision date?   Yes   No  
Payee clause correct?  Yes   No      Includes “and their successors and/or assigns”  Yes   No       
 
 
OPTION JUSTIFICATION FORM 
All project information correct?     Yes   No  
Form in File?      Yes  No    All signatures?    Yes   No  
Administrative Settlement:  Yes   No        Authorized by Whom?          
Justified?   Yes No        Justification included in assembly?   Yes    No  



APPENDIX D
UTILITES



Form UC-4 
Utility Name ____________________________________________________________________________ 

COST ESTIMATE FOR RELOCATING FACILITIES 
DUE TO STATE HIGHWAY IMPROVEMENTS 

_______________________________________________________________________________________ 
 
Route No. _____________________    State Contract No. ________________________________________ 
                                                                FAP No.                ________________________________________ 
Drawing Nos. ___________________________________________________________________________ 
 
Description of Adjustments 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
 
A.  Preliminary Engineering 
          Salaries and Wages                                                                    $__________ 
          Additives                                                                                      __________ 
          Supplies                                                                                        __________ 
          Transportation                                                                              __________ 
          Consultant                                                                                    __________ 
                TOTAL (A)                                                                                                              $__________ 
 
 
B.   Right of Way 
          Acquisition Cost 
               Salaries                                                                                    __________ 
               Expenses                                                                                  __________ 
               __________                                                                             __________ 
          Purchase Price                                                                              __________ 
                 TOTAL (B)                                                                                                                __________ 
 
 
C.   Temporary Construction (Installation and Removal) 
           Labor 
           _____ Hours (Productive) @__________       __________ 
           Contract                                                            __________ 
           Material 
                New Material                                               __________ 
                    (List of Principal Items Attached) 
                 Handling                                                     __________ 
          Transportation and Equipment                          __________ 
           Miscellaneous Expense                                    __________ 
           Salvage Credit (List of Items Attached)          _(_______)_ 
 
                   TOTAL (C)                                                                                                             __________ 
 
 
 
 
 
Form UC-4                                                                                                                                                                                                    -2- 



 
D.   Permanent Construction 
          Removal of Existing Facilities 
             Labor 
             _______ Hours (Productive)  @ ____________     ______________ 
             Contract                                                                    ______________ 
             Transportation and Equipment                                 ______________ 
             Miscellaneous Expense                                            ______________ 
         Installation of New Facilities 
            Labor 
             _______ Hours (Productive)  @____________     ______________ 
            Contract                                                                    ______________ 
            Material 
               New Material                                                         ______________ 
                  (List of Principal Items Attached) 
                Handling                                                               ______________ 
         Transportation and Equipment                                    ______________ 
         Miscellaneous Construction Cost                                ______________ 
              TOTAL  (D)                                                                                                       ______________ 
 
E.  Transfers or Relocation of  
      Facilities, Not Replaced                                                                                             ______________ 
 
F.   Construction Engineering and Supervision                                                               ______________ 
        (Statement Showing the Factors That Will 
          be Included in This Overhead is Attached) 
 
G.   Credit for Betterments Installed in New 
       Facilities (Detail Record Attached)                                                                          _(___________)_ 
                       
 
H.   Credit for Salvage Value of 
       Existing Facilities Removed                                                                                     _(___________)_ 
          (List of Principal Items Attached) 
 
I.   Credit for Expired Service Live 
     of Existing Facilities Removed                                                                                   _(___________)_ 
        (List of Principal Items Attached) 
 
J.   Net Estimated Cost (A to I)                                                                                      $_______________ 
 
K.   State Participation (_______% of J)                                                                       $_______________ 
 
L.   Federal Participation (_______% of K)                                                                  $_______________ 
          (If Less Than 100% of K, Explanation is Attached) 
 
                                  Prepared By ____________________________________  Date _______________ 
 

 
 



 
MARYLAND STATE HIGHWAY ADMINISTRATION 

 
 

UC-5 CONTRACT ASSIGNMENT FORM 
 
An Assignment in conformance with the terms of the Master Agreement executed as of 
(DATE) __________________________________________________________________ 
by and between _____________________________________________________(Utility),  
and the Maryland State Highway Administration (State), for relocation and adjustment  
of facilities owned by the Utility,  
 
                                                              Contract No. _______________________________ 
                                                               FAP No.      _______________________________ 
                                                               Route No.    _______________________________ 
 
 
Project Description: 
_________________________________________________________________________ 
_________________________________________________________________________ 
Description of proposed adjustments to Utility facilities, by Drawing Number, 
 
 
 
 
Total Estimated Cost of Adjustment 
of Utility Facilities                                      $ ______________________________________ 
 
Estimated Cost of Reimbursement 
by MD State Highway Administration       $ ______________________________________ 
 
Relocation work to be performed (check method applicable). 
 
     By contract based on bid (      ), By Utility forces (      ). 
     Under existing written continuing contract (      ). 
 
All plans, specifications and estimates for work covered by this assignment are included herewith. 
 
Prepared by _______________________________          ______________________________ 
                      Utility Representative                                                           Date 
 
Approved by ______________________________           ______________________________ 
                       SHA District Engineer                                                         Date 
                                                                                 
  



APPENDIX E
PROJECT DESIGN

































































APPENDIX F
ADVERTISE, BID & CONTRACT AWARD



A List of items needed by the Advertisement Coordinator in order to submit 

to the PS&E package to Federal Aid Section for approval(Federal only). All 

inclusive list unless otherwise modified by Federal Aid to submit projects 

for Federal Authorization when needed or required at the end of the Federal 

Fiscal Year. *indicated material needed for Federal Authorization. 

PROJECT: 
DESCRIPTION:  
CONTRACT NO.: 
FEDERAL AID NO.  
ADVERTISEMENT DATE:  
DATE:  
 

ADVERTISEMENT SECTIONS 
P S & E SUBMITTAL  CHECKLIST FOR FEDERAL AID PROJECTS 

 
    __  Invitation for Bids 
 
    __  Plans (1/2 size) 
 

  __  Engineer's Estimate (2)* 
 
    __  Final Form 42-25C (copy) 
 
    __  AASHTO Design Criteria Approval Sheet * 
 
    __  Environmental Assessment Letter* 
     (PCE, FONSI, ETC.) 
 
    __  Signed Title Sheet 
 

  __  Original ROW Certification Letter* 
 

    __  Environmental Permits Checklist* 
     (FORM 799.2) 
 
    __  Utility Special Provisions 
 
    __  Final Review Report / Wavier 
 
    __  Traffic Control Plan Approval 
 
    __  PS&E Checklist (3-Page) 
 



MARYLAND STATE HIGHWAY ADMINISTRATION 
PS&E CERTIFICATION OF ENVIRONMENTAL PERMITS 

FOR TRANSPORTATION ENHANCEMENT PROGRAM PROJECTS 
 
 

FAP No.        State No.       Local No.       
Project Name:        

 
 

PERMIT  Required  Date  Date  Date 
  Yes/No  Applied  Expected  Approved 

Erosion & Sediment Control                             
Stormwater Management                             
404 or Nationwide Permit                             
US Coast Guard Permit                             
MDE Wetlands License                             
Waterway Construction Permits                             
Tree Permit                             
Other: __________                             
Other: __________                             
Other: __________                             
          

 
PROPOSED SCHEDULE 

 
Ad Date:       Bid Open:       Award:       NTP:       

 
 

 Environmental permits are not required. 
 

 All environmental permits have been received as noted above and have been incorporated 
into the Invitation for Bids. 

 
 All environmental permits are expected to be received prior to the scheduled bid 

opening.  A statement has been inserted into the Invitation for Bids indicating that any 
missing permits will be incorporated into the Invitation for Bids by an approved 
addendum. 

 
 
    Certified by:      
      <Title and Organization> 
     Phone:      
 

 



1 of 8 
INVITATION FOR BIDS 

Table of Contents 
            Latest       No. of      FEDERAL 
              Date       Sheets      A           O     STATE 
 

02-09-16 

 
Invitation for Bids ----------------------------------------------------------    1 X X X 
 
Title Sheet  ------------------------------------------------------------------    1 X X X 
 
Location and Signature Sheet (for Contracts without Plans) --------    2 X X X 
 
Cargo Preference Act – Notice to Contractors -------------------------    2 X X  
 
eMaryland Marketplace – Notice to Contractors ----------------------    1 X X X 
 
Table of Contents ----------------------------------------------------------  02-09-16  8 X X X 
 
CONTRACT PROVISIONS 
 
Contractor Registration Requirements ----------------------------------  06-04-13  1 X X  
 
Notice To All Holders Of This Contract Document- 
National Cooperative Highway Research Program (NCHRP) 
Report 350 Implementation Schedule For Devices 
Used In The Maintenance Of Traffic ------------------------------------  03-02-11  2 X X X 
 
Notice To All Holders Of This Contract Document- 
Manual on Uniform Traffic Control Devices (MUTCD) 
Requirements ---------------------------------------------------------------  03-06-12  1 X X X 
 
Occupying Wetlands-------------------------------------------------------  10-31-08  1 X X X 
 
Hiring Preference and Financial Incentives ----------------------------  10-31-08  2 X 
 
Form FHWA 1273 ---------------------------------------------------------  10-03-12  11 X X 
 
Attachment A - Employment Preference for 
Appalachian Contracts (Form FHWA 1273A) 
(Appalachian Projects only - See Note) --------------------------------  10-03-12  1 X 
 
Form PR-1317 (Road Contracts other than 
Construction Contracts - See Note --------------------------------------  09-01-94  1 X 
 
Affirmative Action Requirements Utilization of Minority 
Business Enterprises for Straight State Contracts 
(where the Contractor's bid exceeds $50,000) -------------------------  08-06-13  10   X 
 
Affirmative Action Requirements Utilization of Disadvantaged 
Business Enterprises for Federal Aid Contracts -----------------------  02-09-16  10 X X 
 
Notice to Contractors MBE/DBE* (See below) -----------------------  12-03-09  1 X X X 
 
MBE Dual Certification ---------------------------------------------------  12-03-09  1   X 
______________________________________________________________________________________ 
The symbol ¶ found in the footer next to the date indicates hidden text within the Specification.  To reveal 
the hidden text click the Ctrl, Shift & * keys. 
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INVITATION FOR BIDS 

Table of Contents 
            Latest       No. of      FEDERAL 
              Date       Sheets      A           O     STATE 
 

02-09-16 

A - Appalachian Federal Aid Projects Only 
O - All other Federal Aid Projects 
*Notice to Contractors MBE/DBE - Only to be used when structural steel is used. 
NOTE:  Do not use on highway, bridge, or any other construction projects.  To be used on non-construction 
type projects only such as training related to road contracts and material acquisition.  On Appalachian 
projects Form FHWA 1273 and FHWA 1273A (Appalachian) or Form PR-1317 will be included in the 
Invitation for Bids, not both. 
 
Apprenticeship Training Fund -------------------------------------------  05-07-13  6  X 
 
MBE/DBE Compliance Field Meeting ---------------------------------  10-31-08  1 X X X 
 
Traffic Control Plan Certification ---------------------------------------  10-31-08  1 X X X 
 
Contractor and Railroad Public Liability and Property  
Damage Insurance (when railroads are included in project) ---------  10-31-08  2 X X X 
 
AMTRAK and/or CONRAIL Railroad ---------------------------------  10-31-08  1 X X X 
 
Prevailing Wage Instructions for the Contractor ----------------------  12-14-12  4 X X X 
 
Wage Rate Determination (as required) --------------------------------     X X X 
 
Notice of Actions Required for Affirmative Action to 
Ensure Equal Employment Opportunity (Executive Order 11246)- 10-31-08  8 X X 
 
Contractor Affirmative Action Program --------------------------------  10-31-08  9   X 
 
Training Provisions --------------------------------------------------------  10-31-08  4 X X 
 
High Visibility Safety Apparel Policy ----------------------------------  10-31-08  2 X X X 
 
SPECIAL PROVISIONS - for PROJECT DESCRIPTION, 
SPECIFICATIONS, EMPLOYMENT AGENCY --------------------     X X X 
 
SP-NOTICE TO CONTRACTOR – Request for Information, etc.  02-09-16  6 X X X 
 
SP-RIGHT-OF-WAY STATUS (if required) --------------------------     X X X 
 
SP-REQUIRED PERMITS (Water Resources, Corp of Engineers, etc.)-   X X X 
 
SP-NOTICE TO CONTRACTOR – Early Submissions -------------  10-31-08  1 X X X 
 
GENERAL PROVISIONS 
 
TERMS AND CONDITIONS 
 
SP-TC Section 4-Control of Work 
 TC-4.02 Failure to Maintain Project --------------------------------  10-31-08 1 X X X 
 
SPI-TC Section 6-Restrictions and Permits 
 TC-6.10 Recycled or Rehandled Material -------------------------  03-03-10 1 X X X 
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INVITATION FOR BIDS 

Table of Contents 
            Latest       No. of      FEDERAL 
              Date       Sheets      A           O     STATE 
 

02-09-16 

SP-TC Section 6-Restrictions and Permits 
 TC-6.12 Structure Underclearances and Overhead Clearances -- 10-03-12 1 X X X 
 
SP-TC Section 6-Restrictions and Permits 
 TC-6.14 Restrictions for Placing and Using Equipment on 

Structures or Storing Materials On/Against Structures ------------- 11-04-10 1 X X X 
 
SP-TC Section 7-Payment 

TC-7.09 Price Adjustment for Diesel Fuel (*) -------------------  03-02-11  3 X X X 
 
Special Provisions (SP) Special Provisions Insert (SPI) 
* Only to be used in Projects when directed by the Office of Construction. 
 
CATEGORY 100 PRELIMINARY 
 
SPI-Section 101-Clearing and Grubbing -------------------------------  04-02-13  1 X X X 
 
SPI-Section 103-Engineers Office 

103.03.05 Requirements for all Offices ---------------------------  10-06-09  1 X X X 
 
SP-Section 103-Engineers Office 

103.03.06 Microcomputer System (Include in all projects  
requiring a desk top or lap top computer) -------------------------  07-02-14 4 X X X 

 
SP-Section 104-Maintenance of Traffic 

104.01 Traffic Control Plan (TCP) --------------------------------  05-03-11  5 X X X 
 
SPI-Section 104-Maintenance of Traffic 

104.07 Arrow Panels -------------------------------------------------  10-05-10  2 X X X 
 
SP-Section 104-Maintenance of Traffic 

104.11 Temporary Pavement Markings ---------------------------  10-31-08  2 X X X 
 

SPI-Section 104-Maintenance of Traffic 
104.12 Drums for Maintenance of Traffic ------------------------  10-05-10  1 X X X 

 
SPI-Section 104-Maintenance of Traffic 

104.14 Cones for Maintenance of Traffic ------------------------  09-04-09  1 X X X 
 
SPI-Section 104-Maintenance of Traffic 

104.19 Portable Variable Message Sign (PVMS) ---------------  08-06-13  2 X X X 
 
SP-Section 104-Maintenance of Traffic 

104.21 Cellular Telephones (*). ------------------------------------  10-06-09  1 X X X 
 
SPI-Section 104-Maintenance of Traffic 

104.23 Protection Vehicle ------------------------------------------  12-11-12  1 X X X 
 
SP-Section 104-Maintenance of Traffic 

104.25 Drone Radar --------------------------------------------------  10-31-08  1 X X X 
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SPI-Section 104-Maintenance of Traffic 
  104.28 Speed Display Trailer (SDT) ------------------------------  10-03-12  2 X X X 
 
SP-Section 104-Maintenance of Traffic 

104.30 Portable Traffic Signal (PTS) -----------------------------  10-31-08  4 X X X 
 
SPI-Section 104-Maintenance of Traffic 
  104.31 Accessible Pedestrian ---------------------------------------  01-14-11  2 X X X 
 
SPI-Section 111-Sampling Devices and Testing Equipment --------  11-03-11  5 X X X 
 
SP-Section 113-Digital Camera (*) -------------------------------------  06-05-12  1 X X X 
 
SP-Section 114-Truck Staging Areas and Idling Requirements-----  12-11-12  1 X X X 
 
CATEGORY 200 GRADING 
 
SP-Section 203-Borrow Excavation ------------------------------------  10-31-08  3 X X X 
 
CATEGORY 300 DRAINAGE 
 
SPI-Section 303-Pipe Culverts --------------------------------------------- 07-02-13  1 X X X 
 
SPI-Section 305-Miscellaneous Structures ------------------------------- 04-04-12  1 X X X 
 
SPI-Section 308-Erosion and Sediment Control ----------------------  01-05-16  17 X X X 
 
SP-Section 308-Erosion and Sediment Control 

General Notes (Without Plans) -----------------------------------  01-05-16  4 X X X 
 

SPI-Section 314-Flowable Backfill -------------------------------------  03-02-11  1 X X X 
 
SPI-Section 316-Stormwater Filtration Facilities  

(Only to be used when SWM Facilities are included) ----------  10-03-14  7 X X X 
 
CATEGORY 400 STRUCTURES 
 
SPI-Section 401-Maintaining Existing Bridge Deck During  

Life of Contract -------------------------------------------------------  08-16-11  1 X X X 
 
SPI-Section 405-Removal of Existing Structures  --------------------  08-16-11  2 X X X 
 
SPI-Section 410-Piling ----------------------------------------------------  08-06-14  3 X X X 
 
SPI-Section 420-Portland Cement Concrete Structures   ------------  04-06-10  1 X X X 
 
SPI-Section 421-Reinforcing Steel   ------------------------------------  06-02-15  1 X X X 
 
SPI-Section 426-Latex Modified Concrete Overlay for  
  Bridge Decks  ---------------------------------------------------------  04-02-13  9 X X X 
 
SPI-Section 430-Metal Structures   --------------------------------------  06-02-15  2 X X X 
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SPI-Section 431-Steel Stud Shear Developers  ------------------------  06-02-15  1 X X X 
 
SPI-Section 432-Bearings   -----------------------------------------------  06-02-15  1 X X X 
 
SPI-Section 440-Prestresssed Concrete Beams and Slab Panels ----  04-02-13  2 X X X 
 
SPI-Section 455-Noise Barriers ------------------------------------------  02-07-11  2 X X X 
 
SPI-Section 465-Miscellaneous Coatings for Metal (Steel) ---------  02-07-11  4 X X X 
 
CATEGORY 500 PAVING 
 
SPI-Section 504-Asphalt Pavement -------------------------------------  12-03-14 15 X X X 
 
SPI-Section 505-Asphalt Patches ----------------------------------------    12-03-14  4 X   X     X 
 
SPI-Section 506-Gap-Graded Stone Matrix Asphalt -----------------  10-31-08  4 X X X 
 

SPI-Section 507-Slurry Seal and Micro-Surfacing --------------------  03-03-15  8 X X X 
 
SPI-Section 520-Plain and Reinforced Portland  
  Cement Concrete Pavement ----------------------------------------  11-05-13  3 X X X 
 
SPI-Section 522-Portland Cement Concrete 
  Pavement Repairs  ----------------------------------------------------  10-31-08  1 X X X 
 
SP-Section 550-Pavement Marking Paint ------------------------------  10-31-08  2 X X X 
 
SP-Section 552-Epoxy Pavement Marking ----------------------------  10-31-08  2 X X X 
 
SP-Section 553-Lead Free Reflective Thermoplastic 

Pavement Markings --------------------------------------------------  10-31-08  3 X X X 
 
SP-Section 556-Permanent Preformed Thermoplastic  
 Pavement Markings ----------------------------------------------------  10-31-08  2 X X X 
 
SP-Section 557-Snowplowable Raised Pavement Markers ----------  10-31-08  3 X X X 
 
SP-Section 558-Recessed Pavement Markers -------------------------  10-31-08  3 X X X 
 
SP-Section 559-Permanent Preformed Patterned 

Reflective Pavement Markings ---------------------------------------  10-31-08  3 X X X 
 
SP-Section 565-Removal of Existing Pavement Markings ----------  10-31-08  2 X X X 
 
CATEGORY 600 SHOULDERS 
 
SPI-Section 605-Metal Traffic Barriers---------------------------------  12-03-14 3 X X X 
 
SPI-Section 606-Permanent Traffic Barrier End Treatments --------  12-03-14 4 X X X 
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SPI-Section 609-Shoulder Edge Drop Off Grading Adjustment ----  12-03-14 2 X X X 
 
CATEGORY 700 LANDSCAPING 
 
SPI-Section 701-Subsoil and Topsoil ------------------------------------  02-03-15  4 X X X 
 
SPI-Section 704-Temporary Mulch and Temporary Seed ------------  02-03-15  4 X X X 
 
SPI-Section 705-Turf Grass Establishment -----------------------------  02-03-15  6 X X X 
 
SPI-Section 706-Shrub Seeding Establishment ------------------------  02-03-15  8 X X X 
 
SPI-Section 707-Meadow Establishment --------------------------------  02-03-15  7 X X X 
 
SPI-Section 708-Turf Grass Sod Establishment------------------------  02-03-15  5 X X X 
 
SPI-Section 709-Soil Stabilization Matting -----------------------------  02-03-15  7 X X X 
 
SPI-Section 710-Tree, Shrub and Perennial Installation  
 and Establishment ------------------------------------------------------  02-03-15 14 X X X 
 
SPI-Section 711-Annual and Bulbs Installation and Establishment  02-03-15  6 X X X 
 
SPI-Section 712-Tree Branch Pruning -----------------------------------  02-03-15  3 X X X 
 
SPI-Section 713-Brush Removal ------------------------------------------  02-03-15  3 X X X 
 
SPI-Section 714-Tree Felling and Stump Removal -------------------  02-03-15  3 X X X 
 
SPI-Section 715-Tree Root Pruning --------------------------------------  02-03-15  2 X X X 
 
SPI-Section 716-Tree Fertilizing ------------------------------------------  02-03-15  3 X X X 
 
CATEGORY 800 TRAFFIC 
 
SPI-Section 806-Luminaires and Lamps --------------------------------  11-07-12  2 X X X 
 
SPI-Section 813-Signs  -----------------------------------------------------  06-04-14  1 X X X 
 
UTILITIES 
 
SP-Section 875-Utility Statement ---------------------------------------     X X X 
 
SP-Section 876-Water and Sanitary Sewer-----------------------------     X X X 
 
SP-Section 877-Telephone and Fiber Optics --------------------------     X X X 
 
SP-Section 878-Electric ---------------------------------------------------     X X X 
 
SP-Section 879-Gas -------------------------------------------------------     X X X 
 
SP-Section 880-Cable T.V. -----------------------------------------------     X X X 
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SP-Section 881-Railroad --------------------------------------------------     X X X 
 
CATEGORY 900 MATERIALS 
 
SPI-Section 900-Materials 
  900.03-Recycled Materials -------------------------------------------  12-11-13 5 X X X 
 
SPI-Section 901-Aggregates 
  901.01-Table A, B, C and D -----------------------------------------  02-09-16  6 X X X 
 
SPI-Section 901-Aggregates 
  901.05-Stone for Gabion ---------------------------------------------  08-04-09  1 X X X 
 
SPI-Section 902-Portland Cement Concrete  
  and Related Products-------------------------------------------------    03-02-11  16 X X X 
 
SPI-Section 904-Performance Graded Asphalt Binders and 
  Asphalt Mixes ----------------------------------------------------------    12-03-14  9 X X X 
 
SPI-Section 905-Pipe ------------------------------------------------------  07-02-13  5 X X X 
 
SPI-Section 906-Gabions -------------------------------------------------  06-02-15  1 X X X 
 
SPI-Section 908-Reinforcement Steel ----------------------------------  06-02-15  2 X X X 
 
SPI-Section 909-Metals ---------------------------------------------------  06-02-15  2 X X X 
 
SPI-Section 914-Chain Link Fence --------------------------------------  02-07-11  1 X X X 
 
SPI-Section 915-Production Plants --------------------------------------  10-13-15  4 X X X 
 
SPI-Section 916-Soil and Soil-Aggregate Borrow --------------------  04-06-09  1 X X X 
 
SPI-Section 917-Miscellaneous Protective Coatings -----------------  05-03-11  3 X X X 
 
SPI-Section 918-Traffic Barrier------------------------------------------  02-07-11  1 X X X 
 
SPI-Section 920-Landscaping Materials ---------------------------------  02-03-15  30 X X X 
 
SPI-Section 921-Miscellaneous ------------------------------------------  09-03-13  3 X X X 
 
SPI-Section 923-Slurry Seal and Micro-Surfacing --------------------  08-06-13  2 X X X 
 
SPI-Section 924-Cold Patch Material -----------------------------------  10-13-15  3 X X X 
 
SPI-Section 925-Detectable Warning Surfaces ------------------------  05-04-09  2 X X X 
 
950 TRAFFIC MATERIALS 
 
SPI-Section 950-Traffic Materials 
  950.03-Reflectorization of Signs and Channelizing Devices --  08-02-12  2 X X X 
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SPI-Section 950-Traffic Materials 
 950.04-Overhead/Cantilever Sign Structures --------------------  06-02-15  2 X X X 
 
SPI-Section 950-Traffic Materials 
 950.12-Luminaires and Lamps  ------------------------------------  11-07-12  2 X X X 
 
SP-Section 951-Pavement Marking Materials  

951.01 Nontoxic Lead Free Waterborne 
Pavement Markings- -------------------------------------------------  10-31-08  4 X X X 

 
SP-Section 951-Pavement Marking Materials 

951.02 Lead Free Reflective Thermoplastic 
Pavement Markings --------------------------------------------------  10-31-08  4 X X X 

 
SP-Section 951-Pavement Marking Materials 

951.04 Removable Pavement Marking Tape ---------------------  10-31-08  3 X X X 
 

SP-Section 951-Pavement Marking Materials 
951.05 Snowplowable Raised Pavement Markers (SPRPM) 
and Recessed Pavement Markers (RPM) -------------------------  10-31-08  3 X X X 

 
SP-Section 951-Pavement Marking Materials 

951.06 Heat Applied Permanent Preformed Thermoplastic 
Pavement Marking Material ------------------------------------------  10-31-08  2 X X X 

 
SP-Section 951-Pavement Marking Materials 

951.07 Permanent Preformed Patterned Reflective 
Pavement Marking Material ----------------------------------------  10-31-08  2 X X X 

 
SP-Section 951-Pavement Marking Materials 

951.08 Lead Free Two Component Epoxy 
Pavement Marking Materials -----------------------------------------  10-31-08  5 X X X 

 
MISCELLANEOUS CONTRACT DETAILS 
 
Not Issued Standard Sheets and Other Details (As Required) -------     X X X 
 
eMM Bid Submittal Instructions ----------------------------------------  10-13-15  1 X X X 
  (Included in all project IFB’s) 
 
eMM Addendum Receipt Verification Form --------------------------  10-13-15  1 X X X 
  (Included in all project IFB’s) 
 
PROPOSAL FORM PACKET 
 
Proposal Form Packet (Federal) -----------------------------------------  02-09-16  45 X X 
 
Proposal Form Packet (State) --------------------------------------------  08-06-14  43   X 
 
Proposal Form Packet (State Small Business) -------------------------  08-06-14  44   X 
 
Invitation For Bids Back Cover ------------------------------------------    1 X X X 
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Concurrence in Award (CIA) 
(Checklist) 

 
 
After following SHA procedures on advertising for bids, the Local Government (LG) shall 

submit a formal request as one packet for concurrence in award for SHA approval. The LG will 

submit the following information: 

a. A complete copy of the successful bidder's proposal (two copies). 

b. A complete Tabulation of Bids and totals for all bidders.  The Tabulation of Bids (see 

example, ATTACHMENT W) must be verified and certified true and correct by the LG 

[two copies]. Should there be more than three (3) bidders to any bid, the bid tab should show 

only the three lowest bidders with their respective bids. The names and addresses of those 

remaining bidders and their accepted bids will be included on the last page of the bid tab or 

on an attached sheet. 

c. Contractor's signed non-collusion affidavit [two copies] 

(IF NOT SIGNED BY THE PRESIDENT OF THE COMEPANY, THEN SUBMIT A 

COPY OF THE COMPANY'S BY-LAWS AS TO WHOM CAN SIGN THE DOCUMENT) 

d. Experience and Equipment form [two copies]  

e. Clear ROW Certification [two copies] 

f. Minority/Disadvantaged Business Enterprises (DBE) Affirmative Action Plan approved by 

the LG, and DBE Form C and Form D [original + one copy]  (view the advertised document 

“CONTRACT PROVISIONS, PROPOSAL FORM PACKET — FEDERAL” page 17 of 28 

for additional information.)   

g. Copies of advertisements of bid opening 

h. Bid Analysis [two copies] must be verified and certified true and correct by the LG See 

example, ATTACHMENT X. 



  
 

i. SHOULD the Lowest Responsive Responsible Contractor’s BID be MORE THAN 10% 

OVER OR 15% UNDER the final approved engineer’s estimate, a “LETTER OF 

JUSTIFICATION” will be needed (see attachment “Y” for an example).  The Letter will be 

written by the LG to the SHA’S CHIEF, Construction Contracts Section (CCS) and, included 

in the CIA packet requesting CONCURRENCE IN AWARD PACKAGE to the FAP section. 

 

After concurrence in Award is provided, the LG will then contact the DE noting that concurrence 

has been given by the SHA and the District Office will be responsible for monitoring the work 

for compliance with the contract specifications and advise the LG that all requests for 

subcontract approvals, as well as any change or deviation from the approved Affirmative Action 

Plan, must be approved by the SHA by way of the DE.  
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 PS&E CHECKLIST (Rev. 12-16-15) 
 
The Plans, Specification and Estimate (PS&E) submission is the final submission made by the SHA Project 
Manager (PM) for Advertisement.  A complete submission is required at PS&E to meet the scheduled 
advertisement date.  Below is a checklist for the PM that identifies the items required for PS&E.  A complete 
submission is defined as a submittal with all items checked as included or not-applicable; there should be no 
unchecked items.  This checklist is also required to qualify as a complete submittal.  It is recognized that 
some pieces of information may not be received by the PM at PS&E submittal; however, including a copy of 
the request for information, including the date of the request, will qualify your submittal as “complete”.  If a 
copy of the outstanding requested information is not included with your package, the PS&E will be 
considered “incomplete” and a notice will be sent to your Division Chief/Assistant District Engineer. (Items 
shown in bold italics are required for Federal Fund Authorization.  If these items are not submitted to Fed 
Aid, funds for the project will not be approved.) 
PS&E submission schedule based on funding (weeks prior to advertisement date): 
Federal Funded – 10 weeks for PoDI/PoCI(non-exempt), 8 weeks for all State Administered (exempt) 
State Funded – 6 weeks  
 
PROJECT INFORMATION 
 
SHA Project Manager/Phone No.      /      
Design Firm/Design PM (if applicable)       /      
SHA Construction Contract No.:       
FMIS Design Charge No.:        
Route:       Description: should match ad schedule and form 42/25c 
 

  State Funded (No Federal Participation)  
  Federal Funded  FAP Contract No.(Constr.)        

Federal Aid:   PoDI (non-exempt)   PoCI   State Administered (exempt) 
Airport within 4 Miles Yes  No.  If Yes, coordinating through OOTS?  Yes   No 
(This needs to be consistent with Form 42/25C) 
 
FHWA Area Engineer/Phone No.      /      
Advertisement       (date) Bid Opening          (date) 
Engineers Estimate         STIP/TIP approval         (date) 
 
ENVIRONMENTAL PLANNING/NEPA  
Environmental Assessment (EA):         (date) 
Finding:   Environmental Impact Statement (EIS) approved       (date) 
    Finding of No Significant Impact (FONSI) approved       (date) 
    Categorical Exclusion approved (PCE)         (date) 

 No Public Hearing 
 Public Hearing(s)       (date)   SHA/FHWA approval       (date) 

Location/Design Approval Date       (date) 
Air Quality Conformity Analysis       (FHWA approval date) 
 
   Environmental Re-Evaluation Complete        (date) 
   Environmental Permits Received (checklist)        (date) 
   PCE (Programmatic Categorical Exclusion)Letter Received        (date) 
   Structures on Project  
   Noise Walls studied on or included in project  
   Noise Analysis Report Completed         (date) 
   Noise Wall Concurrence Memo        (date) 
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PS&E SUBMISSION 
 
Included   N/A 
   Complete Plans (including cross sections, if applicable) 
   Complete Estimate (Estimator file .EST) 
   Estimate Broken Out by Federal/3rd Party Funding Categories 

    Approved 3rd Party Agreements (Please include copies of all Agreements & MOUs) 
   Lump Sum Cost Breakdowns (for projects with structures) 
   As-Built Plans Attached 
   Utility Relocation Plans included in project 
   Any Proprietary Items Used on Project 
   FHWA Approval of Proprietary Items       (date) 
   All Site Specific Special Provisions Included (Electronic and Hardcopy) 
   Listing of Applicable Special Provision Inserts (highlighted TOC file) 
   Final Form 42/25-C (Construction) Submittal         (date) Approval       (date) 
   Preliminary Investigation         (date)  
   PI Report approval         (date) 
   PI Report approval by FHWA (PoDI/PoCI Only)       (date)   
   Semi-Final Review (SFR)       (date)  
   SFR Report approval         (date) 
   SFR Report approval by FHWA (PoDI/PoCI Only)       (date) 
   Final Review (FR)          (date)  
   FR Report submitted for approval to OHD        (date)      Approval      (date)   
   FR Report approval by FHWA (PoDI/PoCI Only)       (date) 
   Approved Soils Report/Pavement Recommendations 

  Design Exception(s) on Project 
   SHA Submittal            (date)  Approval        (date) 

FHWA Submittal        (date) Approval        (date) (PoDI/PoCI Only)) 
     IAPA FHWA Approved         (date) 
   Utility Statement       Requested        (date) Received        (date) 
   Right of Way Certification     Requested        (date) Received        (date) 
   (original cert must be submitted for Fed Aid to authorize funds for Ad) 
   Traffic Control Plan         Requested        (date)   Approval         (date) 
   (w/ lane closure restrictions) 
   Bicycle Compliance Certification          (date) 
   Wage Rates Received           (date) 
   (State Funded Projects obtain through DTSD,  
   Federal Funded Projects obtain through USDOL website by Project Manager) 
   CID Recommendations/PRG    Requested       (date)   Received        (date) 
  PRG (MBE/DBE Goals)     MBE/DBE (Overall) goal       %  
   (See Form letter MP 10.2.11.doc)    (Requires lump sum breakdowns from 

Designers) (CID recommendation/PRG shall be requiested by PM Two (2) weeks 
prior to PS&E submittal. Include requested date along with a copy of the request) 

   Constructability Review Report       (date) 
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SUBMITTED BY: 

Project Manager Date Phone. No. 

TECHNICAL REVIEW BY: 

Technical Review Team Leader Date Phone. No. 

REVIEWED FOR ADA COMPLIANCE: 

  Check if Not Applicable 

OHD ADA Coordinator Date Phone. No. 

RECOMMENDED APPROVAL BY: 

The Design Technical Services Division Advertisement Section has reviewed these PS&E 
documents and concluded that to the best of our knowledge the major elements of design are in 
compliance with State and national guidelines. We recommend that the project be advertised for 
bids. 

Chief, Design Technical Services Division Date Phone. No. 



Sample CIA #1 with 
SHA Cover Letter

jmurphy
Sticky Note
Accepted set by jmurphy

jmurphy
Sticky Note
Completed set by jmurphy



Sample CIA #1 with 
SHA Cover Letter



Sample CIA #1 with
SHA Cover Letter



Sample CIA #1 with
SHA Cover Letter



Sample CIA #1 with
SHA Cover Letter



Sample CIA #2 without
SHA Cover Letter



Sample CIA #2 without
SHA Cover Letter



























































































APPENDIX G
CONSTRUCTION MANAGEMENT



Memorandum

Subject: INFORMATION:  “Responsible Charge”  Date: August 4, 2011 

   
From: David A. Nicol In Reply Refer To:

 Director, Office of Program Administration HIPA-10
   
   

To: Director of Field-Service  
 Federal Lands Highway Division Engineers  
 Division Administrators  

The issue of “responsible charge” of Federal-aid construction projects has been raised on 
several occasions; most recently as it relates to Federal-aid projects that are administered 
by local public agencies.  The following attachment provides guidance on the 
requirements and duties of the person designated to be in “responsible charge”. 

If you have any questions about the memorandum and attachment, please contact Mr. Bob 
Wright as Robert.wright@dot.gov.

Attachment 



Attachment  

Defining “Responsible Charge” in the Federal-aid Highway Program  

Regulation:

The key regulatory provision, 23 CFR 635.105 – Supervising Agency, provides that the 
State Transportation Agency (STA) is responsible for construction of Federal-aid projects, 
whether it or a local public agency (LPA) performs the work.  The regulation provides that 
the STA and LPA must provide a full time employee to be in “responsible charge” of the 
project.

Requirements of Position:

For projects administered by the STA, the regulation requires that the person in 
“responsible charge” be a full-time employed state engineer.   This requirement applies 
even when consultants are providing construction engineering services. 

For locally administered projects, the regulation requires that the person in “responsible 
charge” be a full time employee of the LPA.  The regulation is silent about engineering 
credentials.  Thus, the person in “responsible charge” of LPA administered projects need 
not be an engineer.  This requirement applies even when consultants are providing 
construction engineering services. 

Duties:

Regardless of whether the project is administered by the STA or another agency, the 
person designated as being in "responsible charge" is expected to be a public employee 
who is accountable for a project.  This person should be expected to be able to perform the 
following duties and functions: 

Administers inherently governmental project activities, including those dealing 
with cost, time, adherence to contract requirements, construction quality and scope 
of Federal-aid projects; 
Maintains familiarity of day to day project operations, including project safety 
issues;
Makes or participates in decisions about changed conditions or scope changes that 
require change orders or supplemental agreements;  
Visits and reviews the project on a frequency that is commensurate with the 
magnitude and complexity of the project;  
Reviews financial processes, transactions and documentation to ensure that 
safeguards are in place to minimize fraud, waste, and abuse; and 
Directs project staff, agency or consultant, to carry out project administration and 
contract oversight, including proper documentation.  
Is aware of the qualifications, assignments and on-the-job performance of the 
agency and consultant staff at all stages of the project.

The regulations do not restrict an agency’s organizational authority over the person 
designated in “responsible charge," and the regulations do not preclude sharing of these 



Attachment  

duties and functions among a number of public agency employees.  The regulations also 
do not preclude one employee from having responsible charge of several projects and 
directing project managers assigned to specific projects. 

Affect on Laws Regulating Licensure:

The term “responsible charge” is used here in the context intended by the above 
regulation.  It may or may not correspond to its usage in state laws regulating licensure of 
professional engineers. 
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MARYLAND STATE HIGHWAY ADMINISTRATION 

OFFICE OF CONSTRUCTION 

PRECONSTRUCTION MEETING AGENDA TEMPLATE 

 
1. Introductions with Sign-in Sheet  DATE __________ 

 
2. Assistant District Engineer-Construction – Remarks 

a. Project Engineer ______________________________ 
b. Design Manager ______________________________ 
c. Contractor ______________________________ 
 

3. Project Overview 
a. Description of Project IFB Page _____ 

i. Special Provisions / Plans / Addenda 
ii. Contract Number ______________________________ 
iii. Limits ________________________________________ 
iv. Phasing ________________________________________ 
v. Liquidated Damages per Day __________ 

b. Schedule 
i. Notice To Proceed, on or before  __________ 
ii. Time Type – Review Time Charge Specifications and Determination 

(1) Days Allowed___________________ (Work Days, Calendar Days, Calendar Date)  
(2) Liquidated Damages: $________________  IFB Page _____ 
(3) Schedule Type – NO WORK until Submitted and APPROVED 

(a) CPM (Spec Section 109) or Activity Chart (Spec Section 110)  
(4) NO PAYMENT without Monthly Schedule Updated Submitted 
(5) Project Progress/Partnering Meetings 

iii. Insurance 
(1) Certificate, Expiration Date 
(2) Field Office and Contents 
(3) Comprehensive General Public Liability and Property Damage 
(4) Railroad / CSXT, if required 
(5) Others? 

iv. Funding Source Breakdown (Federal, State, Local, Other Third Party) 
v. Work Restrictions 

(1) Contractor’s Work Hours  IFB Page _____ 
 

4. Correspondence & Communications 
a. Chain of Command: SHA (CPE > AE > ADE > DE), Contractor 
b. Primary Source of SHA Authority for Contractor: Construction Project Engineer 
c. Copies of All Correspondence to Project Engineer 
d. Contractor Email Address and Point of Contact 
e. Shop Drawings 
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f. Working Drawings  
g. Extra Work – ONLY District Office has Authority to Request Extra Work 
h. Standing Meetings  CD 07220.100.17 
 

5. Governing Standard Specifications – 2008 July ‘Grey Book’ 
 

6. General Specifications 
a. Variations in Estimated Quantities GP 4.04 
b. Differing Site Conditions GP 4.05 
c. Changes GP 4.06 
d. Claims – Note Timeframes for Notification GP 5.14 
 

7. Engineer’s Field Office  
a. Type Required __________ 
b. Location ______________________________ 
c. Utility Hookups 
d. No Work to Begin Until Field Office Operational 
 

8. Subcontractor Approvals 
a. Prompt Payment Clause  IFB Page _____ 
b. Prime Contractor Must Notify the District if it Intends to Hold Payment to a Sub for Any 

Reason 
 

9. Disadvantaged / Minority Business Enterprise (D/MBE) Schedule of Participation 
a. Posting Chart 
b. Percentage Required __________ 
c. Approved?  __________ 
d. D/MBE Field Meeting – CPE to Schedule  CD 07220.100.19 
e. Weekly Trucking Reports 
f. IDR’s and Daily Log 
 

10. Equal Employment Opportunity (EEO) / Labor Compliance 
a. SHA EEO Officer Name/Phone/email ______________________________ 
b. Project Bulletin Board 
c. Certified Payrolls 

i. Requirements  IFB Page _____ 
ii. Prevailing Wage Rates  IFB Page _____  
iii. Weekly Payroll Compliance Checks 
iv. Wage Rate Interviews 
v. Two-Week Due Date or Estimate may be withheld 
vi. Monthly Work Force Analysis 

 
11. On The Job Training 

a. Number of Trainees Required  IFB Page _____ 
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b. Trainee Program must be submitted prior to start of work 
 

12. Safety Considerations  GP 7.05, 7.06 
a. SHA Safety Officer Name/Phone/email ______________________________ 
b. Contractor’s “Competent Person” on Project Must Be Present During Work 
c. MOSH Regulations Govern Project 
d. CPE Gives One Warning of Site Hazard, then Contacts SHA Safety Officer/MOSH if not 

IMMEDIATELY Corrected 
e. Night Work Requirements? 
f. Any Special Vehicle and Site Lighting Requirements? 
g. Make Sure Driver’s Wear Approved ANSI Class II Vests 
 

13. Crane Certification/Qualification 
a. Operators/Riggers Must be Qualified 
 

14. Right of Way (ROW) 
a. SHA ROW Officer Name/Phone/email ______________________________ 
b. Provide Contractor with Form 113 (ROW Contract Agreements) 
c. Status of Properties 
d. Any New ROW ______________________________ 
e. Reminder to Stay Off Private Property Unless Written Permission in Hand 
 

15. Status of Permits 
a. Review “Required Environmental Permits, Approvals, and Authorizations” in IFB 

 
16. Erosion and Sediment Control (E&SC) and Stormwater Management  GP 7.12 

a. SHA Environmental Coordinator Name/Phone/email ____________________ 
b. E&SC Meeting – CPE to Schedule  CD 07220.300.01 
c. Sequence of Construction Submitted and Approved? 
d. Green & Yellow Cards Certification 
e. Contractor’s Daily E&SC Reports 
f. Quality Assurance Ratings/Penalties  IFB Page _____ 
g. Weekly NPDES Reports for Erosion and Sediment Control  
h. Stormwater Management As-Builts 
i. Stream Restrictions 
j. Wetlands 
 

17. Utilities Coordination  
a. SHA District Utility Engineer Name/Phone/email ____________________ 
b. Notification of MISS UTILITY 1-880-257-777 
c. Extent of Utility Coordination 

i. Utility Company Representative Comments 
d. Test Pitting (Must be approved by CPE) 
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18. Maintenance of Traffic (MOT)   GP 7.10, TC 104 
a. SHA Traffic Engineer Name/Phone/email ____________________ 
b. Follow 2011 MdMUTCD 
c. Lane Closure Restrictions  IFB Page _____ 
d. TCM Certification 
e. Daily Inspection Requirements 
f. Traffic Control Plan Acceptance  IFB Page _____ 
g. Modification Requirements 
h. Inventory of Roadway Markings 
i. Work on Holidays/Weekends              IFB Page _____ 
j. Night Work Restrictions 
k. Pre-Traffic Phase Shift Meeting – CPE to Schedule CD 07220.100.04 
 

19. Traffic Signals, Signs and Lighting 
a. Lighting 
b. Signals 
 

20. Control of Material  GP 6.01 thru 6.04 
a. SHA Materials Area Engineer Name/Phone/email ____________________ 
b. Materials Management System (MMS) Monthly Program 
c. Sources of Supply (SOS) Approvals - No Payment for Materials from Unapproved Sources 
d. Material Inspection 
e. Material Testing Equipment on Site and in Working Order 
f. Small Quantity Approval Requirements 
g. Topsoil Sampling and Approval 
h. Storage and Handling of Materials (Away from Roadway and Out of Floodplain) 
i. Plant Production Notification 
j. QC Plan for Asphalt 
k. Contract Finals Needs Plant Reports - No Report, No AC Adjustment 
l. Stored Materials Payment Requirements 

i. Limited Use as per Specifications 
ii. Minimum 14 Calendar Day Lead Time to Put on Estimate 

 
21. Borrow – Method of Measurement Section 203 

 
22. Payments 

a. Tickets  
b. Invoices 
 

23. Reduction of Retainage based on Evaluations TC 7.05 
a. Prime Contractor Must Notify Subcontractors if Retainage has been Reduced 
 

24. Incentive/Disincentive Contracts 
a. District May Withhold Estimate if Disincentive Dictates  
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25. Project Specifics 

a. Construction Stake Out 
b. Unusual Conditions 
c. Customer Service Goals 
d. Maintenance Concerns 
 

26. Contractor’s Key Personnel & Emergency Contact Information (Name, Phone #s, Email) 
a. Chain of Command: Foreman, Superintendent, Project manager, etc. 
b. Safety Officer/Responsible Person 
c. Traffic Control Manager 
d. E&SC Manager 
e. EEO Officer 
 

27. Maryland State Police 
a. Coordination  
b. Use of Off Duty Troopers (When Applicable) 
 

28. Cultural Resources   TC 5.04 
 
29. Public Notifications, News Releases, Handouts 

a. Hat & Shovel Signs (If Applicable) 
b. Weekly Updates: Due from CPE Every Thursday 
 

30. Operations and Maintenance Final Phase of Project Delivery 
O&M Manuals 
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CM 7210.100.11

FAP NO: MONTH

YEAR

PARTIAL COMPLETE

DATE:

MARYLAND STATE HIGHWAY ADMINISTRATION

MONTHLY SUMMARY OF CONSTRUCTION TIME CHARGES

CONTRACT NO:

DESCRIPTION:

TO DATE

Enter Saturdays under "No Charge" when weather is good or bad and no work is done.  During "Partial Close Down" enter 

prorated time charged under "Work Day" on last day of "Partial Close Down" or last day of month, whichever comes first, and 

enter days not otherwise accounted for during the same period on the same line under "Close Down, "Partial".     Sundays, 

Holidays, No Charge Days, etc. will be charged as usual even during a Partial or Complete Close Down and on Calendar Day or 

Calendar Date contracts.

SIGNATURE:

TOTAL PRIOR

TOTAL

CD

8

2

CLOSED DOWN
DATE SUN HOL

WORK 

DAY

BAD 

WEATHER

NO 

CHARGE

1

3

4

5

6

7

20

9

10

11

12

13

14

15

16

17

18

19

REMARKS

21

22

26

30

31

27

28

29

23

24

25

THIS MONTH



Field Office Information Sheet 

 

 

 
Contract No.: ___________________________  Project Engineer: ___________________________________ 
 
 

Administration (Fill in Agency) 
 

Directions to Field Office:______________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
Office Phone: ______________________  _____________________  
 
Fax Number: ____________________________________ 
 
Cell Phone: ___________________________________     ______________________________________ 
 
----------------------------------------------------------------------------------------------------------------------------------------- 

 
 

Contractor (Fill in Contractor’s Name) 
 

Project Manager: _________________________________________________________________ 
 
Cell Phone: ________________________________ Home Phone: _____________________________________ 
 
Traffic Manager: ______________________________________________ 
 
Cell Phone: _______________________________  Home Phone: ______________________________________ 
 
E & S Manager: ______________________________________________ 
 
Cell Phone: _______________________________  Home Phone: ______________________________________ 
 
Safety Officer: ______________________________________________ 
 
Cell Phone: _______________________________ Home Phone: ______________________________________ 
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CD 07220.100.19

I recommend this proposed subcontractor:

DATE

REMARKS:      

                                                                         TEAM LEADER, CONTRACTS AWARD TEAM, OOC DATE

REMARKS:     

APPROVED BY:        
                                                                         DIRECTOR – OFFICE OF CONSTRUCTION DATE

This form is available through the Maryland State Highway Administration’s Contracts Award Team or the District Office.

REVIEWED BY:

0

LEAD CONTRACT ADMINISTRATOR

Contract No:

Print Date: 03/02/2016
010 - OOC42 Subcontractor Approval Forms.xlsx

Page 4 of 4
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MARYLAND STATE HIGHWAY ADMINISTRATION 
SUBCONTRACTOR’S REQUEST FOR APPROVAL OF LOWER TIER SUBCONTRACTOR 

  
 By submittal of this request and Certification of Written Contract, I am requesting an approval for 

the proposed subcontractor listed below: 
 
CONTRACT NO:        FAP NO:          
 
PROJECT DESCRIPTION:               

              

 
PRIME CONTRACTOR:           
 
FEDERAL I.D. NO.            
 
(Previously approved subcontractor requests approval to sublet proposed subcontractor) 
 
1. APPROVED SUBCONTRACTOR         

 
FEDERAL ID NO            
 
 

2. PROPOSED SUBCONTRACTOR         
 
FEDERAL I.D. NO.        

 

  MBE / DBE    Non-MBE / DBE      Age of the firm           years 

 Annual gross receipts (last calendar year):    <$500,000     $500,000-1,000,000 

  $1,000,000-3,000,000    $3,000,000-5,000,000        $5,000,000-10,000,000 

 >$10,000,000 
 
 

3.  REQUEST NUMBER:         
 
 

4. AMOUNT OF THIS REQUEST $        &          % 
 

5. If proposed subcontractor is NOT a Minority Business Enterprise/Disadvantaged Business 

Enterprise (MBE/DBE) as approved by the Maryland State Highway Administration: 

 Has Prime Contractor previously met MBE/DBE Goals?  YES  NO 

 MBE/DBE Submitted to date        % (including this request). 
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 Contract No:          

 

I recommend this proposed Subcontract: 

 

                         
                      DISTRICT ENGINEER      DATE 

 

REMARKS: 

                  

             

              

 

 

REVIEWED BY:                        
   TEAM LEADER, CONTRACTS AWARD TEAM  DATE 

REMARKS: 

                  

             

              

 

APPROVED BY:                        
   DIRECTOR – OFFICE OF CONSTRUCTION   DATE 
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 Contract No:          

 

CERTIFICATION OF EXISTING SUBCONTRACT BETWEEN APPROVED 

SUBCONTRACTOR / PROPOSED SUBCONTRACTOR 
 
 

 I. General Scope of Work:       

 

  
 

 II. Items and Prices: 

Item Unit Description Unit 
Price Total 
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 Contract No:          

III.   Special Conditions:    If not signed by the President of the Corporation, a copy of the By-
Laws, or a copy of the Board Resolution showing the authority of the person so signing on behalf 
of the Corporation, must be attached or on file with the State Highway Administration 

 
PRIME CONTRACTOR/APPROVED SUBCONTRACTOR CERTIFICATION 

 
I certify that                 
             
              
(APPROVED SUBCONTRACTOR – NAME, ADDRESS AND PHONE NUMBER) has entered into a written 
subcontract agreement with       
  
(PROPOSED SUBCONTRACTOR) on Maryland State Highway Administration  
Contract No.           FAP No.         , 
and that the Proposed Subcontractor has acknowledged that they have received and are responsible 
for all provisions of the contract, including specific Contract Provisions required on Federal Aid 
Construction Contracts. These subcontract documents are on file at our office and will be 
forwarded to the Maryland State Highway Administration’s Director – Office of Construction for 
review upon request. 
 
BY:          DATE:    
 PRIME CONTRACTOR SIGNATURE 
 
BY:          DATE:    
 APPROVED SUBCONTRACTOR SIGNATURE 
 
 

PROPOSED SUBCONTRACTOR CERTIFICATION 
 
I certify that                 
             
              
(PROPOSED SUBCONTRACTOR – NAME, ADDRESS, AND PHONE NUMBER), has entered into a written 
subcontract agreement with       
  
(APPROVED SUBCONTRACTOR) on Maryland State Highway Administration 
Contract No.         FAP No.        .   
I further acknowledge that the Contract’s Provisions have been made a part of this proposed 
subcontract agreement and as a subcontractor on this project we are responsible for complying 
with all provisions of the contract, including specific Contract Provisions required on Federal Aid 
Construction Contracts. 
 
 
BY:          DATE:    
 Proposed Subcontractor Signature 
 

This form is available through the Maryland State Highway Administration’s Contracts Award Team or District 
Office. 



Subcontractor Approval Guidance 
 
 
Requests for Approval of Subcontractors 
When you receive a completed form OOC 42 (Request for Approval of Subcontractor) from the 
prime contractor, you must review and prepare it for the signature of the Subrecipient RC.  Two 
copies of this form must be submitted to the SHA Contract Awards Section and they must be 
double-sided.  The prime contractor should also provide a copy of the actual subcontract.  If one 
is not provided, it should be requested.  This subcontract must be kept on file by the project 
engineer.  Your review of the OOC 42 should include: 
 
Page 1 
Check all blanks and math for completeness and accuracy. 
 
Page 2 
Check the price breakdown for completeness and accuracy. 
Occasionally, an additional sheet is provided which also must be checked. 
 
Page 3 
Make sure the prime and sub have signed this page and names, addresses, and phone numbers 
are provided. 
 
Page 4 
This page will remain blank until signed by the Subrecipient RC or his representative. 
 
After the document has been reviewed and signed, provide two copies to the Contracts Officer at 
the SHA OOC Contract Awards Section, Room 214.  Those SHA representatives who should 
receive signed copies are the Assistant District Engineer, Construction, EEO Officer, 
Construction Office Engineer, and Field Documentation Reviewer.  The project engineer should 
also keep a copy on file. 
 
If you require assistance, you should contact the SHA Contracts Awards Section at  
(443) 572-5214. 
 
 
Requests for Approval of Lower Tier Subcontractors 
Occasionally, the prime contractor will submit a Form OOC 43, Request for Approval of Lower 
Tier Subcontractor.  This lower tier sub will perform a portion of the work previously approved 
for another subcontractor.  This form should follow the same review and approval process as the 
OOC 42.  These requests are numbered to coincide with the subcontractor they will work for.  
For example, a third tier sub performing work for approved Subcontractor No. 3 will be 
numbered as 3-A. 









OOC38 02/20/13 
CD 07220.100.19 

MARYLAND STATE HIGHWAY ADMINISTRATION 
OFFICE OF CONSTRUCTION 

DISADVANTAGE / MINORITY BUSINESS ENTERPRISE (D/MBE) POSTING CHART 
 

CONTRACT #   _____________                                            FAP # ____________________________ 

 
 

NAME AND NUMBER 
 

 
ITEM NUMBER 

 
STARTING DATE 

 
COMPLETION DATE 

 
REMARKS 

 
CUF REVIEW 

DATE 

MBE # 
      

MBE # 
      

MBE # 
      

MBE # 
      

MBE # 
      

MBE # 
      

MBE # 
      

MBE # 
      

 
All subcontractors listed above MUST have an approved Form OOC42, and must be listed on the Prime’s Schedule of Participation. 



 
OOC47 02/20/13 
CD 07220.100.19  MARYLAND STATE HIGHWAY ADMINISTRATION 

OFFICE OF CONSTRUCTION 

Page   of     Weekly Report of D/MBE Trucking Activities           

 

Contract No:         Date:         

Description:         Report No:         

Prime Contractor:         Week Ending:        

D/MBE Trucker:                                                                                                         
 
I,         ,            
 (Printed Name of Signature Party) (Title) 
 
do hereby certify that the vehicles listed below have performed work on this Contract and were supplied 
and directly supervised by         , as approved in the Schedule of Participation. 
 (Company Name) 
 

INSTRUCTIONS: Under the column entitled "SOURCE", indicate which of the following applies: 
 A.   Owned by D/MBE 
 B.   Hired or Rented  
 C.   Owner/Operator 

For all cases listed above except ‘A’, a copy 
of Agreement must be attached. 

 

Dates Worked 
    From           To 

Truck Tag No. 

 

Source 

Owned By 

(Company Name) 

                                                                 

                                                                 

                                                                 

                                                                 

                                                                 

                                                                 

                                                                 

                                                                 

                                                                 

                                                                 

                                                                 

 

 SIGNATURE          
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MARYLAND STATE HIGHWAY ADMINISTRATION 
OFFICE OF CONSTRUCTION 

D/MBE COMMERCIALLY USEFUL FUNCTION (CUF) 
 

The CUF form must be completed at least once for each D/MBE listed on the Schedule of Participation 
during the life of the contract. 

 

Project No: 
 
PE/Inspector: 
 
District: 
 
Review Date: 

Reserved for SHA Office of Equal Opportunity Approval  
 
Signature:   _____________________________ 
 
Print Name:  _____________________________ 
 
Title:    _____________________________ 
 
Date:   _____________________________ 

Project Name: 
 
Prime Contractor: 
 
D/MBE Firm Name: 
 
Subcontractor                      Service                      Supplier                       Manufacturer     
 
Is there a copy of the approved Request for Subcontractor Approval (OOC42) between the Prime and 
D/MBE on file at the project site?  Yes No 
Name of D/MBE Foreman/Superintendent: 
 
D/MBE Start Date:                                   Estimated D/MBE Completion Date: 
 
I. REGARDING D/MBE’S FOREMAN/SUPERINTENDENT 

 
 Exclusively employed by D/MBE?  Yes No 

 Shown on the D/MBE payroll?   Yes No 

 Shown on any other firm’s payroll?  Yes No  

If yes, whose? ___________________________________________________________ 

Directly reports to: _______________________________________________________ 
 
II. REGARDING D/MBE’S EMPLOYEES 

 
Are D/MBE’s employees shown on any other contractor’s payrolls?  Yes No 
If yes, whose? 
Do the D/MBE’s employees receive work assignments from D/MBE Foreman/Supt?  Yes No 
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III. REGARDING DBE’S EQUIPMENT 

 
Is the equipment owned by the D/MBE?  Yes No 
 
If leased or rented, is there a copy of the lease or rental agreement in project file?  Yes No 
 
Does the equipment have the D/MBE’s name or logo?  Yes No 
 
If another firm’s name or logo is shown, identify: _____________________________________ 
 

IV. REGARDING D/MBE’S WORK PERFORMANCE 

 
Does the D/MBE supervise & manage their work and employees?  Yes No 
 
Has any other contractor performed work that was to be performed by the D/MBE?  Yes No 
 
If yes, identify the contractor who performed the work: 
 
What work items did the contractor identified above perform?  (If more than two, write on back of 
form) 

 

 
 

V. REGARDING D/MBE AS SUPPLIER OR MANUFACTURER 

 
Do invoices or delivery tickets show D/MBE ownership of materials delivered?  Yes No 
 
Does D/MBE own and operate the delivery equipment, or have a long term lease?  Yes No 
Comments:  (any comments pertaining to the performance or conduct of the D?MBE company) 
 
 

VI. NOTIFICATION 
 

Problem(s) in this report that have been brought to the attention of SHA’s Office of Equal Opportunity.          
Explain: 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
 
Certification of record review and work performed by D/MBE:  
 
I___________________________________________ (Project Engineer/Inspector), certify that the 

above D/MBE was monitored performing the committed work items on _______________ (Date)  

Distribution: 

 Original – Contract Field Office File 
 Copy – District Officer of Equal Opportunity 
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CUF Form Instructions: 
 

The CUF Form must be completed at least once for each DBE working on a federally assisted 
MSHA Construction Contract, during the life of the contract.   
 
 

MANAGE: 

 Manage the work themselves. 
o Schedule work operations, order equipment and materials, hire and fire employees, 

including supervisory employees. 

SUPERVISE: 

 Supervise daily operations 
o Can use a skilled Superintendent employed by the DBE. 

PERFORM: 

 Perform the work stated in the contract with their own equipment. 
Regular Equipment is owned or leased and operated on a long term 
agreement and not on an ad hoc or contract by contract agreement. 
a. The equipment would be used by the DBE firm on any other subcontract 

with any other contractor. 
b. The equipment would be owned by the DBE firm.  Or 

The equipment would be leased/rented from traditional equipment 
lease/rental sources. 

 c. The DBE firm would have a rental/lease agreement for any rented or 
leased equipment. 

 d. The equipment cannot belong to: 
(1.)  Prime Contractor 
(2.)  Another subcontractor on the present project. 
(3.)  Supplier of materials being installed by the DBE firm. 

 e. The equipment cannot come from another contractor fully operated. 

 Perform the work with their own employees. 
Regular Employee is a person who: 
a. Would be working for the DBE firm on any other subcontract with any 

other contractor. 
b. Is a permanent employee of the DBE firm, Or 

Has been recruited through the traditional recruitment and/or 
employment centers. 

c. Has not recently been employed by the prime contractor on the present 
project, another subcontractor on the present project, or the renter-
lesser of equipment being used on the present project. 

d. Is not a member of a construction crew, which regularly works for a non-
DBE. 

e. Is not a licensed contractor who is at the time “unemployed” or 
“between jobs.” 

 Subcontracting part of the work of the contract. 
o When a DBE subcontracts part of the work of its contract to another firm, the 

value of the subcontracted work may be counted toward the DBE goal only if 
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the DBE subcontractor is itself a DBE.  Work that a DBE subcontracts to a 
non-DBE firm does not count toward DBE goals. 

 Trucks/Equipment must display name of DBE firm  
o Printed name or logo 
o Leased or rented equipment:  A copy of the lease/rental must be submitted 

to the project office and put in the project file. 

 Supplier - Regular Dealer 
A regular dealer is a firm that owns, operates, or maintains a store, warehouse, 
or other establishment in which the materials, supplies, articles or equipment of 
the general character described by the specifications and required under the 
contract are bought, kept in stock, and regularly sold or leased to the public in 
the usual course of business.  60% of the cost of materials, supplies and delivery 
counts toward the DBE goal. 

 Supplier – Service Provider 
o Only the fees or commissions charged by the DBE Service Provider count 

toward DBE goals.  The Cost of the materials or supplies are not counted 
toward the DBE goal. 

 
TRUCKING CLARIFICATION (S) 
 
The MSHA shall use the following factors in determining whether a DBE trucking company is 
performing a commercially useful function: 
 

a. The DBE must itself own and operate at least one fully licensed, insured, and 
operational truck used on the contract.  

b. The DBE must be responsible for the management and supervision of the entire 
trucking arrangement for the purpose of meeting DBE goals. 

c. The DBE receives credit for the total value of the transportation services it provides 
on the contract using trucks its owns, insures, and operates using drivers it employs. 

d. The DBE may lease trucks from another DBE firm, including an owner-operator who 
is certified as a DBE.  The DBE who leases trucks from another DBE receives credit 
for the total value of the transportation services the lessee DBE provides on the 
contract. *See below for payroll reporting. 

e. The DBE who leases trucks from a non-DBE is entitled to credit for the total value of 
the transportation services provided by non-DBE lessees not to exceed the value of 
transportation services provided by DBE-owned trucks on the contract. Additional 
participation by non-DBE lessees receives credit only for the fee or commission it 
receives as a result of the lease arrangement.  
 
Example: DBE Firm X uses two of its own trucks on a contract. It leases two trucks 
from DBE Firm Y and six trucks from non-DBE Firm Z. DBE credit would be awarded 
for the total value of transportation services provided by Firm X and Firm Y, and 
may also be awarded for the total value of transportation services provided by 
four of the six trucks provided by Firm Z. In all, full credit would be allowed for the 
participation of eight trucks. With respect to the other two trucks provided by Firm 
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Z, DBE credit could be awarded only for the fees or commissions pertaining to 
those trucks Firm X receives as a result of the lease with Firm Z. 
 

For purposes of this paragraph (d), a lease must indicate that the DBE has exclusive use 
of and control over the truck.  This does not preclude the leased truck from working for 
others during the term of the lease with the consent of the DBE, so long as the lease 
gives the DBE absolute priority for use of the leased truck.   

 
NOTE: Pursuant to 49 CFR 26.37 the State DOT must provide written certification that it has 
reviewed records and monitored work sites to ensure that work committed to DBE’s is 
actually performed by the DBE’s that the work was committed to.  This applies to every DBE 
on every contract. 
 



MARYLAND DEPARTMENT OF TRANSPORTATION
PRIME MONTHLY SUBCONTRACTOR'S PAYMENT REPORT

ATTACHMENT E

Maryland State Highway Administration 
Office of Equal Opportunity 
211 East Madison Street, M-LL3 , Baltimore, MD 21202
Voice: (410) 545-0325    Toll Free: (888) 545-0098
Fax: (410) 209-5008 
Email: shacompliance@sha.state.md.us  

MONTH/YEAR

SubRecipient Name:

Name of Project: Contract Number: For Office use only

Primecontractor(s) Name FEIN # MDOT Certification 
# Ethnicity Contract Award 

Date
Contract 

Expiration Date
Contract Award 

value

Dollar Amount paid 
this Reporting 

Period
Amount Paid to Date Work Completed? 

(Yes/No)

Subcontractor(s) Name FEIN # MDOT Certification 
# Ethnicity Subcontract Award 

Date
Subcontract 

Expiration Date
Subcontract Award 

value

Dollar Amount paid 
this Reporting 

Period
Amount Paid to Date Work Completed? 

(Yes/No)

Subcontractor(s) Name FEIN # MDOT Certification 
# Ethnicity Subcontract Award 

Date
Subcontract 

Expiration Date
Subcontract Award 

value

Dollar Amount paid 
this Reporting 

Period
Amount Paid to Date Work Completed? 

(Yes/No)

Comments:
Prepared By: Title:

Telephone #: Date:

Email Address:

Primecontractor(s) Participating on the contract/task(s)

Subcontractor(s)  not on the contract/task(s) Participation Plan

Subcontractor(s)  on the contract/task(s) Participation Plan

FOR THE REPORTING PERIOD ENDING :

PLEASE COMPLETE AND RETURN BY THE 10TH OF THE MONTH FOLLOWING THE REPORTING PERIOD.

I CERTIFY THAT THE ABOVE INFORMATION IS TRUE AND ACCURATE TO THE BEST OF MY KNOWLEDGE.

DO NOT MODIFY/ALTER THIS FORM.



MARYLAND DEPARTMENT OF TRANSPORTATION
PRIME MONTHLY SUBCONTRACTOR'S PAYMENT REPORT

ATTACHMENT E

I CERTIFY THAT THE ABOVE INFORMATION IS TRUE AND ACCURATE TO THE BEST OF MY KNOWLEDGE.

DO NOT MODIFY/ALTER THIS FORM.
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OOC53   3/01/04 Revised 5/25/10  
CD 07220.100.18 

MARYLAND STATE HIGHWAY ADMINISTRATION 
 Payroll Compliance Report 
 
CONTRACT NO:          FAP NO:         
 

THIS PAYROLL HAS BEEN CHECKED FOR THE FOLLOWING REQUIRED 
INFORMATION: (NOTE SPECIFIC PROBLEMS BELOW) 

 
 Contractor's Name 

 
 SHA Contract Number 

 
 FAP Number (if Federal Aid Project) 

 
 Chronological Payroll Number 

 
 Pay Period 

 
 Employee Identification Numbers 

 
 Classification Match 

 
 Wage Decision Classifications 

 
 No Classification Found (List classification(s) under 'Comments') 

 
 Straight Time Wage Rates OK 

 
 Overtime Rate Paid For in Excess of: 

 40 Hours per Week (FHWA) 
 10 Hours per Day or 40 Hours per Week (SHA) 

 
 Statement of Compliance 

 Attached    Signed 
 

 Fringe Benefits 
 Paid to Approved Plan, Fund or Program 
 Paid in Cash 

 
Comments:        
 
  
 
Checked by:          Date:         
 
Date Forwarded to Contractor for Resolution:         
 



OOC54    3/01/04  
CD 07220.100.18 

MARYLAND STATE HIGHWAY ADMINISTRATION 

PAYROLL SUMMARY REPORT 
 
CONTRACT NO:         F AP NUMBER:         
 

 PRIME CONTRACTOR  SUBCONTRACTOR  LOWER TIER SUBCONTRACTOR 
 
FIRM NAME:         

 
PAYROLL 
NUMBER 

DATES BY 
(INITIAL) COMMENTS 

ENDING RECEIVED CHECKED* VERIFIED** FILED 

                                                

                                                

                                                

                                                

                                                

                                                

                                                

                                                

                                                

                                                

 

Checked*  : Prevailing Wages Rates as found in Invitation for Bids. 
 
Verified**  : As shown on OOC52 - Payroll Compliance Check. 



OOC52   3/01/04 Revised 5/25/10 
CD 07220.100.18 

MARYLAND STATE HIGHWAY ADMINISTRATION 
PAYROLL COMPLIANCE CHECK 

 
Contract No:        
 
FAP No:        
 
Employer / 
Patrono:        
 
Employee name / 
Nombre del Empleado:        
 
Employee Identification Number (EIN)/ Número de identificación del empleado:          
 
Classification / 
Clasificacion:        
 
Rate of Pay / 
Salario por Hora:        
 
Contract Prevailing Wage / 
Salario Inidial del Contrato:        
 
Miscellaneous Deductions / 
 Deducciones:  YES / SI  NO 
 
   
 Hourly Rate /  Labor Organization /    
 Por Hora:         Por Sindicato:         
 
Interview Date: 
Dia de Entrevista:        
 
Employee Signature: 
Firma del Empleado:        
 
Inspectors Signature: 
Firma del Inspector:        
 
Comments:        
 
 
 
  



 

Office of Materials Technology 
Format and General Instructions 
For Source of Supply Submittals  

 
1. Once a contractor receives the “Notice of Award”, sources of supply should be submitted. 

 
2. Submittals should be addressed to: 

Woodrow Hood 
Division Chief 

Maryland State Highway Administration 
7450 Traffic Drive 

Hanover, MD 21076 
whood@sha.state.md.us; mcoble@sha.state.md.us;  

 
3. Source of supply letters must come from the Prime Contractor only. 

 
4. Submittals should include the SHA access permit number, job description and intended use of the 

material. 
 

5. Format for source of supply letters: 
 

Material Supplier Manufacturer 
Specify (Seed, etc) Name & Address Name & Address 

       And use 
 

Suppliers must be notified that the materials ordered are for a Maryland State Highway 
Administration project. 

 
6. Specific Materials: 

 
A. Portland Cement Concrete (PCC):  Under separate cover letter, submit SHA approved mix 

design number and indicate producer and plant location to be used as well as the use for the 
concrete, ex. Curb and gutter, sidewalk, etc..with each item.  Submittal must be sent to 
above address. 

B. Hot Mix Asphalt (HMA):  Under separate cover letter, submit a SHA approved Job Mix 
Formula (JMF) for each HMA Mix Design. 
Submittal must be sent to above address. 

C. Graded Aggregate Base (GAB): Under separate cover letter, submit SHA approved mix 
design number and design information for each item.  GAB orders must be called in 24 hrs in 
advance and informed that it is a SHA project.  GAB plant must be given the SHA project 
number at the time of order and pick up.   
Submittal must be sent to above address. 

mailto:whood@sha.state.md.us
mailto:mcoble@sha.state.md.us


 

D. Stone (Rip-Rap, #57’s etc): Submit the quarry location the materials are coming from. 
E. Permanent and Temporary Pavement Marking Materials: Must be submitted with 

STR/PMM/SMM numbers (found on Qualified Products List). 
F. Geosynthetic materials: Must include style number from the NTPEP publication and 4A 

Certification in SOS Submittal. 
G. Topsoil: Must be from an approved source and SOS Submittal.  If proposed SOS is not on 

approved source list a 4A certification should be attached.  This process can take upwards of 
45 days from SOS Submittal to date of approval for use.  

 
7. General: 

A. Source of supply must be submitted for all materials and must be APPROVED PRIOR TO USE.  
Materials subject to testing and must be tested to meet specifications prior to use on job. 

B. When approved (or denied) by Materials Engineer, a copy of your source letter will be 
returned with attached notations (notes 1-13), to indicate acceptance procedures. 

C. ONLY ONCE SOURCE is allowed for each material.  If it becomes necessary to change a 
source later, submit a request for a source change at that time. 

D. Submittals from subcontractors must be accompanied by a cover letter from the prime 
contractor. 

E. Only one copy of the SOS is needed.  Letter must be a signed and dated original.  Emailed source of 
supply with electronic signature acceptable (mcoble@sha.state.md.us; whood@sha.state.md.us;) 
 
8. For Questions regarding source of supply submittals or monthly materials clearance submittals 

call  Marvin Coble 443 572-5167  
 
  

mailto:mcoble@sha.state.md.us
mailto:whood@sha.state.md.us


 

Source of Supply & Material Clearance 
Tips for General Contractors 

 
 Use attached format 

 Submit early 

 Anticipate subcontractors needs 

 Review as soon as you receive a “REVIEWED and NOTED” source of supply letter 

 Give a copy to subcontractors 

 Inform all vendors that materials are for a Maryland SHA Project and the type of acceptance 
documentation you will need as per your returned “REVIEWED and NOTED” source letter 

 Have all necessary acceptance documentation delivered to the project when the material is 
delivered 

 Remind all subcontractors to bring documents necessary for their materials when they arrive at 
the project 

 Review “acceptance documents” from vendors and subs to be sure they meet the requirements 
for materials acceptance as per the source letter and Maryland Spec. TC1.02 

 Review with the Project Engineer, on a regular basis, the materials status of your job 
 
If you have any questions or need further guidance do not hesitate to contact me: 
 
 
ME – Marvin Coble – mcoble@sha.state.md.us – (443)572-5167 
 
 
  

mailto:mcoble@sha.state.md.us


 

Qualified Products List 
Tips and Guidance 

 
1. Go to the SHA webpage: www.marylandroads.com  
2. Click the Business Center Tab 
3. Click the Standards and Specifications Tab 
4. Click the Qualified Products List Tab 

 
The QPL is a working document that gets updated frequently.  These materials are qualified to be submitted 
for use on Maryland State Highway Projects.  There are no pre-approved materials. 
 
  

http://www.marylandroads.com/


 

 
Serious Business 

111 The Way it Should Be Way 
Baltimore, Maryland 21061 

 
February 1, 2010 
 
Mr. Marvin Coble 
Materials Engineer 
Office of Materials Technology 
7450 Traffic Drive 
Hanover, Maryland 21076 
 
RE:  Project # – 09-AP-OL-011-10 
 New Wal-Mart on Main Street 
  
Dear Mr. Coble, 
 
 We are submitting the following for your approval for the above referenced project. 
 

 
 
 
 

Your approval is greatly appreciated. 
 
Should you require any additional information please contact the undersigned at (123)555-5555 
 
Very truly yours, 
 

John Doe 
 
John Doe 
Project Manager 

SAMPLE SOURCE LETTER 

Material Supplier Manufacturer 
Specify (Seed, etc) 

And use 
Name & Address Name & Address 



Clearance Items - Estimate # 2 AL4275130

Estimate Submission: 09/04/2015

Received by OMT: 09/17/2015

Evaluation Complete: 09/17/2015

Evaluation Dates

Number Cleared: 22

% Cleared: 92%

Estimate Evaluation Summary

Estimate Contract

Number of Items: 24

Comments: 92%

24

22

Material Item Description No Material Cleared Issues

1001: CLEARING & GRUBBING 

No Materials

1002: TYPE B ENGINEERS OFFICE 

No Materials

1003: 5 INCH YELLOW NONTOXIC LEAD FREE WATERBORNE PAVEMENT

All Materials used within Estimate

1004: 5 INCH WHITE NONTOXIC LEAD FREE WATERBORNE PAVEMENT

All Materials used within Estimate

1005: REMOVAL OF EXISTING PAVEMENT LINE MARKINGS, ANY WIDTH

No Materials

1006: 8 INCH BLACK OUT TAPE LINES 

All Materials used within Estimate

1008: MAINTENANCE OF TRAFFIC  

All Materials used within Estimate

1013: TEMPORARY TRAFFIC SIGNS HIGH PERFORMANCE WIDE ANGLE

All Materials used within Estimate

1014: REFLECTIVE BARRIER MARKERS  

All Materials used within Estimate

1015: TEMPORARY ORANGE CONSTRUCTION FENCE 

All Materials used within Estimate

1016: DRUMS FOR MAINTENANCE OF TRAFFIC 

All Materials used within Estimate

1020: PRECAST TEMPORARY 32 INCH F SHAPE CONCRETE TRAFFIC

All Materials used within Estimate

1021: CONSTRUCTION STAKEOUT  

No Materials

1022: MOBILIZATION  

No Materials

1023: TEMPORARY TYPE E TRAFFIC BARRIER END TREATMENT 6 BAYS,

All Materials used within Estimate

Page 1 of 3Thursday, September 17, 2015

OMT Report Period: Jul, 2007

Sample Materials Report



2003: CLASS 2 EXCAVATION 

No Materials

2005: COMMON BORROW  

All Materials used within Estimate

3002: STABILIZED CONSTRUCTION ENTRANCE  

All Materials used within Estimate

3005: 24 INCH REINFORCED CONCRETE PIPE, CLASS IV 

All Materials used within Estimate

3007: 24 INCH POLYVINYL CHLORIDE PROFILE WALL PIPE 

All Materials used within Estimate

3008: 24 INCH STANDARD CONCRETE END SECTION

All Materials used within Estimate

3015: 48 INCH DIAMETER MANHOLE FOR 12 INCH TO 24 INCH PIPES -

Gray Iron Casting (Scupper, Drain Grate, Inlet)

3019: 24 INCH PIPE SLOPE DRAIN 

All Materials used within Estimate

3020: EROSION AND SEDIMENT CONTROL ORIGINAL EXCAVATION

No Materials

3023: SUMP PIT 

No Materials

3026: DIVERSION FENCE  

All Materials used within Estimate

3028: CLASS I RIPRAP DITCH  

All Materials used within Estimate

3030: RIPRAP FOR SEDIMENT CONTROL  

All Materials used within Estimate

3032: SILT FENCE  

All Materials used within Estimate

3033: SUPER SILT FENCE  

All Materials used within Estimate

7003: TEMPORARY SEED 

SHA Temporary Seed Mix

7004: TEMPORARY MULCH

All Materials used within Estimate

Page 2 of 3Thursday, September 17, 2015

OMT Report Period: Jul, 2007

Sample Materials Report



Disputed Items as of Estimate # 2 AL4275130

2Monthly Estimate # 2 Item(s) with 2 Material Issue(s)(New Issues)

ITEM MATERIAL ISSUE SOURCE SUBMISSION

3015 Gray Iron Casting (Scupper, 
Drain Grate, Inlet)

Clearance documentation was not attached. Source Submission 42  
(Gray Iron Casting 
(Scupper, Drain Grate, 
Inlet))

7003 SHA Temporary Seed Mix Clearance documentation was not attached. Source Submission 25  (SHA 
Temporary Seed Mix)

Page 1 of 1Thursday, September 17, 2015

Sample Materials Report



OOC75E   12/14/11 MARYLAND STATE HIGHWAY ADMINISTRATION
CM 7210.100.14 INSPECTOR'S DAILY REPORT
NTP Date: MCMS assigned Letter

Delays:

Soil or Grade Condition: Details:

Stream or Tide Stage:

1.
2.
3.

Inspector's Signature:
Time In: Time Out: Hours:
Job Mileage:

700 800200 900

Visitors & SHA Staff

Location and Quantity of Work Completed
(1, 2, 3)

Hrs

600400

(Field Office Use Only)
IDR Number:

Materials: Note Approval Status 
and Whether Received or Used 

for 1, 2, or 3.

No Hrs Idle No
Totals1 2 3

Contract No:
Sky: Wind:

Day:

No Hrs Idle

Date:

Item Number & Description

Classification of Labor &
Equipment Used / *Idle

K
EY

Utility

Other

RW

Material

HrsNo Idle

Use Other Side as Needed for Extended Remarks, 
Sketches, Explanations, Delays,Etc.

Hours per Category 300 500100

* Indicate (A) Standby,(B) Not Needed,(C) Broken down, or (D)

TEMP °F

Precipitation: Min
Max

CPE Initial





















 
OOC4  3/01/04 

MARYLAND STATE HIGHWAY ADMINISTRATION 
SKETCH BOOK TITLE SHEET 

 
CONTRACT NO:         FAP NO:                                                                                      
 
ROUTE NO & NAME:        
 
DESCRIPTION:        
 
PROJECT LENGTH:    MAIN LINE:         MILES: RAMPS & CONNECTIONS:          MILES: 
 
CONTRACTOR:         
 
ADVERTISED DATE:         DATE BIDS RECEIVED:        
 
NOTICE OF AWARD:         EXECUTION DATE:        
 
DATE OF NOTICE TO PROCEED LETTER:         ON OR BEFORE DATE:        
 
DATE TIME CHARGES BEGAN:         DATE WORK STARTED:        
 
DATE SURFACING COMPLETED:         
 
DATE OPENED TO TRAFFIC:         
 
DATE ACCEPTED FOR MAINTENANCE:         
 
DATE CONTRACT COMPLETED:         
 
        WD   CD TIME ALLOWED 
 
       WORKING DAYS USED 
 
       SUNDAYS 
 
       HOLIDAYS 
 
       BAD WEATHER 
 
       OTHER NON WORKING DAYS 
 
 WORK SUSPENSIONS:  Indicate P - Partial or C - Complete 
 
  P OR  C    FROM        TO         =        DAYS          
        P OR  C    FROM         TO        =        DAYS 
  P OR  C    FROM        TO        =        DAYS 
 
       DAYS LESS THAN TIME ALLOWED 
 
       DAYS IN EXCESS OF TIME ALLOWED 



OOC5 3/01/04 
 

MARYLAND STATE HIGHWAY ADMINISTRATION 
 INSPECTORS SIGNATURE SHEET 

 
CONTRACT NO:        FAP NO:                                                

 

 PRINTED NAME SIGNATURE INITIALS 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 



 
OOC4  3/01/04 

MARYLAND STATE HIGHWAY ADMINISTRATION 
SKETCH BOOK TITLE SHEET 

 
CONTRACT NO:         FAP NO:                                                                                      
 
ROUTE NO & NAME:        
 
DESCRIPTION:        
 
PROJECT LENGTH:    MAIN LINE:         MILES: RAMPS & CONNECTIONS:          MILES: 
 
CONTRACTOR:         
 
ADVERTISED DATE:         DATE BIDS RECEIVED:        
 
NOTICE OF AWARD:         EXECUTION DATE:        
 
DATE OF NOTICE TO PROCEED LETTER:         ON OR BEFORE DATE:        
 
DATE TIME CHARGES BEGAN:         DATE WORK STARTED:        
 
DATE SURFACING COMPLETED:         
 
DATE OPENED TO TRAFFIC:         
 
DATE ACCEPTED FOR MAINTENANCE:         
 
DATE CONTRACT COMPLETED:         
 
        WD   CD TIME ALLOWED 
 
       WORKING DAYS USED 
 
       SUNDAYS 
 
       HOLIDAYS 
 
       BAD WEATHER 
 
       OTHER NON WORKING DAYS 
 
 WORK SUSPENSIONS:  Indicate P - Partial or C - Complete 
 
  P OR  C    FROM        TO         =        DAYS          
        P OR  C    FROM         TO        =        DAYS 
  P OR  C    FROM        TO        =        DAYS 
 
       DAYS LESS THAN TIME ALLOWED 
 
       DAYS IN EXCESS OF TIME ALLOWED 



OOC5 3/01/04 
 

MARYLAND STATE HIGHWAY ADMINISTRATION 
 INSPECTORS SIGNATURE SHEET 

 
CONTRACT NO:        FAP NO:                                                

 

 PRINTED NAME SIGNATURE INITIALS 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 



OOC6 3/01/04 
MARYLAND STATE HIGHWAY ADMINISTRATION 

SKETCH BOOK SUMMARY OF FINAL QUANTITIES 
 

CONTRACT NO:        F.A.P.  NO:         PAGE        OF       
 

ITEM 
NO. DESCRIPTION UNIT 

FINAL QUANTITIES 

FIELD DISTRICT 
                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

 









DOCUMENTATION FILING SYSTEM 

The field office should be set up with a file cabinet with the filing system structured as follows 

 for the ease of reference for all involved and consistency across the State. 

 

1. Agreements/Permits 

a. Md. Dept. of Natural Resources 

b. Permits: 

1. Maintenance of Traffic  

2. National Pollution Discharge Elimination System Permit  (NPDES)  

3. Erosion and Sediment Control  

4. Stormwater Management  

5. County Soil Conservation District Approval 

6. MDE Tidal Wetland License and/or Permit  

7. Nontidal Wetland and Waterways Permit (MDE/COE)  

8. US Coast Guard Permit  

9. Critical Area Commission Approval  

10. Maryland Roadside Tree Permit 

11. Maryland Reforestation Law Approval  

12. Maryland Forest Conservation Act Approval 

13. Maintenance of Traffic 

14. Source of Supply Approvals 

 

2. Contract Data/ Preconstruction 

a. General Correspondence 

b. Notice to Proceed Letter 

c. AAP 

d. Certificate of Insurance 

e. Traffic Control Plan Certification 

f. Field Books 

g. Pre-Construction Survey Stakeout 

3. Claims/Disputes 

a. File to contain all pertinent documentation 

4. Contract Amendments 

a. Red Line Revisions 

b. Change Orders 

c. Claims/Disputes 

d. Value Engineering Change Proposals 

5. Coordination with Outside Agencies 



a. Agreements 

b. General Correspondence 

6. Contractor/Subcontractor Evaluations 

a. Annual 

b. Final/Completion of project 

7. Correspondence/ Incoming  

a. Contractor to SHA/CPE 

b. SHA to CPE 

c. Others to SHA/CPE 

8. Correspondence/ Outgoing 

a. SHA/CPE to Contractor 

b. CPE to SHA 

c. CPE to other 

 

9. Correspondence/ Other  

a. Interdepartmental-SHA 

b. Telephone Memos 

c. Contractor From/To Others 

d. Memo-in-house 

e. Memo to file 

f. Minutes of meetings 

g. E-mails/sent and received  

h. Submittals 

i. Shop Drawing Log  

10. Shop Drawings Correspondence 

a. Environmental/Erosion & Sediment Control 

b. Permits 

c. Erosion and Sediment Control Managers approval 

d. Nutrient Management Plan (NMP) 

e. NMP Reports/Fertilizer Application  

f. Contractor’s ESCM’s Reports 

g. Projects Reports  

h. OOC Quality Assurance Inspector’s Reports  

i. Post Storm Reports 

j. MDE Reports 

k. Non-Compliance/Violation Reports  

11. Equal Employment Opportunity 

a. EEO Reports 



b. DBE/MBE Monitoring and Reporting 

i. Inspector’s Daily Reports (IDR) 

ii. Meeting Minutes 

iii. General Correspondence 

c. Trainees  

i. Utilization Schedule 

ii. Enrollment Forms/Approvals 

iii. Monthly Reports 

iv. Termination Reports 

v. Certificates of Completion 

12. Lump Sum Breakdowns 

13. Material Acceptance and Testing 

a. Source of Supply Approvals 

b. Materials Approvals 

c. Testing Agents 

d. Sampling and Testing Records 

e. Material Certifications 

f. Materials Received 

g. Material Test Reports 

h. Monthly Material Clearance Report 

i. Soil Compactions/Embankment  

j. Soil Compactions/Pipe and Miscellaneous Structures 

k. Soil Compaction/Subgrade 

l. Compaction/Base Courses 

m. Gradation Reports 

n. Concrete Mix Designs 

o. Concrete Cylinder Test Reports 

p. HMA/Quality Control Plans ( Plant & Field) 

q. HMA Mix Designs 

r. HMA Core Test Results 

s. Deficiencies and Corrective Actions 

t. Material Clearance Records 

14. Meetings 

a. Progress Meetings 

b. Directive/Specification Required meetings 

c. Miscellaneous 

15. Project Records and Data 

a. Schedule- CPM/Activities Chart 



b. Pile Hammer Approvals 

c. Inspector's Daily Reports (IDR's) 

d. Daily Logs 

e. Project Photos 

f. Certified Payrolls 

g. Additional Wage Rate Classifications 

h. Off-site Inspection and Storage Records 

i. Environmental Inspection Reports 

j. Nutrient Management Plan (NMP) and Reports  

k. Affirmative Action Plan 

l. Sketch Book 

m. Weekly Time Reports 

n. Project Diary 

o. Project Record Book 

p. Payment for Stored Materials 

q. Monthly Summary of time charges 

r. Progress Estimates 

16. Partnering 

a. Partnering Agreement 

b. List of charter members 

c. Initial workshop team meeting  

d. Follow-up workshop team meetings 

17. Public Relations  

a. General Correspondence-In 

b. General Correspondence-Out 

c. Complaints/Resolutions 

d. Minutes of Community Meetings 

e. Press Releases 

18. Right of Way 

a. Right of Way Plats 

b. Signed Agreements 

c. Correspondence  

19. Safety 

a. General Correspondence 

b. Minutes of Safety meetings 

c. Incident/Accident Reports 

d. Reference Material 

20. Schedules 



a. Activity Chart Project Schedule with Updates 

b. Critical Path Method Project Schedule(CPM) 

c. Initial CPM (ICPM) 

d. Revised ICPM 

e. CPM Updates 

21. Subcontractors 

a. Non-Minority Subcontractors 

b. Minority Subcontractors 

c. Third Tier Subcontractors  

22. Traffic 

a. Traffic Control Plan 

b. Project Inspection Reports 

c. Traffic Control Manager & Flagger Certifications 

d. Contractor’s Traffic Manager’s Reports 

e. Quality Assurance Reports 

f. Work Zone Accident/Incident Reports 

g. Use of Maryland State Police 

h. Lane Closure Permits 

23. Utilities (one file set for each utility) Reference CD 07220.800.01 

a. Utility Plans 

b. Work Orders 

c. Permits 

d. Notice to Proceed for each Work Order 

e. IDR’s  

f. All other pertinent documents 



OOC25 06/22/12

Contract No: FAP#: Date:

REASON (S):

Redline Revision No. Changes
District Change Order Other
Variation in Estimated Quantities
Disputes / Claims

EXPLANATION:

DISCOVERED BY: Date:

MONETARY JUSTIFICATION:
Bid Unit Price Force Account
Current Cost Comprehensive Breakdown
Small  Quantity Specification
Difficult Conditions See Independent Engineer's Estimate
Special Conditions

Time Extension Necessary? Yes No

Estimation of time required:  Working Days Calendar Days

Compensable Non-compensable

ENGINEER'S COST ESTIMATE: Date: 
See Attachments

CONTRACTOR'S SUBMITTAL: Date Received: Total:

PRICE BREAKDOWN:

See Attachments

NEGOTIATIONS: Date Began: Date Complete:

NEEDS FHWA CONCURRENCE: Yes No

Final Change Order Amount

Signed: Date:

MARYLAND STATE HIGHWAY ADMINISTRATION

CHANGE ORDER COST ESTIMATE

Item FMIS No. Quantity Unit Unit Price Total

EXPLANATION OF
VARIANCE OR 
ACCEPTANCE:

Page 1 of 1



Authorization C.O. No. 

Contract No. C.W.S. No 

Date District 
CHANGE ORDER 
CONSTRUCTION 

Total Amount 

Request No. 

Work/Calender Days 

Project No FAP No. 
.... .-1 .... .. - .• ~ ....... .. . Additional Federal Project Nos. Amount 

Request is hereby made (1) for funds to do the following Additional Work as an estimated cost as set forth below, and/or (2) to extend the time of completion of this 
Contract the number of days indicated below: 

Project Description: 

Route: 
Location: 

Project Limits: 

Participation in cost by others I Ives I I No OOC Control Number: 

(except Design Consultant) PCS Control Number; 

Third Party Name Amount Notified 

Potential Consultant Liability I J Yes I I No 

(If Yes, identify and attach applicable cost items.) 

Work/Calendar Days 
Original Contract Amount 

Authorized Redlines to date 

Total of Authorized COs 

Total of Unauthorized COs 

Redlines this CO 

Amount of this CO 

Total cos 

Percent of Original Contract 

Authorized Contract Amount 

Approved: 

Funds Available 

Date Assistant Director 
Office of Finance and Information Technology 

Approved: 

Date District Engineer 
(Up to 10% or 50 Days I $500,000 whichever is less) 

Acknowledged: 

Signature: 

District Engineer Only 

Approved: 

Deputy Administrator 
(Must sign if participation cost by others is YES) 

Approved: 

Administrator 
{all developer and local government agreements over $100,000) 

CONTRACTOR'S ACCEPTANCE 

THE TERMS AND CONDITIONS OF THIS CHANGE ORDER, INCLUDING 
THE AMOUNT AND THE TIME CONTAINED HEREIN, CONSTITUTE A 
FULL ACCORD AND SATISFACTION BY THE ADMINISTRATION AND 
THE CONTRACTOR FOR ALL COSTS AND TIME OF PERFORMANCE 
RELATED TO THE ACTIONS DESCRIBED OR REFERENCED HEREIN, 
INCLUDING BUT NOT LIMITED TO, DElAY AND IMPACT COSTS 
RESULTING FROM THIS CHANGE ORDER. EXCEPT AS AMENDED 
HEREIN, ALL PROVISIONS OF SAID CONTRACT REMAIN IN FULL 
FORCE AND EFFECT. 

Date Contractor Title 

Company: 

Approved: 

Date Director - Office of Construction 
(Up to 25% or 100 Days I $750,000 whichever is less) 

Approved: 
Date Deputy Administrator 

(Over 25% of up to 200 Days I $1 ,000,000 whichever is less) 

Date Administrator 
(Over $1,000,000 or 200 Days) 

Contract Number McMan - (Version 9.28) Print Date: 12/05/2014 



Item No. Description Qty.         Unit Price     Unit         Total

This work is necessary for the following reason(s):



Change Order Reason Codes 
 

 
A. QUANTITY OVERRUN/UNDERRUN/ADDITION 
 

1. Plan Error or Omission 
A. Quantity error 
B. Incorrect plan information with associated/unanticipated cost  
 

2. Stored Materials 
 

3. Additional Maintenance of Traffic 
 A. Traffic control added for safety 
 B. Added or reduced TCP phases 
 C. Added or removed signs, barricades, VMS, arrow boards, etc. 
 D. Temporary pavement markings 
 
4. Erosion and Sediment Control 
 A. All silt Fence 
 B. Additional perimeter controls – straw bails, rip rap 
 C. Excavation 
 D Soil stabilization 
 E. SWM ponds 
 F. Storm damage repairs 
 G. Stabilized Construction Entrance 
 
5. Specification or Standard Changes 
 
6. Price Adjustment 
 A. Asphalt price adjustment 
 B. Failure to conform to Contract Requirements 
 C. Diesel fuel  
 
7. Variations in Estimated Quantities 
 
8. Partnering 
 
 9.  Value Engineering 
 
10.  Incentive/Disincentive 
  A.  Pavement rideability 
  B. Time 
  C. Density incentive 
  D.  Erosion & sediment control 
 
11.  Negotiated Settlement of Claims 
 
12.  Changed Site Condition not Related to Scope Change 
  A. Subsurface conditions 



  B. Updated Topography 
C. Incorrect utility location / omission 

 D. Hazardous materials 
E. Traffic barrier – safety 
F. Uncontrollable damage caused by traveling public 
G. Greenline Field Condition: Specify under “Reasons” 
 

13. Force Account 
 
 

 B. PROJECT DELAYS 
  

1. Delay Caused by: Specify under “Reasons” 
2. Utility Work 
3. Weather Related 
4. Revised TCP Restrictions 
5. Administrative Decisions - contract shut down due to local public 

events 
6. NTP Issue - wrong time of year 
7. Right-of-Way 
8. Design Change 
9. Shop Drawing Review 

 
 

 C. SCOPE CHANGES  
 

1. Changes in Contract Scope (changes intent of contract) 
A. Additional lanes 
B. Additional ramps 
C. Additional geometric improvements 
D. Bridge widening or modifications 
E. Noise walls 
F. Signs 
G. Lights 
H. Sidewalks 
I. Signals 
J. Landscaping 
K. Utilities 

 
2. Changes in Contract Limits 

A. Extended roadway rehabilitation tie-in limit of work 
B. Offsite work, mitigation 
C. Added signal and lighting 
D. Added remedial work 

 
 

D. DELETION 
 
 1.  1900 Additional Work Item Deletion 



OOC23   3/01/04 
MARYLAND STATE HIGHWAY ADMINISTRATION 

PRIOR APPROVAL FOR ALL CHANGE ORDERS (COs) 
 

Date of Request:           C.O. Request No:             CWS No:          
Contract No:           F AP No:          
Project Description:           
 AMOUNT DAYS 

Contract Amount        Time Allowed by Contract      
Total of Previous C.O.'s        Total Previous Time Extension      
Est. Amount of this C.O        This Time Extension      
Total of C.O.'s        Total Time Extension       
% C.O.’s        % Extension       

 
FHWA Approval:      Yes      No  Exempt 
If Yes;      Name:           Date:                                       
 
REASON(S): 

  Red Line Revision No:                By:         
 District Change Order 
 Variation in Estimated Quantities (GP-4.04) 
 Differing Site Conditions (GP-4.05)  
 Changes  (GP-4.06) 
 Disputes, Claims (GP-5.14 & GP-5.15) 
 Time Extension (GP-8.08 & TC-5.05) 
 Price Adjustment, Non-Conformance (GP-5.02) 
 Other:         

 
MONETARY JUSTIFICATION:                                                  TIME EXTENSION     (GP-8.08, TC-5.05) 

 Bid Unit Price                                                                                       Monetary 
 Current Cost                                                                                          Production 
 Small Quantity                                                                                      Actual 
 Difficult Conditions                                                                              Delays 
 Special Conditions                                                                                None   
 Force Account    (TC-7.03)  Other 
 Comprehensive Breakdown (GP-4.06, GP-4.07)   

                                  
NATURE OF ADDITIONAL WORK:        
 
  
 
Change Initiated By:           Non-Discretionary 
FMIS Index No:          Discretionary 
 
Approval Requested By:          
 Date:         
 
Approved By:         
 Date:           
 
cc: District Engineer 
      Director, OFIT 
      Chief, OFIT, Federal Aid Section 



07-17-2012 

Change Order  
Prior Approval Criteria 

Change Order 
Accumulative 
Dollar Amount 

Prior Approval 
Needed/ 
Approval Level 

 Change Order 
Accumulative 
Dollar Amount 

Prior Approval 
Needed/ 
Approval Level 

 
1-500,000 

 
NO 

  
1,200,001-1,250,000 

 
YES (D-OOC) 

   
  

   

 
500,001-600,000 

 
YES (D-OOC) 

  
1,250,001-1,300,000  

 
YES (D-OOC, DA) 

 
  

 
  

  
  

 

 
600,001-700,000 

 
YES (D-OOC) 

  
1,300,001-1,400,000  

 
YES (D-OOC) 

    
  

 

 
700,001-750,000 

 
YES (D-OOC) 

  
1,400,001-1,500,000  

  
YES (D-OOC) 

    
 

 

 
750,001-800,000 

 
YES (D-OOC,DA) 

  
1,500,001-1,600,000 

 
YES (D-OOC) 

    
  

 

 
800,001-900,000 

 
YES (D-OOC) 

  
1,600,001-1,700,000  

 
YES (D-OOC) 

    
 

 

  
900,001-1,000,000 

 
 YES (D-OOC) 

  
1,700,001-1,750,000 

 
YES (D-OOC) 

    
  

 

 
1,000,001-1,100,000 

YES (D-OOC, DA) 
Admin. Memo 

  
1,750,001-1,800,000 

 
YES (D-OOC, DA) 

 
 

    

 
1,100,001-1,200,000                                                                                                                           

 
YES (D-OOC) 

  
1,800,001-1,900,000 

 
YES (D-OOC) 

 
***All Negotiated Settlements require Prior Approval*** 

1. Any Single Change Order amounting to $500,000 or more requires a Prior Approval. 
2. Any Change Order 10% or over and every Change Order after that, will require a Prior 

Approval.  
3. Accumulated Change Orders over $1,000,000 or 200 days and every succeeding $1,000,000 

increment requires an Administrator Memo. 
4. Prior Approvals are not required if Change Order is covered by a previously approved 

Redline Revision (DA is reviewing all Redlines at this time). Copy of R/L with DA signature 
needs to accompany C.O.  
 
(DA) = Deputy Administrator          (D-OOC) = Director - Office of Construction 



OOC21     11/01/05 
CD 07220.100.24   Tracking #:    
 

  Page 1 of 2 

 INITIAL NOTIFICATION OF APPARENT DESIGN ERROR AND/OR OMISSION   
TO:          Lead Design Division Chief:       

Attention: Lead Project Engineer:       
Date:       

FROM:        ADE  - Construction:       
Construction Project Engineer:       

Contract No:       
Project Description:       

 
 

Description of Error or Omission:       
 
 

Description of Impact:       
 
 

Current Status/Comments:       
 
 

 
DESIGN OFFICE RESPONSE TO  

INITIAL REPORT OF APPARENT ERROR AND/OR OMISSION  
Date:       

Lead Design Project Engineer:       
E&O Responsibility Area:       

Responsibility Area Notified: 
Date:       

Contact 
Person:       

 
Designer:  In-House   Consultant:       

Consultant Notified: 
Date:       

Contact 
Person:       

 
Concur – Possible Error or Omission:  Yes  No 

Comments:       
 

Potential Consultant Liability:  Yes  No  N/A 

Director, Lead 
Design Office 
Signature/Date: 

 
 

Original was signed on             and is available in Design Project File 
cc:  ADE-Construction, Director-Office of Construction, Director-Appropriate Support Design Office, Director-
Lead Design Office, Chief-Lead Design Division, Deputy Administrator/Chief Engineer of Operations 

 



OOC21     11/01/05 
CD 07220.100.24   Tracking #:    
 

  Page 2 of 2 

INITIAL NOTIFICATION OF APPARENT DESIGN ERROR AND/OR OMISSION  
 

Remedy/Solution:       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Would costs have been 

incurred anyway? 
 Yes  No 

Explain/Remarks:       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

cc:  ADE-Construction, Director-Office of Construction, Director-Appropriate Support Design Office, Director-
Lead Design Office, Chief-Lead Design Division, Deputy Administrator/Chief Engineer of Operations 
 



OOC79    07/18/08
CD 07220.100.10

Contract No: Date

FAP No: Wind Precip

Description: MAX

MIN

ST OT

O

R Invoice No.

* Only Standby hours are paid.
A-Standby B- Not Needed Contractor's Representative Date

D-
SHA Representative Date

MARYLAND STATE HIGHWAY ADMINISTRATION
CONSTRUCTION INSPECTION DIVISION

DAILY FORCE ACCOUNT REPORT

Use Form No. OOC81 for Extended Remarks, Sketches, Explanations, Etc.

OtherC-Broken Down

TEMP ( ° F )

ID No. or

Social Security No.
Name

Sky

Labor
Classification

Hours Comments

Original - Field Office

CC: District Office

        Contractor

        Project Engineer

Day

 Comments  *
Key 

Material Used

Type

FACN:

Equipment Used Wk 
Hrs

Idle 
Hrs



























 

Form FHWA-1446 (Rev. 2013)   (Previous versions obsolete) 
 

 

Project Scope:   

Amount of Change Orders: 

Time: 

DBE: 

Trainee: 

Project Records and Inspection Observations: 

See the Following Attachments: 

Findings and Recommendations:   

Follow-up Actions:   

Traffic Control: 

cc: 

 

Maryland Division Inspection Report 
U.S. Department of Transportation 
Federal Highway Administration 

DIVISION REPORT NO. DATE OF INSPECTION DATE OF REPORT STATE  #       

                        FEDERAL #       

DATE CONTRACT STARTED COMPLETION DATE OWNER ACCEPTANCE DATE COUNTY 

                        

CONTRACT TIME TIME EXTENSIONS TIME ELAPSED TIME ELAPSED 

                       % 

DBE GOAL 
      
 

TRAINING POSITIONS 
      

CONTRACT AMOUNT 
$      

FUNDS EXPENDED 
     % 

NO. OF CHANGE ORDERS 
      

AMOUNT OF CHANGE ORDERS 
$      

PROJECT TITLE AND LOCATION 

      

FHWA INSPECTOR(S) 
      

IN COMPANY WITH 
      

PROJECT ENGINEER/MANAGER 
      

 

CONTRACTOR 
      

PROGRESS OF WORK      Unsatisfactory□         Satisfactory □ 

 

QUALITY OF WORK      Unsatisfactory□         Satisfactory □ 

       Process Review/Product Evaluation                   Inspection In-Depth                    Project                  Final                    Final Acceptance 

 



 

Form FHWA-1446 (Rev. 2013)   (Previous versions obsolete) 
 

*The following is a list of items to be considered during an inspection.  This list is not all inclusive and 

does not apply to all projects.  Professional judgment is required by the inspector(s) to prioritize focus of 

inspection: 

 Project Manager:  

 Number of Inspectors/tester on site the day of inspection: 

 Prime Contractor:    

 Original Contract Work Days / Completion Date:  

 Current Contract Work Days / Completion Date:  

 Notice to Proceed: 

 Work Started: 

 Time Stopped: 

 Work Days Charged: 

 Original Contract Amount:  

 Current Contract Amount:  

 Total Contract Amount Paid to Date:  

 Major executed Change Orders: 

 Contract DBE Goal:  

 Contractor's DBE Commitment: 

 DBE Goal and DBE % achieved: 

 Training Hours goal and hours achieved: 

 Payroll Wage and Fringe Benefits: 

 EEO/Wage Rate Posters: 

 Approved Sub-contractors and contract amount:  

 Approved DBEs and contract amount: 

 Prompt Progress Payment: 

 Utilities, ROW, and Railroads: 

 Storm Water Pollution Prevention Plan: 

 Materials sampling, testing, and acceptance: 

 Materials Certification: 

 Detours: 

 Buy America Steel Certifications: 

 Traffic Control: 

 Pavement Markings: 

 Change Orders: 

 Seeding: 

 Construction Quality: 

 Construction Sequencing: 

 Materials Storage: 

 Compliance with PS&E: 

 Incentive and Disincentive Validation and Payment: 

 Railroad Release Letter 

 Temporary Pedestrian and Bicycle Access: 

 As-Built Plans 

 Overruns and Underruns: 



 

Form FHWA-1446 (Rev. 2013)   (Previous versions obsolete) 
 

 Public Communication: 

 Correspondence File: 

 Project Progress Schedule: 

 Notice of Disputes/Claim Filed: 

 Claims: 

 Liquidated Damages Assessed: 

 Payments Withheld: 

 Environmental Commitment Tracking 

 Accident History: 

 Project Accepted for Maintenance: 

 Time Extensions: 

 Time Stopped: 

 Final Inspection: 

 Final Estimate: 

 Punchlist Furnished and Completed: 

 Punchlist completed  

 

 

 

 



Form FHWA-1446 (Rev. 2013)   (Previous versions obsolete) 
 

 
Project Scope:   

 The I-695 bridge replacement over Milford Mill Road is a project that includes total replacement 
of the Inner Loop and Outer Loop bridges that carry I-695 over Milford Mill Road.  The project also 
includes road widening, drainage upgrades, retaining walls, noise barriers, curb& gutter and sidewalks, 
sign structures, milling and overlay, lighting, safety enhancements, and beautification. The project will 
improve ride quality, increase roadway capacity and safety, enhance sidewalk areas including ADA 
compliance, and add landscaping features. 

Purpose of Inspection: 

 The purpose of this visit was to assess the overall progress of work. 

Project Status: 

• Recent Work Completed:  
o Retaining walls for stage 2 IL bridge approaches    
o Concrete deck for stage 2 IL bridge 

• Work in Progress/Construction Activities Observed:  
o Retaining walls and backfill for stage 2 OL bridge approaches 
o Noise barrier caisson drilling and reinforced concrete backfill 
o Drainage work 
o Preparations for stage 2 OL deck pour 

 
Maryland Inspection Report 

U.S. Department of Transportation 
Federal Highway Administration 

DIVISION REPORT NO. DATE OF INSPECTION DATE OF REPORT STATE  # BA4625280 

Maryland 1 5/19/15 5/27/15 FEDERAL # AC-NHPP-G-695-
6(371)N 

DATE CONTRACT STARTED COMPLETION DATE OWNER ACCEPTANCE DATE COUNTY 
11/4/2013 6/1/2016 N/A Baltimore 
CONTRACT TIME TIME EXTENSIONS TIME ELAPSED TIME ELAPSED 
940 CD N/A 561 CD 59.36% 
  DBE GOAL 

 
 

TRAINING POSITIONS 
0 

CONTRACT AMOUNT 
$22,422,000.00 

FUNDS EXPENDED 
45.66% 

NO. OF CHANGE ORDERS 
5 

AMOUNT OF CHANGE ORDERS 
$88,830.77 

PROJECT TITLE AND LOCATION 

I-695 bridge replacement over Milford Mill Road 

FHWA INSPECTOR(S) 
Blair Jones, Area Engineer-FHWA 

IN COMPANY WITH 
Sumalka Wegodapola- SHA RCE, District 4 

PROJECT ENGINEER/MANAGER 
Kirit Patel-Project Engineer, SHA 

 

 

 

 

 

 

 

 

 

 

 

CONTRACTOR 
American Infrastructure-MD Inc. (Allan Myers) 

PROGRESS OF WORK      Unsatisfactory□         Satisfactory x 

 

QUALITY OF WORK      Unsatisfactory□         Satisfactory x 

      �Process Review/Product Evaluation                  � Inspection In-Depth                   X Progress                 �Final                    �Final Acceptance 

 



Form FHWA-1446 (Rev. 2013)   (Previous versions obsolete) 
 

• Upcoming Work:  
o Excavation, embankment, grading for stage 2 OL approaches 
o Stage 2 OL bridge deck and parapet pours 
o Drainage work 

• Work Zone Safety: No issues found. All drop-offs and other hazards were located behind 
temporary barricades inside the work zones. 

• Maintenance of Traffic: No major issues found. Some of the delineators on the temporary 
barricades need to be replaced. 
 

 Inspection Observations: 

1. The following documentation was reviewed at the day of the inspection: 
a. OJT documentation  
b. E&S reports 
c. Job permits 
d. Latest CPM update 
e. MOT reports 
f. Liability insurance policy 

2. MMS material clearance is currently 100%. 
3. Some of the E&S controls seem to need cleaning or repairing.  Kirit has already directed the 

Contractor to do so as soon as possible. 
4. Several of the delineators on the temporary barriers were missing.  Kirit informed me that 

vandalism has been an ongoing issue with these and other project items. 
5. Many of the required jobsite posters were missing.   

 

Photos/Figures: 

 
I-695 stage 2 IL bridge looking South      Caissons for IL Noise Barrier looking North 



Form FHWA-1446 (Rev. 2013)   (Previous versions obsolete) 
 

   
I-695 stage 2 OL approach looking South  Underneath I-695 stage 2 IL bridge looking North  

Findings and Recommendations:   

Overall, the project progress appears to be in accordance with the Contract Plans and Specifications.  
The work that has been completed looks acceptable and the work is progressing as scheduled.   

MOT looked good today; continue to stay on Contractor about following TCP as it is best for everyone’s 
safety. 

E&S controls looked mostly adequate, with some repair or cleaning needed for a few areas.  Continue to 
monitor the controls and notify the Contractor when repairs are needed. 

Please replace missing delineators on the temporary barricade when possible. 

Have the contractor display all required job posters as soon as possible. 

As this is a Project of Division Interest (PoDI) in which FHWA indicated its involvement in all project 
actions, Change Orders will require FHWA approval per 23 CFR 635.120.  Letting FHWA know about any 
issues that may lead to a change order in advance will decrease the amount of time necessary to review 
and approve the COs. 

 

cc: 

Bruce Cain – SHA Area Engineer, District 4 
Sumalka Wegodapola – SHA RCE 
Jitesh Parikh - FHWA Project Delivery Team Leader 
Lourdes Castaneda – FHWA Project Delivery Acting Team Leader 















































APPENDIX H
REIMBURSEMENT



 
 
 
 
 
MEMORANDUM 
 
TO:  Ms. Regina Kidd                 (For FA Bridge, ARC Programs) 
                      Chief, Federal Aid Billing 

 
 or 
 

Mrs. Jessica Shearer    (For TA Program – including SRTS) 
  Transportation Alternatives Program Manager 
 
  or 
 
  Mr. Terry Maxwell    (For Rec Trails Program) 
  Recreational Trails Program Manager 
 
FROM: Insert Name   
  ADE-Construction, District # 
 
DATE: Insert Date 
 
SUBJECT: Contract: Insert Job Description  
  Contract No. Insert State Contract Number 
  FAP No. Insert Federal Contract Number 
  Reimbursement Request No. X 
 
Sub-recipient title has requested reimbursement in the amount of $XX,XXX.XX for work 
completed on the subject project for the time period of Month DD, YYYY – Month DD, YYYY.     
 
The District Office has reviewed the enclosed applications and support documentation for 
Reimbursement Request No. X.  Reviews of the job and documentation show the following:   
 

 The amount billed is adequately supported by work completed during the dates covered. 
 The estimate has been properly reviewed and approved by the sub-recipient. 
 The sub-recipient has paid the contractor. 
 Project records and materials clearance documentation are current and acceptable. 

o Project records have been reviewed by the District Contract Finals on Month DD, 
YYYY and are current and complete as of that date. 

o The sub-recipient provided documentation dated Month DD, YYYY from the 
SHA Office of Materials Technology representative (Area Materials Engineer or 
Materials POC for Alternative Project Types) indicating that project materials 
documentation is current with no clearance concerns.  



Name 
Page Two 
 
 
The subrecipient has requested electronic payment be made to: 
 
Bank name  
Account name 
Account number:  XXXXX  
Routing number:  XXXXX 
Federal Tax Identification number:  XXXXX 
 
This is / is not the final reimbursement request for the subject project. 
 
Thank you for your cooperation.  If you have any questions, please contact me at XXX-XXX-
XXXX or by email at XXXXXXX@sha.state.md.us. 
 
 
Enclosures 
 
 
cc:  Sub-recipient Responsible Charge 
 Contract Finals, District # 
 Area Materials Engineer 
 Contract File 































































APPENDIX I
SHA CONTACT INFORMATION



SHA Contacts for Sub-recipient Projects: 
 

 Program Managers 
o Program Types:  

 Federal Aid Bridge     Phone:  (410) 545-8074 

 Transportation Alternative (TA)    Phone:  (410) 545-5653 

 Safe Routes to School (SRTS)    Phone:  (410) 545-5653 

 Recreational Trails     Phone:  (410) 545-8637 

 Appalachian Regional Commission (ARC)  Phone:  (410) 545-5780 

 Scenic Byways      Phone:  (410) 545-8637 

 

 Office of Finance  

o Federal Aid Office      Phone:  (410) 545-5774 

o Federal Aid Billing Section     Phone:  (410) 545-5505 

 

 Office of Procurement and Contract Management    Phone:  (410) 545-0433 

 

 Office of Planning & Preliminary Engineering 

o Cultural Resources Team     Phone:  (410) 545-2897 

o NEPA Compliance       Phone:  (410) 545-8564 

 

 Office of Environmental Design      Phone:  (410) 545-8640 

o Environmental Programs Division     Phone: (410) 545-8628 

o Landscape Operations Division      Phone: (410) 545-8590 

  

 Office of Real Estate ROW      Phone:  (410) 545-0021 

   

 Office of Traffic and Safety       

o Traffic Development and Support Division (Railroad Cert.)  Phone: (410) 787-5867 

 

 Office of Highway Development 

o ADA Review Team      Phone:  (410) 545-8766 

o Innovative Contracting Division     Phone:  (410) 545-8814 

o Design Technical Services Division      Phone:  (410) 545-8730 

 

 Office of Construction 

o Director       Phone:  (443) 572-5235 

o Contract Awards Team      Phone:  (443) 572-5215 

o Engineering Support Section      Phone:  (443) 572-5247 

o Regional Construction Engineer (Local Public Agency Projects) Phone:  (443) 572-5228 

o Regional Safety Officers     Phone:  (443) 572-5236 



o Partnering Coordinator      Phone:  (410) 545-0366 

 

 Office of Materials Technology 

o Materials Management Division Chief    Phone:  (443) 572-5020 

o Materials POC for Alternative Project Types   Phone:  (443) 572-5167 

 

 District Offices 

o District Engineer      See Table 1 

o Assistant District Engineer –Construction   See Table 1 

o Assistant District Engineer – Traffic     See Table 1 

o Assistant District Engineer – Project Development   See Table 1 

o Utility Engineer       See Table 1 

o Regional Engineer for Access Permits     See Table 1   

o Area Materials Engineer     See Table 1 

o Office of Equal Opportunity (OEO) Compliance Officer  See Table 1 

o Contract Finals (aka Field Document Reviewer, Sketchbook) See Table 1 

 

 

 



 

Figure 1:  SHA District Map 

 

  



Table 1:  SHA District Points of Contact 
 

District 1:  Dorchester, Somerset, Wicomico, Worchester Counties 

Point of Contact Name Phone # Email 

District Engineer Donnie Drewer 410.677.4006 DDrewer@sha.state.md.us 

ADE-Construction Ryan White 410.677.4020 RWhite2@sha.state.md.us 

ADE-Traffic Dallas Baker 410.677.4040 dbaker5@sha.state.md.us 

ADE-Project Development Hicham Baassari 410.677.4023 hbaassiri@sha.state.md.us 

Utility Engineer Milan Shah 410.677.4095 mshah1@sha.state.md.us 
Regional Engineer-Access Permits Rochelle Outten 410.677.4098 ROutten@sha.state.md.us 
Area Materials Engineer Scott Stomps 410.822.4494 SStomps@sha.state.md.us 

OEO Compliance Officer Brandee Vaughan 410.677.4089 BVaughan@sha.state.md.us 

Contract Finals Lisa Johnson 410.677.4085 LJohnson@sha.state.md.us  
 

District 2:  Caroline, Cecil, Kent, Queen Anne’s, Talbot Counties 

Point of Contact Name Phone # Email 

District Engineer Greg Holsey 410.810.3210 GHolsey@sha.state.md.us  

ADE-Construction Vacant 410.810.3270  

ADE-Traffic Jeffrey Wentz 410.810.3240 jwentz@sha.state.md.us 
ADE-Project Development Thomas Revelle 410-778-3061 TRevelle@sha.state.md.us 
Utility Engineer Robert Tucker 410-810-3276 RTucker1@sha.state.md.us 
Regional Engineer-Access Permits Rochelle Outten 410.677.4098 ROutten@sha.state.md.us 
Area Materials Engineer Scott Stomps 410.822.4494 SStomps@sha.state.md.us 

OEO Compliance Officer Brandee Vaughan 410.810.3272 BVaughan@sha.state.md.us 

Contract Finals Dave Redman 410.778.3061 DRedman@sha.state.md.us  

 
District 3:  Montgomery, Prince George’s Counties 

Point of Contact Name Phone # Email 

District Engineer Brian Young 301.513.7300 BYoung@sha.state.md.us  

ADE-Construction Victor Grafton 301.513.7385 VGrafton@sha.state.md.us 

ADE-Construction Vacant 301.513.7328  

ADE-Traffic Anyesha Mookherjee 301.513.7498 AMookherjee@sha.state.md.us 

ADE-Traffic Venu Nemani 301.513.7404 VNemani@sha.state.md.us 

ADE-Project Development Erica Rigby 301.513.7346 ERigby@sha.state.md.us 

Utility Engineer John Nesbitt 301.513.7350 JNesbitt@sha.state.md.us 

Regional Engineer-Access Permits Pranoy Choudhury 301.513.7325 PChoudhury@sha.state.md.us 

Area Materials Engineer Evroc Goocharan 410.409.8117 EGoocharan@sha.state.md.us  

OEO Compliance Officer Valerie Paton 410.545.0394 VPaton@sha.state.md.us 

Contract Finals James Alvarez 301.513.7338 JAlverez@sha.state.md.us  

 
District 4:  Baltimore, Harford Counties 

Point of Contact Name Phone # Email 

District Engineer David Peake 410.229.2310 DPeake@sha.state.md.us 

ADE-Construction Jesse Free 410.229.2421 JFree@sha.state.md.us 

ADE-Traffic Erin Kuhn 410.229.2381 EKuhn@sha.state.md.us 

ADE-Project Development Wendy Wolcott 410.229.2321 WWolcott@sha.state.md.us 

Utility Engineer Michael Pasquariello 410.229.2341 MPasquariello@sha.state.md.us 

Regional Engineer-Access Permits Richard Zeller 410.229.2332 rzeller@sha.state.md.us 

Area Materials Engineer Linda Gale 443-572-5024 LGale@sha.state.md.us  

OEO Compliance Officer Shirley Blake 410.229.2448 SBlake@sha.state.md.us 

Contract Finals Vacant 410.229.2318  

 
District 5:  Anne Arundel, Calvert, Charles, St. Mary’s Counties 

Point of Contact Name Phone # Email 

District Engineer Tim Smith 410.841.1001 TSmith2@sha.state.md.us 
ADE-Construction Peter Keke 410.841.1004 PKeke@sha.state.md.us  
ADE-Traffic Kimberly Tran 410.841.1019 KTran@sha.state.md.us 

ADE-Project Development Debra Russell 410.841.1079 DRussell@sha.state.md.us 

Utility Engineer Aaron Jones 410.841.1039 ajones3@sha.state.md.us 

Regional Engineer-Access Permits Erich Florence 410.841.1044 EFlorence@sha.state.md.us 

Area Materials Engineer Scott Stomps 410.822.4494 SStomps@sha.state.md.us 
OEO Compliance Officer Earl Richmond 410.841.1048 ERichmond@sha.state.md.us 
Contract Finals Constance Garr 410.841.1056 CGarr@sha.state.md.us  
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District 6:  Allegany, Garrett, Washington Counties 

Point of Contact Name Phone # Email 

District Engineer Anthony Crawford 301.729.8485 ACrawford@sha.state.md.us  

ADE-Construction Stephen Bucy 301.729.8410 SBucy@sha.state.md.us  

ADE-Traffic Linda Puffenbarger-Zerbee 301.729.8444 lzerbee@sha.state.md.us  

ADE-Project Development Joel Resh 301.729.8487 JResh@sha.state.md.us  

Utility Engineer David Felker 301.729.8439 dfelker@sha.state.md.us  

Regional Engineer-Access Permits Mark McKenzie 301.729.8465 mmckenzie@sha.state.md.us  

Area Materials Engineer Vacant 301.842.2406  

OEO Compliance Officer Matthew Troutman 301.729.8492 MTroutman@sha.state.md.us  

Contract Finals Dan McKenzie 301.729.8413 DMcKenzie1@sha.state.md.us 

 
District 7:  Frederick, Carroll, Howard Counties 

Point of Contact Name Phone # Email 

District Engineer Mark Crampton 301.624.8012 MCrampton@sha.state.md.us  

ADE-Construction Marc Mandel 301.624.8201 MMandel@sha.state.md.us  

ADE-Traffic John Concannon 301.624.8141 JConcannon@sha.state.md.us 

ADE-Project Development Teri Soos 301.624.8159 tsoos@sha.state.md.us 

Utility Engineer Andrea Abend 301.624.8116 AAbend@sha.state.md.us 

Regional Engineer-Access Permits Scott Newill 301.624.8151 SNewill@sha.state.md.us 

Area Materials Engineer Vacant 301.842.2406  

OEO Compliance Officer Cheryl ‘Cheri’ Randow 301.624.8134 CRandow@sha.state.md.us 

Contract Finals Marylou Ward 301.624.8130 MWard@sha.state.md.us  
 

*Note: Personnel changes can be frequent at times.  Table 1 indicates Points of Contact current as of January 2016. 
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