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OVERVIEW: The contents of this chapter are for guidance for administrative 

procedures related to the design phase of a project's development.  The 
topics range from central office and district responsibilities through plan 
preparation and other functions, to procedures for projects involving 
consulting engineers.   

 
The “Project Delivery Core Processes” may be viewed in Exhibit 200-01.  
The “Consultant Monthly Report” (Exhibit 200-02) may be used as a 
checklist for all highway projects to help show the general steps in the 
design phase of a project's development.  
 
To assure compliance with state and federal regulations and to ensure 
consistency, the designer should consult adopted manuals and policy 
statements.  Project teams should use the methods and control 
procedures outlined in, but not necessarily limited to, the following 
manuals: 
    

 Highway Design Guidance Manual 
 Utilities Guidance Manual 
 Division of Bridge Design Guidance Manual 
 Division of Traffic Guidance Manual 
 General Administration Guidance Manual 
 Standard Drawings Manual 
 Standard Specifications for Road and Bridge Construction 
 Specifications for Soil and Subsurface Investigation 
 Division of Right of Way Guidance Manual 
 Geotechnical Manual  
 Drainage Design Guidance Manual 
 Pavement Design Manual 
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PROJECT  
ORIGINATION: The Statewide Transportation Plan is a long-range, 20-year plan for all 

modes of transportation:  highways, air, bikeways and pedestrian, public 
transportation, rail, and waterways.  Proposed projects are the result of 
input from various sources (area development districts, local officials, 
etc.) and are placed in the Unscheduled Needs listing.  These are 
reviewed to determine their placement in the Long-Range Plan.  Some of 
the criteria involved in this determination are: 
 

 Relative project priorities 
 Available funding 
 Project costs and scope 

 
Determination of a project’s inclusion into the Six-Year Highway Plan is a 
result of the project being identified in the Long-Range Plan by the 
Division of Planning through the statewide rural needs assessment or 
metropolitan and urban needs assessment.  The Division of Program 
Management staff assimilates this information and develops a draft Six-
Year Highway Plan. 

 
SIX-YEAR  
HIGHWAY PLAN:   The Six-Year Highway Plan is the culmination of decisions and legislation 

resulting in a schedule of proposed projects for planning, roadway design, 
right-of-way, utility, and construction phases within the years specified in 
the particular plan.  Legislative action adopts the Six-Year Highway Plan 
and provides the framework for project advancement for the biennium.  
After a project is identified and adopted in the Six-Year Highway Plan, 
phases may be authorized within the fiscal year shown for funding.   

 
PLANNING  
STUDIES:  In some cases, projects may have either planning studies or intermediate 

planning studies conducted.  Planning studies typically are performed on 
a corridor basis and focus on feasibility and priority issues.  Conversely, 
intermediate planning studies focus on the conceptual and preliminary 
engineering aspects of a project.  In any case, the preconstruction project 
manager should be involved in any planning study or intermediate 
planning study and ensure the information gleaned from a study is carried 
forward. 

CONT. 
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PROJECT SCOPING  
SUMMARY: The TC 61-6 form, Project Scoping Summary (Exhibit 200-03), is 

prepared by or for the district preconstruction engineer on every Six-Year 
Highway Plan project one year prior to the authorization of project design 
and provides the following information: 

   
 Project description (justification, project length, classification, proposed 

design speed, current and projected ADT, etc.).  The project description 
should include a draft purpose and need statement.  The scope 
describes the boundaries of the project and defines what the project will 
deliver and, in some cases, what it will not.  

 Roadway characteristics 
 Potential alternatives to consider  
 Design criteria 
 Proposed access control 
 Cost estimates 
 Possible funding types 
 Potential environmental actions 
 Right-of-way requirements 
 Number and types of drainage structures anticipated 
 Work to be performed by the Cabinet (when consultants are 

considered for utilization) 
 Other comments 

 
If the design phase is added to the first year of the Six-Year Highway 
Plan, the Project Scoping Summary needs to be completed when 
requesting initial design authorization. 

 
The chief district engineer or division director will review the scoping and 
estimating summary and affix a signature to signify concurrence. 

 
At the initiation of all projects it is necessary to provide cost estimates of 
the various phases of the project for inclusion on the TC 10-1 form, 
Project Authorization (Exhibit 200-04).  Higher-quality initial cost 
estimates will reduce changes to the Project Authorization during project 
development, provide more understanding of the scope of the project, 
and add credibility to the Six-Year Highway Plan. With this in mind, the 
designer should make every effort to assemble information about the 
proposed project to prepare the best preliminary estimate possible. A 
form for a preliminary cost estimate is included with the Project Scoping 
Summary (Exhibit 200-03).  Another resource that can be utilized is the 
Example Design Funds Documentation Summary (Exhibit 200-05), which 
provides general costs associated with the many aspects of a design 
project.  When completed, submit copies of the project scoping summary 
to Division of Highway Design and to the Division of Program 
Management.  The TC 61-6 form, Project Scoping Summary, may be 
accessed through the Division of Highway Design's electronic forms 
library. 

CONT. 
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PROJECT SCOPING 
SUMMARY (cont.): Another source of project information is the Unscheduled Project List 

Identification form, which is completed in the planning phase and should 
be provided to the project manager. 

 
ASSIGNMENT  
OF PROJECT  
MANAGER: After a project is placed in the Six-Year Highway Plan, a preconstruction 

project manager will be chosen.  The preconstruction project manager 
should be involved in the project’s planning phase, be responsible for the 
preconstruction project development phase, and serve as a consultant for 
the construction phase. 
 

The selection of a project manager is typically made by either the chief 
district engineer or a designated representative, or is made at the central 
office for certain projects.  Early assignment of the project manager will 
allow this individual to be involved during the planning phase to ensure 
continuity and consistency through the design phase.  The project 
manager should be acquainted with the preconstruction process so as to 
efficiently guide the development of a project in a timely and orderly 
fashion. 

 
PROJECT TEAMS: The delivery of a project is the responsibility of the project development 

team.  This team is appointed by the chief district engineer and consists 
of the core preconstruction personnel and representatives from other 
functions, such as construction, operations, traffic, and planning, as well 
as the central office Design location engineer.  This team should utilize 
subject-matter experts from other sources as required.   

 
DEVELOPMENT OF  
PURPOSE & NEED  
STATEMENT: The intent of a purpose and need statement is to provide a clear and 

uniform approach for KYTC and its partners to use in the development of 
a project.  A preliminary purpose and need statement for the project is to 
be defined early in the initial design and environmental review stages of 
the project and developed more extensively during the public involvement 
process. The purpose and need statement shall be continuously 
evaluated during the development process and modified as needed 
based on information gained through the public involvement process.  

 
The development of a project purpose and need statement is the 
responsibility of the project team. Purpose and need of a project are key 
decision points of the shared decision-making process.  Purpose and 
need provide the foundation for successful decision-making and the basis 
for the evaluation and comparison of reasonable alternatives.  Each 
project will have a purpose and need agreed upon by the project team, 
which will be utilized to establish the scope of the required work.  

CONT. 
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DEVELOPMENT OF  
PURPOSE & NEED  
STATEMENT (cont.): The project team will also use the purpose and need to develop 

alternatives and to guide their decisions. For projects where the Division 
of Planning has completed studies, the project team should review, 
revise, and adopt the purpose and need presented in the planning report 
with consensus reached on all necessary modifications.   

 
A purpose and need statement is necessary for developing all projects.  It 
is a requirement on projects that include future NEPA documentation, an 
environmental impact statement, or environmental assessment/FONSI.  A 
clear, well-justified purpose and need discussion explains to the public 
and decision-makers that expenditure of funds is necessary and 
worthwhile and that the priority of the project is warranted when 
compared to other needed highway projects.  
 

CENTRAL OFFICE  
SUPPORT: The director of the Division of Highway Design is accountable for all 

procedures and quality assurance for design phase items.  The mission of 
the Division of Highway Design is "the timely delivery of engineering 
solutions and construction documents that maximize the use of highway 
funds and enhance the safety of the highway system, the natural 
environment, and the human environment.”  The role of the Division of 
Highway Design is to support the project team in delivering projects.   The 
goal of the Division of Highway Design in supporting the efforts of the 
project team is to: 
  

 Develop policies and procedures 
 Ensure consistency  
 Offer expertise and technical assistance 
 Provide or facilitate opportunities for training 
 Deliver projects to letting 

 
PROJECT  
AUTHORIZATIONS: The Division of Program Management prepares the TC 10-1 forms, 

Project Authorization, and distributes them at the completion of 
accounting procedures, including the approved PR-1 on federal-aid 
projects.  Authorizations constitute approval to begin work on the project.  
Typically, authorizations are made for planning, design, right-of-way, 
utility, and construction phases.   
 
The preconstruction engineer should file a request through the location 
engineer for funding authorization by way of the Request for Funding 
Authorization form (Exhibit 200-06) and a Project Spend-Down form 
(Exhibit 200-07).  The location engineer would then communicate this 
information to the Division of Program Management.  If funds are to be 
granted, this would then be communicated by sending a copy of the TC-
10 to the location engineer, preconstruction engineer, and project 
manager. 

CONT. 
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PROJECT 
AUTHORIZATIONS 
(cont.): During the design process, there may be changes that occur that would 

require modifications to the authorizations.  These modifications should 
be dealt with in the same manner as detailed above.  An example of 
something that may occur on many projects is when the project goes from 
early project development to final design.  It may be advantageous to 
initially request enough funds to complete the early project development 
and then, once the transportation decision is made, the project manager 
would request a modification to authorize funds for final design. 
  

PROJECT DATA: The project manager needs to obtain as much existing data as possible 
before beginning a project.  Below is list of typical information that the 
project manager should obtain: 
 

 Record Plans/Management System Reports/Other Information – 
We currently keep record plans on microfilm. Typically, a set is 
maintained in the district office and a set in the central office.  The 
project manager should obtain copies of the record plans in the area 
of the new project.   

 
 Traffic Data – Traffic data is needed on projects to determine the 

number of lanes needed, whether turn lanes are needed, and turn 
lane lengths.  Traffic data is also a major contributor to the purpose 
and need of a project.  The project manager should send a request to 
the Division of Planning for traffic forecasts for the subject project.  
The project manager should also request turning movements for any 
intersections that are involved on the project. 

   
 Crash Data – Crash data is another key component in determining 

the appropriate solutions on a project.  On all projects the crash 
history should be analyzed.  It is recommended that a minimum of 
three years of crash data be reviewed.  A crash study by location, 
type, severity, contributing circumstances, environmental conditions, 
and time periods may suggest possible safety deficiencies.  In 
addition, potentially hazardous features and locations should be 
identified to determine appropriate safety enhancement.  The project 
manager should send a request for crash data to the Division of 
Traffic Operations.   

CONT. 
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PROJECT DATA 
(cont.): 

 Project Mapping – Types of mapping can include aerial survey data, 
ground-collected data, and other mapping techniques.  If required 
mapping cannot be obtained through the district survey team, 
requests for project mapping should be submitted to the survey 
coordinator, Division of Highway Design.  The project manager and 
survey coordinator should evaluate the information that will be 
required for design and select the type of mapping suitable to the 
situation.  In cases of aerial surveys, typically these requests are to be 
made prior to the "window of opportunity" months of December 
through March before design functions are to begin. The season, 
angle of the sun, vegetation, and other factors are critical to the 
scheduling of aerial mapping, and should be considered when 
requesting this service.   

 
Typically, the division survey coordinator requires a quadrangle map 
showing the project limits, as well as the desired scale and contour 
interval for the mapping.  The survey coordinator should be contacted 
whenever questions arise.  For photogrammetric services, the project 
manager should complete the TC 61-1 form, Requisition for Aerial and 
Photographic Work (Exhibit 200-08), to requisition maps of the 
project area.  This form is available in the Division of Highway 
Design's e-form library.  Please see Chapter 300 of this manual for 
further details. 

 
 Existing Geotechnical Information – The project manager can 

request geological maps and any old geotechnical information from 
the Geotechnical Branch in the Division of Materials.  This information 
may prove valuable during early design determinations. 

 
 Planning Study Results – The project manager should also request 

any information from the Division of Planning where previous studies 
may have been performed. 

 
It is incumbent upon the project manager to study the Six-Year Highway 
Plan so that project needs can be identified and scheduled in anticipation 
of the beginning of the design phase.  The above data should be 
requested as soon as possible in anticipation of the design phase.  The 
project manager should not wait on the design authorization to begin this 
process. 

 

CONT. 
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DETERMINATION OF  
PROJECT SCOPE &  
SCHEDULE: Resource Determination: 
     
    The district preconstruction engineer is responsible for determining how 

design projects in the Six-Year Highway Plan are to progress through the 
design process.  Generally speaking, the preconstruction engineer reviews 
the workload of his or her staff and determines how to best execute the 
roadway projects.  This may be accomplished by the use of a staff work 
plan that tracks the progress of active projects.  If the decision is made not 
to accept the project in the district, the project may then be assigned to 
another district or the central office or may be advertised for consultant 
services. 

 
    In deciding to keep a design project in-house, there are three main 

concerns:  
 

 Personnel to be assigned to the project 
 Current workload and capacity of staff 
 Required expertise 

 
These are three of the five items used for consultant selection and will be 
expanded upon in the next section. 

 
    The preconstruction engineer will typically assign a project to a designer 

with similar design experience. However, in-house staff should be 
challenged to develop their skills and to maintain in-house expertise by 
doing more diverse and complex projects.  Project schedule, mitigation, 
difficulty of obtaining right of way, and utility relocation are examples of 
issues that may influence these decisions.  The fiscal year date to initiate 
the right-of-way process is a key determinant in deciding how to perform the 
work. The schedule is typically devised using this milestone date. 

 
    Projects that are fast-track or high priority can be assigned to the districts. 

The schedules for projects already in progress may be influenced by these 
projects and may require resources to be reallocated. 

 
    Utilization of Consultants: 
 
    When initiating a project, review the workload analysis and, if the current 

workload permits, the Department will do the design.  If the Department's 
workload is prohibitive or the time schedule is too limited, award a 
contract for the design to a consulting engineer.   
 
By January 1 of each calendar year, the district design engineer will 
submit to the director of the Division of Highway Design a list of state and 
federal projects anticipated to be advertised for consultant services.  A 
combined list for all districts will be forwarded to the Division of Program 
Performance for publication on or before February 1 of each calendar 
year.    

CONT. 
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DETERMINATION OF  
PROJECT SCOPE &  
SCHEDULE (cont.): Bulletin for Advertisement:  

 
The project manager will submit to the appropriate location engineer 
project information for advertisement of consulting services.  This will 
include, but not be limited to, the following information: 
 

 County 
 Route 
 District 
 Item number 
 Project description 
 Project manager 
 User division(s) 
 Approximate fee 
 Purpose and need 
 Project length 
 Method of design 
 Available KYTC studies  
 Project funding 
 Scope 
 Special instructions 
 Project schedule milestones  

 
The Highway Design location engineer will be responsible for 
coordinating project information with other divisions to determine if the 
selected consultant will be responsible for providing services.  The 
location engineer will provide the following information: 
 

 Selection committee members 
 DBE requirement 
 Prequalification requirements 
 Structure design 
 Environmental services 
 Photogrammetric services 
 Geotechnical services  
 Traffic 
 Utility design 

 
Professional Services will provide the following: 
 

 Procurement schedule 
 Evaluation factors 
 Location map 

CONT. 
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DETERMINATION OF  
PROJECT SCOPE &  
SCHEDULE (cont.): The location engineer will forward this information through the director of 

the Division of Highway Design to the Division of Program Performance 
on or before the first Monday of the month the project is expected to be 
posted.  The Professional Services Branch will forward all projects to the 
Deputy State Highway Engineer (DSHE) for Project Development for 
review and ultimate approval by the Secretary of Transportation. 

 
  Consultant Selection Committee: 
 

A consultant selection committee is utilized for determining which 
consultant will obtain a contract for a specific project in accordance with 
the Professional Services Procurement Manual, Chapter 15-04, 
“Selection Process.”  The selection committee comprises five members, 
including two from the user division, two from the Secretary’s pool, and 
one from the Governor’s pool.  The project manager will submit a bulletin 
for advertisement for consulting services to the DSHE for Project 
Development.  The DSHE will review and forward it to the user division 
for determination of participants on the selection committee, who will then 
forward it to Professional Services for advertisement. 

 
  Pre-Design Conference (Purpose & Need Meeting): 
 

Once a consultant is selected, the project manager will arrange a pre-
design conference.  The pre-design conference will begin to establish the 
purpose and need of the project and finalize the scope of the work to be 
performed by the consultant.  (See Exhibit 200-09, Pre-Design 
Conference Minutes.) 

 
  Submission of Units & Negotiations: 
 

After the pre-design meeting, the consultant will submit the proposed 
work units as discussed at the pre-design conference.  After agreement 
on the work units between the consultant and project manager, each will 
independently submit his or her projected production hours.  Professional 
Services requests, through the location engineer, independent 
production-hour information from the district and the consultant.  This 
request from Professional Services to the location engineer can be in the 
form of an e-mail or letter, depending on the method chosen by 
Professional Services.  This gives one point of contact to begin the 
process of writing the contract.  The location engineer would then contact 
the project manager and the consultant to request independent 
production-hour estimates. The project manager and the consultant will 
be required to submit a TC 61-4 form, Production-Hour Worksheet 
(Exhibit 200-10), to the location engineer.  It should be noted, however, 
that the creation of production-hour estimates by the consultant and the 
project manager should be independent of the other.  

CONT. 
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DETERMINATION OF  
PROJECT SCOPE &  
SCHEDULE (cont.): Both the consultant and the project manager submit their independent 

production-hour estimates to the location engineer, who conveys them to 
Professional Services.  This gives a central point to gather both sets of 
production hours.  The location engineer should not deliver the production 
hours until both sets have been delivered, which allows the location 
engineer to notify either the consultant or the district if their respective 
production hours have not been received.  Professional Services will use 
the production hours in negotiating a design fee with the consulting 
engineer.  
 
It shall be the project manager’s responsibility to submit the following 
items with the production-hour estimate: 
 

 Approved pre-design conference minutes 
 

 Complete listing of target dates as a minimum in accordance with 
items identified in the standard consultant’s monthly report form.  
Where appropriate, complete this as part of the standard pre-design 
conference minutes. 

 
 Recommended percentages for payment in accordance with the 
established target dates 

 
 Verification that funding is available 

 
Failure to include all items with the production-hour estimate may cause 
Professional Services to return the package to the project manager for 
completion. 
 

 Contract & Notice to Proceed: 
 

After completion of the negotiations, the consultant shall submit final 
negotiation minutes with the following: 
 

 Consultant’s original signature 
 Revised production hours in accordance with negotiated amount 
 A payout schedule for the negotiated fee in accordance with the 

accepted project milestones 
 Direct costs revised to reflect the negotiated hours, if applicable 

 
Professional Services will then write the contract for the consultant’s and 
appropriate Cabinet management’s signatures.  Professional Services will 
notify the consultant of the notice to proceed once they receive the 
approved contract.  They will notify the consultant of the notice to bill once 
they receive approval from the Legislative Research Commission (LRC) 
Contract Review Committee. 

CONT. 
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DETERMINATION OF  
PROJECT SCOPE &  
SCHEDULE (cont.): Pay Estimates & Consultant Monitoring: 

 
All design work performed for the department by consulting engineering 
firms will be under the supervision of the applicable project development 
team. The consultant will submit a pay estimate as progress is made, 
typically on a monthly basis using the TC 61-408P form, Engineering 
Services Pay Estimate - Partial (Exhibit 200-11).  The consultant will also 
complete and attach the Consultant Monthly Report (Exhibit 200-02) to 
all submittals of pay estimates.  If not submitting an estimate within a 
given month, the consultant should still submit the Consultant Monthly 
Report to the project manager in accordance with the Professional 
Services Manual, Chapter 15-07.  The first submittal of the Consultant 
Monthly Report shall include all established project milestones.  
Milestones shall include those provided in the consultant contract, as well 
as departmental obligations or other items, such as time frames expected 
for outside review, that might be on a project’s critical path. Submission of 
milestone pages is required only when the milestone dates are changed 
or completions of milestones are met. The front page of the monthly 
report is submitted every month to the project manager.  The consultant 
should complete the control dates shown in the middle of the page for 
each appropriate phase or show as "NA" if not applicable.  It is intended 
that the consultant shall provide short statements indicating progress or 
advising of actions needed by the Department; i.e., “Design executive 
summary submitted June 10—awaiting approval.” Similarly, the project 
manager shall provide responses to the information submitted and 
indicate any needed actions by the consultant.  The project manager 
should express concerns about schedule or any other problem in the 
response. The consultant or the project manager can include attachments 
of additional pages, if deemed necessary.  
 
The project manager should respond to the monthly report within one 
week of its receipt.  Upon completion of the response by the project 
manager, send copies of the report to all involved persons; i.e., send the 
discussion of environmental issues to Environmental Analysis.  In all 
instances, the project manager sends copies to the consultant, location 
engineer, and the director of the Division of Highway Design.  The 
procedure for monthly estimates and contract modifications will be as 
contained in the contract between the department and the consultant. 
 

 Final Pay Estimate & Consultant Evaluation: 
 

Pay estimates can be submitted electronically to the project manager.  
However, final consultant pay estimates must be submitted in hard copy 
with original signatures using the TC 61-408F form, Engineering Services 
Pay Estimate - Final (Exhibit 200-12).  It is also necessary that an 
evaluation of the consultant's performance be made using the current TC 
61-8 form, Consultant Performance Evaluation (Exhibit 200-13).   

CONT. 
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DETERMINATION OF  
PROJECT SCOPE &  
SCHEDULE (cont.): The project manager who was in charge of the project shall complete this 

form.  The district's chief right-of-way agent or his or her representative 
shall review Item B3, the Right-of-Way and Utility Plans, and sign the 
form.  When all ratings are checked, they shall be multiplied by the 
weighted factor shown on the right-hand side of the evaluation, then 
totaled and shown as the consultant's rating score out of 100 points.  
Discuss information that might reflect reasons for scores on an 
evaluation, such as the degree of complexity of a project, in the comment 
section.  When completed, the project manager will transmit all 
information to the engineering branch manager for the Roadway 
Engineering Branch in the central office. 
 
Upon receipt of the final pay estimate, consultant performance evaluation, 
and supporting information, the Roadway Engineering Branch manager 
will request an evaluation from the location engineer.  The director of the 
Division of Right of Way and Utilities will review and approve Item B3.  
The average of the evaluations shall then become the final rating for the 
consultant's performance.  The Roadway Engineering Branch manager 
will then prepare a letter to the consultant summarizing the evaluation and 
the average final rating.  If the consultant disagrees with the evaluation 
rating, he or she may request an appeal within 30 days through the 
director of the Division of Highway Design. 
 
If the consultant's contract specified that the consultant was responsible 
for geotechnical work, a copy of the final geotechnical quantities will be 
submitted with a letter stating that all geotechnical work is complete and 
no additional charges will be made.  Before closing a consultant contract 
for design, the location engineer consults with the drainage engineer to 
confirm submittal and approval of the final drainage folder.  When all 
information is satisfactory, the location engineer submits the following to 
the consultant and to Professional Services: 
 

 Consultant performance evaluation 
 Final monthly estimate 
 Final geotechnical quantities (if required) 
 Copy of the Roadway Engineering Branch manager's completion 

letter 
 

  Contract Modifications: 
 

The project team may deem it necessary for the consultant to do 
additional work on a project. The project manager and the location 
engineer should keep in mind that additional funding requests may 
jeopardize the completion of the project, and they should be judicious 
when requiring additional work that may lead to additional funding. Some 
situations that may justify a contract modification are as follows: 

CONT. 
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DETERMINATION OF  
PROJECT SCOPE &  
SCHEDULE (cont.):  

 The project limits have been substantially revised from those initially 
indicated in the pre-design minutes. 

 A change of scope has occurred.  
 The consultant is requested to revise the plans because of a direction 

change by the Department. 
 
After careful consideration of the implications of requesting additional 
work, the following is the process for initiating contract modifications: 
 
1. After the scope of additional work is established, the location engineer 

will contact Professional Services by e-mail or memo to begin the 
process of a contract modification. 

 
2. When a decision is made to advance the contract modification, 

Professional Services will notify the location engineer by e-mail or 
memo to have independent production hours developed by the project 
manager and consultant. For modifications costing less than $50,000, 
see point 5 of this section. 

 
3. The location engineer would then contact the project manager and the 

consultant to request independent production-hour estimates.  It 
should be noted that the creation of production-hour estimates by the 
consultant and the project manager should be independent of the 
other.  

 
4. Both the consultant and the project manager would submit their 

independent production-hour estimates to the location engineer, who 
conveys them to Professional Services.  The location engineer should 
not deliver the production hours until both sets are received. The 
location engineer is responsible for contacting either the consultant or 
the project manager if their respective production hours have not been 
received within an acceptable time frame. 

 
5. All contract modifications costing more than $50,000 require formal 

negotiations through Professional Services.  After an amount is 
determined for the additional work, it is communicated to the location 
engineer.  The amount of funding remaining in the project should be 
monitored by the project manager and the location engineer to 
determine whether sufficient funds are available to fund the contract 
modification, or whether additional funding will be required.   

 
  The policy of the Division of Professional Services relative to 

Departmental concurrence of person-hours includes the following: 
 

 The contract modification is for highway design work only.  
 This policy applies to normal highway design projects and not to 

projects to be negotiated under our statewide contracts. 
 CONT. 
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DETERMINATION OF  
PROJECT SCOPE &  
SCHEDULE (cont.):  

 The total fee amount for the modification submitted to the Division 
of Professional Services is less than $50,000. 

 The design work is not being subdivided into several modifications 
in order to keep the fee amounts less than $50,000. 

 The project manager is to provide a recommendation in writing to 
the director of the Division of Professional Services that he or she 
has reviewed and approves the scope of work, person-hours, 
employee classifications, and their associated percentages for the 
design work. 

 The project manager does not approve the fee amount. 
 The fee amount shall be reviewed and may be approved by the 

director of the Division of Professional Services. 
 

Contract modifications requested by the consultant that cost less than 
$50,000 and meet the above criteria should be submitted to the 
project manager.  The project manager will send a copy to the 
location engineer.  The location engineer will send a copy to 
Professional Services.  The project manager may modify the 
production hours with agreement from the consultant or agree directly 
with the consultant’s production hours with no separate production 
hours required from the Department.  The project manager will 
provide an endorsement of the agreed-upon hours or recommend 
other action to the location engineer, who will deliver it to Professional 
Services within 10 working days.  Professional Services will then 
review the recommendation for use of correct consultant overheads, 
direct costs, or other issues for which there may be concern. If 
Professional Services concurs with the submittal, the agreement 
process will be initiated.  

 
When a contract modification is requested, the consultant shall be 
responsible for providing a brief explanation (desirably less than one 
page) for its need. The explanation must be written such that 
someone not familiar with the project may understand the purpose of 
the request.  It must make clear why the requested work was not 
covered by the original agreement or in previous modifications. It must 
also address whether the current contracted dates are to be affected 
by the change and, if so, provide new projected dates of completion.  
This information is to be provided to the project manager, who will 
endorse it to the location engineer and Professional Services.  Timely 
responses should be made to all requests for contract modifications.  
The consultant and the project manager should be reminded that a 
90-day period must pass between contract modifications.  The 
consultant should also maintain a chronology of all the project’s 
modifications to be submitted with each request. 

 
CONT. 
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DETERMINATION OF  
PROJECT SCOPE &  
SCHEDULE (cont.): 

6. The location engineer contacts the project manager to advise of the 
contract modification amount and requests other amounts necessary 
to complete the additional work, such as Cabinet personnel 
expenditures, as well as the additional funding required from the 
aforementioned divisions.  At this time, the project manager 
communicates with each division affected by the proposed contract 
modification (for example, DEA, Geotechnical, Bridges, etc.) to 
ascertain the additional funding that may be required for them and 
Cabinet personnel to facilitate the additional work.  The project 
manager would utilize members of the project team at the district level 
to help in this endeavor (such as the environmental coordinator).  The 
location engineer should facilitate the process by advising the project 
manager to consider funding needs by other agencies. 

 
7. If current funding is insufficient to cover the added expenses, then the 

project manager would complete the Request for Additional Funding 
form to request additional funding to cover the shortfall. The project 
manager would develop a spend-down plan for funds required.  The 
Request for Additional Funding form and the spend-down plan would 
then be transmitted to the location engineer for further processing. 

 
8. The location engineer would place a signature on the Request for 

Additional Funding form, which would represent the project team.  
This is not an approval by the location engineer but merely a 
signature that indicates the project team’s approval, of which the 
location engineer is an active member.  The form and the spend-down 
plan would be delivered to the Division of Program Management and 
the assistant state highway engineers (ASHEs) for Program 
Management. 

 
9. The Division of Program Management will review the request.  If the 

additional funds are approved, a TC-10 form would be issued for the 
additional funds, and a copy sent to Professional Services, the 
location engineer, and the project manager. 

 
10. Upon receipt of the TC-10, Professional Services would prepare for 

additional funding approval by the LRC.  The request would be signed 
by the location engineer as a representative of the project team. 

CONT. 
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DETERMINATION OF  
PROJECT SCOPE &  
SCHEDULE (cont.): The ASHEs in Program Management would be contacted by the 

location engineer in the event some problems arose in the securing of 
information required to complete the funding request.  The ASHEs 
would communicate directly with the location engineer about 
questions pertaining to the project, which would help in keeping 
communication flowing to both the central office and the districts.  
Questions arising from the Division of Program Management should 
also be directed to the location engineer, so that the project team 
could be advised and an answer produced.  Communication between 
the location engineer and the project team should be emphasized, as 
well as direct communication between the ASHEs and the location 
engineers. 

 
In situations where additional work requires funding above that 
previously authorized, the project team should communicate through 
the location engineer the need for additional funding by way of the 
Request for Additional Funding form and a spend-down plan.  The 
location engineer would then communicate this information to the 
Division of Program Management.  The decision on these additional 
funds would then be communicated back to the location engineer by 
way of a copy of the TC 10, along with a copy to the project manager. 

 
 Closeout of Consultant Projects: 
  

Once a project is considered completed, the next step is to close out the 
consultant contract.  There has historically been a practice to delay the 
closeout of projects.  The apparent intent of this practice is to permit 
initiating contract modifications if a revision in the project is required later 
in the process.  This is particularly prevalent when construction lettings 
are two years or more after completing the plans. 
 
The consultant selection process makes the early closeout of a project 
have greater importance.  Open contracts require the consultant to show 
the project as an additional active project on his or her workload.  Also, in 
order to evaluate consultant performance properly, the Department needs 
evaluations to be included in the evaluation database.  Both the number 
of projects shown and the lack of evaluation information may affect 
consultant selection.  It is therefore requested that Department personnel 
and the consultant cooperate to close out projects as early as practicable.  
It is important to note that the closeout of a project in no way negates the 
consultant's responsibility for correction of any erroneous work. 
 
Further discussion on the closeout of projects is provided later in this 
chapter. 

CONT. 
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ENVIRONMENTAL  
OVERVIEWS: As soon as possible following project authorization, the project manager 

and environmental coordinator should investigate the potential project 
impact area to determine the possible presence of environmental 
concerns.  If any issues of environmental concern are detected or 
perceived, a request for investigation should be submitted to the director 
of the Division of Environmental Analysis along with the following 
information: 
 

 8 1/2" x 11" exhibit or map showing project location 
 

 Topographic map and/or aerial photo showing proposed centerline 
and estimated disturbed limits for all alternates 

 
 A statement addressing displacement of people and businesses, 

indicating estimated numbers and kinds of displacements 
 

 A written project description addressing project purpose and need, 
identification of project termini, description of existing and proposed 
geometrics, and the potential area of impacts 

 
The Division of Environmental Analysis will provide the results of its 
investigation, along with any recommendations for consideration.  The 
project team will evaluate this information and incorporate the 
recommendations into the project.   
 
During the conceptual design phase, the project team should determine if 
U.S. Army Corps of Engineers Section 404 permits may be required.  If 
required, a request for a Section 404 Environmental Assessment should 
be submitted to the director of the Division of Environmental Analysis 
along with the project information noted in Chapter 500 of this manual.  
Upon completion of the Section 404 Environmental Assessment, the 
Division of Environmental Analysis will provide the resulting information, 
along with any recommendations for consideration.  
 
For more information concerning environmental and permit concerns, 
please see Chapters HD-400 and HD-500 of this manual.  Additional 
information may be found in the Division of Environmental Analysis 
Guidance Manual. 
 
 

CONT. 
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GEOTECHNICAL 
OVERVIEW: A determination of the types and locations of soils and rock is essential to 

the design and construction of a roadway.  Typically, a request for soils 
analysis is made after preliminary line and grade approval.  When soil 
and subsurface exploration is required, state forces or consultants may 
perform the work, and the procedure to be followed is as outlined in the 
Geotechnical Manual.  The designer is responsible for the submission of 
adequate information to the Division of Materials, Geotechnical Branch, 
concerning project alignment, grades and cross sections, and any 
changes that occur in them. The Geotechnical Branch will provide a 
report of its recommendations to be placed in the project file. Upon 
receipt of the soils profile and geotechnical report, the designer is to 
incorporate the recommendations in the plans, either by design or plan 
note. The project manager is responsible for incorporating 
recommendations contained in the geotechnical report on the plans. 
 

PUBLIC  
INVOLVEMENT  
PLAN: Public involvement is an essential component in the development of a 

project.  The viewpoints and opinions of the public are important 
considerations in the transportation decision-making process.   
 
The project development team shall establish an outline of the public 
involvement plan as early in the project development phase as possible.  
For more information concerning public involvement, see HD-600 of this 
manual. 
 

BUDGET & FISCAL  
MANAGEMENT: Cash Flow Budgeting:  The Cabinet currently utilizes a cash flow 

budget. Cash flow budgeting is a process where we estimate future 
revenue and compare it to estimated future expenditures.  We then must 
ensure that we have enough future available cash to pay bills.  The 
decision then becomes how much money we authorize in the different 
phases (design, right of way, utilities, and construction) at any given time.  
Therefore, we are required to ensure that cash management plans are in 
place for all projects.  The district cash flow manager, as directed by the 
preconstruction engineer or the project manager, has the responsibility to 
assure that cash flow management plans are in place and that 
appropriate updates and related information have been provided to the 
Division of Program Management.  For those projects that are managed 
in the Division of Highway Design (rehab projects, interstate widening 
projects, CVM stations, etc.), the project manager will provide the 
necessary information to the district cash flow manager.   

CONT. 
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BUDGET & FISCAL  
MANAGEMENT 
(cont.): 

Preliminary Project Estimates:  Six-Year Highway Plan projects will 
have estimates of cost associated with each phase.  These estimates 
may have been determined from a number of sources.  Many project 
estimates were determined by the project team or the preconstruction 
engineer.  The time given to prepare the estimate varies significantly from 
project to project, and this will obviously have an impact on the quality of 
the estimate.  Once a project is included in the Six-Year Highway Plan, 
the Six-Year Highway Plan estimates become the budget for the project.   
 
 

 When a project manager is assigned a project, he or she will need to 
revisit the project estimates.   If the project manager determines that the 
estimates are not viable, guidance should be sought from the Division of 
Program Management.  The project manager is also responsible to 
update the Oracle Preconstruction system when phase estimates change. 

   
 Preparation of Spend-Down Schedule:  In order to predict future 

expenditures, a spend-down schedule is required for project funding 
authorizations.  The Division of Program Management has a Project 
Spend-Down form (Exhibit 200-07) that should be utilized for the funding 
request and the corresponding spend-down plan.  The project manager 
should utilize the milestones for the project to determine when future 
expenditures may occur.  They will work with the district cash flow 
manager to keep this data updated in the Oracle Preconstruction system. 

    
 Requests for Additional Funding:  During the course of a project, the 

need for additional funding may occur.  As stated above, the funding 
established within the Six-Year Highway Plan should be considered the 
budget for a project.  However, changes occasionally occur beyond the 
control of the project team that may require additional funding.  When this 
occurs, the location engineer should contact the ASHEs for Program 
Management to complete the funding request.  The ASHEs will 
communicate directly with the location engineer pertaining to the project, 
which will help in communication flowing to both the central office and the 
districts.  Questions arising from the Division of Program Management 
should also be directed to the location engineer so that the project team 
can be advised and an answer produced.   Communication between the 
location engineer and the project team should be emphasized, as well as 
direct communication between the ASHEs and the location engineer.  
Once additional funding is obtained, the location engineer will inform the 
project manager accordingly. 
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CONCEPTUAL  
DESIGN: Once a project is in the Six-Year Highway Plan, the project team is 

responsible for moving the project through the design process.  The first 
step in the design process is the conceptual design.  The product of the 
conceptual design phase is a transportation decision with an approved 
environmental document based on an alternate and includes the 
preliminary line and grade plans.  There is only one product: the 
transportation decision documented in the environmental document and 
reflected in the engineering plans.  Design is only one component of the 
conceptual design phase.  The project team must work together with 
other disciplines such as Environmental Analysis to deliver the conceptual 
design phase.   
  
In the first chapter of this manual, we discussed the transportation 
decision-making process, which includes the key decision points and the 
NEPA process.  The key decision points include the purpose and need, 
range of alternates, scope of impacts, and selected alternative.  The 
descriptions of these are included in the first chapter.  The following write-
up provides a general overview of the conceptual design process for a 
typical capacity improvement project that requires a finding of no 
significant impact (FONSI).  For a flow chart of the conceptual design 
process, see Exhibit 200-14.  A chart is also included in Exhibit 200-15 
to show the number of weeks to allow central office and/or FHWA to 
review key decisions of a project. 
 

FLOW CHART: 
1. Purpose & Need - The first key decision point involves the purpose 

and need.  This is a meeting where the project team discusses the 
purpose and need for the project, determines the resources needed to 
complete the project, and begins developing a public information plan.  
For consultant projects, this would be the initiation of the consultant 
contract and would include the pre-design conference. 

  
2. Public Meeting #1 - The first public meeting would typically be 

informal and act as a kickoff for the design of the project.  The 
purpose of this meeting is to gather information, determine community 
support of the project, and understand community issues and desires.  
The project team can use this information to finalize the purpose and 
need and help determine the possible range of alternatives. 

CONT. 
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FLOW CHART 
(cont.): 

3. Range of Alternatives - The range of alternatives is another project 
team meeting where the project team reviews the different 
alternatives provided by the design team.  The design team develops 
a range of alternatives that meet the purpose and need of the project. 
Alternatives/corridors previously evaluated during the development 
studies conducted by the Division of Planning should be the beginning 
point. An environmental footprint should also be available before 
alignment studies commence. While a preferred alternative may stand 
out, the project team should resist making a recommendation until 
they understand all the impacts and issues.  

 
Following the review of the alternatives, the subject-matter experts 
(SMEs) would then proceed with an evaluation of those alternatives 
left for consideration.  SMEs are those professionals within our 
various divisions and who are available through consultant contracts 
who have specific expertise available to the project team. While some 
of these SMEs may be core members of the project team, each 
division is responsible for responding with the necessary level of 
timely support and guidance when this expertise is not available at the 
district level.  It is the responsibility of the project team and project 
manager to identify and request these services. Evaluation of the 
range of alternatives should include preliminary information about the 
total project costs.  

 
The output from the range-of-alternatives phase should consist of the 
list of possible, practical, and feasible alternatives that fulfill the 
purpose and need.  The study area for each alternative should also be 
available. 

 
4. Scope of Impacts - After the SMEs have studied the range of 

alternatives, the project team should come together to discuss the 
scope of impacts.  The SMEs should present to the project team the 
results of their investigations, including the baseline studies and the 
corresponding impacts of each of the alternatives on the study area.  
They would also offer suggestions on the risk associated with moving 
forward with each alternative and the time frame involved in resolving 
identified impact issues. Right-of-way professionals and utility agents 
would also present their findings during this meeting so that the 
project team could fully consider the possible impacts that property 
acquisition and utility location might have on the transportation 
decision. 

CONT. 
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FLOW CHART 
(cont.): When determining the impacts, the project team must work through 

the decision-making process, which includes avoidance, minimization, 
mitigation, and enhancement of the impact. After full consideration of 
all issues and impacts, the project team would discuss and possibly 
determine a recommended alternative.  The decisions that are made 
will be documented, and the environmental document would be 
finalized, reviewed, and approved.  The output from the scope-of-
impacts phase could include the draft environmental assessment or 
categorical exclusion, preliminary alternative plans, right-of-way and 
utility impacts with associated costs, possible mitigation measures, 
and corresponding project costs and schedule impacts. If public and 
resource agency involvement is determined to have been sufficient to 
do so, the project team may even identify a preferred alternative in the 
environmental document before the public hearing. 

 
5.  Public Meeting #2 - Once the project team has a reasonable number 

of alternatives and understands the potential impacts, it should be 
ready for another public meeting.  The purpose of this public meeting 
is to present the potential alternatives and gather public opinion. 

 
6. Project Team Meeting - After the public meeting data has been 

accumulated, the project team comes together to discuss the public 
input and the scope of impacts.  They use the available data and 
professional judgment to narrow down the alternatives and possibly 
decide on a preferred alignment. 
 

7. Finalize Environmental Assessment - The environmental assessment 
(EA) is the document that accumulates all the information gathered for 
the project.  This will include the base studies that are completed.  
The EA also documents the different alternatives considered and how 
the project team narrowed down the alternatives.  The EA should 
describe the proposed action in sufficient detail; the purpose and need 
for the proposed action; all alternatives; and the environmental, social, 
and economic impacts, along with the secondary and cumulative 
effects of the proposed action for each of the alternatives.  The EA 
should have proposed mitigation measures.  It should also have a list 
of the persons and agencies consulted during the early coordination 
process.  Once the draft EA is completed and approved by FHWA, the 
project team is ready for a public hearing. 

 
8. Public Hearing - The public hearing is the only public meeting that is 

required by law.  The details of how to conduct a public hearing are in 
the “Public Involvement” chapter, HD-600. 

CONT. 
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FLOW CHART 
(cont.): 

9. Selected Alternative - Following the approval of the environmental 
assessment and the public hearing, the project team would meet and 
select a preferred alternative based on environmental, economic, and 
engineering issues and public input. The final environmental 
document would then be prepared, reviewed, and approved.  The 
output would be the final approved environmental document and the 
selected alternative to proceed into phase II (final) design. 

 
10. FONSI & Location Approval - The finding of no significant impacts 

(FONSI) is the final environmental document that details what 
decision was made.  The FONSI focuses on the selected alternative 
and also responds to issues raised during the public hearing.  The EA 
should be attached to the FONSI, as it provides the supporting 
documentation for the decisions made for selecting the alternative.  It 
should have a statement included stating that the proposed project 
will have no significant impacts on the environment.  The FONSI 
should reflect compliance with all applicable environmental laws and 
regulations.  The project team will then prepare and announce 
location approval to inform the public of the decision.  The 
announcement may be provided through whatever media is deemed 
appropriate (e.g., newspaper). 

 
11. Final Design - The FONSI is signed, and the project team continues 

the detailed design, preparing plans for right-of-way acquisition and 
construction. 

 
The above process can change significantly from project to project.  We 
may have to have more public meetings due to controversy on a 
particular project or the need to deal with a number of different 
alternatives.  We also discuss in the “Public Involvement” chapter the 
possibility of having advisory committees, focus groups, etc., which will 
require more public meetings.  The above is shown to provide an 
example to help explain the different aspects of delivering a project 
through the conceptual phase. 
 
Categorical exclusion projects can be performed similarly.  However, 
typically you can combine a number of the meetings and expedite this 
process.  A public hearing is also not required.   
 
On larger, controversial projects, an environmental impact statement may 
be required.  We still use a similar process; however, we will require more 
input from interested agencies, and more documentation is required.  
Please review Chapter 400, “Environmental Considerations,” in this 
manual and the Division of Environmental Analysis Manual for further 
information. 

CONT. 
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COMMUNICATING  
ALL PROMISES  
(CAP): During the course of project development, many commitments (promises) 

are made by different people associated with the project.  In order to 
ensure that commitments are kept, the project manager will accumulate 
all promises and track those promises in the Oracle Preconstruction 
database system.  The Precon system has an entry labeled “CAP” that 
allows the entry of: 
    

 A description of the promise 
 To whom the promise was made 
 The date the promise was made 
 Location of the work or activities to fulfill the promise 

 
All project reports/documents prepared in the planning phase shall 
contain a CAP list as a separate listing.  The project manager shall enter 
the promises from the planning report into the Precon CAP system and 
will remain the keeper of the CAP for each individual project.  All 
subsequent project promises are to be communicated to the project 
manager, endorsed by the project team, and only then officially logged 
into the CAP system by the project manager. 
  
The extent to which project promises can be made by other individuals is 
to be determined by the project manager.  The project manager shall 
retain the responsibility for ensuring that all promises (roadway features, 
environmental, right of way, utilities, structure design, etc.) are ultimately 
brought to reside in the system.  The system is designed to not permit 
deletions.  If a promise is to be changed or countermanded, an additional 
entry will be required to document this change.  The project manager 
should understand that the goal is not to increase the number of promises 
made but to ensure that we deliver on the promises that are made.   
 
The project manager should use the report function that is included in the 
Precon system to aid in creating a CAP report.  This report should be 
included in the documents submitted to PS&E for letting.  The CAP report 
shall be included in the bid package and shall remain a part of the 
contract document.   
 

CONCEPTUAL  
DESIGN MEETING  
MINUTES: As detailed in the conceptual design section, minutes of all the meetings 

should be prepared.  Include the comments and recommendations of all 
members of the inspection party in those minutes.  Also, note the scales 
to be used for plan development (if different from standard) and a 
tentative list by station and size of all structures or a statement on no 
structures and a cost estimate.   

CONT. 
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CONCEPTUAL 
DESIGN MEETING 
MINUTES (cont.): The preparation of an attachment to the conceptual design meeting 

minutes entitled "Avoidance Alternatives to Water-Related Impacts" is 
required on all projects.  This document may address the minimization 
aspect when appropriate.  The document must identify each blue-line 
crossing and describe anticipated construction activities (e.g., bridge, 
culvert, channel change.)  Document projects that do not involve any 
water-related impacts as such in the body of the report.  Blue-line streams 
on the quad sheets are the streams that require specific attention to 
avoidance alternatives.  The document may exclude some blue-line 
streams from the attention noted in these requirements.  Examples 
include streams with minimal contributing area resulting in flows of a very 
intermittent frequency or steep gradients.  The inspection party should 
address these situations and document their exclusion in the conceptual 
design meeting minutes. 

 
  Approval of the conceptual design meeting minutes constitutes approval 

of an alignment for the geometric design.  Once the environmental 
document is signed and the conceptual design minutes approval is 
obtained, the alignment decision is complete.  This alignment will 
continue to be refined, with appropriate attention to further minimizing 
impacts to wetlands, streams, historic areas, and other environmental 
considerations as this detail is developed.  Once the project reaches a 
stage that avoidance and minimization steps have been satisfied, the 
designer will then be responsible for the development of a mitigation plan 
with guidance from the Division of Environmental Analysis.  Incorporate 
the appropriate material into the plans to mitigate any 
environmental-related impact.  This step should occur before the final 
inspection. 

 
DESIGN EXECUTIVE  
SUMMARY: The design executive summary (DES) is the record of engineering 

decisions related to the project.  A signature from the director of the 
Division of Highway Design constitutes geometric approval and confirms 
the rationale used in determining geometric aspects of the proposed 
facility.  The DES contains information about the project description, 
roadway characteristics, typical geometric criteria recommended for the 
roadway, existing conditions, and the project team's recommendations.  
The DES contains rationale concerning requested design exceptions and 
is utilized by the Division of Environmental Analysis in determining 
environmental actions that may be required.  Since the DES documents 
the rationale used when making important design decisions, it is 
important to document reasons for conclusions that are made to provide a 
record of approvals.  Should these decisions ever be challenged, the DES 
shows that a conscientious effort was made by the project team when 
reaching conclusions.   

CONT. 
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DESIGN EXECUTIVE 
SUMMARY (cont.): A lower-than-minimum standard shall not be used without prior approval 

of the director of the Division of Highway Design.  Sound engineering 
reasoning and justification must accompany a written request to grant 
approval for the incorporation of any lower-than-minimum standard. 
 
The project manager or a designated representative completes the DES 
and forwards it to the location engineer with the signatures of the project 
engineer and the project manager.  After the location engineer reviews 
and confirms the information, the location engineer signs the DES and 
forwards it to the manager of the Roadway Design Engineering Branch 
for review and approval.  After the branch manager's approval and 
signature have been obtained, the DES is delivered to the Division of 
Highway Design director for final approval.  A copy of the approved DES 
is returned to the project manager and the location engineer to be filed in 
the project file after the director has signed the document.  FHWA must 
approve exceptions for interstate projects.  Elements to be included in the 
DES are as follows: 
 

 TC 61-9 form fully completed as applicable 
 Project location map 
 Project description 
 Purpose and need 
 Description of alternatives (including no-build alternative) 
 Cost comparison of each alternative 
 Choice of preferred alternative (and why) 
 Brief but concise MOT plan 
 Typical sections (including bridge typical, if applicable) 
 Discussion of design exceptions (see HD-704) 
 Preferred alternative cost vs. Six-Year Highway Plan budget 
 Reason for cost overrun (typically if the estimated costs exceed the 

Six-Year Highway Plan budget costs by 15 percent or more) 
  Avoidance of water-related impacts discussion sheet 
  Consideration of bike and pedestrian facilities 

 
A blank copy of the DES is provided in Exhibit 200-16, and an example 
DES in Exhibit 200-17. 

CONT. 
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ADVERTISEMENT  
FOR LOCATION  
APPROVAL:  Advertisements for location approval are required for those projects that 

have an EIS or FONSI document.  While there is no regulatory or 
statutory obligation to advertise for location approval for projects that 
have categorical exclusions (CEs) and programmatic categorical 
exclusions (PCEs), advertisements are encouraged as an indication of 
the Cabinet's willingness to share information with the public.  While 
approval in newspapers with either statewide circulation or regional and 
local circulation is not a requirement, location approval on all federally 
funded projects should continue.  It is important that every effort be made 
to keep the public involved and informed concerning environmental 
clearance/location approvals.  The decision as to the manner of the 
advertisement is a matter of balancing the costs of advertising with the 
expected benefits to be derived.  The project team may elect to advertise 
location approval notices for projects in bulk, through the Web, or by other 
innovative advertisement means.  Projects that require an EIS or a 
FONSI should be advertised in local or regional newspapers and, when 
appropriate, one newspaper with statewide circulation. 

 
VALUE ENGINEERING  
STUDIES:  Regulations require that value engineering (VE) and related life-cycle cost 

analyses be conducted for projects on the National Highway System 
(NHS) with total phase costs of $25 million or more.  Typically, these VE 
studies are conducted shortly after the preferred alternative has been 
chosen.  Whenever a candidate project is identified, the value 
engineering coordinator at the central office Division of Highway Design 
should be contacted so that a VE study can be scheduled.  The VE team 
should be populated with Cabinet personnel from Design, Construction, 
and other disciplines.  The VE study may be conducted through the 
statewide VE consultant, if desired.  The project team has the discretion 
to consider VE studies for other projects not on the NHS if the facility has 
a relatively high cost or is of a complex nature.  Use of the statewide VE 
consultant is at the discretion of the Division of Highway Design. 
 

INTERCHANGE  
JUSTIFICATION  
STUDIES:   The FHWA requires an interchange justification study (IJS) to add access 

(interchanges and ramps) to the existing interstate system.  This policy is 
applicable to new or revised access points to existing interstate facilities 
regardless of the funding of the original construction or the funding for the 
new access points.  Revised access is considered to be a change in the 
interchange configuration even though the number of actual points of 
access may not change.  For example, replacing one of the direct ramps 
of a diamond interchange with a loop, or changing a cloverleaf 
interchange into a fully directional interchange, would be considered 
revised access for the purpose of applying this policy. 

CONT. 
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INTERCHANGE 
JUSTIFICATION 
STUDIES (cont.): All requests for new or revised access points on completed interstate 

highways must be closely coordinated with the planning and 
environmental processes.  The FHWA approval constitutes a federal 
action and, as such, requires that the NEPA procedures be followed.  The 
NEPA procedures will be accomplished as part of the normal project 
development process and as a condition of the access approval.  This 
means the final approval of access cannot precede the completion of the 
NEPA process.  To offer maximum flexibility, however, any proposed 
access points can be submitted for a determination of engineering and 
operational acceptability prior to completion of the NEPA process. 
 
The project team should obtain engineering and operational acceptability 
as early in the process as possible.  The IJS should be submitted to the 
FHWA.  It should consist of an introduction that describes the project and 
its need.  The document should be clearly written for someone who is not 
familiar with the project, the area, or the state.   
 
The request shall address eight policy points (italicized) as described 
below, along with a short explanation of what should be written to satisfy 
the eight policy points: 
 
1. The existing interchanges and/or local roads and streets in the 

corridor can neither provide the necessary access nor be improved to 
satisfactorily accommodate the design year traffic demands while at 
the same time providing the access intended by the proposal. 

 
Describe the proposed new or revised access and explain the need 
for the access point.  Establish need by showing that the current or 
future traffic cannot be accommodated by improvements to the 
existing roadway network and the existing interchanges/ramps, and 
that traffic demanding the new/revised access is for regional trips 
rather than local traffic circulation. 

 
2. All reasonable alternatives for design options, location, and 

transportation system management type improvements (such as ramp 
metering, mass transit, and high-occupancy vehicle [HOV] facilities) 
have been assessed and provided for if currently justified or 
provisions are included for accommodating such facilities if a future 
need is justified. 

 
Describe the different alternatives considered and why the selected 
alternative was chosen.  This description should include why the 
layout for the selected alternative was chosen, including the other 
configurations considered and whether something is prohibiting the 
use of an alternative design.  Cost is usually not the only reason. It 
plays a role in the decision, but it is not a justification for a poor 
design.  Answer the question: Why this design? 

CONT. 
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INTERCHANGE 
JUSTIFICATION 
STUDIES (cont.): 

3. The proposed access point does not have a significant adverse 
impact on the safety and operation of the interstate facility based on 
an analysis of current and future traffic.  The operational analysis for 
existing conditions shall, particularly in urbanized areas, include 
analysis of sections of interstate to and including at least the first 
adjacent existing or proposed interchange on either side.  Crossroads 
and other roads and streets shall be included in the analysis to the 
extent necessary to assure their ability to collect and distribute traffic 
to and from the interchange with new or revised access points. 

 
A traffic and operational analysis needs to be performed that includes 
an analysis of adjacent segments of the freeway as well as nearby 
existing and proposed interchanges. 

 
 The limits of the analysis on the interstate shall at a minimum be 

through the adjacent interchanges on either side of the proposed 
access.  The limit of the analysis on the existing or improved surface 
street system will be the extent of the system necessary to show that 
the surface street system can safely and adequately handle any new 
traffic loads resulting from the new/revised access point. 

 
 The analysis should utilize the current “Highway Capacity Manual” 

operational analysis procedures.  If other procedures are used (i.e., 
CORSIM), it should be verified that appropriate assumptions are 
made and that the FHWA and the Cabinet agree with the results. 

 
 The IJS must contain mainline and crossroad/local street traffic 

volumes (ADT and DHV) including turning movements for current year 
and design year.  An accident analysis must identify accident history 
and rates in the freeway section and surface streets affected and 
project the rates that will result from traffic flow and geometric 
conditions imposed by the proposed access. 

 
4. The proposed access connects to a public road only and will provide 

for all traffic movements.  Less than “full interchanges” for special-
purpose access for transit vehicles or HOVs or into park-and-ride lots 
may be considered on a case-by-case basis.  The proposed access 
will be designed to meet or exceed current standards for federal-aid 
projects on the interstate system. 

 
 It should be illustrated that the access connects to a public road and 

will provide for all traffic movements.  If a less than “full interchange” is 
being requested, justification must be provided.  If the interchange is 
being built in phases where there will be a time where a less than “full 
interchange” is provided, the phasing and operations should be 
described in detail. 

CONT. 
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INTERCHANGE 
JUSTIFICATION 
STUDIES (cont.): 

5. The proposal considers and is consistent with local and regional land 
use and transportation plans.  Prior to final approval, all requests for 
new or revised access must be consistent with the metropolitan 
and/or statewide transportation plan, as appropriate; the applicable 
provisions of 23 CFR, part 450; and the transportation conformity 
requirements of 40 CFR, parts 51 and 93. 

 
 The Cabinet will coordinate with MPOs, when appropriate, and local 

and regional planning groups to ensure consistency with any land use 
plans. 

 
6. In areas where the potential exists for future multiple interchange 

additions, all requests for new or revised access are supported by a 
comprehensive interstate network study with recommendations that 
address all proposed and desired access within the context of a long-
term plan. 

 
 If the access request is occurring in a developing area or in an area 

that has the potential for future interchange additions, it should be 
shown how this access has been part of a comprehensive interstate 
network study and is consistent with it.   

 
7. The request for a new or revised access generated by new or 

expanded development demonstrates appropriate coordination 
between the development and related or otherwise required 
transportation system improvements. 

 
 When the request for a new or revised access is generated by new or 

expanded development, demonstrate appropriate coordination 
between the development and related or otherwise required 
transportation system improvements. 

 
8. The request for new or revised access contains information relative to 

the planning requirements and the status of the environmental 
processing of the proposal. 

 
 The request should conform to the Six-Year Highway Plan.  The 

status of the environmental processing should include the type of 
environmental document and when it was signed.  If it has not been 
signed, briefly describe the status and schedule of the document 
along with its anticipated completion date. 

 
The IJS should specifically mention each of the above eight policy points 
with an explanation and analysis, if appropriate. 
 

 

 



HD-204 
 

 

Chapter 
 

ADMINISTRATIVE PROCEDURES 
 

 

Subject 
 

Final Design 
 

 
 
 
 
 
 
 
 
 
 
 
 
OVERVIEW: The project moves into the final design phase once a selected alternative 

has been chosen and the transportation decision has been documented.  
Resolutions of project-specific issues or special circumstances identified 
in the conceptual design phase must be carried through to the final 
design. 
 
The decisions made during the final design phase create the plans 
needed for right-of-way acquisition, utility relocation, and construction 
letting.  This section contains information regarding the final design 
process. 
 

RESPONSIBILITIES: Incorporation of design elements into the final design is the responsibility 
of the designer.  The project manager is responsible for assuring this 
occurs. 
 

REQUEST FOR  
PAVEMENT  
DESIGN: The responsibility for designing the pavement depends on the average daily 

traffic (ADT), percentage of trucks, and equivalent single axle loads 
(ESALs).  A pavement design submittal folder shall be submitted after a 
selected alternative has been chosen.  For more information on pavement 
design see HD-1000 of this manual.   

 
ROADWAY SIGN  
DESIGN: On projects that require signing plans, the roadway designer should 

coordinate with the Roadway Sign Design Function before right-of-way 
plans are submitted to coordinate with utilities and ensure there is adequate 
space provided for the signs.  Signing plans shall be completed to a 
conceptual stage in time for delivery to the project team prior to the joint 
inspection in order that right-of-way and utility needs may be 
accommodated.  Conflicts between roadway design elements and the 
placing of the signs also need to be addressed.  The roadway designer 
should again coordinate with the roadway sign plans before the project 
letting date so that the signing plans will be completed in time.  For more 
information on signing, see HD-1200 of this manual. 

CONT. 
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SOIL & SUBSURFACE  
EXPLORATION: 

Recommendations from the geotechnical report will be used in the final 
design.  (More information on the geotechnical report is described above 
in the geotechnical overview.)  Further geotechnical information may be 
needed during final design for structural design elements. 
 

SUBSURFACE UTILITY  
INFORMATION: Complete and concise locations of existing utilities shall be obtained early 

in the design process.  If during the design process it becomes apparent 
that roadway construction may conflict with underground utilities, a more 
accurate location of the utility can be requested.  The project team shall 
determine the quality level of utility locations that are appropriate for the 
various stages of project development. 

 
  For more information on subsurface utility location, see HD-303. 

 
ROADSIDE SAFETY  
DESIGN: Roadside safety design is a very important component of the total 

highway design and should be thoroughly considered during the design 
process.  The goal of roadside safety design is to create a “forgiving 
roadside,” which allows for errant vehicles leaving the roadway and 
supports a roadside design where serious consequences are reduced.   
 
For more information on roadside safety design, see HD-800. 
 

INTERSECTION  
DESIGN & SIGNAL  
PLANS: The designer should use the traffic capacity analysis, site data, and crash 

data to prepare studies of alternative configurations/alignments for the 
intersecting roadways.  The intersection’s configuration decision and 
potential use of traffic control devices should be discussed and decided 
by the project team on an intersection-by-intersection basis. 
 
The project manager is ultimately responsible for making sure the 
appropriate traffic plans are identified and included in the total plan set. In 
order to facilitate this process, the project manager should notify the 
district traffic engineer of project team meetings and inspections as early 
in the process as feasible.  
 
When the project team identifies locations that might require signal, 
signing, and/or lighting plans, the district traffic engineer should notify 
central office Traffic in writing and provide appropriate supporting 
information.   
 
For more information on intersection design and signal plans, see HD-
900. 

CONT. 
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RAILROAD  
COORDINATION: Coordination with railroad companies must be done when highway 

improvements encroach upon railroad facilities.  The central office 
railroad coordinator should be contacted as soon as possible, but no later 
than the selection of the preferred alternative, in order to facilitate the 
necessary approvals and identify what additional considerations should 
be made concerning the potential impacts of the highway on their 
facilities.  The project manager should also ensure that the 
Preconstruction Project Database documents the need for railroad 
involvement.  This is typically done by adding “Railroad Involvement” in 
the project concerns area.   

 
For more information on railroad coordination, see HD-1400. 
 

ACCESS  
MANAGEMENT: Access management includes several principles and techniques that are 

designed to increase the capacity of roads, manage congestion, and 
reduce crashes.  Since these are goals in the planning and design of new 
roads and the reconstruction of existing roads, designers should 
incorporate access management techniques into project designs. 

 
For more information on access management, see HD-1100. 
 

PEDESTRIAN  
FACILITIES/BIKE  
FACILITIES: The project development team (PDT) may need to consider incorporating 

pedestrian facilities or bicycle facilities in the project.  For guidance on 
where and when to include pedestrian facilities/bicycle facilities in 
roadway projects, see HD-1500.   

 
 
MAINTENANCE  
OF TRAFFIC: The project team should consider and discuss traffic control procedures 

at the preliminary line and grade inspection and address them in the 
inspection report.  The designer should design a detailed suggested 
sequence of construction for presentation and review at the joint 
inspection.  Maintenance-of-traffic schemes should be developed and 
placed as drawings and notes on traffic control sheets within the plans.  If 
limited notes are required, place these notes on the General Notes sheet 
for the project. The maintenance-of-traffic plan is to be developed using 
the Standard Specifications for Road and Bridge Construction and 
Standard Drawings as a basis.  Write only those requirements not 
provided in the Standard Specifications for maintaining and controlling 
traffic into the maintenance-of-traffic plan.   

CONT. 
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MAINTENANCE OF 
TRAFFIC (cont.):  The maintenance-of-traffic plan will clearly indicate all required phasing, 

method of traffic control, and any time or construction limitations on the 
contractor.  Give attention to developing strategies that will limit impact to 
the traveling public.  As much as possible, maintain the existing number 
of lanes throughout a construction project, particularly on the interstates 
and other major routes.  Where it is determined that lane restrictions are 
necessary, consider options that limit closures.  Some considerations for 
these decisions will include restricting work during peak periods of traffic 
flow on the route and the use of nighttime construction.  The 
maintenance-of-traffic plan should also take into account other adjacent 
roadway sections that may be under construction and avoid conflict 
between competing phases of adjacent projects. Approval of the 
maintenance-of-traffic plans is the responsibility of the project team. The 
project team will agree upon appropriate documentation for each 
maintenance-of-traffic plan, but this documentation, at a minimum, should 
consist of the signatures of the district branch managers for Preconstruction, 
Construction, and Traffic (and FHWA on interstate projects).  This 
documentation should be placed in the project file within the district, with a 
copy to the location engineer.  

 
The designer should read the Standard Specifications to become familiar 
with the requirements for each bid item.  Section 112 of the Standard 
Specifications specifically involves maintenance-of-traffic issues. Bid 
temporary or permanent signs required for a project on a square-foot 
basis.  This includes those signs shown routinely in the Standard 
Drawings.   

 
The project team is responsible for developing all permanent and 
temporary striping plans, including the use of pavement markers if 
required for the project. For more information on pavement markings, see 
HD-1201.  Other traffic control devices, such as message boards and 
flashing arrows, must also be identified and bid in adequate numbers for 
each project. 

 
Diversion Geometric Design - On-site diversions should desirably be 
constructed to the standards, design speed, and pavement widths that are 
present on the existing facility.  Where this is not feasible, the appropriate 
speed warning signs should be included in the traffic control plan.   
 
Detours – Plans for detours involving road closures should consider the 
length of the detour route, condition of the detour route, weight limits of 
structures, and costs of conditioning and maintaining the detour route.  A 
detour map will be included in the plans showing the detour route(s) and the 
signs necessary.  The project team will decide who will be responsible for 
posting the project’s detour signs. 

CONT. 
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MAINTENANCE OF 
TRAFFIC (cont.): Maintaining Traffic – On projects where plans for maintaining through 

traffic and detailed detour plans are not provided, the following note applies: 
 

 All main line diversions and specified cross roads 
constructed to maintain through traffic that are to be used for 
a period of seven days or more shall be paved as directed 
by the engineer.  Pay the paving at the contract unit prices 
for the respective materials used.  Diversions constructed as 
a convenience to the contractor that are to be used for a 
period of seven days or greater shall be paved also; 
however, the contractor shall bear the total cost. 

 
 Maintenance-of-Traffic Bid Items - All projects shall include a bid item for 

"Maintain and Control Traffic."  The unit shall be lump sum.  Bid all traffic 
control items in accordance with the Standard Specifications for Road and 
Bridge Construction, current edition.  
 
All roadway projects that contain a diversion in the plans shall also include a 
bid item for "Diversions.”  The lump-sum bid shall include all necessary 
grading, culverts, and bridges to construct the diversion and shall include 
removal.  Compute earthwork for all diversions shown on the plans and note 
quantities of excavation and embankment on the plans for the contractor's 
information only.  These quantities shall not be included in the pay items for 
earthwork.  Note the opening for drainage structures in square feet for the 
contractor's information.  Please refer to the Drainage Manual for the proper 
sizing of drainage structures for a diversion. 

 
 As traffic control plans become more extensive and complex, separate pay 

items shall be required.  These pay items apply to traffic signals, stationary 
signs, flashing arrows, temporary barrier walls, temporary guardrail, 
temporary crash cushions, temporary pavement markers, and temporary 
removable striping tape.  The designer should also consider bid items 
needed for relocating the above features when detailed on the 
maintenance-of-traffic plans.  Other pay items may include variable 
message signs and any other special or unusually expensive items peculiar 
to the project, in addition to the "Maintain and Control Traffic" item. Bid all 
traffic control items in accordance with the Standard Specifications for Road 
and Bridge Construction, current edition.  

 
INNOVATIVE BID  
PROCESSES: The designer should carefully consider the impacts of construction on 

motorists.  Innovative bid processes are recommended to be used only 
when the public will experience extreme disruption and delays or when 
the time of completion of a project or an individual phase is particularly 
critical.  Should the designer choose to use this methodology, a well-
developed maintenance-of-traffic plan with all phases well thought out 
and developed is mandatory.  Base the rates applicable in each of the 
following described processes on established practices for benefit/cost 
ratios based on road user delay costs.  The Division of Planning may help 
in the development of these ratios. 
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INNOVATIVE BID 
PROCESSES 
(cont.):  Incentive/Disincentive - To charge liquidated damages against all project 

completion dates is common.  Liquidated damages may also be charged 
in excess of rates established in the Standard Specifications when 
deemed appropriate and when the expected impacts to the public may be 
considered to be greater than the damages established by specification.  
Liquidated damages may also be charged against individual phases of a 
contract, particularly when the phase is deemed to be particularly critical 
to the operation of the highway or for the safety of the motoring public.  
However, the use of incentives/disincentives described below is probably 
a more effective method to handle the impacts of individual phases. 

 
Incentive/disincentives should be considered on projects having high 
traffic volumes and involving construction requirements that will greatly 
restrict or even shift traffic away from the existing facility. The 
incentive/disincentive contract compensates a contractor the same per 
day for early completion of a contract or phase as penalizing the 
contractor for late completion.  If a decision is made to apply a different 
incentive and disincentive cost, the incentive rate shall not be greater 
than the disincentive.  Base the amount applied for the 
incentive/disincentive on estimates of such items as traffic safety, traffic 
maintenance, and road-user delay costs. Generally apply 
incentive/disincentives only to work that directly affects motorists; 
therefore, this frequently does not replace normal contractual liquidated 
damages.  The incentive/disincentive provision should be of an adequate 
amount to motivate a contractor to complete the project or phase ahead 
of schedule.   

 
In considering the use of incentives/disincentives or any of the other 
innovative practices that follow, the designer must assure that the work 
zone will be free of delays that will be beyond the contractor's control, 
e.g., utility work.  The use of incentive/disincentive contracts should be 
based on a calendar day completion or a fixed completion date rather 
than a workday completion.  Therefore, the proposal must address or 
waive any contractual language that suggests a conflict with the times 
established for the incentive/disincentive.  This includes the end of 
construction seasons or other seasonal construction limitations and 
impacts by holidays.  Incentive/disincentive contracts should take into 
account a contractor working beyond a normal 40-hour work week to 
accomplish the work.   
 
Another consideration the project team should discuss is how the 
construction engineering and inspection (CEI) will be accomplished.  The 
project team should work with the Division of Construction for workload 
scheduling.  There will be occasions when the Cabinet may determine to 
contract out this service. 

CONT. 
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INNOVATIVE BID 
PROCESSES 
(cont.):  Cost Plus Time Bidding (A+B Bidding) - Cost plus time bidding is 

utilized where it is desired for the contractor to develop the most timely 
method of completing a project.  Develop bidding for this type of project 
by the formula A+B=C. 

 
Where A = the traditional bid for contract items and is the actual 
contractual amount and B = the total number of calendar days required to 
complete the project multiplied by a road user cost/day established by the 
project development team.  The contract is awarded based on the total 
bid, C, made by the contractor.  A disincentive is included in the contract.  
It is based on the established road-user costs and is placed in effect if the 
number of days bid by the contractor is exceeded.  Similarly, an incentive 
cost is usually included in the contract to reward the contractor for 
completing the work earlier than the time bid.  It is best to use A+B 
bidding for specific major phases of a contract rather than the entire 
contract. 

  
Cost plus time bidding is effective when multiple bidders will be involved.  
If the designer determines that there is a likelihood that a single bidder 
will be involved for a project, it is more appropriate that one of the other 
two described innovative bidding processes be utilized for that project. 

 
Lane Rental - The lane rental concept is used to encourage contractors 
to minimize road-user impacts during construction, while permitting them 
the greatest flexibility in deciding the appropriate time frames for lane 
closures and restrictions.  In this concept, there is no specific bid item for 
lane rental.  Rather, base the award of the project solely on the 
contractor's estimated bid price.  However, a provision for a lane rental 
fee assessment based on a road-user cost is included in the contract and 
is assessed against the contractor's contract on his monthly contract 
payments.  Assess the fee for the time that the contractor occupies or 
obstructs any part of the roadway.  The fee may be specific to certain 
segments of the contract. 
 
The designer may base rental fees on weekly, daily, hourly, or even 
fractions-of-an-hour rates.  Also, consider the lengths of lane closures.  
Greater fees may be charged for certain times when traffic may be 
greater; e.g., during rush hours when hourly rates are bid or during 
holidays when a daily rate is bid.  The designer may still make restrictions 
on lane closures for special events or holidays. Generally, the 
Department should limit the restrictions placed on the contractor and 
leave the decision of the best periods for his or her actions within the 
contractor's judgment.  Obviously, critical path method scheduling of this 
type of an operation is essential for the contractor to assure the economic 
impact to his or her contract and for the Department’s complete 
understanding of the schedule on which the contractor will complete the 
work.  Neither the Department nor the contractor will give any indication in 
the project bid as to the anticipated time for which assessments may 
occur. 
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INNOVATIVE BID 
PROCESSES 
(cont.): Consider lane rentals on projects that greatly affect the traveling public.  

Major urban projects are prime candidates.  The intent of lane rentals is to 
encourage contractors to schedule their work to keep lane restrictions to 
a minimum, both in terms of duration and the number of closures or other 
obstructions that occur.  Lane rentals also encourage lane closures at 
low-volume times.  
 
Consider pre-bid conferences whenever using innovative bidding 
methods. This allows the contractor to understand the established 
restrictions, the time frames involved in the overall project, and specific 
phases that require extra control and effort. 

 
Construction Practices - The Transportation Research Board completed 
a series of studies that measured the actual flow of traffic in work zones.  
The following chart is an indication of expected impacts to traffic flow 
when lane reductions occur: 
 
NUMBER OF 
NORMAL LANES

2 
3 
3 
4 
4 
5 

NUMBER OF 
OPEN LANES 

1 
2 
1 
3 
2 
2 

AVERAGE 
VPH 
1340 
2980 
1170 
4560 
2960 
2740 

CAPACITY 
(PCPHPL) 

1340 
1490 
1170 
1520 
1480 
1370 

 
The average capacities shown are for the expected total traffic on the 
open lanes in the construction zone and the traffic per vehicle lane.  As 
shown in these charts and as should be expected, the more merging that 
is required in a construction zone, the less traffic can pass through the 
work area.  Use these numbers for a rough prediction of encountering 
expected delays because of lane closures.  Obviously, having the 
presence of ramps within the construction zone increases the impact to 
the traffic flow. 
 
The impact to traffic occurs at the merge point.  As traffic flows into the 
reduced lanes, traffic counts as shown above may be expected.  Length 
of closure has no impact on the amount of traffic that can pass any 
roadway segment, as the reduced lanes control the number of vehicles 
that may pass.  However, avoid lengthy lane closures, particularly if no 
apparent work is visible to the motorist, because they are frustrating to 
travelers.  Establish lengths of closures based on a reasonable period to 
accomplish work activities.   

CONT. 
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INNOVATIVE BID 
PROCESSES 
(cont.): As discussed previously, lane rentals based on a per-mile basis of 

closure may be an effective method to permit the contractor the maximum 
closure he or she deems feasible in an established period.  The designer 
may consider complete closures of roadways or ramps to finish 
construction in the shortest periods possible where alternate routes exist.  
Another consideration would be to permit closures on only one side of the 
highway at a time.  The appearance of work occurring on one side while 
the other side is restricted with little activity may be discouraging to the 
motorist. 
 
Use two-lane, two-way operation (TLTWO) on one roadway of a normally 
divided highway only after careful consideration of other available 
methods of traffic control.  The PDT should consider the use of median 
barrier wall for positive separation of traffic on TLTWO.  Generally, a 
TLTWO should be used on urban-type streets or other low-speed 
operations and where the driver can see the transition back to normal 
one-way operations.  There may still be some reason the project 
development team may choose using TLTWO in circumstances other 
than those cited without the use of barrier wall.  In these cases, separate 
the lanes by tubular markers and pay for in accordance to guidance found 
in the Standard Specifications.   
 
Traffic References - The designer is referred to the Traffic Control through 
Highway and Street Work Zones Manual, the Standard Drawings Manual, 
and the Manual on Uniform Traffic Control Devices. 

 
DETERMINATION OF  
EXCESS EXCAVATION  
AREAS: Recent experiences by construction contractors in acquiring permanent 

excess excavation sites, and corresponding permits required by the U.S. 
Corps of Engineers, demand that attention be given to the volume of 
materials generated from the project and the final disposition of those 
materials.  The balance of excavation and embankment within economic 
limits should be considered in conjunction with all alternate alignments and 
grades studied.  Opportunities to correct any imbalances should also be 
examined during the final plan reviews. 

CONT. 
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DETERMINATION OF 
EXCESS EXCAVATION 
AREAS (cont.): Beneficial utilization of excess excavation material within or adjacent to the 

right of way is almost limitless.  On projects where earthwork distribution 
indicates excess excavation material will be generated by the project, 
consideration should first be given to further adjustment of horizontal 
alignments, vertical grades, and road geometrics to achieve a balanced 
distribution.  Special attention should be given to areas where elimination of 
guardrail through use of such techniques as flattening of slopes or creation 
of false cuts may enhance safety.  There may be opportunities to adjust the 
alignment to improve horizontal sight distance, by moving into more of a fill 
situation or less of a cut.  Vertical sight distances may be improved beyond 
minimum standards by flattening or alternatively raising grades to reduce or 
lengthen vertical curves, which may subsequently reduce or increase 
excavation (as the need may be) to meet embankment requirements.  
Areas for filling between the proposed roadway and existing roads should 
be explored for opportunities to eliminate hazards or drainage structures, 
reduce flooding in the area, or enhance overall drainage characteristics.  
Filling of depressions or depressed properties adjacent to the roadway may 
enhance drainage and also facilitate utility relocations.  Local governments 
and public agencies may have economically accessible property to fill. 

 
At the earliest stage of project development, the project team should assess 
earthwork distribution and determine the best method for handling any 
excess excavation.  Due to the economic and time issues involved, this 
must be part of the decision-making process during the Phase I 
development and documentation.  If it is determined that off-site permanent 
storage of excess material will be necessary, a sufficient number of 
reasonably located and economically accessible potential storage sites to 
accommodate the volume of excess material should be identified and 
presented to the project team.  A determination should then be made by the 
project team to (a) designate all or part of the fills as part of the plans, or (b) 
allow the contractor to provide his or her own fill sites.  That determination 
must be based upon an economic benefit to construction of the highway 
and be supported by an analysis that economically justifies selection of the 
particular identified fill areas. 

 
Whether or not fill sites are included in the plans, permits required under 
Section 404 of the Clean Water Act should be obtained from the U.S. Corps 
of Engineers during project development for all of the identified sites.  Corps 
of Engineers permit applications, including necessary plans, environmental 
baselines, and other data, should be prepared and ready for submission to 
the appropriate Corps of Engineers district at the time of right-of-way plan 
submission to the central office.  A permit can be obtained whether or not 
we intend to purchase the property. 

CONT. 

 
01/06  Page 10 of 25 



ADMINISTRATIVE PROCEDURES—Final Design HD-204 
 

 

DETERMINATION OF 
EXCESS EXCAVATION 
AREAS (cont.):  If the earthwork distribution and economic assessments indicate sufficient 

available fill areas, containing adequate storage space, that would allow the 
contractor flexibility and have a positive effect upon the project bidding, the 
preferred choice should be to not designate off-site permanent storage 
areas in the plans.  However, the potential sites should be permitted, and 
identified accordingly in the plans, but it should be left to the discretion of the 
contractor to dispose of the excess material in accordance with the 
Department’s Standard Specifications for Road and Bridge Construction.  If 
the contractor chooses not to use the permitted sites, he or she will be 
responsible for obtaining the necessary permits and for completing the 
project within the specified contract completion time. 

 
If an adequate number of storage areas are not available that would prevent 
an individual property owner or bidder from adversely affecting the project 
cost, or otherwise control the bidding process, the project team should 
consider including the disposal sites in the plans.  The plans will include 
details showing the original and final configuration of the fill area, any site 
preparatory work such as benching, and both surface and subsurface 
drainage.  Designated disposal sites may be: 

 
 Acquired in fee simple - Excess excavation disposal sites that will be 

enhanced by construction of the fill should be purchased in fee simple 
and constructed in an engineered, controlled manner.  Material placed 
in disposal sites that are selected for development should be:  

 
♦ Constructed with stabilization methods to reduce significant 

differential settlement 
♦ Graded and compacted to facilitate the future development 
♦ Contoured to minimize water runoff and erosion 

 
In accordance with KRS 176.050 for disposal sites that will provide at 
least four acres of land and has the potential to be developed into an 
industrial site, the Department shall consult with legislative bodies 
affected by the road construction project and solicit local government 
officials’ preference of sites for such development. 

 
 Acquired as a temporary easement - Disposal sites that have geological 

accessibility or physical characteristics that may severely limit or 
preclude enhancement of the property upon construction of the fill 
should be acquired as a construction easement.  Upon completion of 
the project and expiration of the easement term, control of the property 
will revert to the landowner. 

CONT. 
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DRAINAGE INSPECTIONS  
& PRELIMINARY DRAINAGE  
FOLDERS: The purpose of the drainage folder is to support the development of plans 

and to serve as a diary of the drainage design process for a highway 
project.  The folder must contain the basis of the total proposed drainage 
plan for the project.  The Transportation Cabinet's policies, specifications, 
and standards must be reflected through the most economical and 
hydraulically feasible alternatives for a proposed drainage plan presented 
in the drainage folder.  Each project is to have a drainage inspection.  
This inspection may be included along with the joint inspection or may be 
held separately.  The minutes of the drainage inspection may be included 
in the joint inspection report.  
 
Drainage folders are required for all drainage structures constructed on a 
project.  This includes any structure that is used to transport water directly 
through or to delay the flow of water into or away from the highway 
system, and extensions to existing structures or improvement of those 
structures or drainage systems. 
 
Any item related to a proposed drainage plan on any highway project for 
which the Division of Highway Design has responsibility is to be 
coordinated through the central office Drainage Section for approval.  
This coordination takes the form of the submittal of a drainage folder.  
Details as to the content of a drainage folder may be found in Chapter 3 
of the Division of Highway Design's Drainage Manual.  Also, Exhibit 
200-18 shows the drainage review process. 

 
Types of Folders:  There are two Division of Highway Design drainage 
folders: the preliminary drainage folder and the final drainage folder.  A 
third folder, the advance situation folder, is primarily a Division of 
Structural Design document. See the Division of Bridge Design Guidance 
Manual, Chapter 66-02, for the requirements of the advance situation 
folder.   
 
The preliminary drainage folder will be reviewed to ensure that the 
proposed drainage plan is consistent with current procedures, accepted 
methodologies, policies, standards, and specifications.  
 
Transmitting Preliminary Drainage Folders:  Two preliminary drainage 
folders should be assembled at the district or, in the case of consultants, 
will be submitted to the district prior to the joint/drainage inspection.  
Typically, preliminary drainage folders are not required unless the 
drainage features for the project include bridges, bridge-sized culverts, 
storm sewers, major channel changes, etc.  
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DRAINAGE INSPECTIONS 
& PRELIMINARY DRAINAGE 
FOLDERS (cont.): The district shall review the folders, retain one copy, and transmit the 

other to the Drainage Section for review.  This allows the drainage 
engineer ample opportunity to review the folder and coordinate the 
scheduling of the drainage inspection with all parties.  Early submission of 
the preliminary drainage folder for uncontroversial minor-impact projects 
also affords the drainage engineer the opportunity to conduct the 
drainage inspection with the joint inspection for these project types. A set 
of plans through the pipe sheets should accompany all drainage folder 
submissions to the Drainage Section.  The transmittal may include a 
request for a drainage inspection. The project manager will set a date for 
the inspection.  Consultant firms shall send all folders to the district office 
for review and signature. 
 
Any folder arriving at the central office that is not endorsed at the district 
level may be returned to the sender as incomplete. 
 

EROSION CONTROL  
PLAN: The erosion control plan (ECP) is an essential component of the plan 

development process required by the Kentucky Point Discharge 
Elimination System (KPDES).  Site-specific erosion control plans for any 
particular phase of construction is usually an educated guess by the 
designer.  The contractor and the resident engineer are in the best 
position to generate effective erosion control plans as the job progresses.  
Changes, revisions, and additions are needed in order to improve the 
erosion control plan development process to achieve the best 
management practices (BMP) plan. 
 
The KPDES permit states that the BMP shall include any requirements 
that have been approved by the local storm water programs.  The project 
manager shall advise the design engineer of this requirement and, upon 
completion of the ECP, verify that the appropriate local agency is in 
agreement with the plan.  See the following web address for a list of 
appropriate local agencies: 
 
www.kytc.state.ky.us/EnvAnalysis/Stormwaterquality/local_prog_links.htm 
 
When developing an erosion control plan, the designer should use the 
following process: 

CONT. 
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EROSION CONTROL 
PLAN (cont.):  

 Silt traps are not to be shown on the ECP with some exceptions 
mentioned below. 

 
 The ECP provided by the designer shall show a required volume to 

contain sediment prior to discharging onto each adjacent downstream 
property owner.  The required volume and the maximum disturbed 
acreage in that watershed used to compute the volume shall be 
shown at the point of containment.  The disturbed area is bounded by 
the clearing and grubbing limits and shall be computed by the 
designer as the area between the proposed right-of-way limits.  
Deductions for undisturbed areas may be applied.  Any additional 
areas disturbed during construction must be measured and added to 
the original amount. 

 
 The required volume shall be computed based on 3,600 cubic feet per 

disturbed acre as required by the KPDES permit. 
 

 A silt trap shall be sized to accommodate the required volume at the 
point of containment prior to discharge into a stream.  Multiple 
structures may be used to accommodate the total volume 
requirement.  Easements shall be shown as needed to contain all silt 
control structures.  It is recommended that the designer include a 
sufficient number of silt traps to eliminate or minimize the need for 
additional right of way. 

 
 Per KPDES requirements, a sedimentation basin is recommended, if 

possible, when the contributing disturbed drainage area is at least 10 
acres.  A sedimentation basin shall be designed in accordance with 
current standard engineering practices.  Detailed site plans shall be 
added to the plan set, which shall include a sedimentation basin detail 
sheet.  Refer to the Drainage Guidance Manual, Chapter 10,  
“Erosion Control,” for a discussion of the requirements for the design 
of a sedimentation basin. 

 
 The designer shall include in the plans an estimate of the number of 

Silt Traps A, B, and C required for the job.  The actual number will be 
determined during construction by the contractor with approval of the 
engineer.  A spreadsheet tool has been placed on the Division of 
Highway Design’s homepage to assist in the calculation of volumes 
upstream of silt traps placed in roadway ditches or similar situations. 

 
 The designer shall show erosion control features, methods, or 

practices that are deemed critical in the development of the best 
management practices on the erosion control plans. 

CONT. 
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EROSION CONTROL 
PLAN (cont.): 

 As the job progresses during construction, the erosion control plan 
shall be modified to reflect specific construction activities or phases.  
Additional silt control structures may be added or removed as are 
necessary to accommodate the required volume. 

 
 The required volume calculation for silt control structure shall be 

determined by the contractor and approved by the engineer.  To 
achieve the BMP, the required volume as shown on the ECP may be 
reduced by the following amounts: 

 
♦ Areas not disturbed (acres) 
 
♦ Areas that have been reclaimed and protected by erosion control 

blanket or other ground protection material (acres). 
 

♦ Areas that have been protected by silt fence (acres).  Areas 
protected by silt fence shall be computed at the rate of 100 sq. 
ft./linear ft. of silt fence. 

 
♦ Areas that have been protected by silt traps (acres). 

 
 Temporary erosion control ditches are not to be shown on the ECP by 

the designer unless they are deemed essential to the project.  These 
ditches will be added to the plans during construction as needed for 
each phase of construction. 

 
 Permanent ditches shall be shown on the ECP by the designer. 

 
 The CADD standards include a line style for blue-line streams.  The 

designer shall use this line style to depict all blue-line streams on the 
project in the ECP. 

 
INITIAL/ULTIMATE  
DESIGN PLANS: Some projects contain a geometric design typical section calling for 

two-lane initial and four-lane ultimate construction. 
 

 1. Establish centerline and grade to fit both initial and ultimate 
construction and to ensure a symmetrical median and conformity to 
superelevation. 

 
 2. Show initial and ultimate construction using solid and broken lines for 

all drainage, structures, special detail sheets, and cross section 
templates. 

 
 3. Construction notes, quantities, earthwork distribution, and general 

summary are for initial construction only. 

 
01/06  Page 15 of 25 

CONT. 



ADMINISTRATIVE PROCEDURES—Final Design HD-204 
 

 

INITIAL/ULTIMATE 
DESIGN PLANS 
(cont.): 

 4. Show disturbance limits for initial construction; however, must 
determine the outside limits for ultimate construction and show 
for right-of-way determination.  

 
 5. Right-of-way acquisition and utility relocation, if necessary, 

shall be for ultimate construction. 
 
FINAL  
INSPECTIONS: All projects shall have a final inspection.  The project manager may 

combine some conceptual design meetings with the final inspections 
(e.g., bridge replacement projects).  Leave the appearance of a set of 
plans to the designer except in matters that may have an impact on the 
contractor’s ultimate bid on the project. All roadway earthwork 
calculations should be directly shown on the project cross sections. A full 
set of inspection prints will be submitted to the district design office (and 
partial sets as required) one to two weeks before the inspection date.  
Additional full sets may be required if determined necessary by the 
project manager. One full set of inspection prints is also required for the 
FHWA and the city or county, when those agencies are involved.  The 
project development team will conduct final inspections on signing and 
lighting plans if required. This inspection may be included with the final 
inspection if these plans are essentially complete. A construction cost 
estimate shall be included with the inspection prints. 

 
  Final Inspection Report - The final inspection report shall document the 

comments of all members of the final inspection party. The report will 
document the maintenance-of-traffic methodology and any specific 
comments made about that plan. In addition, the report will provide a 
complete list of all box culverts and bridges, a cost estimate comparing 
the current estimate to the Six-Year Highway Plan, recommendations for 
any roads to be conveyed to local jurisdictions, any noted environmental 
effects that might be different from those previously identified, and any 
recommendations for traffic devices that are not currently existing. 

 
Show the estimates required for inclusion in the inspection reports as 
follows: 
 

 Current Project Estimate  Six-Year Highway Plan 
Budget 

Right-of-Way        __________  __________  
Utility __________  __________  
Construction __________  __________  
Engineering & Contingency  
(10% of Construction)         

__________  __________  

Total ___________  __________ 
 

CONT. 
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FINAL 
INSPECTIONS 
(cont.):  For projects less than $1 million construction, add 15 percent engineering 

and contingency. The State Highway Engineer Guidance Manual 
establishes the policy for project authorization overrun and modifications 
to project authorization. 

 
At the final inspection stage, the project development team discusses 
construction time and documents it as part of the report. The project 
development team will be responsible for setting the number of 
construction workdays and/or completion dates for all projects.  The 
project manager is required to submit the construction time as part of the 
submission of final plans. If using construction days, a printout of the 
workday calculation shall accompany the submission.  The project 
manager should have the recommended construction time approved by 
the district construction member of the project development team and of 
other team members as deemed appropriate. 

 
  Also, provide an attachment to the final inspection report that addresses 

avoidance, minimization, and mitigation.  This attachment shall be entitled 
"Assessment of Water-Related Impacts" and must incorporate the 
"Avoidance Alternatives to Water-Related Impacts" report prepared with 
the design executive summary. 

 
Drainage Inspection - The final inspection and the drainage inspection 
are usually held at the same meeting.  The person(s) responsible for 
writing the final inspection report shall also be responsible for writing the 
drainage inspection report.  The drainage report will preferably be directly 
included as part of the final inspection report, with drainage comments 
following final inspection comments.  Address all drainage in the report.  
Those individuals responsible for the review of the drainage, both in the 
district office and in the central office, shall review and provide necessary 
comments to the inspection.  Review and approval of non-major 
structures (< 54 inches) shall be the responsibility of the district drainage 
engineer.  It shall be the responsibility of the project manager to see that 
the central office drainage engineer's endorsement of the comments is 
included with the report. 

 
To expedite the scour review of proposed bridges, commence the 
sounding layout after reviewing the bridge location and span 
arrangement.  Document this review in the drainage inspection report.  
This report will contain the recommended location, span arrangement, 
abutment type, and the sounding layout for the piers and abutments. 

 
  When the drainage inspection is held at a different time than the final 

inspection or when otherwise deemed appropriate by the project 
manager, a separate drainage inspection report may be written. 

CONT. 
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FINAL 
INSPECTIONS 
(cont.):  Right-of-Way Plan Inspection – Due to time constraints involving the 

acquisition of right-of-way parcels, the PDT may decide to conduct the 
right-of-way inspection months prior to the final inspection.  A right-of-way 
inspection is not routinely part of the majority of projects and should be 
utilized only at the discretion of the project manager to expedite the right-
of-way process, i.e., aiding project authorization, initiating total takes, or 
to accomplish some advance acquisition of properties. 

 
  The difference between a right-of-way inspection and a final inspection is 

that the final plan design is not as complete.  This should be the 
exception on the majority of our projects.  A final inspection is still 
required on these projects at a later date. 

 
  Submittal of Inspection Reports- The consultant or district design 

engineer prepares the report and sends it to the project manager.  The 
project manager sends it registered in electronic format to all inspection 
team members for comment and/or endorsement.  The minutes should be 
sent out within 10 working days after the meeting or inspection. 
Comments should be returned to the project manager within 10 more 
working days.  The project manager will then work with the consultant or 
designer to finalize the report.  Failure to provide comment will constitute 
an approval of the document.  If more time is required because of 
conflicts, need for decisions, or other factors, the individual shall advise of 
the need for additional time and the date that a response may be 
expected.  The project manager decides whether to grant the time 
extension.  Document the time delay in the report and in the consultant’s 
monthly report, if applicable. Incorporate the comments from the 
inspection team into the inspection report and redistribute it to the 
inspection team.  Expect no further approval or comments for this report 
at this time unless the report clearly documents the need for further 
studies, recommendations, or approvals.  In addition to the project 
development team members, copies of the inspection report shall be sent 
to other involved divisions such as Structural Design, Environmental 
Analysis, or Traffic that may not be directly represented on the team.  
These copies are for information only unless the project development 
team requests specific direction.  On federally funded projects not under 
certification acceptance, submittal to the FHWA is required for their 
comments before distribution. 

CONT. 
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ENVIRONMENTAL  
IMPACT  
CHECKLIST: The applicable environmental impact checklist, TC 61-200 and TC 61-201 

(Exhibit 200-19) or TC 61-202 (Exhibit 200-20), will be submitted with 
right-of-way plans and final plans submission of federally funded projects.  
Forward the checklist directly to the director of the Division of 
Environmental Analysis in both cases.  Send copies of the checklist to the 
central office location engineer and the central office programming staff.  
Also, send a copy to the director of the Division of Right of Way and 
Utilities with the right-of-way plan submission.  Desirably send the 
checklist 30 days before the actual right-of-way plan submittal to allow 
review time in advance of the actual demand for the federal funding.  

 
This submission schedule in no way relieves the project development 
team from recognizing significant project changes during earlier project 
stages, such as inspections, that may have an impact on the 
environmental process.  The project development team must have an 
awareness of the environmentally sensitive issues on each project and 
must notify the Division of Environmental Analysis immediately of any 
significant changes or awareness of any previously unidentified 
environmental issues. Early identification of environmental issues will 
allow lead time to address the concerns and will avoid delays in obtaining 
funding that may occur later if the issues are not yet resolved.  In all 
cases, the reviewer’s name and date of review shall appear in the upper 
right-hand corner of the form. Attach these forms to the submittal of right-
of-way plans and final plans. 

 
SUBMISSION OF  
RIGHT-OF-WAY  
PLANS:  Right-of-way plans shall be submitted after a final inspection.  At the time 

of submission, the final design needs to be complete enough to ensure 
that adequate right of way or easements are available for side slopes, 
drainage structures, signs, etc.   

 
  See HD-1305 and HD-1306 for more information on right-of-way 

submittal. 
 

UTILITY  
RELOCATION  
COORDINATION:  The relocation of existing utilities is a primary concern during project 

development.  Complete and concise locations of existing utilities shall be 
obtained early in the design process.   

 
  See HD-303 for more information about locating underground utilities.   

CONT. 
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UTILITY 
RELOCATION 
COORDINATOR 
(cont.):  At any stage of design, the utility companies should be an integral part of 

the design process and should be invited to key meetings to be advised of 
and consulted about impacts the roadway will have on their facilities.  The 
project manager should utilize the district utility section to coordinate with 
the utility companies.  Invitations to utility companies should be extended for 
public involvement meetings as well, to afford the companies the 
opportunity to supply input.  The choice of alternatives for the proposed 
roadway should reflect this information in an effort to first avoid the utility 
conflict, secondarily minimize the effect, and thirdly mitigate the conflict.   
 

REQUEST FOR  
PERMITS: Permits are always required for state and federally funded projects that 

involve the waters of the United States (lakes, rivers, streams, or 
wetlands) in the Commonwealth of Kentucky.  As early in the project 
process as practical, the project team should identify the types of 
resources impacted.  Once the project team determines what permit type 
may be required for the project alternatives, the Division of Environmental 
Analysis (DEA) shall be notified.  Notification should occur during the 
range-of-alternatives analysis.  When right-of-way plans are submitted (or 
before), the project manager will provide DEA a copy of the plans, 
drainage folder, and permit drawings.  Once a permit is approved, DEA 
will notify the project manager, PS&E, and the district office.  For more 
information on permits, see Chapter 500 of this manual. 

 
ADVANCE &  
FINAL DRAINAGE  
FOLDER: The final drainage folder shall reflect the recommendations of the review 

process and become the record document for the project drainage plan.  
It shall contain all required information to support the selection of 
drainage items proposed on the plans. Where variations of current 
practices and standards are incorporated into the drainage plan, those 
variations shall be fully documented in the final drainage folder. 
 
Two copies of the advance situation folder are typically submitted to the 
district prior to the delivery of the right-of-way plans. This folder should 
not be submitted until the drainage inspection report is approved.  This 
report will be issued after the formal drainage inspection or review is 
conducted.  When the district has determined the folders to be 
acceptable, a copy of the folder is to be routed to the central office 
Drainage Section for review.  The central office Drainage Section will 
complete their review and return the copy of the advance folder to the 
district with comments, if applicable.  After the advance folder has been 
deemed acceptable by the district, both copies are to be endorsed and 
routed to the Division of Structural Design. The project manager should 
secure Central Office Drainage approval of the advance folder before 
sending it to the Division of Structural Design.   

CONT. 
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ADVANCE & 
FINAL DRAINAGE 
FOLDER (cont.): The advance folder is considered the “order form” from the project 

manager to the Division of Structural Design to begin structure design.  
The final drainage folder shall be assembled by or submitted to the district 
prior to the submittal of final plans. The final folder should have district 
office approval and signatures prior to its arrival in the Drainage Section.  
When the district has determined the folder to be acceptable, the original 
final folder shall be endorsed and routed to the Drainage Section.  The 
district should retain the copy until the project is constructed.  
 
For further information, please consult Chapter 3 of the Drainage 
Guidance Manual and Exhibit 200-18 on the drainage review process. 

 
 

REVIEW OF  
STRUCTURE  
PLANS: In an effort to facilitate structure review, the Division of Structural Design 

produces a structure plan file to help communicate the design features of 
all bridges and culverts being designed in-house.  This file is made 
available to the project manager and project team members, which allows 
coordination of the proposed structure with the project while the final 
detailing of the structure progresses. 

The structure plan file provides details for the proposed bridge or culvert 
design features in plan view.  The structure design features shown will 
essentially be the plan view of the substructure units (e.g., footers) at their 
project datum coordinate location values.  

 
Project managers are encouraged to compare this structure plan to the 
roadway plan to coordinate projects and ensure that structure designs do 
not conflict with other project details (e.g., utilities, MOT, environmental 
concerns, etc.).   

 
CHECK PRINTS  
TO PLAN  
PROCESSING: Check prints shall be submitted to the Plan Processing Section of the 

Division of Highway Design approximately three months before the 
scheduled letting date.  A cost estimate and estimated completion date 
for the project shall also be submitted at this time.  Plan processing will 
return the plans with corrections and comments to the designer.  After the 
corrections are made, the designer returns the set of plans with 
corrections and comments along with the final plans on Mylar to plan 
processing.  For more information, see HD-206, “Submittal of the Final 
Contract Plans.” 

CONT. 
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CONSTRUCTIBILITY  
REVIEWS: Constructibility reviews (CRs) are a means of understanding project 

elements through the eyes of construction. Constructibility is defined by 
AASHTO as "a process that utilizes construction personnel with extensive 
construction knowledge early in the design stages of projects to ensure 
that the projects are constructible, while also being cost effective, 
biddable, and maintainable." The designer uses sound engineering 
decision-making in development of the design features, while a 
constructibility review allows those with construction expertise to examine 
the decisions to provide sound advice in construction phasing, traffic 
control, ease of construction, environmental considerations, and 
construction scheduling. To obtain maximum benefits from CR, it should 
be initiated early in the design process and continue through design and 
until just before the project is let to contract.  A valuable tool in CR is the 
utilization of lessons learned from past projects, which will reduce 
significantly the need for change orders during construction.   

 
 

 All KYTC projects will be reviewed for constructibility issues utilizing the 
CR process.  The extent of the review will depend on the complexity of 
the project.  The Division of Highway Design will handle oversight and 
support of the program, with primary oversight by the Roadway Design 
Engineering Branch manager and the head of the Value Engineering 
Section.  The responsibility for ensuring that constructibility reviews are 
conducted in a timely fashion and for gathering of information for delivery 
to project teams is assigned to the location engineer in cooperation with 
the project manager for each project. Participation from construction 
personnel is essential as part of the project team throughout the life of a 
project, and these constructibility reviews are not intended to replace or 
supplant this participation.  The CR process is simply a resource to the 
project team to identify issues from a constructibility standpoint.  
Construction's involvement from the earliest stages of a project allows 
recommendations at times when key decisions are made to address 
design issues that could be reconsidered in light of constructibility issues. 
Constructibility reviews will typically be conducted in a two-stage process, 
involving two separate constructibility reviews.  An outline summary of 
these two reviews is below. 

 
OUTLINE FOR  
CONSTRUCTIBILITY  
REVIEW PROCESS: Purpose:  The constructibility review process is being implemented as a 

means of minimizing change orders and identifying design errors and 
omissions before projects are let.  The review is intended to contribute to 
the project development decision-making process at all stages of the 
project.  Constructibility reviews are not intended to replace the project 
development team process. Participation by Construction, Traffic 
Operations, Geotechnical, and other disciplines is essential.   

CONT. 
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REVIEW PROCESS 
(cont.):                       I.  Constructibility reviews will be done on all projects with plans.  

Division of Highway Design will oversee the program and provide 
logistical support.  Options available for administering the program are 
the following: 

 
A. Branch Manager for Roadway Engineering 
 

1. Value Engineering Section 
2. Plan Processing Section 
3. Location engineers 
 

B. Statewide Value Engineering Contract 
 

1. Facilitator for constructibility review team meetings if 
necessary 

2. Provide specialized expertise for constructibility review teams 
if necessary 

 

 
II.  Focus for the review on the following areas:  

 
A. Determine feasibility of alternatives  
B. Implement lessons learned from previewing projects 
C. Identify preliminary ROW, Utilities, Railroad, and other issues on 

the project  
D. Include and evaluate environmental issues 
E. Evaluate potential waste or borrow sites 
F. Evaluate traffic and highway capacity issues 
G. Evaluate need for auxiliary lanes and geometrics involved 

 
III. Constructibility reviews (CRs) will be conducted in two stages. There 

will be two separate constructibility reviews: 
 

A.  Constructibility Review No. 1 (CR-1): CR-1 will be conducted 
before right-of-way plans are finalized. 

 
1. Objectives of CR-1 
 

a) Consider findings of a formal VE study if conducted.  
b) Provide detailed evaluation of the project design from the 

perspective of constructibility, ROW issues (especially 
easement and entrances), utilities, railroad issues, 
maintenance of traffic, and opportunities for innovative 
bidding techniques.  Use Lessons Learned database from 
post-construction review and review of the database for 
design errors and omissions to identify common 
constructibility issues. 

CONT. 
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OUTLINE FOR 
CONSTRUCTIBILITY 
REVIEW PROCESS 
(cont.): 

2. Team Composition for CR-1 (for projects over $2 million) 
 

a) Facilitator—Location engineer 
b) Project manager 
c) Two construction subject-matter experts (SMEs)—

Resident expected to oversee project and resident from 
different district with experience on similar type of project 

d) Traffic Operation SME 
e) Right-of-Way SME 
f) Others as needed dependent upon complexity and 

characteristics of project 
 
 

3. Team Composition for CR-1 (for projects under $2 million): 
 

a) Facilitator—Location engineer 
b) Project manager 
c) Two construction SMEs—Resident expected to oversee 

project and resident from different district with experience 
on similar type of project or central office construction 
liaison for the district 

d) Others as needed dependent upon complexity and 
characteristics of project 

 
4. Location engineer will prepare a constructibility review report 

for distribution to the project manager 
 

B. Constructibility Review No. 2 (CR-2):  CR-2 will be conducted at 
the end of final design and will coincide with the submission of 
“check prints.” 

 
1. Objectives of CR-2: 
 

a) Ensure that project plans, specifications, and details are 
adequate for bidding. 

b) Address final issues of constructibility and maintenance of 
traffic. 

c) Review contract time recommendations and any 
recommendations for innovative contracting. 

d) Perform quality assurance check of at least one major bid 
item for the project.  This essentially involves thoroughly 
checking a randomly selected major bid item for accuracy. 

CONT. 
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OUTLINE FOR 
CONSTRUCTIBILITY 
REVIEW PROCESS 
(cont.): 

2. CR-2 Team Composition: 
 

a) Facilitation—Value Engineering Section or location 
engineer 

b) Project manager 
c) Two construction SMEs—Resident expected to oversee 

project and resident from different district with experience 
on similar type project or central office construction liaison 
for the district 

d) Traffic Operations SME 
e) Plan Processing Section reviewer 

 
3. The branch manager for Roadway Engineering will designate 

the appropriate individual to prepare a constructibility review 
report for distribution to the project manager. 

 

 
 At all stages of constructibility reviews, the Lessons Learned database 

should be consulted.  The section head of the Value Engineering Section 
of the Division of Highway Design will be responsible for assuring that 
information is input into the database.  Information gathered from 
constructibility reviews will be added to this database, along with lessons 
learned from post-construction reviews, past VE studies, etc.  Minutes of 
all meetings should be sent to the value engineering coordinator's office 
in Frankfort for inclusion in the Lessons Learned database.  The Lessons 
Learned database is available on the Division of Highway Design's Web 
page, under Value Engineering. 

 
 Practices used for the constructibility review process are to be consistent 

in all KYTC districts.  CR teams would consist primarily of construction 
personnel from the districts, central office (as required), and the location 
engineer.  Other disciplines (such as Geotechnical, Pavement Design, 
Traffic, etc.) may be considered if desired.  Construction personnel from 
other districts may be used as needed, depending on the relative 
complexity of the project.  In cases of major or complex projects, the 
statewide value engineering consultant can be used to conduct 
constructibility reviews, along with district Construction personnel.  The 
statewide VE consultant would provide personnel with extensive 
construction knowledge to assist the CR team.  The use of a statewide 
VE consultant to do constructibility reviews will be at the discretion of the 
project team and the Division of Highway Design.   
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HD-205 
 

 

Chapter 
 

ADMINISTRATIVE PROCEDURES 
 

 

Subject 
 

Miscellaneous Administrative Issues 
 

 

 
 
 
 
 
 
URBAN, MUNICIPAL,  
COUNTY, & OTHER  
BOUNDARIES: When a roadway project crosses boundaries, such as county or rural-urban, 

funding separations may also be required.  Federal project funds are 
separated by county or by rural-urban boundaries, with different federal 
project numbers when two or more are required, and by participating and 
nonparticipating quantities when applicable.  A roadway project crossing 
county boundaries requires separation of state project funds only.  Tie all 
boundary lines to the project centerline by station and bearing.  Separate 
and summarize quantities for each section. 

 
 When FHWA declares expenditures on a federal-aid project 

nonparticipating, notify the Office of Program Planning and Management 
and the Division of Accounts.  When the Department retains salvable 
material, federal participation decreases the cost of dismantling by the value 
of the salvaged materials.  Transportation charges for moving of salvable 
material to another location for future use are a nonparticipating item. 

 
REMOVAL ITEMS: Items that are included in the description of “Roadway Excavation” in the 

Standard Specifications for Road and Bridge Construction are not to be 
included as separate bid items on the plans, but noted as "Remove." 

   
BORROW  
EXCAVATION: Borrow excavation is the removal of material from pits isolated from the 

finished cross section of the roadway and will not include any material taken 
from the widened roadbed, widened cut, ditches, or enlarged ditches.  The 
specifications allow payment for borrow only on projects where the quantity 
of material to be obtained from designated pits is sufficient to justify the use 
of special equipment.  The specifications may also allow payment where the 
estimated unit cost is materially different from the cost of roadway 
excavation.  Generally, "Embankment-in-Place" is the preferred bid item, 
except in unusual circumstances. 

 
ROCK QUANTITIES: The designer is responsible for determining the quantities of rock available 

from roadway excavation and that needed for rock roadbed, embankment, 
and channel lining class IV.  Forms and procedures to follow are in the 
Division of Materials Geotechnical Manual. 

CONT. 
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EMBANKMENT  
IN PLACE:  "Embankment in Place" is the preferred bid item any time additional material 

(borrow excavation) is needed for embankment construction, including 
hydraulic embankments, except when unusual circumstances may dictate 
otherwise. 

 
CHANNEL LINING  
CLASS IV: Channel lining class IV is a separate direct pay item.  In addition, determine 

the quantity of material required by the designer and included in the quantity 
of "Roadway Excavation" or "Embankment in Place," as applicable. 

   
EARTHWORK  
CALCULATIONS: The designer shall endeavor to provide an approximate "balanced" grade; 

however, some situations preclude this possibility.  The pay items for 
earthwork are "Roadway Excavation" or "Embankment in Place" and are the 
design quantities.  The earthwork calculations on summary sheets are to 
show the distribution of the various quantities for the entire project.  It does 
not matter whether the pay item is “Roadway Excavation” or “Embankment 
in Place,” except when involving large quantities of rock excavation.  
Common excavation is the material above the rock disintegration zone 
(RDZ) line when one is present, or above the solid rock line when indicating 
no RDZ on the cross sections.  Also, note on the summary sheets that the 
estimate for earthwork calculations is for design only.  Advise the contractor 
that the earthwork calculations shown are for information only.  Assumptions 
for shrinkage and swell factors are the contractor’s responsibility. 

 
 On projects requiring alternate pavement designs, earthwork quantities will 

be adjusted, and the appropriate pay item (“Roadway Excavation” or 
“Embankment in Place”) and quantity shall be shown on the paving 
quantities summary for each alternative rather than on the general 
summary. 

   
WATER FOR DUST  
CONTROL: As a contract bid item, water is for the control of dust created partially or 

entirely by the traveling public.  Water for the control of dust created entirely 
by the contractor or to obtain compaction is considered incidental to 
construction.  Guidance for estimates of quantities is 500M to 2000M 
gallons per mile, varying with the volume and length of time. 

   
FILLING &  
CAPPING: A bid item must be established for filling and capping various items such as 

wells, manholes, catch basins, etc.  Structures under 24 inches in diameter 
will be itemized as "each"; the units for structures 24 inches and over will be 
square feet.  Plot and appropriately note all such structures on the plans. 

 
ENTRANCES: Notes on plans for the construction of entrances should include the width, 

type, and area in square feet, but will not contain the word private. 

CONT. 
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DIVIDE OR  
BREAKOUT  
PROJECT  
SECTIONS: Sometimes it becomes necessary to divide or break out a project into 

smaller design, right-of-way, or construction sections.  In such cases, the 
designer shall furnish a description of the revised project limits to the central 
office PMC, who will make the appropriate distribution. 

 
STRUCTURES: For projects designed by consulting engineers, all structures, including 

bridges, box culverts, tunnel liners, retaining walls, and noise barriers, will 
be designed by the consultant and submitted to the Division of Structural 
Design for review and approval.  For Department projects, the Division of 
Highway Design (designer) shall furnish all necessary data to the Division of 
Structural Design for analysis and design. 

 
FARM UNDERPASSES  
& OVERPASSES: Farm underpasses and overpasses, including cattle passes to allow for the 

movement of farm animals from one side of a road to the other, are a right-
of-way consideration.  Do not show these on the plans until determined 
feasible by the Division of Right of Way and Utilities.  To help in determining 
if an animal underpass is feasible, use the following general criteria: 

 
 Place the structure in a relatively small fill area to decrease length. 

 
 A 5-foot x 7-foot structure is the nominal size. 

 
 Select an area that provides good drainage at a minimum cost. 

 
 The structure should be sloped from the center out in flat areas or from 

one end to the other in rolling terrain to aid cleaning. 
 

 Do not obstruct the view through the structure, and use a slope of 1:50. 
 

 Use standard headwalls and connect fence to headwalls. 
 

 If it is apparent that erosion or mud holes will be a problem, use 
aggregate stabilization at entrances and exits. 

 
 If determined to be economically feasible by the Division of Right of Way 

and Utilities, submit a separate situation folder for transmittal to the Division 
of Structural Design. 

 
 

 

 
01/06  Page 3 of 3 



HD-206 
 

 

Chapter 
 

ADMINISTRATIVE PROCEDURES 
 

 

Subject 
 

Preparation of Plans 
 

 
 
 
 
 
 
 
 
 
 
 
 
OVERVIEW:   Discussed herein are the policies and procedures for the preparation of 

Contract Plan Sets and roadway construction plans.  Procedures for 
dealing with the submittal of final contract plan sets are given in this 
chapter, at HD-207.  Procedures for dealing with right-of-way plan 
submittals and revisions are given in the “Right of Way” chapter in HD-
1305 and HD-1306.   

 
CONTRACT  
PLAN SET:   Contract plan sets are the highway plans that are awarded through the 

letting process.  The contract plan sets are the product of the 
preconstruction process and comprise the roadway, structures, traffic, 
and/or utility relocation plans.  

 
The CADD Standards for Highway Plans policy documents the required 
standards for all electronic files representing submittals of contract plans 
and proposals to the Kentucky Department of Highways (KDOH).  The 
primary goal of these standards is to ensure the best possible use of these 
files in the review, publication, construction, and archive processes.  The 
standards presented in the policy represent the minimum requirements that 
must be met for the development of highway plans.  Refer to the CADD 
Standards for Highway Plans policy for more information:  
http://www.kytc.state.ky.us/CADDstandards/ 
 

SHEETS OF THE  
PLAN SET:   The following guidelines should be followed in the development of plans to 

produce legible, reproducible, and permanent documents:  
 

 Final contract plans are to be plotted on first-generation Mylar as the 
record plan set (e.g., legal, binding set).   

 
 Plan sheets prepared by either district offices or consultants should be 

sized to the proper dimensions (22 inches x 36 inches).  Standardized 
sheets are available from the CADD cell library. 
 

 No data shall be outside the inside borderline of the plan sheets. 

CONT. 
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SHEETS OF THE  
PLAN SET (cont.):  All sheets shall contain a sheet information block in the upper right-hand 

corner showing the project item number, county, and sheet number.  The 
full construction numbers will be required only on the front layout sheet, the 
first roadway plan sheet, and the first cross section sheet.  The total number 
of sheets will be shown only on the layout sheet.  

 
A letter designation as illustrated below will be used to denote the various 
sheet types of the final contract plans.  The “sheet type” notation is used to 
label the sheet number in the sheet information block.  The sheets types 
include the following: 
 

Sheet Types
R – Roadway 
S – Structure 
T – Traffic 
U – Utility Relocation 
X – Roadway Cross Section 

 

       
 

Project title blocks shall appear on the first plan sheet and the first cross 
section sheet. The project title blocks will show the county, state project 
number, and, when applicable, the federal project number. No signatures 
are required in these title blocks.  
  

                           
 

CONT. 
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SHEETS OF THE  
PLAN SET (cont.): A sheet title box in the lower right corner of all sheets of the plan set is 

required.  The sheet title box will guide the user when sorting through the 
sheets.  Use station ranges in the sheet title box when applicable (e.g., 
PLAN SHEET STA. 11+00 TO STA. 20+00)   
                       

 
 

SHEETS IN THE  
CONTRACT PLAN  
SETS:    Contract plan sets should be assembled in the following order (when 

applicable): 
 

ROADWAY: 
 
1. Layout sheet 
2. Right-of-way revision sheet 
3. Typical sections, summaries of quantities, and general note sheet 
4. Plan and profile sheets 
5. Utility reference sheets  
6. Right-of-way summary 
7. Right-of-way strip maps 
8. Detail sheets 
9. Maintenance-of-traffic sheets 
10. Erosion control 
11. Coordinate control sheets 
12. Mitigation plans 
13. Soil profile sheets 
14. Pipe drainage sheets 
 
STRUCTURE 
 
TRAFFIC 
 
UTILITIES RELOCATIONS 
 
ROADWAY CROSS SECTION 

CONT. 
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SHEETS IN THE 
CONTRACT PLAN 
SETS (cont.): 

                                                        

 
            

LAYOUT SHEET:  The layout sheet (Exhibit 200-21) is the cover or title sheet for the set of 
plans.  The layout sheet shall contain an area map, including towns and 
boundaries.  Clearly show the project’s construction and right-of-way limits 
with beginning and ending stations, a north arrow, and the geographic 
coordinates (latitude and longitude) of the approximate project midpoint to 
the nearest minute.  The layout sheet shall include road name, federal and 
state route numbers, and type of work.  Include a notation if the highway is 
listed on the National Highway System.  Note the type of access control 
proposed for the project on the layout sheet.  (See Chapter 1100 to find 
the different types of access control.)  When using alternate funding, show 
project limits by funding category.  If the project is broken out into sections, 
show breakouts for county lines and separate project numbers.  The 
Standard Drawings used on the project should be shown by drawing 
number only.   

CONT. 
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LAYOUT SHEET (cont.): 

                                            
 
All final contract plans prepared by state forces shall bear the signature of 
the state highway engineer and the project manager.  Final contract plans 
prepared by consulting engineering firms shall bear the additional signature 
and seal of a professional engineer (civil or highway) licensed in the 
Commonwealth of Kentucky.  
 
The layout sheet is the designated location for the authorization 
signatures for plan sets as detailed above. Two signature lines are 
included in the lower right-hand corner of the layout sheet. The top line, 
“Recommended by,” will be for the project manager. The bottom, “Plan 
Approved,” will be for the state highway engineer. The block to the lower 
right will be used for the consultant information, which includes the firm’s 
name, project engineer’s signature and his/her P.E. seal, as well as a 
signature line for the FHWA where applicable.  

CONT. 
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LAYOUT SHEET (cont.): 

                                
 

Project Lengths - Compute project lengths in miles to three decimal 
places for project totals.  Round to the nearest three decimal places for 
subsections in such a manner that the totals of the subsections will add to 
equal the project total. 
 
When combining two separate federal projects into one plan, compute 
each federal project to three decimal places. The total for the two 
combined projects should be the length in miles, without regard to 
whether the lengths for the two separate projects add to make the exact 
total sum computed. 
 
Compute lengths for state projects in a similar manner, except make the 
total for a summation of separate state projects equal the project total by 
adjusting the individual project lengths as outlined in the first paragraph 
above for federal projects.  That is, adjust all section lengths so that they 
add up to the total project length, except where two or more federal 
projects are included in one set of plans.  
 
Railroad Track Deductions - Use the following deductions in surfacing 
lengths for railroad crossings: 
 

                                                         Single Track      Double Track 
                                                            (feet)                   (feet) 
 
                             90 degrees . . . . . . . . . 8.5 . . . . . . . . . 22.5    
                             30 degrees . . . . . . . . . 9.8 . . . . . . . . . 26.0 
                             45 degrees . . . . . . . . 12.0 . . . .  . . . . .31.8 
                             60 degrees . . . . . . . . 17.0 . . . . . . . . . 45.0 

 
For skews not shown above, divide the overall railroad width (8.5 feet for 
single track and 22.5 feet for double track) by the cosine of the skew angle. 
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RIGHT-OF-WAY  
REVISION SHEET: When a revision occurs, a sheet is added to the right-of-way plans.  This 

sheet is labeled “Right-of-Way Revision Sheet” and inserted directly after 
the layout sheet.  This sheet shall be numbered as sheet number “R1a.” 

 
Each time a right-of-way revision is processed on the project, a block 
shall be added to the new sheet showing:  
 

 Right-of-way revision number 
 Plan revision date 
 Sheets revised 
 Parcels involved 
 Any relevant remarks  

 
(See Exhibit 1300-06.) 
 
This sheet can be updated electronically, reprinted, and inserted into the 
plans each time a revision is processed, if desired. 
 

TYPICAL SECTIONS,  
SUMMARIES OF  
QUANTITIES, &  
GENERAL NOTE  
SHEETS: The typical sections, summaries of quantities, and general note sheets 

follow the layout sheet in the roadway construction plans.  These sheets 
are designated as “R2,” “R2a,” “R2b,” “R2c,” etc. 
  
Typical Section Sheets - The basic geometric criteria for the functional 
classification of the roadway generally determine the typical section used 
on a project.  The typical section sheet shows the geometric and 
pavement details for each project (Exhibit 200-22).  In addition to 
geometrics and pavement details, the typical section sheet should show 
the pay limits of roadway excavation for solid rock undercut and removal 
of low bearing soils, utilized in the cross sections. 
 
The typical sections sheet(s) included in the roadway construction plans 
shall depict the typical cross section of the mainline roadway.  A normal 
crown and a superelevated section (if applicable) should be shown, along 
with a bridge typical section (if applicable).  Typical sections of approach 
roads and entrances should also be included. 
 
Summary Sheets – The cell libraries described in the graphic standards 
shall be used for general summary, pipe drainage summary, right-of-way 
summary, paving quantities, and paving areas.  For smaller projects, 
combined summaries can be used.  All pay items are to be shown on the 
general summary other than those on the pipe drainage, paving, and 
bridge and culvert summaries.   The structure, utility, and traffic (S, U, and 
T) summaries should stay with their respective sets.   

CONT. 
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TYPICAL SECTIONS, 
SUMMARIES OF 
QUANTITIES, & 
GENERAL NOTE 
SHEETS (cont.): Bid item codes and descriptions are maintained by the Plans, 

Specifications, and Estimates (PS&E) Branch of the Division of 
Construction Procurement and should be used on all summary sheets for 
all bid items.  The PS&E Branch assigns code numbers for special or 
nonrecurring items not included in the current listing after submitting the 
plans to the Central Office. 
 
Summarize pipe quantities to the nearest one-foot length. 
 
Vertical elongation of culvert pipe represents an additional cost to the 
supplier.  Therefore, use reference notes to specify when vertical 
elongation is required, in accordance with current Standard Drawings. 
 
Entrance pipe, perforated pipe, and nonperforated pipe does not require 
being shown by location on the drainage summary but only by quantities.  
Entrance pipe 36 inches or greater in diameter, which is considered 
culvert pipe, is to be shown by location, with the quantity listed on the 
summary as culvert pipe. 
 
General Notes Sheets - At least once a year, the Plan Processing 
Section produces a listing of current special notes, special provisions, and 
general notes, and issues the list through design memorandum.  The 
designer is to select the project applicable notes from this list and include 
them on the general note sheet(s). 
 

PLAN & PROFILE  
SHEETS:   Plan sheets may be either a stand-alone sheet with separate profile 

sheets or half-plan, half-profile sheets.  All graphics shall be represented 
according to the current version of the CADD standards.   

 
    Plan Sheets - The first plan sheet should be numbered "R3" and can 

contain the standard symbols (if a separate standard symbols sheet is not 
used).  The first plan/profile sheet will show a list of utility owners (with 
addresses, contact persons, and phone numbers).  A project title block in 
the lower right-hand corner is required.  Show the beginning and ending 
stations of the project’s construction and right of way on all applicable 
sheets.  When a project begins or ends at an existing road, the station for 
edge of pavement of the existing road should be the beginning or ending for 
construction.  All plan sheets will have a north arrow and should show 
station equations for main line and approach intersections, if applicable.  
The direction of centerline stationing should run in the cardinal directions 
from south to north and from west to east as the sheets progress.  The 
alignment will show the centerline stationing at 100-foot intervals.  An 
example plan sheet is shown in Exhibit 200-23. 
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PLAN & PROFILE 
SHEETS (cont.):  Show all points of intersection (PI), points on tangent (POT), points on 

spiral tangent (POST), and triangulation points.  Each tangent shall have 
its calculated bearing shown.  Show the points of curvature (PC), points 
of tangency (PT), tangent to spiral (TS), spiral to curve (SC), curve to 
spiral (CS), and spiral to tangent (ST) with the station number.  Show 
curve data for all simple and spiral curves as follows: 
              
SIMPLE CURVES             
PI Station             
∆  =  Delta Angle   
T  = Tangent Distance        
L  =  Length of Curve     
R  =  Radius of Curve  
E  =  External Distance     
e  =  Rate of Superelevation   
Runoff = Superelevation 

Runoff Distance          
Runout = Superelevation 

Runout Distance  

SPIRAL CURVES                   
PI Station                  
∆  =  Delta Angle of the Combination of 
  Circular Curve & Spiral Curves             
Ts  =  Tangent Distance Spiral Curve   
 Ls  =  Length of Spiral Curve          
 Lc  =  Length of Circular Curve          
Θs  =  Spiral Angle                    
LT  =  Long Tangent Spiral Curve       
 ST  =  Short Tangent Spiral Curve      
 R   =  Radius of Circular Curve          
Es  =  External Distance of the Combination  
    of Circular & Spiral Curves     
 e   =  Rate of Superelevation of Circular 

 Curve          
 Runoff = Superelevation Runoff Distance         
Runout = Superelevation Runout Distance   
 

       
Scales - Generally, the alignment and topography on plan sheets are 
depicted using a scale of 1 inch = 50 feet in rural areas and urban areas of 
sparse topography.  Urban areas of dense topography and city street 
projects should use a scale of 1 inch = 20 feet.   
 
Profile Sheets - On the profiles, the existing ground line and the proposed 
grade line should be shown on the same horizontal scale as the plan.  The 
ratio of the vertical scale to the horizontal scale typically is 1:10.  Show 
ground line and grade line elevations at 50-foot intervals.  The existing 
ground line elevations are shown to the tenth of a foot, and the proposed 
grade line elevations are shown to the hundredth of a foot. 
 
Profile sheets should show proposed drainage structures with labeling for 
the location, type, size and skew, flood evaluation data, profile benching, 
perforated pipe, surface, and special ditches (along with elevations and 
slopes shown).  In cases where pipes are located parallel to the facility, it 
may be necessary to provide edge of pavement or gutter line profiles as 
well.  This will be required when indicated by the project manager.  
Descriptions of all cardinal control points should be shown as well.  An 
example profile sheet is shown in Exhibit 200-24. 
 
Diversion plan and profile sheets are to be included and numbered with the 
plan and profile sheets. 
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UTILITY REFERENCE  
SHEETS:  The utility function goal is to relocate existing utilities prior to roadway 

construction.  Depending upon the complexity of the project and the number 
of utilities involved, utility reference sheets may be used to show where the 
proposed utilities will be located in the field when the road construction 
begins. The designer should refer to the Utilities Guidance Manual for 
specific procedures.  Consideration should be given to the effect utility 
installations have on safety, aesthetics, operational characteristics of the 
highway, construction phasing, and cost of utility construction and 
maintenance.  The designer should coordinate with the district's chief utility 
agent to assure compliance with all applicable local, state, and federal 
permits and regulations. 

 
RIGHT-OF-WAY  
SUMMARY SHEET(S)  
& STRIP MAP(S):  Right-of-way plans are required on all projects.  Chapter HD-1300 of this 

manual contains details and procedures for the development of right-of-
way plans.  The right-of-way summary sheet(s) and strip map(s) are 
included in the roadway construction plans.   

 
DETAIL SHEETS:  Detail sheets consist of all other sheets not classified in the index of 

sheets on the layout sheet.  They include special detail drawings, 
standard drawings not yet in the Standard Drawings Manual, pavement 
and superelevation development sheets, interchange and intersection 
layout sheets, railroad detail sheets, environmental mitigation plans, 
mineral ownership detail sheets, contour grading schemes, and other 
sheets that detail aspects of the roadway project’s construction.  The PDT 
will determine which detail sheets are necessary on a project-by-project 
basis. 

 
Pavement development sheets are very useful for intersection and ramp 
design.  Traditionally pavement development sheets have been created 
utilizing the “bubble sheet” methodology.  The PDT may choose other 
methods to communicate the intersection design layout and vertical 
profiles. 

 
MAINTENANCE-OF- 
TRAFFIC SHEETS:  

Maintenance-of-traffic (MOT) sheets show the proposed traffic operations 
during construction.  A discussion of traffic management during 
construction can be found in HD-204.   
 
The PDT will determine whether separate MOT and/or phasing plans 
sheets are required.  The PDT must keep in mind the need to 
communicate the intent and the details of the MOT scheme.  The MOT 
plans may show typical sections, profiles, roadway construction phasing 
details, striping plans, traffic control devices, signing, detours, etc. 

CONT. 
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EROSION CONTROL  
PLANS:   Every project requires complete erosion control plans as necessitated by 

the Kentucky Pollution Discharge Elimination System (KPDES) 
requirements.  A complete erosion control plan set shall consist of 
contoured plan sheets plotted either directly on the roadway plans where 
sheets would not be overly cluttered or on separate sheets developed 
specifically for the erosion control plan set.  These plans shall show the 
centerline, right-of-way and easement lines, permanent drainage 
features, disturbed areas, point and overland discharge locations, critical 
erosion control features, and construction notes for all erosion control 
items.  More information about erosion control plan development can be 
found in HD-204 and in Chapter 10, Section 05, of the Drainage 
Guidance Manual.  An example erosion control plan is given in Exhibit 
200-25.  Also refer to the erosion control detail drawings in the Standard 
Drawings.  

 
COORDINATE  
CONTROL  
SHEET(S):  The coordinate control sheet(s) document the control information that 

facilitates the field survey process.  These sheets have information about 
the project’s coordinates, including the origin of levels, the State Plane 
Coordinate System, and the project datum factor.  The coordinate control 
points should have a point name, description, Northing (Y), Easting (X), 
Elevation (Z) (when applicable), and station/offset description.  Plot the 
following points on the coordinate control sheet(s):   

 
 Existing and established control points in the project area  
 All reference points (coordinates for beginning and ending of project 

and the alignment points)  
 Right-of-way monuments and witness monuments  

 
The coordinate control sheet(s) should be drawn to a scale that best 
depicts the project limits and shows the coordinate control points.  As an 
alternative, the coordinate control may be documented on the plan sheets 
if the plan sheets are not cluttered. 
 
An example coordinate control sheet is given in Exhibit 200-26. 

 
SOIL PROFILE  
SHEETS:  Soil profiles are typically shown utilizing 1 inch = 100 feet horizontal and 1 

inch = 10 feet vertical scales. The soil profile is for the use of the designer in 
establishing cut and fill slopes, CBR values for pavement design, cut and 
embankment stability sections, rock refill, and shrinkage and swell factors.  
It is the result of a cooperative effort between the designer, the Division of 
Highway Design and the Division of Materials.  

CONT. 
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 PIPE SHEETS:  Plot all inlets, manholes, pipes, and culverts with the exception of entrance 
pipes and longitudinal pipes on standard cross section sheets with slope 
lengths and sizes shown.  Show pertinent data such as discharge, high-
water elevations, flood evaluation data, and material quantities.  When 
appropriate, the limits of flowable fill will be shown.  See the Drainage 
Manual for more detail.

  
CROSS-SECTION  
SHEETS:  Cross sections are to be plotted at a scale of 1 inch = 10 feet both 

horizontally and vertically for all multilane interstate freeways and 
expressways.  A scale of either 1 inch = 10 feet or 1 inch = 5 feet may be 
used on rural arterial, collector, and local roads; and a scale of 1 inch = 5 
feet can be used on urban arterial, collector, and local roads.  

 
These sheets will show the cross-sectional view of the proposed roadway 
at 50-foot intervals and at critical stations.   Each cross section will show 
the station, offset (left and right) of centerline, the proposed roadway 
template, permanent drainage features, earthwork quantities, and 
construction notes.  It may be useful to show right-of-way and easement 
limits, erosion control features, utilities, MOT items, etc.   
 

STRUCTURES, TRAFFIC,  
& UTILITY RELOCATION  
PLANS: The contract plan sets may also contain structures, traffic (lighting, signal, 

and sign plans), and/or utility relocation plans.  The project manager will 
work with the different subject-matter experts to ensure that the final 
contract plan set includes all the applicable plans. 
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HD-207 
 

 

Chapter 
 

ADMINISTRATIVE PROCEDURES 
 

 

Subject 
 

Submittal of the Final Contract Plans 
 

 

 
 
 
 
 
 
 
SUBMITTAL OF THE  
FINAL CONTRACT  
PLANS: Submitting final contract plans on time is essential to prevent scheduling 

problems and delayed lettings. The project manager shall submit final 
contract plans to the Plan Processing Section a minimum of 90 days in 
advance of all lettings requiring PS&E, and 60 days in advance for all 
other projects. The Plan Processing Section will be advised at that time of 
any additional information that they will be requested to insert into the 
plans. The project manager confirms that all information (roadway, 
structures, traffic, and/or utility relocation plans) needed in the final contract 
plans is submitted on schedule and made available to the contractors. 
The Plan Processing Section will perform no other activities with the plans 
after final submittal other that that directly identified by the project 
manager. 
 
All final contract plans prepared by state forces shall bear the signature of 
the state highway engineer and the project manager.  Final contract plans 
prepared by consulting engineering firms shall bear the additional signature 
and seal of a professional engineer (civil or highway) licensed by the 
Commonwealth of Kentucky.  
 
The project manager will include the following items with the submission of 
final contract plans to the central office Division of Highway Design: 

 
 Final contract plans plotted on first-generation Mylar signed by the 

project manager as the legally binding set  
 

 A completed plans submittal form appropriate for the project—for federal 
TC 61-10, Exhibit 200-27, and for state, TC 61-11, Exhibit 200-28) 

CONT. 
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ADMINISTRATIVE PROCEDURES—Submittal of the Final Contract Plans HD-207 
 
SUBMITTAL OF THE  
FINAL CONTRACT  
PLANS (cont.): 

 Information needed to create the proposal, including the following, when 
applicable: 

 
♦ CAP report (even when there are no entries in the CAP) 
♦ Final estimate (including all items in the complete contract plans) 
♦ Project construction schedule (fixed completion date or maximum 

work days) 
♦ Permit/water-quality certification 
♦ Utility impact notes 
♦ Special provisions for protection of railroad interest  
♦ Project-specific special notes or specifications 

 
 Electronic files representing the contract plans and proposal delivered to 

central office via ProjectWise (ProjectWise will also be used for internal 
Cabinet deliveries to the project manager.  See the CADD Standards for 
Highway Plans for more detail.) 

 
 The supplemental electronic files (delivered via ProjectWise) as 

required by the CADD Standards for Highway Plans. (There shall be an 
overt distinction between the files that represent the contract plan and 
supplemental files.  Supplemental files are given for informational 
purposes only.) 

 
 A copy of the appropriate environmental checklist (Exhibit 200-19 or 

200-20), if required. (Send a separate copy to the Division of 
Environmental Analysis for their use in any required reevaluation of the 
environmental approval.)  
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Chapter 
 

ADMINISTRATIVE PROCEDURES 
 

 

Subject 
 

Project Closeouts 
 

 
 
 
 
 
 
 

 
 
 
 

OVERVIEW: A project is not complete until after it is closed out through the Cabinet’s 
accounting system.  The following activities typically occur in the project 
closeout process: consultant evaluations, final pay estimates, and audits. 
 

CONSULTANT  
EVALUATIONS &  
FINAL PAY  
ESTIMATES: Before final consultant pay estimates are submitted to the central office, 

the project manager evaluates the consultant's performance and 
completes the TC 61-8 form, Consultant Performance Evaluation (Exhibit 
200-13).  The district's chief right-of-way agent or the agent’s 
representative shall review Item B3, “Right of Way and Utility Plans,” and 
sign the form.  After all ratings are checked, they should be multiplied by 
the weighted factor shown on the right side of the evaluation, totaled, and 
shown as the consultant's rating score out of 100 possible points.  The 
computation is done by the form.  Discuss information that might reflect 
reasons for scores on an evaluation (such as the degree of complexity of 
a project) in the comment section.   
 
Upon completion, the project manager will transmit the evaluation and 
original final engineering pay estimate to the Roadway Design 
Engineering Branch manager in the central office. 
 
Upon receipt, the Roadway Design Engineering Branch manager will 
request an evaluation from the location engineer.  The location engineer 
will ask the director of the Division of Right of Way and Utilities to review 
and approve Item B3.  The average of the district and central office 
evaluations shall then become the final rating for the consultant's 
performance.  The Roadway Design Engineering Branch manager will 
then prepare a letter to the consultant summarizing the evaluation and the 
average final rating and will send copies to the Director of Professional 
Services and the district and central office. Professional Services shall be 
sent the original copies of the evaluations and final pay estimate. 

CONT. 
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CONSULTANT  
EVALUATIONS &  
FINAL PAY  
ESTIMATES (cont.): The consultant can appeal the evaluation through the director of the 

Division of Highway Design within 30 days of receipt.  If an appeal is filed, 
the director of the Division of Highway Design will discuss the evaluation 
with the project manager and location engineer and assess whether a 
reevaluation is warranted.  The director will respond to the consultant with 
the results of the reevaluation. 
  
If the consultant's contract specified that the consultant was responsible 
for geotechnical work, the consultant will submit a copy of the final 
geotechnical quantities with a letter stating that all geotechnical work is 
complete and no additional charges will be made.  Before closing a 
consultant contract for design, the location engineer consults with the 
central office drainage engineer to assure submittal and approval of the 
final drainage folder.   
 

CLOSEOUT OF  
IN-HOUSE &  
CONSULTANT  
PROJECTS: The closeout process is the responsibility of the respective location 

engineer. The project closeout process should begin with the award of the 
contract for construction. Soon after the award, if a consultant was used, 
the project manager should request a final pay estimate. Of importance to 
the process is: 
 

 The Division of Professional Services is to be in receipt of the original 
final pay estimate and consultant evaluations. 

 The MARS encumbrance is to be zero.  
 The available budget is to be non-negative. 

 
If there are remaining funds encumbered after the final pay estimate has 
been submitted, the Division of Professional Services should be 
requested to zero this account. A balance in the encumbrance may 
indicate that a portion of the contract was for cost-plus work. As part of 
the process, the project should be investigated to see if part of the 
consultant’s contract was for cost-plus work.  If cost-plus was part of the 
contract, that portion of the contract must be audited before it can be 
closed out.  The audit process is handled through Professional Services. 
 
If the funding in the available budget is negative, a funding request must 
be sent to the Division of Program Management. The funding request 
should be adequate to cover the negative amount. 

CONT. 
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CLOSEOUT OF  
IN-HOUSE &  
CONSULTANT  
PROJECTS (cont.): After the above has been accomplished, the location engineer shall 

contact the project manager, Division of Environmental Analysis, Division 
of Materials, Geotechnical Branch (if applicable), and the Division of 
Structural Design (if applicable) to see if there is ongoing work that would 
necessitate that the project remain open.  If this is the case, it should be 
documented by the location engineer along with expected time of 
completion. Occasionally the Division of Environmental Analysis will 
continue to use design funds to monitor stream mitigation work or 
wetlands. If possible, construction funding should be used for these 
activities. 
 
After it has been determined that there are no longer charges to the 
project, the location engineer should submit a closeout request to the 
branch manager of the Roadway Design Engineering Branch. The branch 
manager will submit the information (project item number and MARS 
number) to the Division of Accounts for closeout. 
 

CHECKLIST FOR  
DESIGN PHASE  
CLOSEOUTS:  The following is a checklist that the project manager and/or location 

engineer may use when preparing to close out a project. 
 

□ Has all design work been accomplished? The location engineer 
and/or project manager determine this after conferring with all 
appropriate central office divisions. (Highway Design, Structural 
Design, Environmental, Geotechnical, etc.) 

 
□ *Are there any consultant contract modifications to be executed? 

(Highway Design, Structural Design, Environmental, etc.) 
 
□ *Have all consultant final pay estimates, including statewide if 

appropriate, been processed? 
 
□ *Have all consultant evaluations been completed? (Highway 

Design, Structural Design, etc.) 
 
□ *Has an audit of cost-plus components of the consultant contracts 

been issued? 
 
□ *Have all encumbrances been zeroed out? 
 
□ Are additional state or federal-aid design funds required to 

complete the design phase for the project? 

CONT. 
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CHECKLIST FOR  
DESIGN PHASE  
CLOSEOUTS (cont.): 

□ Is environmental monitoring required for the project?  Have 
funding and project identity been established? 

 
□ Has a recommendation to close the design phase been sent to 

Accounts? 
 
□ **Has a design phase closeout letter been sent to FHWA? 

 
* Not required for department completed projects. 
** Federal-aid highway projects 
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Chapter 
 

ADMINISTRATIVE PROCEDURES 
 

 

Subject 
 

Design Participation in 
Construction Phase 

 

 
 
 
 
 
 
 
 
 
 
 
OVERVIEW: The project manager’s involvement with a project does not end with the 

letting and award.  Often, issues during the construction of a project arise 
that require clarification about the designer’s intent. Unforeseen 
circumstances may necessitate that changes to the original design be 
executed.  Project manager responsibilities include: 
 

 Attending preconstruction meetings 
 Reviewing change orders 
 Assisting with construction revisions 
 Visiting projects 

 
PRECONSTRUCTION  
MEETINGS: The project manager should attend the preconstruction meetings to 

explain notes and to report on any important or unusual information 
concerning the project or anything that has occurred during the 
development of the plans.  The project manager should provide any 
updates on R/W acquisition, utility relocation, and special environmental 
concerns.  The project manager shall report any special commitments 
such as CAP or environmental mitigation measures that were agreed to 
prior to letting the project and shall explain any nonstandard bid items. 
 

CHANGE ORDER  
APPROVAL  
PROCESS: The project manager plays an important role in the process when a 

change order is considered in the construction phase of a project.  The 
resident engineer for construction is required to notify the project 
manager that the initiation of a change order is being considered.  This 
notification can come in various formats, but the formal approach centers 
around notification by e-mail originated through the Transport Site 
Manager Construction Management Program. The project manager’s role 
in the change order review and approval process is outlined as follows: 

 
1. When a change order is in draft status, the user (usually the resident 

engineer) forwards the draft change order for parallel review using the 
Forward Change Order for Review function in Site Manager (e-mail 
sent to project manager advising there is a change order to review). 

 
 

CONT. 
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CHANGE ORDER 
APPROVAL 
PROCESS (cont.): 

2. The project manager, in consultation with the district TEBM for 
Preconstruction, will review the draft change order to determine if the 
intent of the original design as well as conformance to the appropriate 
design standards is met.  Upon making that determination, the project 
manager shall make a recommendation for approval or disapproval to 
the Division of Construction. 

 
3. At the request of the Division of Construction, the project manager 

shall arrange a meeting with the parties responsible for the original 
design.  The agenda for the meeting should include a discussion of 
why the design change is necessary and a determination of who is 
responsible for executing any work necessary to implement the 
change.  When the change order will involve plan modifications or 
further engineering review, the project manager will act as coordinator 
to assist the Division of Construction and the party deemed 
responsible for the work to complete the processing of the change 
order. 

 
4. The project manager should exercise special care when reviewing 

change orders.  Any information that might prove useful for future 
projects should be forwarded to the central office location engineer as 
well as be input into the Department’s Lessons Learned database. 

 
LESSONS LEARNED  
DATABASE & CHANGE 
ORDER REVIEW  
PROCESS: The project manager should forward any information learned during the 

change order review process to the central office location engineer and 
record the information in the Department’s Lessons Learned database.  
The Lessons Learned database was created to provide continuous 
improvement of department plans.  Value engineering studies, 
constructibility reviews, post-construction reviews, and review of change 
orders from Department projects are all good sources of information for 
use in the database. 
 
When it is suspected the change order is the result of a design error or 
omission in the original project design plans, the central office location 
engineer shall be notified and all supporting documentation available shall 
be forwarded to the central office Division of Highway Design, Roadway 
Engineering Branch, for review.  
 

CONT. 



ADMINISTRATIVE PROCEDURES—Design Participation in Construction Phase HD-209 
 

 
01/06  Page 3 of 7 

 

PROCESS FOR REVIEW  
OF CHANGE ORDERS  
IDENTIFIED AS DESIGN  
ERROR, DESIGN OMISSION,  
& PLAN ERROR: The details presented below outline a process for reviewing construction 

change orders identified as plan errors, design errors, omissions, etc.  
The intent of this process is to integrate a procedure for identifying plan 
errors, design errors, and omissions in the plan development process in 
such a manner as to provide for continuous improvement of plans. 
 
I. Copies of change orders identified as plan error, design error, 

omission, etc., should be forwarded to the designer (in-house or 
consultant) for review along with an explanation of factors contributing 
to the identified error or omission.  Currently, the project manager 
(responsible for the project during the preconstruction phase) is 
included in the review process for proposed change orders.  This 
process of change order review will be expanded to include the 
Division of Highway Design.  The branch manager for Roadway 
Engineering will oversee the expanded review, utilizing the Value 
Engineering Section (VE) and the location engineers, to gather 
information, to process, and to make the findings available to Design 
project managers and consultants for their use.  The information 
would be presented in a confidential format through the existing 
Lessons Learned database Web site and through project 
constructibility reviews. 

 
A. When a proposed change order is identified for review, the branch 

manager for Roadway Engineering will gather preliminary 
information utilizing the VE Section, the respective location 
engineer, and the central office Construction liaison to determine 
what categories the change order items represent.  The items 
included on the change order will be classified in the following 
categories:  

 
1. Errors:  A change order is needed to correct an error for an 

original contract item due to insufficient quantities established 
to construct item in accordance with the original contract and 
plans. 

 
2. Omissions:  A change order is needed to add a new item to 

the contract that was necessary to construct the project as 
shown in the original contract and plans (forgotten or omitted 
bid items).  

 
3. Enhancements:  A change order is needed to add a new item 

to the contract that enhances or adds to the original contract 
and plans. 

CONT. 
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PROCESS FOR REVIEW  
OF CHANGE ORDERS  
IDENTIFIED AS DESIGN  
ERROR, DESIGN OMISSION,  
& PLAN ERROR (cont.): 

4. Other:  A change order is needed to add a new item to the 
contract that is associated with unforeseen circumstances. 

 
5. Contractual Items: A change order is needed for supplemental 

items established by the contract or specifications. 
 

B. Upon classification of change order items and preliminary 
gathering of information, the branch manager for Roadway 
Engineering will have the following options:  

 
1. Prepare and submit memo to the director of the Division of  

Highway Design recommending that no further action be 
taken.  Identify any items that would be useful to other 
designers and forward information to Lessons Learned 
database Web site.  Send copies to Construction, 
Preconstruction Branch manager, and location engineer. 

 
2. Prepare and submit memo to the director of the Division of 

Highway Design recommending that further information be 
gathered from the project team. 

 
C. When more information from the project team is deemed 

necessary, the requests for information will be forwarded to the 
Preconstruction Branch manager. The Preconstruction Branch 
manager will have the following options to gather information:  

 
1. In-house projects:  project manager  
2. Out-sourced projects:  consultant project manager identified in 

the contract  
 

The Preconstruction Branch manager will receive copies of all 
change order documentation available to the branch manager for 
Roadway Engineering at the time of his or her review for reference 
and information.  It is anticipated that both the Preconstruction 
Branch manager and the project manager will be familiar with the 
change order and will be in the best position to decide if further 
information is needed from the consultant project manager for out-
sourced projects.  The chief district engineer in the respective 
district should also receive copies of correspondence regarding 
this issue.  

CONT. 



ADMINISTRATIVE PROCEDURES—Design Participation in Construction Phase HD-209 
 

 
01/06  Page 5 of 7 

 

PROCESS FOR REVIEW  
OF CHANGE ORDERS  
IDENTIFIED AS DESIGN  
ERROR, DESIGN OMISSION,  
& PLAN ERROR (cont.): 

D. Information gathered for submittal in regard to the change order 
items in question shall include the following: 

 

1. Project identification information (PCN and Design Item No.) 
 

2. Formal review, including any plan sheets, sketches, and a  
written explanation to clarify the factors contributing to the 
items in question on the change order 

 

3. Supporting documentation from the consultant project 
manager when appropriate (see example form letter, Exhibit 
200-29).  For out-sourced projects, if the project manager 
elects not to gather information from the consultant project 
manager, reasons outlining this decision should be provided.  

 

4. Preconstruction Branch manager will be given 30 days from 
date of the request to provide a response.  Electronic 
transmission of this information is encouraged. 

 
E. All information gathered in Part D shall be returned to the Division 

of Highway Design to the attention of the branch manager for 
Roadway Engineering. The branch manager for Roadway 
Engineering will coordinate review of the explanations provided 
and will coordinate final recommendations to be made to the 
director of the Division of Highway Design. The VE Section will 
enter information gathered in the change order review process, 
along with any other information obtained from value engineering 
studies, constructibility reviews, and post-construction reviews into 
the Lessons Learned database at the direction of the branch 
manager for Roadway Engineering.  The general format the VE 
Section will use to maintain confidentiality is as follows: 

 
1. General project description 
2. Description of the change order and description of the error, 

omission, or other issue 
3. Brief explanation to help clarify 
4. Costs associated with the change order items in question 

 
Location engineers will be responsible for continually monitoring 
the Lessons Learned database in an effort to gather information to 
assist project managers in making informed decisions regarding 
project development and constructibility issues. Ideally, the 
location engineers will have firsthand knowledge from the 
database as well as experience in surrounding districts to aid the 
project team.  The location engineers are expected to play a key 
role in the constructibility review process currently being 
developed. 

CONT. 
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PROCESS FOR REVIEW  
OF CHANGE ORDERS  
IDENTIFIED AS DESIGN  
ERROR, DESIGN OMISSION,  
& PLAN ERROR  
(cont.): In general, all information gathered will be published and distributed on a 

periodic basis as determined appropriate by management.  Distribution of 
this information would be similar to the process a design memo currently 
follows.  Other ways of marketing the information will be explored.  When 
published, the information should focus on the identified errors, 
omissions, or other issues and the costs involved.  Improving 
communication and distribution of information are critical areas for 
bringing into focus errors, omissions, and other constructibility issues.  
Once identified, project managers should be well equipped to avoid 
similar issues on future projects.  This process, when fully developed, 
should provide insight to the Division of Highway Design that can be used 
to identify changes in processes and procedures for plan development, 
engineering criteria, etc., that should result in continuous improvement of 
plans and ultimately the finished product.  
 

CONSTRUCTION  
REVISIONS: Construction revisions occur for many reasons.  Some of the more 

common reasons are: 
 

 Right-of-way changes 
 Typical section changes 
 Major design feature changes 

 
Design shall assist with these revisions by providing data files, standards, 
and MicroStation help and/or training to Construction as the revisions are 
drawn.  
 
If requested by Construction, Design shall assist with plan revisions by 
arranging project team meetings and coordinating plan revisions.  
 
When a construction revision is necessary, the use of first-generation 
reproducible on sensitized film is required.  The original copy of the 
revision becomes a part of the original plans and helps in the 
development of the as-built plans. When right of way is not changed, 
distribution is as follows: 
 

 Original and six copies to originating district 
 Four copies to Division of Construction 

 
When making right-of-way changes, distribution shall be the number of 
copies required by the Division of Right of Way. 

CONT. 
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PROJECT VISITS: Highway Design has a responsibility to visit projects to verify the 
suitability (or effectiveness) of what was designed. The project manager 
should help answer property owner questions and assist in dealing with 
any right-of-way issues.  The project manager should periodically check 
with the resident engineers and project inspectors to see how 
construction is proceeding and determine the effectiveness of information 
presented on the construction plans. 
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Chapter 
 

ADMINISTRATIVE PROCEDURES 
 

 

Subject 
 

Use, Distribution, & Retention of Plans 
 

 

 
 
 
 
 
 
  
SHOW PLANS: Prior to the letting, one copy of the contract plan set (comprising the 

roadway, structures, traffic, and/or utility relocation plans) is sent to the 
district office for public viewing.   

 
RECORD PLANS: Two contract plan sets are identified as "record plans."  One full-size set of 

record plans is issued to the district office, and a half-size record set is 
issued to the Division of Construction.    

 
AWARD PLANS: Upon award of the contract, plans are prepared as follows: 
 

 Contract Plan Set:  Five complete, full-size sets (one of which 
is the record plans) and 10 complete, half-size sets to the chief 
highway district engineer.  One electronic copy of the scanned 
contract plan set will be maintained in the blueprint section. 

 
 Original Roadway Plans:  Sent back to the chief highway 

district engineer 
 

 Original Bridge/Structures Plans:  Sent back to the Division of 
Structural Design 

 
 Building plans (other than loadometer stations):  Eight 

complete sets to the Division of Property and Supply Services 
 
INFORMATION  
PLANS:    Half-size plans, less cross sections, will be furnished to the following 

offices for informational purposes: 
 

 Contract Procurement (1 set) 
 FHWA (1 set) 
 Office for Business and Occupational Development (1 set) 
 Division of Materials (1 set) 
 Division of Structural Design (3 sets of Bridge/Structure Plans only) 
 Division of Construction Procurement (1 set to Plans, Specifications, 

and Estimates Branch) 
 The project consultant, when applicable (1 set)  

CONT. 
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AS-BUILT PLANS After awarding the contract and making all necessary copies, send the 
originals to the chief highway district engineer and retain a reproducible 
copy in the central office.  Upon completion of the project, the directors of 
the Divisions of Construction and Right of Way and Utilities will attest to 
the originals, showing any changes that occurred during construction as 
being the as-built plans. Transmit the as-built plans to the Department for 
Libraries and Archives for microfilming. 

 
  The central office Division of Highway Design and the district office shall 

retain microfilm of the as-built plans. 
 

  The Department shall retain the original as-built plans for Libraries and 
Archives. 

 
FIELD  
INFORMATION:  Location Field Information - Normally, the district retains the location 

field information until the award of the contract and then sends it to the 
Division of Construction with the original plans.  Treat any data collected 
and stored by electronic data collecting methods (floppy disks or hard 
copy of the data) as standard field information. 
 

RETENTION  
SCHEDULE FOR  
FILES: The following chart contains the retention schedule for highway design 

documents as described by the Kentucky Department for Libraries and 
Archives, Public Records Division.  In this chart the definition of indefinite 
is not a retention period and does not mean permanent.  It is the period of 
time before the retention of a record begins. 

  
Series 

No. 
Record Central 

Office 
Retention 

(Years) 

Libraries & 
Archives 
Retention 

Final Action 

Location Section 
215 Location Project File Indefinite -- Destroy 15 years 

after contract 
letting date 

216 Terrain Data Indefinite -- Destroy when 
construction 
project completed 

217 Engineering Design 
Reports and Studies 

15 -- Destroy 

Drainage Section 
218 Drainage 

Correspondence by 
County 

Permanent -- Retain in central 
office 

219 Drainage Folders Indefinite 50 Transfer to State 
Records center 
after construction 
of bridge/culvert is 
complete 

CONT. 
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Series 
No. 

Record Central 
Office 

Retention 
(Years) 

Libraries & 
Archives 
Retention 

Final Action 

Reproduction Section 
220 Project Plans 

(Originals & Books) 
Indefinite -- Transfer to 

Division of 
Construction when 
awarded 

221 Sepia Copy of 
Original Plans 

Indefinite -- Destroy 5 years 
after project 
contract is 
awarded 

Plans, Specifications, & Estimates Section 
222 Notice to Proceed Indefinite -- Destroy 3 years 

after submission of 
final design 
voucher 

03655 PS&E Certification & 
Acceptance File 

(duplicate) 

5 -- Destroy after audit 

03656 State Project 
Proposals (working 

file) 

3 -- Destroy after audit 

Pavement Section 
224 Project Progress Log Permanent -- Retain in central 

office 
225 Pavement Design 

(Original) 
Permanent -- Retain in central 

office 
Roadway Plan Review 

226 Final As-Built 
Roadway Plans – 

Transparent Original 

Indefinite Permanent Transfer to State 
Records Center 
after microfilming 

227 Retrieval Log 
(Finding aid for plans 
transferred to state 

archives) 

Permanent -- Retain in central 
office 

228 Microfilm (As-Built) Permanent -- Retain in central 
office 

229 Roadway Plan 
Review Project Files 

5 -- Destroy 

Standard Drawings Section 
230 Original, 

Reproducible 
Standard Drawings  

Permanent -- Retain in central 
office 

Roadside Development Section 
231 Landscape Design 

Plans 
Permanent -- Retain in central 

office 
 
 CONT. 
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Series 
No. 

Record Central 
Office 

Retention 
(Years) 

Libraries & 
Archives 
Retention 

Final Action 

232 Correspondence 
Pertaining to 
Location of 

Roadside Parks, 
Rest Areas, and 

Information Center 

10 -- Destroy 

Photo-Tec Section 
237 Aerial Photograph 

Negatives 
Permanent -- Retain in central 

office 
238 Photographic File 

Documentation 
Permanent -- Retain in central 

office 
239 Photologging 

Photographic 
Negatives 

Permanent -- Retain in central 
office 

240 Aerial Photograph 
Files (Contact Prints)

Indefinite -- Destroy when 
obsolete 

241 US Coast and 
Geodetic Records – 

State Plane 
Coordinates 

Indefinite -- Destroy when 
obsolete 

242 US Geological 
Survey Records 

Indefinite -- Destroy when 
obsolete 

243 Control Photo Prints 
from which Maps are 

Made 

Indefinite -- Destroy when 
obsolete 

244 Requisition of Aerial 
& Photographic 

Work 

2 -- Destroy 

Rail Section 
42 Guidelines for Local, 

Regional, and/or Rail 
Line Abandonment 

Permanent -- Retain 1 copy in 
central office. 

Districts – Project Development 
486 Project Files of 

Highway 
Classifications & 

Needs Study 

Indefinite  Destroy 5 years 
after completion 

487 Project Authorization 
& Completion 

Records 

Indefinite  Destroy 5 years 
after completion 

488 Research Studies & 
Plans & Locations of 

Roads 

5  Destroy 

489 Municipal Aid File 3  Destroy 
 
 

CONT. 
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Series 
No. 

Record Central 
Office 

Retention 
(Years) 

Libraries & 
Archives 
Retention 

Final Action 

Districts - Design 
490 Microfilm (As-Built) Permanent -- Retain in District 
491 Design Project 

Folders 
Indefinite -- Destroy after 

receipt of microfilm 
of as-built plans 
and 3 years after 
completion of 
construction 

492 Utilities Project 
Folders 

Indefinite -- Destroy after 
receipt of microfilm 
of as-built plans 
and 3 years after 
completion of 
construction 

493 Field Books Indefinite -- Transfer to central 
office when project 
is completed 

494 Research Studies on 
Plans & Locations of 

Roads 

Indefinite -- Destroy after 5 
years & when no 
longer useful 

497 Design Public 
Hearing Records of 

New Projects 
(Duplicate) 

5 -- Destroy 

Districts – Right of Way 
498 Right-of-Way Project 

Parcel Folders 
Indefinite -- Destroy 3 years 

after completion of 
project or receipt 
of copy of as-built 
plans (microfilm)  

499 Right-of-Way Project 
Plans 

Indefinite -- Destroy 3 years 
after completion of 
project or receipt 
of copy of as-built 
plans (microfilm) 

500 Right-of-Way Deeds 
(Duplicate) 

Indefinite -- Destroy 3 years 
after completion of 
project or receipt 
of copy of as-built 
plans (microfilm) 
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Chapter 
 

ADMINISTRATIVE PROCEDURES 
 

 

Subject 
 

Coordination with Outside Agencies 
 

 

 
 
 
 
 
 
OVERVIEW: The design of a roadway often involves other state, federal, and local 

agencies.  The designer shall be responsible for ascertaining the extent of 
other agency involvement and initiating the Department's requirement for 
gaining agreement or cooperation as necessary.  The general policy is to 
preserve all historic sites, public parks, recreation areas, fish and wildlife 
areas, and waterfowl refuges and not encroach upon them except as a 
last resort or when the roadway being designed is for their use. 

 
NATIONAL PARKS  
& FORESTS: National parks and forests are under the jurisdiction of the U.S. Forest 

Service.  The State Highway Engineer Guidance Manual outlines the 
procedures for approval of encroachment. 

  
FEDERAL DAMS &  
WATERWAYS: Generally, the U.S. Army Corps of Engineers will be involved with 

projects involving dams and waterways. Agencies such as the Federal 
Power Commission, U.S. Coast Guard, and Tennessee Valley Authority 
may also be involved.  (See the State Highway Engineer Guidance 
Manual and coordinate through the Coordination Section, Division of 
Highway Design.) 

 
AIRPORTS: Federal highways located within two miles of an airport require 

coordination with the Federal Aviation Agency.  Nonfederal airports are 
under the control of the Department of Aviation. 

 
STATE HEALTH &  
POLLUTION  
AUTHORITIES: Consult the state health and pollution authorities in the development of 

plans involving sanitary facilities to rest areas, utilization of combined 
sewers to outlet highway drainage, and adjustment or relocation of 
existing sanitary sewers. 

 
LOCAL PLANNING  
BOARDS: Consult local planning agencies on their studies in the joint use of 

highway facilities. 

CONT. 



ADMINISTRATIVE PROCEDURES—Coordination with Outside Agencies HD-211 
 

 
01/06  Page 2 of 5 

 

REST AREAS,  
LOADOMETER  
STATIONS, &  
WELCOME  
CENTERS:  Rest areas, loadometer stations, and welcome centers are to be designed 

for the needs and safety of the traveling public and the personnel who 
man, operate, and maintain the facilities. 

 
  Necessarily, the design of these facilities must be coordinated with other 

divisions.  The Division of Maintenance staffs and operates rest areas; 
the Department of Vehicle Regulation, loadometer stations; and the 
Division of Maintenance and the Tourism Cabinet, welcome centers. 

 
  The FHWA issued a study, FHWA-1P-81-1, on safe rest area planning, 

location, and design as a general guide and exchange of information.  
The AASHTO Design Guide makes several comments about these types 
of facilities along the highway system. 

 
  The Division of Highway Design's current design criteria will govern the 

design of exit and entrance ramps, pavement, drainage, etc.   
 
TRAFFIC AGREEMENT  
WITH CITIES FOR  
CONSTRUCTION: Construction or reconstruction projects within the incorporated limits of 

cities may utilize the TC 61-39 form, City Traffic Agreement for 
Construction (Exhibit 200-30) or a TC 61-48 form, City Ordinance Form 
(Exhibit 200-31).  Include these agreements with the plans submitted to 
the central office for review.  The district engineering branch manager for 
Preconstruction is responsible for obtaining approval from local 
governments before submittal.  A copy of the traffic control plan should be 
included with the submittal. 

 
  The agreements require the approval of the Deputy State Highway 

Engineer for Project Development.  Distribute the agreements to the 
Division of Highway Design and to the district office. 

CONT. 
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CLOSING OF  
PUBLIC ROADS  
& STREETS:  The Department of Highways has the authority to close, alter, or relocate 

any public road or street involved with the construction of a limited access 
facility.  The construction of any state highway that is not a limited access 
facility requires initiation of legal proceedings by the local governing body 
having jurisdiction over the street or road to effect such closings.  The 
district has the responsibility of maintaining a liaison and informing the 
local officials in the case of a limited access facility.  The director of the 
Division of Highway Design shall forward the district's report and 
recommendation along with the Director’s own recommendations and 
endorsements to the Commissioner of Highways.  If closure is endorsed, 
the director shall include an official order implementing the closure 
recommendations.  The official order should be routed through the 
Deputy State Highway Engineer for Project Development, the State 
Highway Engineer, and General Counsel for approval.   

 
  Complete all work on projects that require a design public hearing for 

determining the Department's position before the hearing.  On projects 
that do not require a design public hearing, the Department's position on 
road closures should be determined before approving the plans-in-hand 
inspection report. No permanent ingress or egress ramp on the state 
primary road system on fully controlled access facilities shall be closed, 
except for repairs, unless a public hearing is first held in the area to be 
affected by the closing.  The Department shall advertise in a newspaper 
of general circulation in the affected area at least 20 days before the 
hearing, notifying interested persons of the date, time, and place of the 
hearing. 

 
SANITARY LANDFILLS  
AFFECTED BY  
HIGHWAYS:  Whenever a proposed highway crosses or interferes with a sanitary 

landfill, the district engineering branch manager for Preconstruction shall 
furnish applicable information to the Division of Highway Design by 
preliminary line and grade stage.  Concurrence and approval of a 
recommended alignment will not be given until review and consultation 
with the Solid Waste Branch of the Division of Waste Management, 
Environmental and Public Protection Cabinet. The review must indicate 
whether the potential problems of removal and disposal of unsuitable 
materials and/or relocation of the landfill can be satisfactorily resolved. 

 
RETURN OF  
RECONSTRUCTED  
FACILITIES TO  
COUNTY  
JURISDICTION: Where substantial lengths of reconstructed county roads and frontage 

roads are involved, the Commonwealth is often being held responsible for 
maintenance of these improvements because they are constructed on 
state right of way. 

 
CONT. 
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RETURN OF  
RECONSTRUCTED  
FACILITIES TO  
COUNTY JURISDICTION 
(cont.):  In situations where it is desirable to return these facilities to county 

jurisdiction, it will be the responsibility of the project development team to 
make this recommendation at the time of the joint inspection.  This will 
require conveying to the county involved the completed facility, including 
the right of way, thereby eliminating the responsibility for maintenance by 
state forces. 

 
  When the project team recommends that a completed facility be 

transferred to the county, the chief highway district engineer will be 
responsible for initiating and coordinating the activities required to transfer 
these facilities. 

 
It is the policy of the Transportation Cabinet to convey maintenance 
responsibility and associated rights of way to local jurisdictions 
(county/city) for the following facilities: 

 
 All segments of state roads left to serve as frontage or local access 

roads following construction 
 All frontage or access roads constructed with the new highway  
 All segments of local roads that are relocated with the new highway 

construction, and for which right of way is purchased by the Cabinet  
 

  With the design and construction of any new facility, the functional 
classification system in the general area affected by the new construction 
should be reexamined. A determination should be made whether the 
facilities being replaced are relevant to the state road system as defined 
by their functional usage. 

 
  Before the final inspection, the district office planning engineer, with the 

assistance of the Division of Planning, will prepare a highway systems 
map of the general area showing the new alignment.  At the final 
inspection, the inspection party reviews each abandoned state road, 
frontage road, access road, and relocated local road.  In addition, a 
review of any other newly classified or existing supplemental road 
facilities is made to assure that it is in the best interests of the Cabinet to 
convey them to the local jurisdiction. The project team will then make a 
recommendation accordingly. 

 
  The designer will include deed descriptions for the right of way for all 

portions of the abandoned state road, access road, frontage road, or local 
road that lies outside the normal right-of-way limits required for 
maintenance of the new roadway.  It will be the responsibility of the Chief 
Highway District Engineer and his or her staff, in consultation with the 
Division of Planning, to initiate and coordinate the activities required to 
transfer maintenance responsibilities and associated rights of way to local 
jurisdictions for these facilities. 

CONT. 
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FISHERMAN  
ACCESS  
AT STREAM  
CROSSINGS:  Review access to streams during the early stages of plan development.  

As appropriate, reconstruct or relocate existing entrances to the area 
adjacent to streams.  Use of abandoned roadbeds for access shall be 
limited to providing reasonable access to the area.  Provide boat 
launching ramps, parking areas, and access to these facilities only with 
an agreement with the Department of Fish and Wildlife Resources, which 
will require a commitment from that agency for construction funds and 
future maintenance. 

 
AGREEMENTS WITH  
CITY/COUNTY  
AGENCIES: Any agreements with city/county or other public agencies must be 

prepared between the local government and the state detailing 
responsibilities.  The public agency will be required to follow the same 
procedures followed by the Department of Highways. 
 

CORPS OF ENGINEERS  
PROJECTS:  Corps of Engineers projects involving the relocation, rearrangement, or 

alteration of any state or county highway requires the approval of the 
Department of Highways.  The State Highway Engineer Guidance Manual 
contains the policies and procedures for coordinating Corps of Engineers 
projects affecting highways. 

 
NATIONAL FOREST  
OR PARKS  
PROJECTS:  The State Highway Engineer Guidance Manual contains the policies and 

procedures governing the coordination of United States Forest Service 
projects. 

 
 

 




































































































































































