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Chapter 1 - Introduction Section 1.1 - Purpose of Manual and Guide
1 Introduction

1.1 Purpose of Manual and Guide

The Local Government Projects Policy Manual and the companion Local Government Project
Management Guide provide guidance for local governments developing transportation projects
under the oversight of the Texas Department of Transportation (TxDOT). The term local government
(LG) includes municipalities, counties, county and regional toll authorities, regional mobility
authorities (RMAs), metropolitan planning organizations and some private entities. These procedures
address both state of Texas requirements and federal requirements administered through the
Federal Highway Administration; however, they do not address public transportation, aviation or
concessionaire projects.
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1.2 Local Government Projects Office

The Texas Department of Transportation (TxDOT) defines a local government project as a
transportation project in which at least one phase of project development is managed by a local
government (LG) agency for which it is being reimbursed with federal or state funding. It also
includes a locally funded project managed by a LG on the state highway system. The TxDOT Local
Government Projects Office (LGP) is located in Austin and provides guidance and training for LG and
TxDOT personnel in the development of transportation projects under TxDOT oversight. LGP develops
policies and procedures, provides guidance to TxDOT districts, and maintains documents, resources
and training tools for LGs, consultants and TxDOT staff.

LGP is part of the larger TXDOT organization, which has the following components.

= District offices are the initial and primary contacts for LGs and provide oversight for LG projects.
Area offices (under the district office) may support the district office during different stages of the
project.

= TxDOT divisions and offices support and provide subject-matter expertise to the districts in each
area of project development. The LG will rarely work directly with a division. However, an
exception is the direct project oversight provided by the Transportation Planning and
Programming Division of non-construction projects administered by a metropolitan planning
organization acting as the LG.

= Administration, including the executive director and other executive offices, provides direction
and oversight to all of the districts, divisions and offices.
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1.3 Local Government Projects Tools

TxDOT'’s Local Government Projects Office (LGP) has developed a series of reference documents and
training materials to assist local governments (LGs) and TxDOT staff during the development and
management of LG transportation projects. The purpose of these tools is to maximize LG and TxDOT
compliance with federal and state laws, rules and regulations to ensure public funds are properly
expended and to allow LGs to receive full reimbursement on eligible and allowable project costs. All
of the documents referenced below are available on the Local Government Project Toolkit Web page.

1.3.1 Local Government Projects Policy Manual

The Local Government Projects Policy Manual (LGPP Manual or Manual) provides information on
federal and state laws and regulations relevant to each step in the development of a LG project.
These regulations, together with manuals and other guidance documents adopted by the Federal
Highway Administration (FHWA), TxDOT and other agencies establish the policies that must be
followed by the LG and TxDOT during administration of the project.

1.3.2 Local Government Project Management Guide

The Local Government Project Management Guide (LGPM Guide or Guide) provides project
management guidance for a LG administering a LG transportation project and for TxDOT staff
who are providing oversight. The Guide contains the processes and procedures to be used by the
LG and TxDOT to successfully accomplish all phases of a transportation project from Project
Initiation to Project Close-out. These procedures include required practices, local responsibilities
and TxDOT responsibilities with respect to both state requirements and federal requirements.

1.3.3 Local Government Projects Best Practices Workbook

The Local Government Projects Best Practices Workbook (BP Workbook or Workbook) is
intended to serve as a quick reference tool and workbook to assist TxDOT division, district and
area offices and the LG with the administration of LG projects. TXDOT and LG project managers
and others working directly on the project are strongly encouraged to use the Workbook to
monitor progress on the project and as a project record of activities as they are completed. The
Workbook does not address all legal requirements nor does it replace any of the instructions,
manuals or guidance documents referenced in LGPP Manual, LGPM Guide, project documents,
federal and state laws and regulations, or training providers.

1.3.4 Local Government Project Online Toolkit

LGP has developed a series of user-friendly Web pages and online Local Government Project
Toolkit (Toolkit). The Toolkit presents information in a format mirroring the project development
process presented in the Manual and Guide. The Toolkit provides users with an easy-access
portal to find and download many useful forms of information, including:

= state and federal regulations;
= LGPP Manual;
= LGPM Guide;

=  BP Workbook;
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= TxDOT websites;

= external websites;

= TxDOT online manuals;

= contract execution and administration forms; and,

= other useful information.

1.3.5 Training

LGP provides training courses to allow LG officials, staff and contractors, as well as TxDOT
division, district and area office staff, to receive hands-on instruction. These courses are required
for key project personnel and are offered throughout the state on a regular basis throughout the
year.

Each local government with a transportation project must assign a “qualified person” to the
project (see Chapter 2 of this Manual). This person must work actively and directly on the project
and have successfully completed training as defined in the advance funding agreement. The
requirements for certification as a “qualified person” and a current schedule for the LGP training
courses are found on the Local Government Project Procedures Training and Qualification Web

page.
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1.4 Organization of Manual and Guide

Both the Manual and the Guide are organized by chapters reflecting the steps occurring during
project development. Each chapter contains a brief introduction and includes links to many different
manuals and other information supporting that chapter. Each chapter is intended to be independent
and has a format that is reflective of the materials covered.

The Manual and Guide are organized according to the sequential steps in project development as
shown in the flowchart diagram below:

= Project Initiation - project planning, programming, advanced funding agreements, state letter of
authority and contracting with TxDOT;

= Non-construction Projects - transportation-related projects or programs not involving the
building of infrastructure;

= Preliminary Engineering and Design - procurement of professional services, project design
through 30 percent complete;

=  Environmental Compliance - environmental policies, practices and compliance;

=  Right of Way and Utilities - real property acquisition, utility relocation and utility service to
projects;

= Plans, Specifications & Estimate (PS&E) Development - development of engineering
specifications and plans and bid document preparation;

= |etting and Award - advertising, bidding and awarding a construction contract;
= Construction - building phase of local government projects; and

=  Project Close-out and Maintenance - financial close-out and document retention, audit and
maintenance.
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Project Development Process Flowchart
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1.5 Acronyms

Acronym Definition
AASHTO American Association of State Highway and Transportation Officials
ADA Americans with Disabilities Act
ADAAG Americans with Disabilities Act - Accessibility Guidelines for Buildings and Facilities
AFA Advance funding agreement
AFA Non-CST Advance funding agreement for non-construction projects
AlIA American Institute of Architects
BP TxDOT Local Government Projects Office’s Best Practices Workbook
BRG Texas Department of Transportation’s Bridge Division
CAA Clean Air Act
CCR Central Contractor Registration
CE Categorical exclusion
CIA Community impact analysis
CFR Code of Federal Regulation
CMAQ Congestion mitigation and air quality
CMMA Comprehensive maintenance management agreement
CSO Texas Department of Transportation’s Contract Services Office
CSJ Control-section-job
CST Texas Department of Transportation’s Construction Division
DBE Disadvantaged business enterprise
DCIS Design and Construction Information System
DES Texas Department of Transportation’s Design Division
DOT Department of Transportation (United States)
DSR Design summary report
DUNS Data Universal Numbering System
EA Environmental assessment
EDC Economically disadvantaged county
EEO Equal employment opportunity
EIS Environmental impact statement
EJ Environmental justice
ENV Texas Department of Transportation’s Environmental Affairs Division
EPIC Environmental permits, issues and commitments
FAA Federal Aviation Administration
FEMA Federal Emergency Management Agency
FHWA Federal Highway Administration
FIN Texas Department of Transportation’s Finance Division
FOH Field Operations Handbook, U.S. Department of Labor
FPAA Federal project authorization and agreement
FSP Federal Railroad Signal Program
FTA Federal Transit Administration
GSA U.S. General Services Administration
HES Hazard Elimination Program
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Acronym Definition
HOV High-occupancy vehicle
HOT High-occupancy toll
HRRR High Risk Rural Roads Program
HSIP Highway Safety Improvement Program
HUB Historically underutilized business
1AJ Interstate access justification report
ITS Intelligent transportation system (Traffic Operations)
LG Local government
LGP Texas Department of Transportation’s Local Government Projects Office
LGPM Local Government Project Management Guide
LGPP Local Government Projects Policy Manual
LOS Level of service
LPA Local public agency
LPAFA Local project advance funding agreement
LRFD Load and resistance factor design
MAFA Master advance funding agreement
MM Metropolitan mobility
MNT Texas Department of Transportation’s Maintenance Division
MOU Memorandum of understanding
MPO Metropolitan planning organization
MS4 Municipal Separate Storm Sewer System
MTP Metropolitan Transportation Plan
NAGPRA Native American Graves Protection and Repatriation Act
NEPA National Environmental Policy Act
NPDES National Pollutant Discharge Elimination System
NTP Notice to proceed
OCR Texas Department of Transportation’s Office of Civil Rights
OFCCP Office of Federal Contract Compliance Programs
OPR Office of primary responsibility
OSHA Occupational Safety and Health Administration
PEPS Texas Department of Transportation’s Professional Engineering Procurement Services
PoDlI Projects of division interest (Federal Highway Administration)
PS&E Plans, specifications and estimates
QAP Quality assurance program
RAS Registered accessibility specialist
RFP Request for proposals (design-build)
RMA Regional mobility authority
ROW Right of way and Texas Department of Transportation’s Right of Way Division
RPIC Responsible person in charge
RPO Rural planning organization
SBE Small business enterprise
SHS State highway system
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Acronym Definition
SIP State Implementation Plan
SLOA State letter of authority
SMEPC Structural, mechanical, electrical, plumbing and civil
SOC Statement of costs
STIP Statewide Transportation Improvement Program
SW3P Storm water pollution prevention plan
TAC Texas Administrative Code
TAS Texas Accessibility Standards
TCEQ Texas Commission on Environmental Quality
TCP Traffic control plan
TDLR Texas Department of Licensing and Regulation
THC Texas Historical Commission
TIGER Transportation Investment Generating Economic Recovery
TIP Transportation Improvement Program
TMP Transportation management plan
TMUTCD Texas Manual on Uniform Traffic Control Devices
TPDES Texas Pollutant Discharge Elimination System
TPP Texas Department of Transportation’s Transportation Planning and Programming Division
TPWD Texas Parks and Wildlife Department
TRB Transportation Research Board
TRF Texas Department of Transportation’s Traffic Operations Division
TxDOT Texas Department of Transportation
UGMS Uniform Grant Management Standards
USACE U.S. Army Corps of Engineers
USDOL U.S. Department of Labor
USDOT U.S. Department of Transportation
USIBWC U.S. International Boundary and Water Commission
UTpP Texas Department of Transportation’s Unified Transportation Program
VE Value engineering
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2 Project Initiation

2.1 Introduction

Within the Local Government Projects Policy Manual (LGPP Manual) and the Local Government
Project Management Guide (LGPM Guide), transportation projects are grouped in two general types
of projects: construction and non-construction. Construction projects involve roads, highways,
bridges, building facilities and alternative transportation projects such as pedestrian and bicycle
facilities, environmental mitigation, recreational trails, safe-routes-to-school programs and other
projects involving constructed infrastructure. Non-construction projects include planning studies,
development of travel demand models, management of a “shared ride” service, “motorist
assistance” programs, transportation corridor analyses and other similar projects not involving
construction activities. The Manual and Guide are organized to reflect the processes used by
engineers, planners and managers to develop these projects, and each follows nine phases,
beginning with Project Initiation and ending with Project Close-out and Maintenance.

Although the phases are listed in an order somewhat reflective of the timeline followed during project
development, several of the phases may be performed concurrently, such as Preliminary Engineering
and Design, Environmental Compliance, and Right of Way and Utilities. Many phases may relate to
both non-construction and construction projects (Project Initiation, Preliminary Engineering and
Design, Environmental Compliance and Project Close-out) while others may be specific to either
construction or non-construction (see chapters of the same name). Each phase is discussed in more
detail in the specific chapters, and users should review Chapter 1 to get an overview of the tools
available.

The first phase in any construction or non-construction project is Project Initiation. This phase of the
project includes all of the steps between project identification and the execution of the legal
agreement between the local government (LG) and the state, represented in this case by the Texas
Department of Transportation (TXxDOT). By reference in this document, the term transportation
project, project or LG project may involve either a construction or non-construction project or
program. Later chapters define the types of transportation projects in more detail.

The identification of a transportation project by a LG will involve the definition of the project
objectives, the public service objectives, the degree of involvement by the state and federal partners,
the ability of and commitment by the LG to manage the project and additional key decision-making
elements. The LG may work with regional transportation agencies, the TxDOT district or area office, a
TxDOT division, local stakeholders and others during this process. Once a decision is made to pursue
a project, the partnership with TxDOT must be defined and the project moves into the Planning and
Programming phase. Eventually the Project Initiation phase will end with the development and
execution of an advance funding agreement (AFA) between the LG and TxDOT.

The details of this first phase will vary greatly based on the type of project; however, this chapter of
the Guide provides an overview of the procedures used during project selection, development of the
AFA, obtaining authorization and project management.
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2.2 Local Government Projects Overview

2.2.1 Local Government Use of the LGPM Guide

As described in more detail in the LGPP Manual and in Chapter 1 - Introduction of the Guide, a
LG will manage at least one aspect of the transportation project under the oversight of TxDOT. A
LG should adopt and use the contracting procedures found in the Guide in order to comply with
the state and federal laws, rules and policies described in the LGPP Manual. The Guide provides
direction related to LG project administration and management activities during project initiation,
preliminary design, bid document preparation, letting and award, contract execution, contract
administration and other aspects of a construction or non-construction transportation project.

2.2.2 Federal Funding Requirements for LG Projects

The LGPP Manual and the LGPM Guide apply to projects involving both state (TxDOT) and federal
(Federal Highway Administration) funds. Federal regulations apply to all federally funded projects
and are referenced throughout the LGPP Manual. Title 23 CFR (Highways) is the primary
regulatory reference; however, other titles have applicability, such as Title 49 CFR
(Transportation) and Title 29 CFR (Labor). Federal Highway Administration (FHWA) regulations
may be found at http://www.fhwa.dot.gov/resources/legsregs/. A LG should reference the
policies described in the LGPP Manual for any questions regarding applicable regulations.

2.2.3 General Contracting Requirements for LG Projects

In order for federal or state funds to be spent on a transportation project in partnership with a
LG, a written contract must first be executed between TxDOT and the LG. An AFA is the form of
contract most frequently used for development of projects with LGs. The AFA specifies whether
the LG or TxDOT is performing each stage of the work for the project or program and is described
in Section 4 of this chapter.

The Guide provides information on a wide variety of project delivery methods available to TxDOT
and LGs. This document provides information related to TxDOT district and division
responsibilities associated with the administration and oversight of highway improvement
contracts and related transportation projects let or administered by the LG as well as non-
construction projects and programs. Related regulations and policies are included in the LGPP
Manual.

2.2.4 LG Project Oversight

For all activities performed by the LG, TxDOT maintains an oversight responsibility. TxDOT’s
district offices represent the primary point of contact for the LG throughout the project
development process, although the Transportation Planning and Programming Division (TPP)
provides oversight for some non-construction projects (see Chapter 3). TxDOT'’s goal is to allow a
LG flexibility to effectively administer a project while efficiently and effectively utilizing TxDOT
resources. However, TXDOT has a stewardship responsibility for all LG projects involving federal
or state funds or impacting the state highway system (SHS). The degree to which TXDOT monitors
these projects depends primarily on a combination of funding source, highway system, statutory
requirements, demonstrated competence of the LG personnel and resources, and the potential
risk posed by non-compliance. TxDOT will tailor the level of monitoring to the relative potential
risk to TxDOT (see Chapter 2 of the LGPP Manual). The requirement for TXDOT approval is
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referenced in many areas throughout this LGPM Guide. If no specific office is referenced, the
appropriate TxDOT district office should be contacted for coordination of TXDOT approval.

2.2.5 Project Initiation Phase Flowchart

Chapter 2 includes the procedures associated with the Project Initiation phase of the project. The
flowchart below shows the typical high-level tasks completed by the LG, TxXDOT and FHWA during
the Project Initiation phase of the project.

Obtain
Authorization

Select Project Develop AFA Execute AFA

The high-level tasks in the flowchart may be broken down into general steps:
= select the project;

= verify the project is included in the Statewide Transportation Improvement Program (STIP);

= obtain approvals by the Texas Transportation Commission and the Federal Highway
Administration (FHWA);

= attend initial project meeting;
= prepare and execute an AFA;

= execute the federal project authorization and agreement (FPAA) and state letter of authority
(SLOA); and

= submit advance payment to TxDOT.

The first four steps are grouped into the Select Project task on the flowchart above and are
described in the Planning and Programming section of this chapter. The remaining steps
correspond to the tasks required to develop and execute the contractual relationship between
the LG and TxDOT as described in the remaining sections of this chapter. The required practices
and specific responsibilities of the LG and TxDOT associated with these steps are provided in this
Guide, while the laws and policies associated with Project Initiation are included in the LGPP
Manual. A workflow of the Project Initiation phase is presented in more detail in the LG Project
Process Development Flowchart.

LG Project Management Guide 2-12 TxDOT 6/1,/2015


http://www.txdot.gov/inside-txdot/division/transportation-planning/stips.html
http://ftp.dot.state.tx.us/pub/txdot/lgp/procedures/guide.pdf#2.3PlanProg
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/index.htm
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/index.htm
http://ftp.dot.state.tx.us/pub/txdot/lgp/procedures/flowcharts/2lgpdp-proj-init.pdf
http://ftp.dot.state.tx.us/pub/txdot/lgp/procedures/flowcharts/2lgpdp-proj-init.pdf

Chapter 2 - Project Initiation Section 2.3 - Planning and Programming
2.3 Planning and Programming

2.3.1 Overview

Planning and Programming involves the identification of the project objectives and the
development of a statement of work that identifies the project or program priorities and activities
to be performed by the project partners. This phase corresponds to the Select Project task on the
simplified Project Initiation Phase flowchart shown in the previous section. The process, as
shown in the more-detailed flowchart below, will include, at a minimum, the description of the
project or program, the responsible organizations performing the work, the time frames for
completing the work, the costs of the work and the sources of funding and obtaining the
appropriate approvals. The following elements are critical to selecting the project and moving
toward the execution of the AFA described in the next section.

Approval by
Texas Transp.
Commission

TxDOT/MPO
Selects Project

Make Changes
to STIP

Approval by
FHWA

Notify LG of
Selection

2.3.2 Local Government and TxDOT Staff

2.3.2.1 Local Government

The LG must demonstrate to TxDOT that it has adequate staff to manage all project
functions. The LG staff should be experienced in managing similar type projects or programs
and have a general knowledge of standard procedures for managing consultants, contractors
and other vendors as required by the project.

2.3.2.2 District

Each TxDOT district has a planning and programming section that studies and plans for the
needs of the district’s highway system. LGs should work with the TxDOT district staff to
identify and prioritize funding for projects. After prioritizing local needs in the context of
available funding, the district staff updates and coordinates project planning and programing
with the Transportation Planning and Programming (TPP) and the Finance (FIN) Divisions in
Austin.

2.3.2.3 Division

TPP integrates the district’s plans into TxDOT’s Unified Transportation Program (UTP).
TxDOT’s project selection process involves a quarterly public meeting, hearing and
amendment process for the UTP. The TPP division is also called upon to provide special
reports and analysis for the Texas Transportation Commission, the senior management
team, TxDOT districts, FHWA, LGs and private parties. The UTP is approved and implemented
under a minute order from the Texas Transportation Commission. This minute order specifies
the amount of funding to be provided by TxDOT for many programs, including LG projects and
state projects. An approved minute order and an executed contract in the form of an AFA are
necessary before the division can authorize the LG to begin work on each project or program.
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The project must be included in the Statewide Transportation Improvement Program (STIP)
before receiving a SLOA.

2.3.3 Responsible Person in Charge

Prior to beginning work, the LG and TxDOT will each designate a responsible person in charge
(RPIC) of the project. Each agency’s RPIC shall be documented in writing within the project files
and communicated to the other agency.

The person designated as being in “responsible charge” is required to be a public employee who
is accountable for the project. The LG’s RPIC must be a full-time employee of the LG. TxDOT'’s
RPIC must be a full-time employee of TxXDOT who is also a regijstered professional engineer.

Each RPIC is expected to be able to perform the following duties and functions for their agency:

= administer inherently governmental project activities, including those dealing with cost, time,
adherence to contract requirements, construction quality and scope of federal-aid projects;

* maintain familiarity of day-to-day project operations, including project safety issues;

= make or participate in decisions about changed conditions or scope changes requiring
change orders or supplemental agreements;

= visit and review the project on a frequency commensurate with the magnitude and
complexity of the project;

= review financial processes, transactions and documentation to ensure safeguards are in
place to minimize fraud, waste and abuse;

= direct project staff (agency or consultant) to carry out project administration and contract
oversight, including proper documentation; and

= be aware of the qualifications, assignments and on-the-job performance of the agency (LG or
TxDOT) and consultant staff at all stages of the project.

These requirements do not restrict an agency’s organizational authority over the person
designated in “responsible charge,” and they do not preclude the sharing of these duties and
functions among a number of public agency employees. They also do not preclude one employee
from having “responsible charge” of several projects and directing project managers assigned to
specific projects. The term “responsible charge” in this section is used in the context intended in
23 CFR 635.105. It may or may not correspond to its usage in state laws regulating licensure of
professional engineers. Any change in RPIC during the course of the project shall be documented
in writing within the project files and communicated to the other agency.

2.3.4 Qualified Person

The LG is also required to assign a “qualified person” to the project. This person must work
actively and directly on the project and have successfully completed TxDOT’s Local Government
Projects Procedures training (and received a certificate as proof of qualification) as defined in
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the AFA and described on the Local Government Projects Office Web page. The “qualified
person” may be an employee of the LG or an employee of a firm under contract with the LG to
perform management of at least one phase of the project.

2.3.5 Initial Project Meeting

The appropriate TxDOT district personnel will contact the LG to schedule a meeting (and an
inspection of the proposed project site, when applicable). It is recommended that this “kick-off”
meeting be held as soon as possible after the project is selected for funding. Topics of
discussion can include the following items (as applicable):

= scope of the project and desired outcome;

* project management;

= execution and processing of the AFA;

= project cost and financial information;

= use and selection of consultant(s);

= environmental process and documentation;

= property and right-of-way acquisition and requirements;
= utility adjustments;

= design criteria and processes;

= plans, specifications and estimates (PS&E) preparation;
= accelerated construction strategies;

= letting schedule;

= construction criteria and processes; and

= requirements for design authorization.
2.3.6 Coordination with a Metropolitan Planning Organization

2.3.6.1 General

In urban areas, the LG for a transportation project may be a metropolitan planning
organization (MPO). In other instances, the MPO may award the project funding to another
LG (city, county, etc.) within the MPO planning area. An MPO is a federally mandated, policy-
making organization that is made up of representatives from local governments as well as
other governmental transportation authorities. The federal-Aid Highway Act of 1962 requires
the formation of an MPO for any urbanized are with a population greater than 50,000. The
MPO is the forum for a continuing, cooperative and comprehensive planning process for the
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metropolitan region. The federal and state regulations related to MPOs are described in the
LGPP Manual.

2.3.6.2 Regquired Practices

= |n general, state and federally funded projects in metropolitan areas are selected
through the metropolitan planning process. Any LG anticipating using state or federal
funds for a transportation project must coordinate with TxDOT and the MPO by furnishing
information they request to assure the project is included in the Metropolitan
Transportation Plan (MTP) and Transportation Improvement Program (TIP).

= All projects on the state or federal highway system as well as any projects deemed
regionally significant must be included in the approved Metropolitan Transportation Plan
regardless of funding source to maintain the integrity of the planning process.

2.3.6.3 LG Responsibilities

= Generally, the LG should provide information to the MPO for projects within the MPO
boundaries with state and federal funds, or on the state highway system regardless of
funding source, to assure the project is in the MTP (if applicable).

= |f work on the project is proposed to be performed by the LG’s own employees or an
extension of its workforce (force account labor/work), the LG must prepare and submit to
TxDOT a Cost Effectiveness Determination Letter (i.e. the LG must demonstrate that a
competitive bid process is not required for the work). Force account work must be done
in compliance with 23 CFR 635-Subpart B.

2.3.6.4 TxDOT District Responsibilities

= The district will serve as a resource to and, when appropriate, a liaison between the LG
and the MPO, providing technical assistance as required. The district may contact TPP for
guidance and assistance as necessatry.

= The district must review the Cost Effectiveness Determination Letter relating to any force
account work by the LG, obtain approval and provide the written approval of the TxDOT
executive director or his designee to the LG prior the LG initiating force account work on
the project.

2.3.7 Functional Classification

2.3.7.1 General

Functional classification is the process by which streets and highways are grouped into
classes, or systems, according to the character of service they are intended to provide. The
process classifies roadways according to traffic flow from the movement function to the
access function. One extreme is the fully access controlled freeway that provides no local
access function, and the other extreme is a cul-de-sac that provides no through movement
function. Functional classification is used for a variety of situations, such as determination of
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design criteria and storm frequency for hydraulic design. The LGPP Manual provides the
regulations governing the use of functional classification.

2.3.7.2 Regquired Practices

= TxDOT’s TPP has the primary responsibility for implementing functional classification for
TxDOT and works with the districts during the process. The district is responsible for
coordination with local elected officials and other planning entities.

= For all projects with state or federal funds and all projects on the state highway system,
the LG must use functional classification maps developed by TxDOT (available at
http://www.txdot.gov/inside-txdot/division/transportation-planning/maps/statewide-
planning.html) for all matters concerning functional classification, such as selection of
design criteria and funding eligibility.

= For projects off the state highway system with no state or federal funds, the LG is
encouraged to apply the TxDOT functional classification system as appropriate.

2.3.7.3 LG Responsibilities
For projects with state or federal funds, or on the state highway system regardless of funding
source, the LG must:

= use TxDOT functional classification maps for all matters concerning functional
classification; and

= direct questions and issues to the TxDOT district office.

For projects off the state highway system and utilizing no state or federal funds, the LG
should consider using TxDOT functional classification maps as appropriate.

2.3.7.4 TxDOT District Responsibilities

= The district will serve as the primary contact with the LG and may answer questions
concerning application of functional classification. The district may contact TPP for
assistance as necessary.

2.3.8 Minute Order

2.3.8.1 General

A minute order is a formal expression of opinion, direction or intent approved by the Texas
Transportation Commission to authorize actions by TxDOT. Minute orders are required for
several actions involving project administration by the LG, including, but not limited to,
access control, new route designation and donations.

2.3.8.2 Regquired Practices

= Forall projects on the state highway system, the LG must have TxDOT approval of:
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— requests for designation of an access control facility; and
— designation of a new highway, highway change or highway deletion.

= For all projects with state or federal funds, the LG must have TxDOT approval of all
donations to TxDOT, such as right of way and project development services.

= For projects requiring a new highway designation, change or deletion, the LG must
provide a resolution in support of the project and highway change.

= For projects affecting the interstate and U.S. highway system, TxDOT must request
concurrence from the American Association of State Highway and Transportation Officials
(AASHTO) for final route designation approval.

2.3.8.3 LG Responsibilities

= For projects with state or federal funds, or on the state highway system regardless of
funding source, the LG must request Texas Transportation Commission approval of
minute orders as appropriate.

2.3.8.4 TxDOT District Responsibilities

= For projects with state or federal funds, or on the state highway system regardless of
funding source, the district:

— serves as the primary contact to the LG on all matters requiring approval of minute
orders; and

— furnishes information to the responsible TxDOT division or office for use in preparing
minute orders.

2.3.9 Traffic Data

2.3.9.1 General

Traffic data is used in a variety of project development situations, such as selection of design
criteria and pavement design. For the purpose of this chapter, “traffic data” is defined as
whatever data is required to complete the associated design activity. TXDOT Transportation
Planning Policy Manual provides information related to traffic data and requires TxDOT to
maintain a single source of all traffic data reported to the commission, legislature, governor
and the public. The federal and state regulations related to traffic data are contained in the
LGPP Manual.

2.3.9.2 Regquired Practices

= Forall projects with state or federal funds on the state highway system, the LG must use
traffic data furnished by TxDOT in the selection of applicable design criteria.
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= For projects with state or federal funds off the state highway system, the LG may request
traffic data from TxDOT, if available, or must submit written justification to use non-
TxDOT-furnished traffic data for TXDOT approval, listing such information as data source,
data collection methodology and experience with this data.

= For projects off the state highway system with no state or federal funds, the LG may use
traffic data from the source of its choice or request traffic data from TxDOT if available.

2.3.9.3 LG Responsibilities

= For all projects with state or federal funds, or on the state highway system regardless of
funding source, the LG must:

— request traffic data from TxDOT for the design year based on the scope of work;

— request TxDOT review and approval of traffic data other than as provided by TxDOT, if
desired; and

— request updated traffic data for changes in the design year.

=  For projects off the state highway system with no state or federal funds, the LG should
use traffic data as desired by the LG or request available traffic data from TxDOT.

2.3.9.4 TxDOT District Responsibilities

= For all projects with state or federal funds and all projects on the state highway system,
the district must:

— submit LG requests for traffic data to TPP;

— submit LG justification to use traffic data from other sources to TPP for review and
approval; and

— Assure the design year for which traffic data is requested is appropriate for the scope
of work.

2.3.10 Unified Transportation Program

2.3.10.1 General

The Unified Transportation Program (UTP) is the 10-year planning document that guides and
controls project development for TXxDOT in a feasible and economical manner. The UTP is an
intermediate programming document linking the planning activities of the Texas
Transportation Plan (TTP), the Metropolitan Transportation Plan and Rural Transportation
Plan to the detailed programming activities under the Statewide Transportation Improvement
Program (STIP) and TxDOT’s 24-month (2-year) letting schedule. Specifically, the UTP is a
listing of projects and programs planning to be constructed or developed within the first 10
years of the 24-year TTP. Project development includes activities such as preliminary
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engineering work, environmental analysis, right-of-way acquisition and design. The
regulations related to the UTP are described in the LGPP Manual.

2.3.10.2 Required Practices

= All projects with state or federal funds must be in the current version of the UTP for
TxDOT to authorize the LG to proceed. The proposed scope of work must be in the
appropriate level of authority. A project-specific minute order must be approved by
TxDOT. The UTP is available on TxDOT’s web site.

= Projects with no state or federal funds do not have to be listed in the UTP. This includes
projects on the state highway system.

2.3.10.3 LG Responsibilities

=  For projects with state and federal funds, the LG must assure the scope of work is in the
appropriate level of authority in the current UTP before requesting TxDOT approval to
proceed with a phase of work.

2.3.10.4 TxDOT District Responsibilities
= For projects with state or federal funds, the district:

— must assure the LG’s request for funding is compatible with the appropriate level of
authority in the current UTP before either approving the funding request or
transmitting the funding request to the applicable approving authority;

— must submit information to TPP for the preparation of project-specific minute orders;
and

— should serve as a resource for the LG in questions involving the planning process and
the UTP. The district may contact TPP for assistance as needed.

2.3.11 State Comprehensive Planning Process

2.3.11.1 General

As a condition of receiving federal transportation funds, states are required to have a
comprehensive planning process. The TTP, MTP, TIP and STIP are various documents
developed during this planning process and are used to assure projects selected for
implementation best balance identified needs within available federal resources. TxDOT is
the state agency involved in transportation planning, while the two primary federal agencies
are FHWA and the Federal Transit Administration (FTA). The LGPP Manual provides the
associated federal and state regulations.
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