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PREFACE 

PURPOSE 

The Interagency Coordination (IAC) Process Manual provides procedure guideline for partnership projects 
with other governmental agencies. The manual is organized by chapters reflecting the steps occurring during 
the project implementation. The diagram below illustrates the sequential project phases and basic activities 
of the process. Each project phase includes links to the applicable sections of the Interagency Coordination 
Process Manual. The Interagency Coordination Process Manual is designed to focus on the internal City 
process. This manual is not intended to elaborate other agencies’ processes or manuals, instead, it includes 
links to applicable sections of their manuals when referenced.  

 

Interagency Project Coordination Process Diagram 
 

 

 

 
 

 
• Chapter 1 – Project Initiation 
• Chapter 2 – Design 
• Chapter 3 – Construction 
• Chapter 4 – Project Closeout 
• Chapter 5 – Project Accounting 
• Chapter 6 - Transportation Improvement Program (TIP) 

Project Initiation

• Call for Projects
• Agreement 
Execution

Design

• Engineering 
and PS&E

• Environmental
• ROW 
Acquisition

• Utility 
Relocation

Construction

• Bidding/Letting
• Construction 
Administration

• Construction 
Completion

Project Closeout

• Final Project 
Records

• Final 
Reimbursement 
Request

• Final Audit
• Project Close

Project Accounting

• Reimbursement Requests and Reportings
• Audit Preparation

Transportation Improvement Program (TIP) and Statewide TIP (STIP)

• TIP/STIP Plan
• Project Activation
• Project Modification
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Transportation infrastructure projects can take years to plan and implement. The process can vary 
depending on the funding sources. Projects with federal/state funds must comply with rigorous federal/state 
requirements, which can take much longer to implement than the locally funded projects. Projects can be 
expedited by using 100% local and regional funds for one or more of project phases. The implementation 
timeframes are generalized below:     

Project Phase Local/Regional Funds Federal/State Funds 

Engineering 6 to 18 months 1 to 2 years 
Environmental Review 0 to 1 year 1 to 2 years 
Right-of-Way Acquisition 0 to 2 years 1 to 3 years 
Utility Relocation 0 to 12 months 6 to 12 months 
Construction 1 to 2 years 1 to 4 years 

Total 2 to 4 years 4 to 10 years 

Environmental Process typically begins during the preliminary engineering/design phase (30% design stage). 
Right-of-Way Acquisition and Utility Relocation typically begin at 60% of Engineering design stage. All four 
activities can proceed concurrently and should be completed before bidding/letting for the Construction 
phase.  

The project implementation begins after the interlocal agreement is executed. The implementation 
timeframes indicated above do not include project initiation and TIP/STIP activation phase. 

      

AUDIENCE  

The Interagency Coordination Process Manual is written for City’s Administrator, Program Manager, Project 
Manager, administrative staff, and any staff who is involved with Interagency projects.  

 

ACRONYM 

ACM – Assistant City Manager 

ADA – Americans with Disabilities Act 

AFA – Advance Funding Agreement 

AIS – Council Agenda Information sheet 

BUILD – Better Utilizing Investments to Leverage Development 

CAO – City Attorney’s Office 

CE – categorical exclusion 

CMAQ – Congestion Mitigation and Air Quality Program (Category 5)  

CSJ – Control-Section-Job 

DART – Dallas Area Rapid Transit 
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DBE – Disadvantaged Business Enterprise 

DFW – Dallas-Fort Worth 

DWU – Dallas Water Utilities 

ECO – Office of Economic Development 

EMP – Equivalent Match Project 

FA – Funding Agreement 

FHWA – Federal Highway Administration 

FO – Functional Obsolete 

FPAA – Federal Project Authorization Agreement 

HBP – Highway Bridge Program 

HOV – High-Occupancy Vehicle 

IAC – Interagency Coordination 

ISO – International Organization for Standardization 

LG – Local Government 

LGPDD checklist – Local Government Project Development and Delivery Checklist 

LGPM Guide – Local Government Project Management Guide 

LGPP – Local Government Projects Procedure 

LGPP Manual – Local Government Projects Policy Manual 

LMA – Landscape Maintenance Agreement 

LPAFA – Local Project Advance Funding Agreement 

MAFA – Master Advance Funding Agreement  

MCIP – Major Capital Improvement Program 

MO – Minute Order  

MPO – Metropolitan Planning Organization 

MTP – Metropolitan Transportation Plan 

M/WBE – Minority/Women-owned Business Enterprises  

NCTCOG – North Central Texas Council of Governments 

NEPA – National Environmental Policy Act 

NTTA – North Texas Tollway Authority 

NTP – Notice to Proceed 

PBW – Department of Public Works 

PMP – Project Management Procedure Manual 

PSA – Project Supplemental Agreement or Project Specific Agreement 

PS&E – Plans, Specifications, and Estimate   
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PWP – Participation Waived Project 

RAISE – Rebuilding American Infrastructure with Sustainability and Equity 

RAPTS – Revenue and Project Tracking System 

RDM – Roadway Design Manual 

RFP – Request for Proposal 

RFQ – Request for Qualification 

RFB – Request for Bids 

ROW – Right-of-Way 

RTC – Regional Transportation Council 

RTR – Regional Toll Revenue 

SD – Structurally Deficient 

SD – Sustainable Development 

SLOA – State Letter of Authority 

SR – sufficient rating 

SRTS – Safe Route to School 

STBG – Surface Transportation Block Grant Program (Category 7) 

STIP – Statewide Transportation Improvement Program 

STP-MM – Surface Transportation Program-Metropolitan Mobility  

STTC – Surface Transportation Technical Committee 

TA – Transportation Alternatives Set-Aside 

TDCs – Transportation Development Credits  

TDLR – Texas Department of License and Regulation 

TIF – Tax Increment Financing 

TIGER – Transportation Investment Generating Economic Recovery 

TIP – Transportation Improvement Program 

TTC – Texas Transportation Commission 

TxDOT – Texas Department of Transportation 
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CHAPTER 1 – PROJECT INITIATION 

SECTION 1.0 – OVERVIEW 

Interagency projects are initiated either through Call for Projects or collaboration with other governmental 
agencies and typically consist of multiple funding sources. 
  
When dealing with any matter associated with the Interagency projects, you must first identify the funding 
sources and understand the programs that provide the funds because the process will vary depending on 
the funding programs. You should not assume the same process solely based on the signatory agency of 
an agreement, as most agencies have various funding programs with different requirements. 
  
Once the project is selected, an interlocal agreement must be authorized by the Dallas City Council and 
then signed by all partnered agencies. Depending on the funding sources/programs, an individual interlocal 
agreement for each partnered agency may be required. For example, the City is the recipient of a federal 
funded project and splitting the local match with Dallas County. In this case, the City will have an Advance 
Funding Agreement (AFA) with TxDOT and a Project Specific Agreement (PSA) with Dallas County. If the 
project includes private funds as the local match, a funding agreement with the private partner must also be 
authorized by the Dallas City Council at the same time as the interlocal agreement. 
 
To provide a quick reference, the process diagrams below illustrate the visual depiction of work steps with 
major partnered agencies. The work steps are listed in approximate chronological order but may be 
performed concurrently or may not be required in some cases. Most of the work steps contain a hyperlink 
(blue underlined text) to the applicable section of referenced manual when you click on it. 
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Dallas County 
Phase Work Steps 
Initiate Interagency projects • Identify candidate projects 

• Update project cost estimate as needed 
• Attend Call for Projects workshops 
• Understand Dallas County Major Capital Improvement Program (MCIP) 
• Determine the City’s share of cost and funding source 
• Prepare and Submit Applications 
• Council Resolution with a list of projects to be submitted to Call for Projects 
• Submit projects to Dallas County MCIP Call for Projects 
• Wait for the announcement of Call for Projects selection 

 
Determine agency role and responsibilities • Coordinate with Dallas County to determine who will be the lead agency to administer the 

project and responsibilities of each agency    

 
Authorize and Execute Project Specific 
Agreement (PSA) or Funding Agreement (FA) 
 
Note: PSA/FA can be authorized at the same 
time as Engineering Services Contract award, 
or as construction contract award if Dallas 
County fund applies to construction only 

• Receive draft agreement from Dallas County 
• Project Manager reviews draft for accuracy of project information  
• Return draft to Dallas County for revision if errors found 
• Project Manager prepares CAO package for agreement review and further process    
• Project Manager prepares Council agenda package to authorize agreement and to receive 

or make payment from/to Dallas County 
• Obtain signatures from ACM and CAO once Council authorizes the agreement 
• Send partially executed agreement to Dallas County for County Commissioner Court 

approval and final execution  
 
 
 
 
     
 
 

 
 
 
 

Design Phase 
(by City) 
 
 
Note: follow 
City’s process 
and design 
standards 

• Procure Engineering Services contract 
(City’s PMP, Section 13 – 
Engineer/Consultant Selection) 

• Prepare Council Agenda package to award 
Engineering Services contract 

• Manage Engineering Services contract 
(City’s PMP, Exhibit 4.1 and 4.2 and 
relevant sections) 

• Send plans to Dallas County for their 
review at each Consultant submittal 

• Reimbursement request to Dallas County 
immediately after each payment to 
consultant, if Dallas County fund applies to 
design 

• Request to Real Estate for right-of-
way/easement acquisition (City’s PMP, 
Section 12 – Land/Easement Acquisition 
and Exhibit 4.2) 

• Release plans to utilities for review and 
relocation at 65% design stage (City’s 
PMP, Section 17 – Utilities) 

• Obtain final plans review approval and 
coversheet signature from Dallas County 

 Design Phase 
(by County) 
 
 
Note: Dallas 
County will 
prepare plan 
set in their 
format, but 
design will 
follow City’s 
standard   

• Attend project meetings hosted by Dallas County 
• Review plans from Dallas County 
• Review and process invoices from Dallas County 
• Summarize and monitor project expenditures, in 

accordance with PSA and Council Resolutions 
• Authorize and execute Supplemental Agreement 

to PSA or FA, if required, with or without City’s 
share of additional project cost 

• Obtain PBW Director’s signature on coversheet as 
City’s approval of plans 

    (Continued to next page)     (Continued to next page) 
 

Authorize and 
Execute private 
agreement with 
private partner 

• Prepare CAO package to request for drafting 
private agreement 

• Prepare Council agenda package to authorize 
private agreement and to receive payment from 
private partner at the same time as PSA/FA 

NO 

YES INCLUDE 
PRIVATE FUND 

AS MATCH? 

CITY IS LEAD AGENCY DALLAS COUNTY IS LEAD AGENCY 

Follow City process for all steps, refer to 
City’s Project Management Procedure (PMP)  
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(Continued)      (Continued) 
 

Bidding 
(by City) 
 
 
Note: follow 
City’s process 
(PMP)  
 

• Follow City’s Project Management 
Procedure Manual, Section 32 – Bid Phase 

• Invite Dallas County to attend pre-bid 
meeting and bid opening 

• Send bid tabulation to Dallas County for 
their concurrence 

• Prepare Council Agenda package to award 
Construction Contract 

 Bidding 
(by County) 
 
 
Note: Dallas 
County’s 
process 

• Attend pre-bid meeting and bid opening hosted by 
Dallas County 

• Review bid tabulation from Dallas County and 
concur if satisfy 

• Authorize and execute Supplemental Agreement 
to PSA for additional project cost based on the 
lowest bid amount, if required 

 
Construction 
Phase 
(by City) 
 
 
Note: follow 
City’s process 
(PMP) 

• Manage construction contract (City’s 
Project Management Procedure Manual, 
Section 33 thru 51)  

• Reimbursement request to Dallas County 
immediately after each payment to 
contractor/material testing firm if Dallas 
County fund applies to construction 

• Authorize and execute Supplemental 
Agreement to PSA, if required, with or 
without City’s share of additional project 
cost 

• Invite Dallas County to final walk thru and 
include their punch list for correction by 
Contractor  
 

 Construction 
Phase 
(by County) 
 
 
Note: Dallas 
County’s 
process 
 

• Attend pre-construction and partnering meeting 
hosted by Dallas County 

• Attend monthly meetings hosted by Dallas County 
• Conduct routine project site visit 
• Review and concur change orders that result in 

increase of project cost and City’s share of cost 
• Review and process invoices from Dallas County 
• Summarize and monitor project expenditures, in 

accordance with PSA and Council Resolutions 
• Authorize and execute Supplemental Agreement 

to PSA, if required, with or without City’s share of 
additional project cost 

• Attend final walk thru hosted by Dallas County and 
provide punch list for corrections 

• Program Manager issues a substantial acceptance 
letter to Dallas County once all corrections are 
satisfied (see example in Exhibit)  

• Attend one-year warranty walk thru and Program 
Manager issues a final acceptance letter to Dallas 
County, if no further correction is needed, to 
resume City’s maintenance responsibility of facility  
 

 
Project 
Closeout 
(by City) 
 
 
Note: follow 
City’s process 
(PMP)  

• Follow City’s Project Management 
Procedure Manual, Section 52 – Project 
Closeout 

• Review final project expenditures and cost 
breakdown for each agency in accordance 
with PSA and Council Resolutions 

• Send final Shop drawing, final invoices to 
Dallas County 

 Project 
Closeout 
(by County) 
 
 
Note: Dallas 
County’s 
process 
 

• Receive final record drawing from Dallas County 
• Authorize and execute Supplemental Agreement 

to PSA for City’s share of additional final project 
cost, if required 

• Deposit unused city fund advanced to and 
returned by Dallas County, if any 

 

Department of Public Works (PBW) has developed a Project Management Procedure Manual (PMP) for 
PBW Project Managers to cover their duties and responsibilities. PMP is referenced throughout this IAC 
process manual where the City’s standard and procedure are allowed for the interagency projects. The 
hyperlink to access the electronic version of PMP will be provided in the future revision of this manual.  

PBW also uses the ISO 9001 documents and these documents can be accessed at the City of Dallas 
SharePoint site at https://dallastxgov.sharepoint.com/sites/city/4eval/pbw/SitePages/Department.aspx and 
the FTP site at: ftp://ftp.dallascityhall.com/PBW/ISO%209001/. 

Other useful PMP references include: 
• Project Management Responsibilities Authority and Accountability Checklist (PBW-FRM-332) of PMP 

provides detailed information of project manager responsibilities  
• EXHIBIT B1 – CAPITAL PROJECTS – DESIGN THROUGH CONSTRUCTION (PBW-PRO-301) 
• EXHIBIT B2 – PLAN PRODUCTION WORKFLOW      

https://dallastxgov.sharepoint.com/sites/city/4eval/pbw/SitePages/Department.aspx
ftp://ftp.dallascityhall.com/PBW/ISO%209001/
ftp://ftp.dallascityhall.com/PBW/ISO%209001/PBW-FRM%20ENG/
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Texas Department of Transportation (TxDOT) – Federal and State Funds Excluding RTR 
Phase Work Steps 
Initiate Interagency projects • Identify candidate projects 

• Update project cost estimate as needed 
• Attend Call for Projects workshop (Call for Projects issued by TxDOT or NCTCOG) 
• Identify and understand the funding program that provides funds for the Call for Projects 
• Determine the City’s share of cost and funding sources 
• Prepare application 
• Council Resolution with a list of projects to be submitted to Call for Projects and funding 

commitment if required 
• Submit projects to Call for Projects 
• Wait for the announcement of Call for Projects selection 

 
Wait for a Minute Order (MO) approved by 
Texas Transportation Commission (TTC) for 
the new projects 

 
 
 

 
Authorize and Execute AFA 
 
Note: Any local expenditure incurred prior to 
full execution of AFA will not be reimbursed. 
The City shall not proceed with design 
without full execution of AFA, unless the City 
is not seeking federal/state reimbursement 
for design. Same rule applies to right-of-way, 
utilities, and construction.  

• Project Manager/Program Manager complete Local Government Agency Oversight Form A 
from TxDOT 

• Receive draft agreement from TxDOT 
• Project Manager reviews draft for accuracy of project information  
• Return draft to TxDOT for revision if errors found 
• Project Manager prepares CAO package for agreement review and further process    
• Project Manager prepares Council agenda package to authorize agreement and to receive 

or make payment from/to TxDOT 
• Obtain signatures from ACM and CAO once Council authorizes the agreement 
• Send partially executed agreement to TxDOT for their final execution  

 
 
 
  
    
 
 
 

 
 
 

Design Phase 
(by City) 
 
Note:  

1. Must use 
AASHTO 
Geometric 
Design Guide 
and TxDOT 
plan format. 
 
2. City can 
proceed 
without SLOA 
and FPAA and 
use City’s plan 
format and 
process, but 
unless it is 
approved in 

• Make advance payment to TxDOT for 
their oversight costs before TxDOT can 
begin oversight work including review of 
process and plans 

• Federal Project Authorization Agreement 
(FPAA) and State Letter of Authority 
(SLOA). No FPAA needed if only state 
fund.  

• Submit City’s engineering services 
contract procurement procedure (RFQ, 
RFP) for the project at least 3 weeks prior 
to initiating the selection process 

• Proceed to procure Engineering Services 
contract 

• Obtain TxDOT’s concurrence on the 
Consultant selection 

• Prepare Council Agenda package to 
award Engineering Services contract 
 

 
(Continued to next page) 

 Design Phase 
(by TxDOT) 
 
 
Note:    

• Make advance payment to TxDOT for City’s 
share of project cost associated with design 
prior to beginning design 

• Attend project meetings hosted by TxDOT 
• Review plans from TxDOT 
• Facilitate project concerns/issues from City 

official, management, and communities   
• Summarize and monitor project expenditures 

and progress, in accordance with AFA and 
Council Resolutions 

• Authorize and execute Supplemental 
Agreement to AFA, if required, when project 
scope/funding/cost change 

• Obtain PBW Director’s signature on 
coversheet as City’s approval of plans 

 
 
 
 

(Continued to next page) 

Request TxDOT to draft 
Advanced Funding Agreement 
(AFA) 

Activate project in 
Transportation Improvement 
Program (TIP) and Statewide 
TIP (STIP) 

Complete Local Government 
Project Procedure training (any 
staff works directly on or 
oversees project)  

Authorize and 
Execute 
agreement with 
county or private 
partner 

• Prepare CAO package to request for reviewing 
PSA or drafting private agreement 

• Prepares Council agenda package to authorize 
agreement and to receive payment at the same 
time as AFA 

NO 

Follow Local Government Project Procedure 
(LGPP) for all steps 

CITY IS LEAD AGENCY TXDOT IS LEAD AGENCY 

INCLUDE COUNTY 
OR PRIVATE FUND 

AS MATCH? 

YES 
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writing, design 
still must 
comply with 
AASHTO 
Geometric 
Design Guide, 
if no 
federal/state 
funds allocated 
for design  

(Continued from previous page) 
• Manage Engineering Services contract 

(LGPP, Section 4) 
• Submit plans to TxDOT for their review 

and approval at each milestone before 
moving forward to the next (LGPP, 
Chapter 7) 

• Submit Environmental Document to 
TxDOT for review after 60% plan approval  

• Submit reimbursement request to TxDOT 
immediately after each payment to 
consultant, if federal/state fund applies to 
design  

• Request to Real Estate for right-of-
way/easement acquisition. (Follow LGPP, 
Chapter 6, if seeking federal/state 
reimbursement for right-of-way cost) 
(follow City’s PMP, Section 12 – 
Land/Easement Acquisition and Exhibit 
4.2, if not seeking federal/state 
reimbursement for right-of-way cost) 

• Release plans to utilities for review and 
relocation at 65% design stage (City 
PMP) 

• Must receive Environmental clearance 
prior to finalizing PS&E for construction 
letting 

• Submit and obtain PS&E approval and 
coversheet signature from TxDOT (LGPP, 
Section 7.6) 

(Continued from previous page) 

 

 
Bidding/Letting 
(by City) 
 
 
Note: 
follow LGPP 
and City PMP; 
use LGPP if in 
conflict  

• Prepare bid document for TxDOT’s 
approval for letting  

• Obtain DBE goal from TxDOT 
• Provide right-of-way and utility clearance 

statement to TxDOT 
• Obtain FPAA and SLOA for construction 

letting.No FPAA needed if only state fund 
• Proceed with advertisement and letting 
• Invite TxDOT to attend pre-bid meeting 

and bid opening 
• Evaluate bid submittals for conformity 

(LGPP, Section 8.2) 
• Submit bid tabulation and bid analysis to 

TxDOT for their concurrence of lowest 
responsive bid 

• Prepare Council Agenda package to 
award construction contract 

 Bidding/Letting 
(by TxDOT) 
 
 
Note:  

• Advance City’s share of project cost associated 
with construction prior to letting (the amount will 
be based on engineering’s cost estimate) 

• Attend pre-bid meeting hosted by TxDOT 
• Review bid tabulation from TxDOT and concur if 

satisfy 
• Authorize and execute Supplemental Agreement 

to AFA for additional project cost based on the 
lowest bid amount, if required 

 
Construction 
Phase 
(by City) 
 
 
Note: 
follow LGPP 
and City PMP; 
use LGPP if in 
conflict 

• Manage daily construction activities (City’s 
Project Management Procedure Manual, 
Section 33 thru 51)  

• Additional contract specifications required 
by TxDOT (LGPP, Section 9.3) 

• Project Manager prepares and submits 
monthly progress report with its invoice to 
TxDOT’s PM. It is mandatory and required 
regardless of whether an invoice is 
submitted. (LGPP, Chapter 9) 

• Submit reimbursement request to TxDOT 
immediately after each payment to 
contractor (A federal-aid project may be 
defined as an inactive project obligation by 
FHWA if no expenditures are made for a 
year.) 

• Obtain TxDOT’s concurrence on change 
orders 

• Invite TxDOT to final walk thru and include 
their punch list for correction by Contractor  

 Construction 
Phase 
(by TxDOT) 
 
 
Note:  

• Attend pre-construction meeting hosted by TxDOT 
• Attend monthly meetings hosted by TxDOT 
• Conduct routine project site visit 
• Facilitate project concerns/issues from City official, 

management, and communities 
• Summarize and monitor project expenditures, in 

accordance with AFA and Council Resolutions 
• Concur change orders that increase the City’s 

share of cost 
• Authorize and execute Supplemental Agreement 

to AFA, if required, with or without City’s share of 
additional project cost 

• Attend final walk thru hosted by TxDOT and 
provide punch list for corrections 

• A maintenance agreement may be required prior 
to completion of construction, if the City is to 
maintain the new facility 

• Council Action to execute a maintenance 
agreement, if required  

 (Continued to next page)    (Continued to next page) 
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(Continued)      (Continued) 
 

Project 
Closeout 
(by City) 
 
 
Note: 
follow LGPP 
and City PMP; 
use LGPP if in 
conflict  

• Follow City’s Project Management 
Procedure Manual, Section 52 – Project 
Closeout 

• Review final project expenditures and cost 
breakdown for each agency in accordance 
with AFA and Council Resolutions 

• Send final Shop drawing, final invoices to 
TxDOT 

• Submit required closeout documents to 
TxDOT (LGPP, Chapter 10) 

• Receive Final Statement of Cost from 
TxDOT (typically 6 to 12 months after 
project completion), either requesting 
additional payment for the city’s share of 
final project cost or enclosing refund of the 
advanced city fund 

 Project 
Closeout 
(by TxDOT) 
 
 
Note:  

• Receive final record drawing from TxDOT 
• Receive Final Statement of Cost from TxDOT 

(typically 6 to 12 months after project completion), 
either requesting additional payment for the city’s 
share of final project cost or enclosing refund of 
the advanced city fund 

 
 
TxDOT developed a series of reference Local Government Project Procedure (LGPP) documents to assist 
local governments and TxDOT staff during the development and management of LG transportation projects. 
These documents are referenced throughout this IAC process manual and include: 

• Local Government Projects Policy Manual (LGPP Manual) – provides information on federal and 
state laws and regulations relevant to each step in the development of a LG project and outlines the 
policies that must be followed by the LG and TxDOT during administration of a LG project. 

 
• Local Government Project Management Guide (LGPM Guide)– provides project management 

guidance for a LG administering a LG transportation project and for TxDOT staff who are providing 
oversight.  

 
• Local Government Project Best Practice Workbook (Workbook)– as a quick-reference tool to 

assist local governments (LG) and TxDOT staff with administration of LG projects. Throughout this 
Workbook, links to the Guide are provided to assist in navigation between documents. 
 

• Local Government Projects Online Toolkit (Toolkit)– presents information in a format mirroring 
the project development process presented in the Manual and Guide. The Toolkit provides users 
with an easy-access portal to find and download many useful forms of information. 

 
• Local Government Project Development and Delivery Check List (LGPDD Checklist)– provides 

local governments and TxDOT staff an overview of required elements throughout the project 
development and delivery process and can be utilized as a mechanism to document completion of 
specific activities and reviews. 

 

  

http://onlinemanuals.txdot.gov/txdotmanuals/lgp/index.htm
http://ftp.dot.state.tx.us/pub/txdot/lgp/procedures/guide.pdf
https://ftp.txdot.gov/pub/txdot/lgp/procedures/workbook.pdf
http://www.txdot.gov/government/processes-procedures/lgp-toolkit.html
https://ftp.txdot.gov/pub/txdot/lgp/procedures/forms/1-1_lgp-dev-del-full-checklist.xlsx
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Texas Department of Transportation (TxDOT) – Off-System RTR Funded Projects 
Phase Work Steps 
Initiate Interagency projects 
 
 

• Identify candidate projects 
• Update project cost estimate as needed 
• Collaborate with NCTCOG and TxDOT to seek fund for the project 
• Identify and understand the funding program that provides funds for the project 
• Determine the City’s share of cost and funding sources 
• Council Resolution with a list of projects to be funded and funding commitment if required 
• Wait for RTC’s approval of the project 

 
Wait for a Minute Order (MO) approved by 
Texas Transportation Commission (TTC) for 
the new projects 

 
 
 

 
Authorize and Execute AFA 
 
Note: Pre-award authority to incur costs for 
project prior to full execution of AFA is 
allowable under certain conditions with pre-
approval from NCTCOG, but only up to the 
amount of local match required for the 
project 

• Receive draft agreement from TxDOT 
• Project Manager reviews draft for accuracy of project information  
• Return draft to TxDOT for revision if errors found 
• Project Manager prepares CAO package for agreement review and further process    
• Project Manager prepares Council agenda package to authorize agreement and to receive 

or make payment from/to TxDOT 
• Obtain signatures from ACM and CAO once Council authorizes the agreement 
• Send partially executed agreement to TxDOT for their final execution  

 
  
 
 
     
 
 
 

 
 
 
 

 
Bidding/Letting 
(by City) 
 
Note:  follow 
City’s process 
(PMP) 

• Follow City’s Project Management Procedure Manual, Section 32 – Bid Phase 
• Check Debarment of the bidders, in addition to PMP (external auditor typically examines this item) 
• Invite TxDOT to attend pre-bid meeting and bid opening 
• Send bid tabulation to TxDOT for their concurrence 
• Prepare Council Agenda package to award Construction Contract 

(Continued to next page) 

Request TxDOT to draft 
Advanced Funding Agreement 
(AFA) 

Activate project in 
Transportation Improvement 
Program (TIP) and Statewide 
TIP (STIP) 

Authorize and 
Execute 
agreement with 
county or private 
partner 

• Prepare CAO package to request for reviewing 
PSA or drafting private agreement 

• Prepares Council agenda package to authorize 
agreement and to receive payment at the same 
time as AFA 

Design Phase 
(by City) 
 
 
Note:  follow 
City’s process 
and design 
standards 

• Receive full RTR fund allocated to the project 30 days after execution of AFA  
• Procure Engineering Services contract (City’s PMP, Section 13 – Engineer/Consultant Selection) 
• Check Debarment of the bidders, in addition to PMP (external auditor typically examines this item) 
• Prepare Council Agenda package to award Engineering Services contract 
• Manage Engineering Services contract (City’s PMP, Exhibit 4.1 and 4.2 and relevant sections) 
• Send plans to TxDOT for their review at each Consultant submittal 
• Summarize and monitor project expenditures, in accordance with AFA, Council Resolutions, and RTR account balance 
• Provide monthly project report to NCTCOG 
• Request to Real Estate for right-of-way/easement acquisition at 60% design stage (City’s PMP, Section 12 – 

Land/Easement Acquisition and Exhibit 4.2) 
• Begin Environmental Review checklist process at 60% design stage and complete it before bidding/letting 
• Release plans to utilities for review and relocation at 65% design stage (City’s PMP, Section 17 – Utilities) 
• Obtain final plans review approval and coversheet signature from TxDOT 

NO 

YES 

Follow City process for all steps, refer to City’s 
Project Management Procedure (PMP)  
 

INCLUDE COUNTY 
OR PRIVATE FUND 

AS MATCH? 

CITY IS IMPLEMENTING (LEAD) AGENCY 
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(Continued) 

Construction 
Phase 
(by City) 
 
 
Note:  follow 
City’s process 
(PMP) 

• Manage construction contract (City’s Project Management Procedure Manual, Section 33 thru 51) 
• Summarize and monitor project expenditures, in accordance with AFA, Council Resolutions, and RTR balance 
• Seek approval of RTC for to use cumulative interest accumulated or additional RTR funds for cost overrun of the same 

project before project closeout, if needed 
• Provide monthly project report to NCTCOG 
• Invite TxDOT to final walk thru and include their punch list for correction by Contractor  

 

     
       
 
 
 
  

Project 
Closeout 
(by City) 
 
 
Note:  follow 
City’s process 
(PMP) and 
NCTCOG 
process for RTR 

• Follow City’s Project Management Procedure Manual, Section 52 – Project Closeout 
• Review final project expenditures and cost breakdown for each agency in accordance with AFA, Council Resolutions, and 

RTR balance 
• Complete Off-system RTR projects closeout process required by NCTCO and TxDOT 
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North Central Texas Council of Governments (NCTCOG)– Sustainable Development (RTR) 
Phase Work Steps 
Initiate Interagency projects 
 
 

• Identify candidate projects 
• Update project cost estimate as needed 
• Collaborate with NCTCOG and TxDOT to seek fund for the project; or 
• Submit project to Call for Projects 
• Identify and understand the funding program that provides funds for the Call for Projects 
• Determine the City’s share of cost and funding sources 
• Council Resolution with a list of projects to be funded and funding commitment if required 
• Wait for RTC’s approval of the project 

 
Wait for a Minute Order (MO) approved by 
Texas Transportation Commission (TTC) for 
the new projects 

 
 
 
 
 
 

Authorize and Execute three-party AFA 
 
Note:  

• Receive draft agreement from NCTCOG 
• Project Manager reviews draft for accuracy of project information  
• Return draft to NCTCOG for revision if errors found 
• Project Manager prepares CAO package for agreement review and further process    
• Project Manager prepares Council agenda package to authorize agreement and to receive 

or make payment from/to TxDOT 
• Obtain signatures from ACM and CAO once Council authorizes the agreement 
• Send partially executed agreement to NCTCOG for final execution  

 
  
 
 
     
 
 
 

 
 
 
 

 
(Continued to next page) 

Request NCTCOG for a draft 
Advanced Funding Agreement 
(AFA) 

• NCTCOG will then request 
and work with TxDOT to 
draft AFA 

Activate project in Transportation 
Improvement Program (TIP) and 
Statewide TIP (STIP)  
• NCTCOG will activate project in 

TIP/STIP and make modifications if 
required  

Authorize and 
Execute 
agreement with 
county or private 
partner 

• Prepare CAO package to request for reviewing 
PSA or drafting private agreement 

• Prepares Council agenda package to authorize 
agreement and to receive payment at the same 
time as AFA 

Design Phase 
(by City) 
 
 
Note:   
1. follow City’s 

design 
standards 

2. follow City’s 
process (PMP) 
and NCTCOG 
process 

• Receive notice to proceed from NCTCOG to begin design phase 
• Procure Engineering Services contract (City’s PMP, Section 13 – Engineer/Consultant Selection) 
• Check Debarment of the bidders, in addition to PMP (external auditor typically examines this item) 
• Obtain NCTCOG’s concurrence on the Consultant selection  
• Prepare Council Agenda package to award Engineering Services contract 
• Manage Engineering Services contract (City’s PMP, Exhibit 4.1 and 4.2 and relevant sections) 
• Send plans to NCTCOG for their review at each Consultant submittal 
• Conduct a project review meeting with NCTCOG at 60% plan completion, as required by NCTCOG  
• Summarize and monitor project expenditures, in accordance with AFA and Council Resolutions 
• Submit reimbursement request to NCTCOG immediately after each payment to Consultant 
• NCTCOG will review/approve reimbursement request, then forward to TxDOT to make payment directly to the City 
• Request to Real Estate for right-of-way/easement acquisition at 60% design stage (City’s PMP, Section 12 – 

Land/Easement Acquisition and Exhibit 4.2) 
• Begin Environmental Review checklist process at 60% design stage and complete it before bidding/letting 
• Release plans to utilities for review and relocation at 65% design stage (City’s PMP, Section 17 – Utilities) 
• Obtain final plans/bid proposal review approval and notice to proceed from NCTCOG for construction letting  

NO 

YES 

Follow City process for all steps, refer to City’s 
Project Management Procedure (PMP)  
 

INCLUDE COUNTY 
OR PRIVATE FUND 

AS MATCH? 

CITY IS IMPLEMENTING (LEAD) AGENCY 
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(Continued) 
 

Bidding/Letting 
(by City) 
 
Note:  follow 
City’s process 
(PMP) 

• Follow City’s Project Management Procedure Manual, Section 32 – Bid Phase 
• Check Debarment of the bidders, in addition to PMP (external auditor typically examines this item) 
• Invite NCTCOG to attend pre-bid meeting and bid opening 
• Send bid tabulation to NCTCOG for their concurrence 
• Prepare Council Agenda package to award Construction Contract 

 

 

 
 
  

Construction 
Phase 
(by City) 
 
 
Note:  follow 
City’s process 
(PMP) 

• Manage construction contract (City’s Project Management Procedure Manual, Section 33 thru 51) 
• Summarize and monitor project expenditures, in accordance with AFA and Council Resolutions 
• Submit reimbursement request to NCTCOG immediately after each payment to Contractor 
• NCTCOG will review/approve reimbursement request, then forward to TxDOT to make payment directly to the City 
• Invite NCTCOG to final walk thru and include their punch list for correction by Contractor  

Project 
Closeout 
(by City) 
 
 
Note: 
follow City’s 
process (PMP) 
and NCTCOG 
process 

• Follow City’s Project Management Procedure Manual, Section 52 – Project Closeout 
• Review final project expenditures and cost breakdown for each agency in accordance with AFA, Council Resolutions, 

and RTR balance 
• Complete Off-system RTR projects closeout process required by NCTCOG 
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SECTION 1.1 – INITIATE PARTNERSHIP PROJECTS 

1.1.0 Overview 

The City typically initiates the partnership projects by either responding to Call for Projects or 
collaboration with other governmental agencies.  

1.1.1 Selected by Federal/State/NCTCOG/County Call for Projects 

A Call for Projects is a competitive, technical-based project selection process, and it can be issued 
by Federal, TxDOT, NCTCOG, Dallas County, or Collin County. The typical timeframe from the 
announcement of Call for Projects to the announcement of selection takes 9 to 13 months. The steps 
for project selection through Call for Projects can be generalized as below:  

  
   

 

 
 

 

      
  

1.1.1.1 Call for Projects Announcement 

Call for Projects can be issued by federal, state, NCTCOG, Dallas County, Collin County as 
funds become available. Agency who issues the Call for Projects will also host a series of 
workshops to explain the application procedure, funding program, eligibility, selection 
categories and criteria, implementation requirements, funding obligation, and schedules. 
Some of the agencies will also provide optional pre-screening assistance to the applicant 
cities. Interagency City staff who will be involved in preparing the Call for Projects application 
or managing the partnership projects are encouraged to attend the workshop and take 
advantage of the pre-screening assistance.  

1.1.1.2 Identify Candidate Projects 

Identifying candidate projects is a repeatable process for documenting, validating, ranking, 
recommending, and approval process to choose the projects that are best suited for the Call 
for Projects categories and scoring criteria. The basis includes:   

• Projects identified by Councilmembers and/or through community meetings 
• Projects identified from the city’s Needs Inventory list 
• Projects were not selected by other recent Call for Projects 
• Projects that support City economic development initiatives, such as Inland Port 

Call for Projects 
annoucement

Identify 
candidate 
projects

Determine 
City's share 
of cost and 

sources

Council 
Resolution or 

Briefing
Submit 

applications
Selection 

annoucement

1 to 2 months 1 week 2 to 3 months 1 day 6 to 8 months

Prepare applications

3 to 5 months

https://dallasgis.maps.arcgis.com/apps/webappviewer/index.html?id=23c14b091d834912bbc0fe24958d2d39
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• Consultation with other departments (e.g., Public Works, Transportation, 
Development Services, Economic Development, Planning and Urban Design, Park 
and Recreation, and Government Affairs)  

1.1.1.3 Determine City’s Share of Cost and Funding Sources 

To determine the City’s share of cost and funding sources, a good project cost estimate must 
first be developed. When developing a project cost estimate for Call for Projects, you MUST 
also include other agency’s direct cost and inflation. You may include City’s management 
cost (staff time) for the Dallas County’s Major Capital Improvement Program (MCIP). The 
typical project cost estimate includes the following components: 

Project Cost Estimate = Design + Construction + Agency’s Direct Cost + Inflation 
  + Right-of-Way + Utility Relocation 

• Design Cost: approximately 15 to 20 percent of the design and construction cost  
• Construction Cost: use the most recent bid unit prices for the engineering cost estimate  
• Agency’s Direct Cost: 

- For TxDOT Direct Cost, consult with TxDOT for the specific percentage applied to the 
project. For example, direct state cost for the 2021 TxDOT Transportation Alternatives 
(TA) Program project is calculated at 15 % of the total construction cost.  

- For Dallas County’s In-House Delivery Cost (IHPD), consult with Dallas County staff. 
- May include City’s management cost (staff time) for Dallas County’s MCIP projects. 

Apply the same percentage rate as Dallas County’s IHPD or calculate the cost with 
estimated manhours and hourly rates  

• Inflation Cost: use 4% per year inflation rate till the year the project goes to construction 
• Right-of-way Cost: consult with Real Estate Division for the property value 
• Utility Relocation Cost: consult with utility companies for the extent of relocation and costs. 

See Section 17 Utilities of the City’s Project Management Procedure Manual (PMP) for City’s 
utility relocation policy.  

Once a project cost estimate is developed, you MUST determine which phase of project to 
receive grant from Call for Projects (i.e., either design, construction, ROW, utilities, or 
combinations of the above) and whether costs are eligible for the funding program. For 
example, utility burial, utility relocations for Highway off-system Bridge Program, or utility 
relocations that are not within easement are not eligible for federal funding program. 

City’s Share of Cost = Eligible Project Cost x % of Required City Match + Ineligible Project Cost          

The City’s share cost can come from the existing or future City funds, private funds, other 
governmental agency’s funds, or combination of the above. These funds are detailed in 
Section 1.2 of this manual.  

1.1.1.4 Council Resolution or Briefing 

An approved Council Resolution or Council Committee Briefing for the City’s project 
submission and matching fund commitment is required, as part of the application, by 
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NCTCOG Call for Projects, NCTCOG Funding Initiative, and Dallas County MCIP Call for 
Projects.  

See an example in Exhibit of this manual: EXHIBIT B3: SAMPLE OF COUNCIL 
RESOLUTION FOR SUBMISSION AND FUNDING COMMITMENT 

1.1.1.5 Prepare and Submit Applications 

For the Federal Call for Projects, the Office of the Government Affairs typically facilitates and 
coordinates with city departments to prepare and submit the grant applications. The 
interested department is required to provide the project details (e.g., name, limits, scope, cost 
estimate for each project phase with the breakdown of federal fund and city match, and 
schedule for each project phase), benefit-cost analysis and any relevant information for the 
project.  

For TxDOT, NCTCOG, and Dallas County Call for Projects, applications are typically 
prepared and submitted by Transportation Department. Public Works Department may 
prepare and submit additional PBW projects as needed.  

1.1.1.6 Selection Announcement 

The agency will begin evaluation and ranking process for the selection after the Call for 
Projects submission deadline. The agency may contact the City for additional information or 
reconcile significant differences on the application. The process typically takes approximately 
6 to 8 months. 

FEDERAL CALL FOR PROJECTS 
Federal may issue Call for Projects to fund transportation infrastructure projects when funding 
becomes available. The City submits projects directly to GRANTS.GOV for consideration by United 
State Department of Transportation. Past grants include nine Transportation Investment Generating 
Economic Recovery (TIGER) (2009 – 2017), three Better Utilizing Investments to Leverage 
Development (BUILD) (2018-2020), and two Rebuilding American Infrastructure with Sustainability 
and Equity (RAISE) (2021-2022). The eligible projects need to be shovel ready.  

TXDOT CALL FOR PROJECTS 
For TxDOT-selected projects, the City submits projects directly for consideration by TxDOT. A set of 
projects is then selected either through a competitive call for projects or strategically, at the discretion 
of the Texas Transportation Commission (TTC), or TxDOT Dallas District Office. 

TxDOT Call for Projects include project selection for federal pass-through funding programs and 
state funding programs. See Section 1.2.1: Federal Funding Programs and Section 1.2.2: State 
Funding Programs of this manual for program details. 

See an example in Exhibit of this manual: EXHIBIT B4: SAMPLE OF TXDOT TA CALL FOR 
PROJECTS APPLICATION  

https://www.grants.gov/
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NCTCOG CALL FOR PROJECTS 
NCTCOG Call for Projects may include projects selection for federal funding programs (Section 1.2.1: 
Federal Funding Programs of this manual), RTR program (Regional Toll Revenue RTR under 
Section 1.2.2: State Funding Programs of this manual), or any regional /local funds available at the 
time of the Call for Projects. The implementation process of the projects will depend on the type of 
funding provided for the Call for Projects.  

• Sustainable Development Call for Projects 
RTC initiated sustainable development program in 2001. Since 2001, NCTCOG has issued 
four Call for Projects. See Sustainable Development Program under Section 1.2.3 NCTCOG 
(RTC) FUNDING PROGRAM of this manual for program details. 

• Transportation Alternatives Calls for Projects 
NCTCOG periodically funds SRTS infrastructure projects, such as sidewalks and crosswalks, 
through Transportation Alternatives calls for projects. See SIDEWALK IMPROVMENTS 
under Section 1.2.3 NCTCOG (RTC) FUNDING PROGRAM of this manual for program 
details. 

DALLAS COUNTY MAJOR CAPITAL IMPROVEMENT PROGRAM (MCIP) CALL FOR 
PROJECTS 
Dallas County funds transportation infrastructure projects, typically every two to three years, through 
the selection of Major Capital Improvement Program (MCIP) Call for Projects. Dallas County began 
MCIP in 1999, with 1st Call for Projects. Since then, Dallas County has issued seven MCIP call for 
projects in 1999 (1st), 2001 (2nd), 2003 (3rd), 2005 (4th), 2008 (5th), 2012 (6th), and 2019 (7th). 

Dallas County’s MCIP Call for Projects scoring categories typically include Roadway Capacity 
Connectivity, Bicycle/Pedestrian, Safety, and Innovation & Alternative Mobility Solution. Applicants 
(cities) must complete MCIP project Eligibility Form, MCIP Pre-Screening Form (optional), MCIP 
Project Application Form, and MCIP Project Technical Details for Proposed Project Form.  

More information about the Dallas County MCIP Call for Projects can be found at Dallas County 
website: https://www.dallascounty.org/departments/pubworks/mcip-projects.php  

Also see an example in Exhibit of this manual: EXHIBIT B5: SAMPLE OF DALLAS COUNTY MCIP 
CALL FOR PROJECTS APPLICATION 

COLLIN COUNTY CALL FOR PROJECTS 
Collin County periodically funds thoroughfare improvements projects with their bond funds, through 
the selection of Call of Projects. 

Collin County does not require specific form or format for their Call for Projects submittal as long as 
the applicants include the basic information, such as name of the applicant (city), project name/limits, 
project description, project cost estimate, amount of funding requested, Council approval of the 
project, and any approved permits. Projects will be rated based upon the criteria specified in their 
Call for Project announcement. 

https://www.dallascounty.org/departments/pubworks/mcip-projects.php
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1.1.2 Selected by Regional Transportation Council (RTC) Strategic Funding Initiatives 

Another project selection method by Regional Transportation Council (RTC) is a strategic funding 
initiative, which is a more subjective method of selecting and funding transportation projects. Through 
this type of initiative, NCTCOG staff works cooperatively with STTC, RTC, and regional partners to 
select projects that further regional priorities. Projects are evaluated based on individual merits and 
impact on the regional transportation system. The RTC has issued several such funding initiatives, 
including the 2017-2018 Congestion Mitigation Air Quality/ Surface Transportation Block Grant 
(CMAQ/STBG) Programs that partnered with six City of Dallas’ 2017 Bond Program projects (Local-
Bond-Program-Project-List-RTC-Action-Revised.pdf (nctcog.org)).  Funds provided for this initiative 
are federal funds, therefore, the requirements and implementation process for these projects are the 
same as other federal-aid projects (Section 1.2.1 Federal Funding Program of this manual).             

SECTION 1.2 – IDENTIFY FUNDING PROGRAMS/SOURCES 

1.2.0 Overview 

When dealing with any matter associated with the Interagency project, you must first identify the 
funding sources, rather than the agency, and understand the programs that provide the funds 
because the process will vary depending on the funding programs. You should not assume the same 
process solely based on the signatory agency of an agreement, as most agencies have various 
funding programs with different requirements. 

1.2.1 Federal Funding Programs 

All federal funding programs for the interagency projects are passed through TxDOT and the City is 
the subrecipient of federal funds. The agreements are drafted directly between TxDOT and the City. 
The City has an active Master Advance Funding Agreement (MAFA) with TxDOT to outline the 
general terms and conditions of the partner relationship and laws/policies governing the agreement. 
An Advance Funding Agreement (AFA) is used to define the scope of work, funding obligation, and 
agencies’ responsibility for performing work of a specific project.  

Federal funding programs, excluding the Highway Bridge Program (HBP) that is detailed below in 
this section, generally require a minimum of twenty percent (20%) local match of the eligible project 
cost. The local match can be city funds, county funds, private funds, or combinations of the above. 
In the case of involving county or private funds, an additional agreement between the City and the 
County or private entities must be drafted in accordance with the interlocal agreement between 
TxDOT and the City. Transportation Development Credits (TDCs) may also be used in lieu of a local 
match in some of the funding programs. TDCs is detailed in Section 1.2.6 of this manual.  

Federal funds are reimbursement-base and can be used for the eligible design, construction, right-
of-way, utility relocation, or combinations of the above, depending on the funding program. The costs 
for the City’s management (staff time), in-house design, inspection, and construction material testing 
are not eligible for reimbursement. The traffic items (e.g., traffic signal controllers, street name signs, 
signal work) may be reimbursable, if the City obtains TxDOT’s approval for performing the work and 
set up a force account at the beginning of the project or obtains a sole source approval before letting. 

https://www.nctcog.org/nctcg/media/Transportation/DocsMaps/Fund/TIP/CMAQ_STBG/Local-Bond-Program-Project-List-RTC-Action-Revised.pdf
https://www.nctcog.org/nctcg/media/Transportation/DocsMaps/Fund/TIP/CMAQ_STBG/Local-Bond-Program-Project-List-RTC-Action-Revised.pdf
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The City is responsible for any project cost overruns, in excess of the federal funding participation. 
Types of Federal Funding program include the following: 

• Surface Transportation Block Grant (STBG) Program: previously named Surface 
Transportation Program – Metropolitan Mobility (STP-MM) Program. This program is designed 
for mobility and air quality projects (e.g., freeway/HOV improvements, arterial street 
widenings/extensions, traffic flow improvements, air quality projects) within the Metropolitan Area 
Boundaries with population of 200,000 or greater. STBG projects are selected by RTC, with final 
approval by TTC and the federal government.  
 

• Congestion Mitigation and Air Quality (CMAQ) Program: used on projects with emission 
benefits (e.g., traffic flow improvements, bus/rail transit expansion, intersection improvements, 
other air quality projects). CMAQ projects are selected by RTC, with final approval by TTC and 
the federal government. 
 

• Transportation Alternatives Set-Aside (TA) Program: used on locally sponsored pedestrian 
and bicycle infrastructure projects. TxDOT administers TA projects for non-urban and small-
urban areas with population less than 200,000. NCTCOG administers TA projects for large-urban 
areas with population over 200,000. TxDOT and NCTCOG are responsible for selecting TA 
projects independent of one another. 
        

• Safe Route to School (SRTS) Program: used on infrastructure projects that facilitate bicycling 
and walking among schoolchildren. SRTS funds are available for all areas regardless population 
size. The selection of SRTS projects is through call for projects, typically combined with TA 
Program, by TxDOT or NCTCOG. 
     

• Participation Waived Project/ Equivalent Match Project (PWP/EMP) Program under the 
Highway Bridge Program (HBP) for off-system bridges: The HBP is a federal program 
established in 1978 to provide for the repair and replacement of both on-system and off-system 
deficient bridges on the Federal-aid highway system. The allocation of funding responsibility for 
a HBP project is federal 80%, TxDOT 10%, and local government (LG) 10%. The PWP/EMP 
program allows LG to waive its 10% cost participation requirements in a federal off-system HBP 
project (PWP) if LG agrees to use an equivalent dollar amount of local funds to improve other 
deficient bridge in its jurisdiction (EMP). A Funding Agreement between TxDOT and LG must be 
in place before any EMP work in order for LG to be credited for the work.  

TxDOT selects and programs bridge projects for HBP funds according to their deficiency status 
which is from the lowest to highest sufficient rating (SR) and favoring Structurally Deficient (SD) 
over Functional Obsolete (FO) deficiency. TxDOT will implement the PWP projects with their 
procedure and standards; however, LG is responsible to purchase right-of-way and pay for 100% 
of utility relocation cost. LG will implement the EMP projects with their procedure and standards. 
The detailed program information can be found on TxDOT website:  
https://www.txdot.gov/government/programs/programs.html            

• Discretionary Fund: this type of fund must be obligated within a short time frame 

https://www.txdot.gov/government/programs/programs.html
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1.2.2 State Funding Program  

REGIONAL TOLL REVENUE (RTR) 
RTR funds are the proceeds from certain toll/managed lane projects in the Dallas-Fort Worth (DFW) 
region, and the RTC, as the regional transportation planning policy body for the DFW area, adopted 
several toll policies to govern toll rates and allocations of RTR funds (Funding Descriptions & 
Categories).  Legally, RTR funds are classified as State funds for accounting purposes. However, 
in the TIP/STIP documents, RTR funds are identified as regional, because they are created by 
regional toll roads and management lanes. 
 
RTR funds are separated into two accounts, and RTC policies and state legislation determine how 
funds are allocated among counties and projects. Both accounts can be monitored through the 
NCTCOG’s Fund and Project Tracking System. RTR projects are selected by RTC, with the final 
approval of projects by Texas Transportation Commission (TTC). 
 
RTR Program requires a minimum of twenty percent (20%) local match for the eligible project cost. 
The local match can be city funds, county funds, private funds, or combinations of the above. 
 
RTR funds for off-system and on-system projects are upfront cash payment in full to the 
implementing (lead) agency once the agreement is executed. Any remaining RTR funds and interest 
earned for the project must be returned to TxDOT at the project closeout. The implementing agency 
is required to provide a monthly report to NCTCOG, through their Revenue and Project Tracking 
System (RAPTS) internal website, starting when the agreement is executed and continuing until 
completion of the project.  The report should include project status, expenditures, interest earned, 
and interest rate for the period. You must contact RAPTS technical support staff to request a user 
account and log-in to access the RAPTS internal website. 
  
There are three different sets of rules (and agreements) for RTR projects depending on the type of 
RTR funds awarded to the project: 

1) RTR funded off-system projects: In this case, agreements are drafted directly between the 
implementing agency (i.e., the city or county) and TxDOT. Pre-award authority is allowable under 
certain conditions with pre-approval from the North Central Texas Council of Governments 
(NCTCOG), but only up to the amount of local match required for the project. 
 

2) RTR funded on-system projects: On-system projects involve some or all work performed on 
the State Highway System. In this case, an agreement may not be necessary unless the local 
agency owes a local match. Then, agreements are drafted directly between TxDOT and the 
implementing agency. Generally, since TxDOT is the implementing agency, RTR funds are 
disbursed directly to TxDOT for approved RTR project costs without an agreement. Pre-award 
authority is generally not needed in this scenario. 
 
RTR funded sustainable development projects (2009/2010 Sustainable Development Call 
for Projects): Due to interactions with developers, these projects require a three-party 
agreement between TxDOT, NCTCOG, and the implementing agency. These types of 
agreements allow for a more limited type of pre-award authority but are treated on a case-by-
case basis. If an implementing agency wishes to seek pre-award authority for a sustainable 

https://www.nctcog.org/getmedia/e6362bb7-4352-43a0-9b42-3dbc1b64aadc/1-RTC-Toll-Policies.pdf.aspx
https://www.nctcog.org/nctcg/media/Transportation/DocsMaps/Fund/TIP/RTR/20120509_DescCats.pdf
https://www.nctcog.org/nctcg/media/Transportation/DocsMaps/Fund/TIP/RTR/20120509_DescCats.pdf
http://rtr.nctcog.org/
https://rtrinternal.nctcog.org/
https://rtrinternal.nctcog.org/
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development project, it should contact NCTCOG Sustainable Development staff. This type of 
projects is reimbursement-base, and NCTCOG is responsible for reviewing/approving the plans 
and coordinating with TxDOT. NCTCOG is also responsible for TIP modification of these projects 
if required.  

GREEN RIBBON PROGRAM 
TxDOT began statewide Green Ribbon Program in 2002, to allocate funds for landscaping planting 
and irrigation improvements along the state highway right-of-way, with collaboration of local 
governments (LG). TxDOT pays for the installation and LG agrees to maintain the landscape 
improvements for at least five years after installation. A Landscape Maintenance Agreement (LMA) 
between TxDOT and LG is required for the Green Ribbon Program project. 

The Green Ribbon Program has evolved over the years, from then being implemented by TxDOT to 
now being implemented by LG. The program now requires LG to provide design at LG’s cost and 
then funds 100 percent of construction cost and 100 percent of the City’s construction management 
cost. Funds provided for the Green Ribbon Program are combination of federal and state fund; 
therefore, the requirements and implementation process for these projects are the same as other 
federal-aid projects (Section 1.2.1 Federal Funding Program of this manual). The City is responsible 
for any project cost overruns, in excess of the federal and state funding participation.  

1.2.3 NCTCOG (RTC) Funding Program 

RTC/Local funds are created by and available to RTC. These funds are primarily used for  

SUSTAINABLE DEVELOPMENT PROGRAM 
RTC initiated Sustainable Development (SD) Program in 2001, to encourage multimodal 
transportation planning and economic growth in/around historic downtowns, infill areas, passenger 
rail lines/stations by allocating transportation funds to land use projects that promote alternative 
transportation or reduce automobile use. This program utilized various set-aside federal/regional 
funds available at the time of the Call for Projects. Since 2001, NCTCOG has issued four Call for 
Projects, awarding $163 million including a local match of $32.6 million for infrastructure projects to 
support sustainable developments throughout the region. 

2001 Sustainable Development Call for Projects – federal funds (two City of Dallas projects) 
2006 Sustainable Development Call for Projects – regional funds (five City of Dallas projects) 
2010 Sustainable Development Call for Projects – regional/RTR funds (seven City of Dallas projects) 
2018 Sustainable Development Call for Projects – regional funds (no City of Dallas project) 

Sustainable Development (SD) Program requires a minimum of twenty percent (20%) local match 
for the eligible project cost. The local match can be city funds, county funds, private funds, or 
combinations of the above. In the case of involving county or private funds, an additional agreement 
between the City and the County or private entities must be drafted in accordance with the SD 
interlocal agreement between TxDOT, NCTCOG, and the City. 
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SD funds are reimbursement-base and can be used for the eligible design, construction, material 
testing, traffic signal installation by the city forces or combinations of the above. Right-of-way and 
utility relocation costs are ineligible for the SD Program.  

SIDEWALK IMPROVEMENTS 
NCTCOG periodically allocate funds for Safe Route to School (SRTS) infrastructure projects, such 
as sidewalks and crosswalks, through Transportation Alternatives (TA) calls for projects. SRTS funds 
typically apply to construction only. 

2014 Call for Projects – TA/CMAQ funds for 13 SRTS projects (one City of Dallas project) 
2017 Call for Projects – TA/CMAQ funds for 22 SRTS projects (one City of Dallas project) 
2020 Call for Projects – RTC funds for 7 SRTS projects (three City of Dallas projects) 

1.2.4 County Funding Programs 

DALLAS COUNTY MAJOR CAPITAL IMPROVEMENT PROGRAM (MCIP) 
In 1999, Dallas County replaced its traditional bond program with the Major Capital Improvement 
Program (MCIP) for transportation infrastructure projects, providing up to fifty percent (50%) of 
eligible project cost share with cities within Dallas County. Dallas County Public Works implements 
the MCIP, typically every two to three years, through the selection Call for Projects. Dallas County 
Public Works staff will evaluate the MCIP Call for Project submissions; however, the Dallas County 
Commissioners Court decides final MCIP project selections.  

MCIP requires a minimum of fifty percent (50%) city match for the eligible project cost. The city’s 
matching share can be the existing city bond funds, potential future city bond funds, public funds, 
private funds, or combinations of the above. 

MCIP funds are reimbursement-base and can be used for the eligible design, right-of-way, utility 
relocation/adjustment, construction, material testing, traffic signal installation by the city forces or 
combinations of the above. Water, wastewater, and dam improvements are one hundred percent 
(100%) city cost. MCIP may fund street amenities (e.g., landscaping) on a case-by-case basis and 
County’s participation for such improvements is specified in the Project Supplemental Agreement 
(PSA). 

In accordance with the MCIP Master Agreement, the costs for the City’s management (staff time), 
in-house design, inspection, and construction material testing are eligible for reimbursement. 
However, the City did not claim these costs in the past as they were not included in the project cost 
estimates with the MCIP Call for Projects applications. Beginning from the 2019 MCIP Call for 
Projects, the City’s management cost (staff time) is included in the projects submitted by PBW.  

Since 1999, Dallas County has issued and selected seven MCIP Call for Projects in 1999 (1st), 2001 
(2nd), 2003 (3rd), 2005 (4th), 2008 (5th), 2012 (6th), and 2019 (7th). With the first six Call for Projects, 
MCIP has provided over $600 million for these projects from 2000 to 2020. The latest MCIP 7th Call 
for Projects is anticipated to increase Dallas County’s total funding amount by $270 million to be 
programmed for fiscal years 2022 through 2025. The City has partnered with Dallas County for nearly 
100 projects, including many major roadways, hike and bike trail, and multimodal projects. 
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There are three types of agreements associated with MCIP. To participate in MCIP program, the 
cities in Dallas County must have an active MCIP Master Agreement with Dallas County and 
subsequent Funding Agreements (FA) or Project Supplemental Agreements (PSA) for the MCIP 
selected projects. The timing to enter these agreements is illustrated as below: 

 

• MCIP Master Agreement is a 10-year term agreement to define the general requirements 
and eligibilities of the program. The City entered the first MCIP Master Agreement with Dallas 
County in 2001 and has renewed it in 2011 and 2021. 
 

• Funding Agreement (FA) is being used for preliminary design to confirm the City’s match, 
typically when County is the lead agency for the preliminary design. 
 

• Project Specific Agreement (PSA) is being used once the project scope is confirmed. PSA 
can be used in lieu of FA if project scope has been established before the preliminary design.  

 

COLLIN COUNTY BOND PROGRAM 
Collin County periodically funds thoroughfare improvements projects with their bond program, 
through the selection of Call for Projects. The proposed thoroughfare project must be on the Collin 
County Thoroughfare Plan that is ultimate 4-lane or 6-lane divided roadway with turn lanes and traffic 
signals and could be roadway improvements or traffic signal improvements.  

Collin County requires matchings fund from the participating cities, depending on their population. 
The City of Dallas’ minimum matching fund percentage is fifty percent (50%) of the eligible project 
cost. The developer’s participation is allowed; however, at least half of the City’s share must come 
from the City funds. 

Collin County funds are reimbursement-base and can be used for the eligible design, right-of-way, 
utility relocation, construction, material testing, traffic signal installation by the city forces or 
combinations of the above. Landscaping, irrigation, and street lighting are ineligible for Collin County 
funds.  

1.2.5 City Funding Programs 

Most partnership projects require funding match from the City. The city funds could be from Bond 
Programs, operating funds, Tax Increment Financing (TIF) funds, funds from various departments 
(e.g., Dallas Water Utilities or Park and Recreation Department), or combinations of the above.  

Project 
selected by 

MCIP

Construction

Preliminary 
Design 

Final 
Design 

Right-of-Way & 
Utility Relocation 
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• When bond funds are being used as city match, the funding amounts must be allocated in 
proper fiscal year based on the award schedule for engineering services contract, right-of-
way acquisition, and construction contract. The PBW Capital Budget Section is responsible 
for allocating capital funding. To avoid insufficient funds causing delay of project, it is 
important for the Project Manager to update the project cost/schedule during annual budget 
routine and coordinate with the PBW Capital Budget Section earlier during the Council 
Agenda preparation process for the award. 
 

• When TIF funds are being used as city match, the funding will be allocated by the Office of 
Economic Development (ECO). If the appropriation of TIF funds for the project was not 
established in ECO’s annual budget, the Council action for the award must include receipt 
and deposit and appropriation of TIF funds. 
       

• When Dallas Water Utilities (DWU) improvements are included in the projects, the funding 
for such improvements is allocated 100 percent by DWU. The Project Manager should 
request the funding information through the DWU’s Project Manager. To avoid insufficient 
funds causing delay of project, project Manager should ensure DWU has the most current 
project schedule. 

1.2.6 Others (TDCs, Privates, Other Cities, and Governmental Entities) 

Other types of funds could be Transportation Development Credits (TDCs), private funds, funds from 
other cities, Dallas Area Rapid Transit (DART), or North Texas Tollway Authority (NTTA). 

• Transportation Development Credits (TDCs) – are FHWA toll credits. They can serve as a 
substitute for the required local cash match to federal funds that are programmed on a project. 
They are earned by states and metropolitan planning organizations (MPO) when toll revenues 
are used to fund capital projects on public highways within their boundaries. The Dallas-Fort 
Worth Region has been allocated more than $ 994 million TDCs.  

Any NEW project (i.e., not already in TIP) that has federal funds programmed to it under Title 23 
United States Code (highway legislation) or Chapter 53 of Title 49 USC (transit legislation) can 
use TDCs as the match for any eligible phase pf the project. To gain access to these TDCs, the 
agency must apply and meet at least 50% of the Metropolitan Transportation Plan (MTP) Policy 
Bundle policies for their respective agency type to be qualified/certified annually. 

The agency will have one year from the time it is deemed eligible to program the TDCs to projects. 
Also, per state law, the agency must sign an agreement with NCTCOG within two years of TDCs 
being awarded/assigned to a project, in addition to the AFA with TxDOT for the project. 

On a typical project that has federal funds and a local cash match, the match is 20% of the total 
project cost. The calculation is different when TDCs are utilized. It is 20% of the federal funding 
amount that must be used. Therefore, it must be made clear at the beginning of the project 
programming process that an agency wishes to use TDCs, so the amount of federal funds being 
awarded can be adjusted accordingly.  
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An example of this would be: 

Project Without TDCs  Project With TDCs   

Project Cost: $1,000,000  Project Cost: $1,000,000 

Federal Funding: $800,000  Federal Funding: $1,000,000 

Local Cash: $200,000  TDCs: 200,000 

 
• Private Funds and Funds from Other Cities – these funds can be used as part of city match 

to the federal/state or county funding program. An agreement with these entities must be 
authorized by the Dallas City Council at the same time as the interlocal agreement with the 
partnered agency. 
 

• Dallas Area Rapid Transit (DART) – the City has a master agreement and several supplemental 
agreements with DART for the transit developments throughout the City. DART also has a Street 
Repair Program, providing 100% DART funds, to reconstruct city streets that were deteriorated 
by DART buses.  
 

• North Texas Tollway Authority (NTTA) – the City does not have a master agreement with 
NTTA. Most partnership projects with NTTA are implemented by NTTA that involves only 
reviewing NTTA’s design plans or coordination of construction.  

 
 

SECTION 1.3 – DETERMINE AGENCY ROLE AND RESPONSIBILITIES 

1.3.0 Overview 

At the beginning of an interagency project, partnered agencies must decide which agency will be the lead 
to implement the project and the project/funding responsibilities of each agency. These decisions will be 
documented in the interlocal agreement as a guideline as the project moves forward.  

1.3.1 Lead Agency 

The City may serve as the lead agency for a partnership project. When serving as the lead agency, the City 
is responsible for carrying out all project activities for planning, design, environmental documentation, right-
of-way acquisition, utility clearance, construction, coordinating with the partnered agency, and requesting 
Transportation Improvement Program (TIP) activation/modification through NCTCOG’s Revenue and 
Project Tracking System (RAPTS) if the project includes federal/state funds.  TIP process is detailed in 
Chapter 6 of this manual.  

1.3.2 Non-Lead Agency 

The City may serve as the non-lead agency for a partnership project. When serving as the non-lead agency, 
the City should provide support to the lead agency as needed. Support may include attending meetings, 
reviewing plans, reviewing/processing invoices, explaining City’s standards/policies, and facilitating 
communications with the City official/management or communities. 

https://rtrinternal.nctcog.org/
https://rtrinternal.nctcog.org/


   

Revision 1: Effective 10/03/2022 Chapter 1 Page 31 

SECTION 1.4 – AGREEMENT EXECUTION 

1.4.0 Overview 

All partnership projects must be formalized by a written agreement that is authorized by the Dallas City 
Council. The agreement execution process and time to complete the steps can be generalized as below: 

 

 
 

 
 

 
*Include task and time to coordinate and obtain revisions from partnered agencies (Section 1.4.3.4 of 
this manual)  

1.4.1 Initiate Draft Agreement 

• For federal/state/RTR funded projects, TxDOT will draft the Advance Funding Agreement (AFA) after 
the Minute Order (MO) is approved by the Texas Transportation Commission (TTC) and upon written 
request by the City. The City must meet additional requirements including the following, before TxDOT 
can release the draft AFA to the City: 

- Completed Oversight Level Special Approval, Part A form (Part A- LG Qualifications Statement 
(txdot.gov)).  See an example in EXHIBIT B6: SAMPLE OF OVERSIGHT SPA 

- Provided a Project Location Map 
- Scheduled Local government authority approval (i.e., City Council Resolution) for the AFA 
- No outstanding balance with TxDOT on other projects (i.e., approval by TxDOT Finance Division) 
- Obtained Special approvals for LG work related to local letting, local force account work (e.g., 

traffic signal work, controller cabinets, street name signs) if applicable 
 

• For Dallas County funded projects, Dallas County will draft the Project Specific Agreement (PSA) or 
Funding Agreement (FA) after the County Commissioner Court approves the projects and upon written 
request by the City. The City must complete the Project Scoping Sheet before Dallas County can release 
the draft agreement to the City. 
 

• For projects with DART, NTTA, and Collin County, these agencies will draft the agreement upon 
written request by the City. 
 

• For projects with private entities, the City Attorney will draft the agreement upon request by the 
department. A draft Council agenda package to authorize such agreement and a deal-point listing the 
general terms considered for the projects must be attached to the request. 

Initiate draft 
agreement

Review draft 
agreement 

(PBW Project 
Manager)

Begin Council 
Agenda

Council 
approval

Execute 
agreement

1 month 1 to 2 weeks 2 to 3 months 1 day 1.5 to 4 months

Review draft 
agreement (CAO)*

1.5 to 2.5 months*

https://ftp.txdot.gov/pub/txdot/lgp/funding/oversight-special-approval.pdf
https://ftp.txdot.gov/pub/txdot/lgp/funding/oversight-special-approval.pdf
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1.4.2 Review Draft Agreement 

After receiving draft agreement from the partnered agency, Project Manager must first review the draft 
agreement for accuracy on the terms include the following: 

- CSJ Number (for federal/state/RTC projects) or MCIP Number (for Dallas County projects)  
- Project Name and Limits    
- Project Scope/Description 
- City’s responsibilities 
- City’s funding obligation for each project phase 
- Implementation deadline 
- Any special provisions 

For federal/state/RTC funded projects, the project name, limits, and scope/description on the agreement 
must match those shown on the TIP/STIP. The funding amount for each phase (i.e., preliminary 
engineering, right-of-way/utility, construction) also must match the funds programed in the TIP/STIP.  

1.4.3 Prepare Council Agenda to Authorize Agreement 

Project Manager should schedule a Council date to authorize the agreement and begin to prepare the 
Council Agenda, while reviewing the draft agreement.  

1.4.3.1. Schedule a Council date to authorize the agreement 
In general, it will take approximately two to three months from beginning a Council Agenda 
to the Council date based on the Council agenda calendar if all reviews go smoothly. The 
Council authorization date must be carefully selected to meet the deadline set by the funding 
program or partner. When determining the timeframe to deliver partially executed agreement 
to the partnered agency, add two more weeks in addition to the typical agenda package 
preparation timeframe to allow for the signature process.  

1.4.3.2. Request PBW Capital Budget Section to provide funding information 
Project Manager should submit a Capital Funding Request form for each funding source. For 
example, for a project consisting of 10% city bond fund, 10% Dallas County MCIP fund, and 
80% federal fund, you will need to submit three Capital Funding Request forms. A new Fund 
name should be assigned to the federal, state, and RTR fund for each project. 

1.4.3.3. Draft Council Agenda 
Council Agenda Information Sheet (AIS) and Resolution should be prepared in accordance 
with the guidelines developed by the City’s Council Agenda Office. A typical Council Agenda 
involving interagency projects should consist of the following elements: 

SUBJECT may contain a combination of the following actions to authorize: 
1) an agreement/contract with an entity (including the Agreement No. if applicable) 
2) the receipt and deposit of funds from an entity in a Fund name 
3) an increase in the appropriations in a Fund name (or establish an appropriation if it is a 

new Fund name) 
4) payment to an entity   
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Note: Action 2) and 3) need to be taken collectively. Appropriations can be increased or 
established only by Council Action. 

BACKGROUND should include:  
1) name of the project and partnered agency 
2) purpose of this Council action 
3) project description/scope with estimated project cost and its cost breakdown for each 

agency 

FISCAL INFORMATION should provide estimated project cost and its breakdown for each 
funding source 

RESOLUTION should include the following recitals in WHERERAS: 
1) project name with estimated total project cost and its funding source breakdowns 
2) which agency is leading the project 
3) any relevant past Council actions 

 
RESOLUTION typically include the following authorities in SECTION in according to the 
actions taken in SUBJECT: 
1) That the City Manager is authorized to execute an agreement/contract, approved as to 

form by the City Attorney for the project name, scope, and total project cost 
2) That the Chief Financial Officer is authorized to receive and deposit funds  
3) That the City Manager is authorized to increase (or establish) the appropriations 
4) That the Chief Financial Officer is authorized to disburse funds 
5) Deposit unused funds advanced to partnered agency, if applicable 
 
RESOLUTION must also include additional languages identifying project, funding sources, 
and authorized signatory in SECTION to satisfy the requirements by partnered agencies: 
1) That the City Manager, or the City Manager’s authorized designee, is authorized to 

execute an agreement/contract, approved as to form by the City Attorney, or the City 
Attorney’s authorized designee for the project name, scope, total project cost, and 
funding sources 

2) That the City of Dallas is responsible for any project cost overruns in excess of the 
Federal and State funding participation as described in the agreement”  

 
 
The following Council Agenda template examples represent two possible scenarios for 
authorizing an agreement: 
 
 Agreement with TxDOT for Federal or State Funding Program 

 
SUBJECT 
Authorize a Local Transportation Project Advance Funding Agreement with the Texas 
Department of Transportation (Contract No. CSJ 0918-XX-XXX) for the [insert project name 
and scope] and payment to TxDOT for [purpose of payment, e.g., the engineering review 
of the project or the City’s share of project cost] in the amount of $XXXX.XX – Financing: 
[insert Fund names received from PBW Capital Budget Section] 
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BACKGROUND section should include 1) name of the project and partnered agency; 2) 
purpose of this Council action; and 3) project description/scope with estimated project cost 
and its cost breakdown for each agency.  

FISCAL INFORMATION section should provide estimated project cost and its breakdown for 
each funding source. 

RESOLUTION should include WHERERAS stating 1) project name with estimated project 
cost and its breakdown for each funding source; and 2) which agency is leading the project. 
It MUST also include languages in SECTION stating 1) That the City Manager, or the City 
Manager’s authorized designee, is hereby authorized to execute the Advance Funding 
Agreement with TxDOT, approved as to form by the City Attorney, or the City Attorney’s 
authorized designee, for [insert project name and scope] in the amount of [insert total 
project cost and its funding sources]; 2) That the Chief Financial Officer is hereby to 
disburse funds in an amount of [insert the payment amount] to TxDOT for [insert purpose 
of payment, e.g., the engineering review of the project or the City’s share of project 
cost], in accordance with the terms and conditions of the agreement, as follows [insert 
funding information provided by PBW Capital Budget Section]; 3) That the City of Dallas 
is responsible for any project cost overruns in excess of the Federal and State funding 
participation as described in the agreement; 4) deposit unused funds advanced to TxDOT in 
[insert funding account information provided by PBW Capital Budget Section]; and 5) 
That this resolution shall take effect immediately from and after its passage in accordance 
with the provisions of the Charter of the City of Dallas, and it is accordingly so resolved.   

See an example in Exhibit of this manual: EXHIBIT B7: SAMPLE OF COUNCIL AGENDA 
INFORMATION SHEET (AIS) AND RESOLUTION (CR) 

 
 Agreement with Dallas County and Other Entities 

 
SUBJECT 
Authorize a Project Specific Agreement [or Funding Agreement] with Dallas County for the 
[insert project name and scope] and payment to Dallas County for the City’s share of 
project cost in the amount of $XXXX.XX – Financing: [insert Fund names received from 
PBW Capital Budget Section and Dallas Water Utilities]  

BACKGROUND section should include 1) name of the project and partnered agency; 2) 
purpose of this Council action; and 3) project description/scope with estimated project cost 
and its cost breakdown for each agency.  

FISCAL INFORMATION section should provide estimated project cost and its breakdown for 
each funding source. 

RESOLUTION should include WHERERAS stating 1) estimated project cost and its 
breakdown for each funding source; and 2) which agency is leading the project. It should also 
include SECTION stating 1) That the City Manager is hereby authorized to execute the 
agreement, approved as to form by the City Attorney, for [insert project name and scope] 
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in the amount of [insert project cost]; 2) That the Chief Financial Officer is hereby authorized 
to disburse funds in an amount [insert payment amount], in accordance with the terms and 
conditions of the agreement, as follows [insert funding information provided by PBW 
Capital Budget Section]; and 3) That this resolution shall take effect immediately from and 
after its passage in accordance with the provisions of the Charter of the City of Dallas, and it 
is accordingly so resolved.   

1.4.3.4. Assemble CAO package for review of draft or request for drafting a new agreement 
A copy of draft Council Agenda (i.e., AIS, map, and Resolution), draft agreement and its 
attachments, and project deal-points must be attached with the CAO package, as CAO will 
not review or draft an agreement without a draft Council Agenda. 

CAO will review the draft agreement prior to the Council authorization date and may ask for 
an electronic version of draft agreement in Microsoft Word for their review comments/revision. 
Project Manager should forward the comments to and obtain revisions from the partnered 
agency and facilitate the meeting between the counsel of agencies if needed. CAO will initial 
the draft agreement once they are satisfied with the terms.  

1.4.3.5. Assemble Council Agenda Package 
The Council Agenda package should be assembled and submitted for review/approval the 
same manner as other PBW Council Agenda items.  

1.4.4 Execute Agreement      

 

 

Once the City Council approves the resolution to authorize the agreement and the stamped resolution is 
available, Project Manager should begin circulating the agreement package to obtain the signatures from 
the Assistant City Manager, and then the Assistant City Attorney who reviewed/approved/initialed the draft 
agreement. The partially executed agreement and the Council Resolution should be forwarded immediately 
to the partnered agency for final execution. A formal transmittal letter is required, and it is recommended to 
keep a copy of the documents being transmitted. The final executed agreement (original) must be filed at 
the City Secretary’s office, along with the Council Resolution.  

1.4.5 Amendment to Agreement 
The agreement must be amended when project scope, project limits, agency’s responsibilities, project 
cost, or funding obligation changed. The amendment to the original agreement must be authorized by the 
City Council and the process is the same as the agreement. 

Council 
approves 

Resolution

Stamped 
Resolution 

(by City 
Secretary's 

Office)

Obtain 
signatures 
from ACM 
and CAO

Forward 
partially 

executed 
agreement to 

partnered 
agency

Receive final 
executed 

agreement

File final 
executed 

agreement 
(original) at City 

Secretary's Office

1 day 1 week 1 week 1 day 1 to 3 months 1 day
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1.4.6 Termination of Agreement 
The agreement may be terminated if one of the agencies requests to cancel the project. However, the 
agency who desires to cancel the project will have to pay back all funds previously received for the project 
and all direct and indirect project costs previously incurred by the other agency.  

 
Agreement Samples 

1. AFA Samples: 
Many AFA samples can be found in the Interagency folder (IAC) of PBW internal network drive. 

2. RTR Agreements Samples: 
• Template TxDOT, local entity agreement (on-system projects) [PDF] 

For RTR projects with SOME OR ALL WORK ON the state highway system 
• Template TxDOT, local entity agreement (off-system projects) [PDF] 

For RTR projects ENTIRELY OFF the state highway system 
• TxDOT, NCTCOG, local entity agreement (sustainable development projects) 

3. PSA Samples: 
Many PSA samples can be found in the Interagency folder (IAC) of PBW internal network drive. 

4. Amendment to Agreement: 
Many amendment samples can be found in the Interagency (IAC) folder of PBW internal network 
drive.  

  

https://www.nctcog.org/nctcg/media/Transportation/DocsMaps/Fund/TIP/RTR/RTRpartialOnSystem0309.pdf
https://www.nctcog.org/nctcg/media/Transportation/DocsMaps/Fund/TIP/RTR/RTRoffSystem0309.pdf
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Engineering

6 to 24 months Environmental Review

0 to 24 months Right-of-Way Acquisition

0 to 36 months Utility Relocation

0 to 12 months

CHAPTER 2 – DESIGN 

SECTION 2.0 – OVERVIEW 

The activities during design phase include the following conceptual steps: 
 

 

 
 

  

  

 

 

Environmental Process typically begins during the preliminary engineering/design phase (30% design stage). 
Right-of-Way Acquisition and Utility Relocation typically begin at 60% of Engineering design stage. All four 
activities can proceed concurrently and must be completed before bidding/ letting for the Construction phase. 

SECTION 2.1 – LEAD AGENCY 

2.1.0 Overview 

The design process and requirements of a partnership project depend on the type of funding sources:    

Federal and state funded projects, excluding RTR: 
• MUST use federal/TxDOT design standards including PS&E preparation and environmental 

documentation and design procedure as outlined in LGPP Manual and LGPM Guide  
• Can follow City’s design procedure (e.g., procurement, management) if federal/state fund only 

apply to construction (i.e., the City does not seek for reimbursement of design cost).  

Local funded projects (Dallas County and non-federal/state/RTR): 
• Use City design and plan/specification preparation standards. Refer to City’s design manuals 

and specifications.  
• Follow City’s design procedure (e.g., procurement, management). Refer to Section 13, 14, 15, 

and 16 of the City’s Project Management Procedure Manual (PMP). 

RTR funded Off-System projects: 
• Use City design and plan/specification preparation standards. Refer to City’s design manuals 

and specifications. 
• Follow City’s design procedure (e.g., procurement, management). Refer to Section 13, 14, 15, 

and 16 of the Project Management Procedure Manual (PMP). 

1 month 3  to 4 months 2 to 3 months

Pre-procurement 
Authorization Procurement Award Engineering 

Services Contract

https://dallascityhall.com/departments/public-works/Pages/ConstructionStandards.aspx
https://dallascityhall.com/departments/public-works/Pages/ConstructionStandards.aspx
https://dallascityhall.com/departments/public-works/Pages/ConstructionStandards.aspx
https://dallascityhall.com/departments/public-works/Pages/ConstructionStandards.aspx
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• MUST follow the environmental review process, and invoice/status reporting process established 
and required by NCTCOG. The implementation guidance for these requirements can be found 
at NCTCOG website. 
 

RTR funded Sustainable Development projects: 
• Use City design and plan/specification preparation standards. Refer to City’s design manuals 

and specifications. 
• Follow City’s design procedure (e.g., procurement, management). Refer to Section 13, 14, 15, 

and 16 of the Project Management Procedure Manual (PMP). 
• MUST follow the environmental review process, and invoice/status reporting process established 

and required by NCTCOG. The implementation guidance for these requirements can be found 
at NCTCOG website. 

• MUST follow the review and approval process established and required by NCTCOG. These 
requirements are typically outlined in the Funding Agreement.  

2.1.1 Pre-Procurement Coordination and Authorization from Partnered Agency 

FEDERAL/STATE FUNDING PROGRAMS, EXCLUDING RTR PROGRAMS 

• If federal/state funds apply to the engineering phase of the project, the City MUST request notice to 
proceed and receive the following from TxDOT before beginning procurement process:   
- Federal Project Authorization Agreement (FPAA) and State Letter of Authority (SLOA)  

o FPAA will not be required if only state fund applies  
- Approval of City’s Procurement Procedure 

• If federal /state funds do not apply to the engineering phase of the project, FPAA and SLOA is not be 
required. Approval of City’s procurement procedure by TxDOT is also not required.  

RTR PROGRAMS 

• For RTR funded Off-system Projects, the City MUST request and receive a notice proceed (NTP) 
from TxDOT 

• For RTR funded Sustainable Development Projects, the City MUST request and receive a NTP from 
NCTCOG 

• Approval of the City’s Procurement Procedure by TxDOT or NCTCOG is not required. The City can 
begin procurement process once receiving the NTP. 

DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 

Approval of the City’s Procurement Procedure by Dallas County or other non-federal/state/RTR funding 
partners is not required.  

2.1.2 Procurement of Engineering Services 

FEDERAL/STATE FUNDING PROGRAMS, EXCLUDING RTR PROGRAMS 

• The Request for Proposal (RFP) should include the services for environmental document preparation. It 
is recommended to use a TxDOT pre-certified firm to perform environmental document preparation. 

https://www.nctcog.org/trans/funds/rtr/rtr-project-implementation-guidance
https://dallascityhall.com/departments/public-works/Pages/ConstructionStandards.aspx
https://dallascityhall.com/departments/public-works/Pages/ConstructionStandards.aspx
https://www.nctcog.org/trans/funds/rtr/rtr-project-implementation-guidance
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• RFP MUST specify to follow TxDOT’s standards and specifications for design, environmental, and PS&E. 
• DBE goal MUST be used in lieu of M/WBE if federal/state funds apply to the engineering phase.  

RTR PROGRAMS 

After receiving NTP from TxDOT or NCTCOG, the City shall follow its procurement process, referring to 
Section 13 Engineering and Consultant Selection of the City’s Project Management Procedure Manual 
(PMP). 

DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 

The City shall follow its procurement process, referring to Section 13 Engineering and Consultant Selection 
of the City’s Project Management Procedure Manual (PMP).  

Other useful PMP references include: 
• Project Management Responsibilities Authority and Accountability Checklist (PBW-FRM-332) of PMP 

provides detailed information of project manager responsibilities  
• EXHIBIT B1 – CAPITAL PROJECTS – DESIGN THROUGH CONSTRUCTION (PBW-PRO-301) 
• EXHIBIT B2 – PLAN PRODUCTION WORKFLOW 

2.1.3 Pre-Award Coordination and Consent from Partnered Agency 

FEDERAL/STATE FUNDING PROGRAMS, EXCLUDING RTR PROGRAMS 

- If federal/state funds apply to engineering phase, the City MUST formally request a written 
concurrence by TxDOT in the award of contracts. The City also MUST obtain the DBE goal from 
TxDOT and use it for awarding the contract.  

- If federal/state funds do not apply to engineering phase, concurrence by TxDOT is not required. 

RTR PROGRAMS 

• For RTR funded Off-system projects: 
- If RTR funds apply to engineering phase, the City MUST formally request a written concurrence by 

TxDOT in the award of contracts. 
- If RTR funds does not apply to engineering phase, concurrence by TxDOT is not required.  

• For RTR funded Sustainable Development projects: 
- If RTR funds apply to engineering phase, the City MUST formally request a written concurrence by 

NCTCOG in the award of contracts. 
- If RTR funds does not apply to engineering phase, concurrence by NCTCOG is not required.  

DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 

- If Dallas County or other non-federal/state/RTR funds apply to engineering phase, the City MUST 
formally request a written concurrence by Dallas County or other governmental agencies in the 
award of contracts. 

- If Dallas County funds does not apply to engineering phase, concurrence by Dallas County is not 
required. 
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2.1.4 Prepare Council Agenda to Award Design Contract 

After receiving the concurrence by the partnered agency for the Consultant proposal, Project Manager 
should schedule a Council date to award the engineering service contract and begin to prepare the Council 
Agenda. The process will be the same as awarding other city engineering services contract. The City shall 
follow its procurement process, referring to Section 13 Engineering and Consultant Selection and Appendix 
13-B Agenda Packet Information of the City’s Project Management Procedure Manual (PMP). Appendix 13-
B of City’s PMP is included as APPENDIX B18 of this manual.  

2.1.4.1. Schedule a Council date to authorize the agreement 
In general, it will take approximately two to three months from beginning a Council Agenda 
to the Council date based on the Council agenda schedule calendar if all reviews go smoothly. 
The Council authorization date must be carefully selected to meet the deadline set by the 
funding program or partner.  

2.1.4.2. Request PBW Capital Budget Section to provide funding information 
Project Manager should submit a Capital Funding Request form for each funding source. For 
example, for a project consists of 10% city bond fund, 10% Dallas County MCIP fund, and 
80% federal fund, you will need to submit three Capital Funding Request forms. “Capital 
Projects Reimbursement Fund” and “Fund 0556” are typically used for Dallas County funds 
and other agency’s funds (i.e., public, and private) received for all projects. However, a new 
Fund name should be assigned to the federal, state, and RTR funds received for each project. 

2.1.4.3. Draft Council Agenda 
Council Agenda Information Sheet (AIS) and Resolution should be prepared in accordance 
with the guidelines developed by the City’s Council Agenda Office. Refer to Section 1.4.3.3 
of this manual for typical elements of a Council Agenda involving interagency projects.  

For awarding design contract, the Council Agenda should consist additional action to receipt 
and deposit and appropriation of non-City funds as below: 

SUBJECT 
Authorize (1) a professional services contract with XXXX [insert Consultant’s name] for 
design of XXXX [insert project name, limits, and scope] in the amount of $XXXX [insert 
total contract amount]; (2) the receipt and deposit of funds from [insert agency’s name] 
in the amount of $XXXX [insert funding amount to be received from the agency]; and (3) 
an increase in appropriations in the amount of $XXXX [insert funding amount to be 
received from the agency] in the [insert agency’s Fund name provided by PBW Capital 
Budget Section] – Total not to exceed $XXXX [insert total contract amount] - Financing: 
XXXX [insert Fund names provided by PBW Capital Budget Section and Dallas Water 
Utilities]  

BACKGROUND section should include 1) name of the project partner agency; 2) purpose of 
this Council action; and 3) project description/scope with estimated project cost and its 
breakdown for each agency.  

FISCAL INFORMATION section should provide estimated project cost and its breakdown 
and for each funding source. 
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RESOLUTION should include 1) estimated project cost and its breakdown for each funding 
source; and 2) which agency is leading the project in WHERERAS. It should also include a 
SECTION stating “That the City of Dallas is responsible for any project cost overruns in 
excess of the Federal and State funding participation as described in the agreement,” if the 
project is funded by federal or state.  

See an example in EXHIBIT B9: Sample of Sample of Council Agenda Information Sheet 
(AIS) and Resolution (CR) for Design Award 

2.1.4.4. Assemble CAO package for preparing a contract with the Consultant 
A copy of draft Council Agenda (i.e., AIS, map, and Resolution), draft agreement and its 
attachments, and project deal-points must be attached with the CAO package.  

2.1.4.5. Assemble Council Agenda Package 
The Council Agenda package should be assembled and submitted for review/approval the 
same manner as other PBW Council Agenda items. Refer to Section 13 Engineering and 
Consultant Selection and Appendix 13-B Agenda Packet Information of the City’s Project 
Management Procedure Manual (PMP)  
 

Note: DBE goal MUST be used in lieu of M/WBE if federal/state funds apply to engineering phase. 

2.1.5 Contract Administration 

FEDERAL/STATE FUNDING PROGRAMS, EXCLUDING RTR PROGRAMS 
If federal/state funds apply to engineering, the City MUST use TxDOT’s design process. Refer to Section 4 
Contract Administration under Chapter 3 Non-Construction Projects of TxDOT LGPP Manual, Section 3.4 
Contract Administration of LGMP Guide. 

RTR PROGRAMS 
The City shall use its process to administer the engineering services contract. Refer to the City’s Project 
Management Procedure Manual (PMP) and flowcharts in Exhibit B1 and Exhibit B2 of this manual. 

DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 
The City shall use its process to administer the engineering services contract. Refer to City’s Project 
Management Procedure Manual (PMP) and flowcharts in EXHIBIT B1 and EXHIBIT B2 of this manual.    

2.1.6 Engineering and Environmental Document 

FEDERAL/STATE FUNDING PROGRAMS, EXCLUDING RTR PROGRAMS 
If federal/state funds apply to engineering, the City MUST use TxDOT’s standards and process for design, 
environmental documentation, and PS&E.  

Unlike other agencies and typical project phases defined by the City, TxDOT’s Preliminary Engineering and 
Design Phase, as defined by Section 1 Introduction under Chapter 4 Preliminary Engineering and Design 

http://onlinemanuals.txdot.gov/txdotmanuals/lgp/contract_administration.htm
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/contract_administration.htm
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#3.4.3PostAwardMtg
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#3.4.3PostAwardMtg
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/preliminary_engineering_and_design.htm#i1004541
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of TxDOT Local Government Projects Policy Manual (LGPP Manual), actually includes SLOA, procurement 
of engineering services contract, schematic, and early phase of design at approximately 30% completion, 
including environmental scoping document/identification in compliance with the National Environmental 
Policy Act (NEPA).  SLOA is under Section 2.1.1 and procurement of engineering services contract is under 
Section 2.1.2 of this manual.  

2.1.6.1 General Design Guidelines 
Refer to Section 4.4 General design Guideline of TxDOT LG Project Management Guide 
(LGPM Guide) 

2.1.6.2 Preliminary Design Concept Conference 
Follow the principles of design concept conference outlined in Section 1 under Chapter 2 of 
TxDOT Project Development Process Manual   

2.1.6.3 Schematic Preparation and Approval 
The City must prepare and obtain TxDOT’s written approval of Schematic (at approximately 
30% design completion) for new location or added capacity projects, before moving forward 
to the next phase of design. Allow 4 weeks for TxDOT review time. 

Schematic is a drawing of proposed horizontal and vertical alignment of roadway or other 
linear facility (e.g., bridge), including existing and proposed right-of-way (ROW) limits, 
property lines and driveways. The schematic also conveys project information to the public 
during public meetings and hearings. Refer to Section 3 Schematic Development in Chapter 
1 Design General of TxDOT Roadway Design Manual (RDM) for elements to be included in 
the Schematic.  

Substantial changes to the approved schematic (e.g., alignment, ROW limits) after a public 
meeting or hearing will trigger submission of the revised schematic and repeat of review and 
approval process for the environmental document.  

For less complex projects that do not change roadway alignment, curb lines, right-of-way 
limits, property lines (e.g., signage and marking for bike lane, sidewalk improvements), 
TxDOT may waive the schematic requirements and reduce number of review milestones. 
The City should discuss and coordinate with TxDOT.  

2.1.6.4 Initiate Railroad Coordination 
All work within railroad right-of-way (ROW) must be coordinated with the railroad owner. The 
City may not perform work within railroad ROW without the proper agreement, liability 
insurance, and special provisions. Depending on the impact to the railroad, the negotiations, 
plans, and final agreement can take 24 months or longer. Federal-aid projects are subject to 
compliance audit for railroad agreements completed prior to the project construction 
authorization date. Early coordination beginning in preliminary engineering and design phase 
is essential to reduce project delays which increase project cost, and the City should seek 
assistance from NCTCOG on negotiations if needed.  

http://onlinemanuals.txdot.gov/txdotmanuals/lgp/preliminary_engineering_and_design.htm#i1004541
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#4PEDesign
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#4PEDesign
http://onlinemanuals.txdot.gov/txdotmanuals/pdp/preliminary_design.htm#i1017477
http://onlinemanuals.txdot.gov/txdotmanuals/pdp/preliminary_design.htm#i1017477
http://onlinemanuals.txdot.gov/txdotmanuals/rdw/schematic_layouts.htm
http://onlinemanuals.txdot.gov/txdotmanuals/rdw/schematic_layouts.htm
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2.1.6.5 Environmental Document  
The City or its Consultant should begin Environmental process during the preliminary 
engineering/design phase (30% design stage) to identify the environmental issues and the 
type of commitments for the project once the project schematic is approved by TxDOT. Most 
of the City’s projects fall under categorical exclusion (CE). The Environmental document 
should be submitted to TxDOT for review after 60% design approval and all right-of-way 
parcels have been determined.  

For federal and state funded projects (apply to any project phase), the projects must comply 
with federal/state environmental review, permitting, and other approval and public notice 
requirements [i.e., 43 TAC, Part 1, Chapter 2, Subchapter A and/or the National 
Environmental Policy Act (NEPA)].  

The City must complete the process and obtain environmental clearance from TxDOT prior 
to construction letting. The detailed process with more information can be found in Chapter 
5 – Environmental Compliance of TxDOT’s Local Project Management Guide (LGPM Guide) 
and the companion Chapter 5 of Local Government Project Policy Manual (LGPP Manual).  

Other useful information includes TxDOT Environmental Tool Kit and a TxDOT LG Project 
Process Development Flowchart for environmental Compliance phase.        

2.1.6.6 PS&E Preparation, Review, and Approval (PS&E Preparation Manual) 

• Design Concept Conference 
• Detailed Design 

o Follow TxDOT’s online PS&E Preparation Manual  
o Submit plans to TxDOT for review at 60%, 95%, and 100% milestone (allow 4 

weeks for TxDOT review time at each milestone) 
o Must obtain TxDOT’s approval to move forward to the next milestone  
o Conduct review meeting if needed  

• Design Exceptions or Waivers 
• Develop Environmental Permits, Issues, and Commitments (EPIC) sheet 
• Develop Specifications 
• Develop Estimate 
• Final PS&E Submission checklist 

o Pre-Submission checklist 
o PS&E checklist for letting 

Refer to Chapter 7 PS&E Development of TxDOT LGPM Guide and the companion 
Chapter 7 of Local Government Project Policy Manual (LGPP Manual). 

RTR PROGRAMS 

• Engineering 

The City shall follow its design standards and process for engineering. Refer to City’s Project 
Management Procedure Manual (PMP). 

https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#5
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#5
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/environmental_compliance.htm
https://www.txdot.gov/business/resources/environmental/compliance-toolkits.html
https://ftp.txdot.gov/pub/txdot/lgp/procedures/flowcharts/5lgpdp-envcomp-2021.pdf
https://ftp.txdot.gov/pub/txdot/lgp/procedures/flowcharts/5lgpdp-envcomp-2021.pdf
http://onlinemanuals.txdot.gov/txdotmanuals/pse/index.htm
http://onlinemanuals.txdot.gov/txdotmanuals/pse/pse_checklist.htm
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#3.4.3PostAwardMtg
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/pse_development.htm
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Other useful PMP references include: 
- Project Management Responsibilities Authority and Accountability Checklist (PBW-FRM-332) of 

PMP provides detailed information of project manager responsibilities  
- EXHIBIT B1 – CAPITAL PROJECTS – DESIGN THROUGH CONSTRUCTION (PBW-PRO-301) 
- EXHIBIT B2 – PLAN PRODUCTION WORKFLOW 

For the RTR funded Sustainable Development projects, the City must host a 60% design review meeting 
with NCTCOG and obtain final plan/bid proposal approval from NCTCOG before advertising for 
construction. 
 

• Environmental Compliance 

The City MUST follow NCTCOG’s process for Environmental Documentation, Project reporting, and 
closeout. NCTCOG’s process can be found at their website: North Central Texas Council of 
Governments – RTR Project Implementation Guidance (nctcog.org) 

RTR funded On-System Projects – For projects funded with RTR monies that are on the federal/state 
roadway system (e.g., on-system) must also comply with federal/state environmental review, permitting, 
and other approval and public notice requirements [i.e., 43 TAC, Part 1, Chapter 2, Subchapter A and/or 
the National Environmental Policy Act (NEPA)]. The same requirements as Section 6.1.0.  

RTR funded Off-System Projects – For projects funded with RTR monies that are not part of the 
federal/state roadway system (e.g., off-system) and have no other federal/state transportation monies 
allocated to the project will not be required to comply with 43 TAC, Part 1, Chapter 2, Subchapter A, 
Rule 2.1(b)(3) as amended February 19, 2009.  However, the agency responsible for implementing the 
project must comply with all environmental review and public involvement requirements applicable under 
federal and state law and a local environmental review focused on permitting and other approvals. To 
assist implementing agencies that may not have an established process in fulfilling the local 
environmental review requirements, NCTCOG has developed a local environmental review. To 
streamline the process, two types of environmental checklists in lieu of federal/state environment 
documents have been developed based on the project types.  

The implementing (lead) agency must complete the environmental process and submit a copy of the 
approval and final checklist with support documents to NCTCOG prior to construction letting.  

Environmental Review (updated by NCTCOG on 11/06/2012)  
- Instructions/Guidelines for Environmental Review Process for Local Projects (Nov 2012) [PDF] 
- Full Checklist – Interactive PDF document form for environmental review (Nov 2012) [PDF] 
- Simplified Checklist (Nov 2012) [PDF] 

 

RTR funded Sustainable Development Projects – Sustainable development projects funded by RTR 
monies have the same environmental review requirements and process as Off-System RTR projects. 
See previous paragraph in this section. 

ftp://ftp.dallascityhall.com/PBW/ISO%209001/PBW-FRM%20ENG/
https://www.nctcog.org/trans/funds/rtr/rtr-project-implementation-guidance
https://www.nctcog.org/trans/funds/rtr/rtr-project-implementation-guidance
https://www.nctcog.org/nctcg/media/Transportation/DocsMaps/Fund/TIP/RTR/LERGuidelines_20121106NoFill.pdf
https://www.nctcog.org/nctcg/media/Transportation/DocsMaps/Fund/TIP/RTR/LERGuidelines_20121106LongForm.pdf
https://www.nctcog.org/nctcg/media/Transportation/DocsMaps/Fund/TIP/RTR/LERGuidelines_20121106ShortForm.pdf
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DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 

• Engineering 

The City shall follow its design standards and process for engineering. Refer to Section 14, 15, 16 of the 
City’s Project Management Procedure Manual (PMP). 

Other useful PMP references include: 
- Project Management Responsibilities Authority and Accountability Checklist (PBW-FRM-332) of 

PMP provides detailed information of project manager responsibilities  
- EXHIBIT B1 – CAPITAL PROJECTS – DESIGN THROUGH CONSTRUCTION (PBW-PRO-301) 
- EXHIBIT B2 – PLAN PRODUCTION WORKFLOW 

 
• Environmental Compliance 

There is no environmental review requirement. 

2.1.7 Right-of-Way Acquisition 

FEDERAL/STATE FUNDING PROGRAMS, EXCLUDING REGIONAL TOLL REVENUE (RTR) 

• If federal/state funds apply to right-of-way (ROW) acquisition, 
- TxDOT will assign a separate CSJ number to the project specifically for right-of-way acquisition 
- A separate SLOA and FPAA for ROW acquisition is also required before proceeding 
- The City Must submit and obtain approval of appraisals from TxDOT before proceeding  
- The City shall follow TxDOT’s ROW acquisition process 
- ROW MUST be purchased prior to final environmental approval 
- The City is required to provide a ROW clearance statement before letting 
 

• If federal/state funds do not apply to right-of-way (ROW) acquisition, the City can follow its ROW 
acquisition process and field notes preparation standards 

 
Refer to Section 2 Right-of-Way and Other Land Acquisition under Chapter 6 Right-of-Way and Utilities of 
TxDOT LGPP Manual and Chapter 6 Right-of-Way and Utilities of TxDOT LGPM Guide 

RTR PROGRAMS 

The City shall follow its ROW acquisition process and field notes preparation standards. Refer to Section 12 
Land/Easement Acquisition of City Project Management Procedure Manual (PMP). 

DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 

The City shall follow its ROW acquisition process and field notes preparation standards. Refer to Section 12 
Land/Easement Acquisition of City Project Management Procedure Manual (PMP). 

ftp://ftp.dallascityhall.com/PBW/ISO%209001/PBW-FRM%20ENG/
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/right_of_way_and_other_land_acquisition.htm
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/right_of_way_and_other_land_acquisition.htm
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#6.2.3LandAcq
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2.1.8 Utility Relocation 
Utility Relocation should begin at 60 to 65 % design level by releasing plans to utility companies. 

FEDERAL/STATE FUNDING PROGRAMS, EXCLUDING REGIONAL TOLL REVENUE (RTR) 

• If federal/state funds apply to utility relocation, 
- Approval for the utility relocation items by TxDOT is required before proceeding 
- The City shall follow TxDOT’s utility clearance process 
- The City is required to provide a utility clearance statement before letting 
 

• If federal/state funds do not apply to utility relocation, the City can follow its utility relocation process. 

Refer to Section 3 Utility Accommodation for Transportation Projects under Chapter 6 Right-of-Way and 
Utilities of TxDOT LGPP Manual  and Chapter 6 Right-of-Way and Utilities of TxDOT LGPM Guide 

RTR PROGRAMS 

The City shall follow its utility relocation process. Refer to Section 17 Utilities of the City Project 
Management Procedure Manual (PMP). 

DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 

The City shall follow its utility relocation process. Refer to Section 17 Utilities of the City Project 
Management Procedure Manual (PMP). 

2.1.9 Bid Documents Preparation 

FEDERAL/STATE FUNDING PROGRAMS, EXCLUDING RTR PROGRAMS 

The City MUST 

• Submit Final PS&E (20 weeks prior to letting) 
• Incorporate Required Provisions in Specification: 

o The City should incorporate all applicable federal/state requirements in the bid documents. 
o Applicable items can be found in Bid Document Preparation section under Chapter 7 PS&E 

Development of TxDOT Workbook (page 41). 
o For off-system projects without state funds, the City may choose not to require potential 

bidders be prequalified by TxDOT.  
o The City should complete and submit Bid Document Checklist to TxDOT along with the PS&E 

submittal, and include it in project records.    
• Obtain DBE Goal from TxDOT 

Refer to Section 6 Bid Document Preparation under Chapter 7 PS&E Development of TxDOT LGPP 
Manual and Section 7.6 Bid Document Preparation of TxDOT LGPM Guide. 

RTR AND NON-FEDERAL/STATE FUNDING PROGRAMS 
The City shall follow its requirements and process to prepare bid document. Refer to Section 32 Bid Phase 
of the City Project Management Procedure Manual (PMP).  

http://onlinemanuals.txdot.gov/txdotmanuals/lgp/utility_accommodation_transportation_projects.htm
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/utility_accommodation_transportation_projects.htm
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#6.2.3LandAcq
https://ftp.txdot.gov/pub/txdot/lgp/procedures/workbook.pdf
https://ftp.txdot.gov/pub/txdot/lgp/procedures/workbook.pdf
https://ftp.txdot.gov/pub/txdot/lgp/procedures/forms/7-3_bid-doc-checklist.xlsx
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/bid_document_preparation.htm
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/bid_document_preparation.htm
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#7.6.2SubPSEDoc
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SECTION 2.2 – NON-LEAD AGENCY 

2.2.0 Overview 

Other agencies could be the lead to implement the partnership project. In this case, the City’s role would be 
focused on plan review, invoice review/processing, progress monitoring, and expenditure monitoring,       

2.2.1 Partnership Project Plans Review and Coordination 

Project manager shall review the plans prepare by the partnered agency and attend any meetings (e.g., 
design, community) hosted by the agency. Project Manager also shall facilitate communications with the 
City official/management or communities. 

2.2.2 Authorize City’s Share of Additional Funding if Required 

Project Manager should monitor the total project expenditures and the agency’s cost share and obtain 
authorization (i.e., Administrative Action or Council Action) for the additional city’s share of cost or agreement 
amendment as needed. The process for the amendment agreement is the same as the original agreement 
that requires Council Action. Administrative Action only applies to additional payment amount less than 
$100,000, pursuant to City Code Sec. 2-30(d)(8), and when the amendment to the original agreement is not 
required (e.g., AFA with TxDOT).  
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CHAPTER 3 – CONSTRUCTION 

SECTION 3.0 – OVERVIEW 
The activities during construction phase include the following conceptual steps: 

 

 

  

SECTION 3.1 – LEAD AGENCY 

3.1.0 Overview 

The construction process and requirements of a partnership project depend on the type of funding sources:    

Federal and state funded projects, excluding RTR: 
• Can follow City’s daily construction management and inspection practice; however, MUST use 

the approved plans/specifications in bid documents by TxDOT and reporting as outlined in LGPP 
Manual and LGPM Guide 

• MUST comply with Davis-Bacon Act and Buy America Act 
• Must comply with Federal DBE Program. MWBE is not applicable to federal-aid projects 

Local funded projects (Dallas County and non-federal/state/RTR): 
• Shall follow City construction specification, management, and inspection practice. Refer to 

Section 32 thru 51 of the City’s Project Management Procedure Manual (PMP). 

RTR funded Off-System projects: 
• Shall follow City construction specification, management, and inspection practice. Refer to 

Section 32 thru 51 of the City’s Project Management Procedure Manual (PMP). 
• MUST provide a monthly report to NCTCOG, through their Revenue and Project Tracking 

System (RAPTS) internal website. 
 

RTR funded Sustainable Development projects: 
• Shall follow City construction specification, management, and inspection practice. Refer to 

Section 32 thru 51 of the City’s Project Management Procedure Manual (PMP). 
• MUST provide a monthly report to NCTCOG, through their Revenue and Project Tracking 

System (RAPTS) internal website. 
 

3.1.1 Pre-Bid Coordination and Consent from Partnered Agency 

FEDERAL/STATE FUNDING PROGRAMS, EXCLUDING RTR PROGRAMS 
For federal/state funded projects, the City MUST obtain approval of final PS&E, Environmental Document, 
SLOA and FPAA prior to bidding/letting. The City also MUST include TxDOT staff in the pre-bid meeting.  

Pre-Bid 
Authorization Bidding/Letting Award Constrcution 

Contract Construction

1 to 2 month 21 days 2 to 3 months 1 to 2 years

https://rtrinternal.nctcog.org/
https://rtrinternal.nctcog.org/
https://rtrinternal.nctcog.org/
https://rtrinternal.nctcog.org/
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RTR PROGRAMS 
For RTR funded Off-system projects, the City must obtain an approval of Environment Review checklist from 
NCTCOG. The City shall invite TxDOT staff to the pre-bid meeting. 

For RTR funded Sustainable Development projects, the City must obtain an approval of Environmental 
Review checklist and a written construction notice to proceed (NTP) from NCTCOG before bidding/letting. 
The City MUST include NCTCOG staff in the pre-bid meeting. 

DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 
The City shall forward the final plans and specifications book to Dallas County for their record and obtain 
coversheet signature from Dallas County before bidding/letting. The City shall invite Dallas County staff to 
the pre-bid meeting.  

3.1.2 Bidding/Letting and Concurrence in Award 

FEDERAL/STATE FUNDING PROGRAM, EXCLUDING RTR PROGRAMS 

The City can only begin to advertise a project after receiving TxDOT’s approval of PS&E, Environmental 
Document, SLOA, and FPAA if applicable. Chapter 8 Letting and Award of TxDOT’s Local Government 
Project Management Guide (LGPM Guide) provide additional guidelines on the required practice to be 
followed during advertising a LG project. 

Bidding/Letting 
On federal funded projects, the minimum advertisement date is three weeks (21 days). On state funded 
projects, the minimum advertisement date is two weeks (14 day). Federal regulations take precedence on 
projects receiving federal funds. This requirement is outlined in Section 2: Letting in Chapter 8: Letting and 
Award of TxDOT’s Local Government Projects Policy Manual.     

Addenda 
• On federal/state funded projects, TxDOT must approve any proposed addenda 

- for “major” addenda, prior to release to prospective bidders  
- for “minor” addenda, prior to construction award  

• The City must assure all addenda are available to all bidders and must document all bidders receive all 
addenda. 

 
Concurrence in Award 
The City must formally request concurrence by TxDOT in the award of contracts. The request must be in 
writing and include bid tabulation, bid analysis, and recommendation of award, rejecting all bids, rebidding, 
or canceling the project. Federal/state funded projects shall be awarded to the lowest responsive bid. In the 
event that the lowest bid or all bids are rejected, a written justification must be enclosed with the request. 
This requirement is detailed in Section 3: Contract Award in Chapter 8: Letting and Award of TxDOT’s Local 
Government Projects Policy Manual and the basic policy is explained in 23 CFR 635.114(a).     

https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#8.2.3.2ReqPrac
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#8.2.3.2ReqPrac
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/letting.htm
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/letting.htm
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/contract_award.htm
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/contract_award.htm
https://www.ecfr.gov/current/title-23/chapter-I/subchapter-G/part-635/subpart-A/section-635.114
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RTR PROGRAMS 

The City shall follow its bidding process to advertise, open bids, evaluate bids, and award contract. Refer to 
Section 32 Bid Phase of the City’s Project Management Procedure Manual (PMP). 

• For RTR funded Off-system projects, the City shall forward bid tabulation to TxDOT for their consent. 
• For RTR funded Sustainable Development projects, the City MUST provide the bid tabulation and obtain 

a written approval by NCTCOG for the award of the contract.  

DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 

The City shall follow its bidding process to advertise, open bids, evaluate bids, and award contract. Refer to 
Section 32 Bid Phase of the City’s Project Management Procedure Manual (PMP). 

• The City MUST forward the bid tabulation and obtain a written concurrence by Dallas County in the 
award of contract. 

3.1.3 Prepare Council Agenda to Award Construction Contract 

After receiving the concurrence by the partnered agency for the construction bid, Project Manager should 
schedule a Council date to award the construction contract and begin to prepare the Council Agenda. The 
process will be the same as awarding other city construction contract. The City shall follow its procurement 
process, referring to Section 32 Bid Phase of the City’s Project Management Procedure Manual (PMP).  

3.1.3.1. Schedule a Council date to authorize the agreement 
In general, it will take approximately two to three months from beginning a Council Agenda 
to the Council date based on the Council agenda schedule calendar if all reviews go smoothly. 
The Council authorization date must be carefully selected to meet the deadline set by the 
funding program or partner.  

3.1.3.2. Request PBW Capital Budget Section to provide funding information 
Project Manager should submit a Capital Funding Request form for each funding source. For 
example, for a project consists of 10% city bond fund, 10% Dallas County MCIP fund, and 
80% federal fund, you will need to submit three Capital Funding Request forms. “Capital 
Projects Reimbursement Fund” and “Fund 0556” are typically used for Dallas County funds 
and other agency’s funds (i.e., public, and private) received for all projects. However, a new 
Fund name should be assigned to the federal, state, and RTR funds received for each project.  

3.1.3.3. Draft Council Agenda 
Council Agenda Information Sheet (AIS) and Resolution should be prepared in accordance 
with the guidelines developed by the City’s Council Agenda Office. Refer to Section 1.4.3.3 
of this manual for typical elements of a Council Agenda involving interagency projects.  

For awarding construction contract, the Council Agenda should include additional action to 
receipt and deposit and appropriation of non-City funds as below: 

SUBJECT 
Authorize (1) a professional services contract with XXXX [insert Contractor’s name] for 
design of XXXX [insert project name, limits, and scope] in the amount of $XXXX [insert 
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total contract amount]; (2) the receipt and deposit of funds from [insert agency’s name] 
in the amount of $XXXX [insert funding amount to be received from the agency]; and (3) 
an increase in appropriations in the amount of $XXXX [insert funding amount to be 
received from the agency] in the [insert agency’s Fund name provided by PBW Capital 
Budget Section] – Total not to exceed $XXXX [insert total contract amount] - Financing: 
XXXX [insert Fund names provided by PBW Capital Budget Section and Dallas Water 
Utilities]  
  

BACKGROUND section should include 1) name of the project partner agency; 2) purpose of 
this Council action; and 3) project description/scope with estimated project cost and its cost 
breakdown for each agency.  

FISCAL INFORMATION section should provide estimated project cost and its breakdown for 
each funding source. 

RESOLUTION should include 1) estimated project cost and its breakdown for each funding 
source; and 2) which agency is leading the project in WHERERAS. It should also include a 
SECTION stating “That the City of Dallas is responsible for any project cost overruns in 
excess of the Federal and State funding participation as described in the agreement,” if the 
project is funded by federal or state.  

See an example in EXHIBIT B10: SAMPLE OF COUNCIL AGENDA INFORMATION SHEET 
(AIS) AND RESOLUTION (CR) FOR CONSTRUCTION AWARD 

3.1.3.4. Assemble CAO package for preparing a contract with the Contractor 
A copy of draft Council Agenda (i.e., AIS, map, and Resolution), draft agreement and its 
attachments, and project deal-points must be attached with the CAO package.  

3.1.3.5. Assemble Council Agenda Package 
The Council Agenda package should be assembled and submitted for reviewed/approval the 
same manner as other PBW Council Agenda items. Refer to Section 32.15 Agenda 
Packet/Bid Phase of the City’s Project Management Procedure Manual (PMP)  
 

Note: DBE goal MUST be used in lieu of M/WBE if federal/state funds apply to engineering phase. 

3.1.4 Contract Administration 

The City shall follow its management and inspection practice to manage the day-to-day construction 
activities. Refer to Section 32 thru 51 of the City’s Project Management Procedure Manual (PMP) and 
process flowcharts in EXHIBIT B1 and EXHIBIT B2 of this manual. 

All projects must be completed in accordance with the approved plans, specifications, authorized changes.  

FEDERAL/STATE FUNDING PROGRAM, EXCLUDING RTR PROGRAMS 
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• In general, the City must ensure the project is constructed in compliance with the approved PS&E 
and any changes to the bid documents (e.g., plan revisions, change orders) must be approved by 
TxDOT. 

• It is the City’s responsibility to ensure compliance with plans, specifications and authorized changes 
through its inspection services and other contract administration actions.  

• For all City let projects, independently of the contractor, the City shall also provide construction 
materials testing as part of the LG’s quality assurance.  

• The costs for the City’s management, inspection, and materials testing are not eligible for 
reimbursement. 

• The critical contract elements applicable to construction process are described in Section 9.3 
Application of Contract Elements During construction of TxDOT LGPP Manual and LGPM Guide, 
including change order, DBE, Prevailing Minimum Wage (Davis-Bacon Act), certified payroll, Form 
FHWA-1273, etc. 

• Project Manager should work with PBW Construction Division to submit contractor/subcontractor 
progress payment information monthly to TxDOT. 

• The City should include TxDOT staff in the pre-construction meeting and final walk thru.  

The required practices and responsibilities of the City are described in Section 9.2 Construction 
Administration of TxDOT LGPP Manual and LGPM Guide. 

RTR PROGRAMS 

• The City shall follow the City’s procedure to administer the construction. Refer to Section 32 thru 51 
of the City’s Project Management Procedure Manual (PMP) and process flowcharts in EXHIBIT B1 
and EXHIBIT B2 of this manual. 

• For RTR funded Off-system projects, the City should obtain TxDOT’s concurrence on change orders 
and provide monthly project status through NCTCOG’s online reporting system 
(http://rtrinternal.nctcog.org). Refer to Chapter 5 Project Accounting of this manual for reporting 
details. The City should invite TxDOT staff to final walk thru. 

• For RTR funded Sustainable Development projects, the City should obtain NCTCOG’s concurrence 
on change order and submit reimbursement request to NCTCOG. The City should invite NCTCOG 
staff to final walk thru. 

DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 
The City shall follow the City’s procedure to administer the construction. Refer to Section 32 thru 51 of the 
City’s Project Management Procedure Manual (PMP) and process flowcharts in EXHIBIT B1 and EXHIBIT 
B2 of this manual.   

SECTION 3.2 – NON-LEAD AGENCY 

3.2.0 Overview 

Other agencies could be the lead to administer the construction of a partnership project. In this case, the 
City’s role would be focused on change order review, invoice review/processing, progress monitoring, and 
expenditure monitoring.  

http://onlinemanuals.txdot.gov/txdotmanuals/lgp/application_of_contract_elements_during_construction.htm
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#2.6
http://onlinemanuals.txdot.gov/txdotmanuals/lgp/contract_administration_ch9.htm
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#9.2ContAdmin
http://rtrinternal.nctcog.org/
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3.2.1 Partnership Project Site Visit and Coordination 

Project Manager should routinely visit the construction site and interpret City’s construction 
standards/specification as needed. Project Manager should also facilitate communication with the City 
official/management or communities.  

Once the construction is completed by the lead agency, the City should attend lead agency’s final walk 
thru and provide a punch list for correction. The City should issue a substantial acceptance letter to the 
lead agency (e.g., Dallas County, TxDOT, etc.) once all corrections are satisfied. 

See an example in EXHIBIT B11: SAMPLE OF ACCEPTANCE LETTER  

3.2.2 Review Change Orders 

Project Manager should review and provide written approval of the change orders by lead agency.  

3.2.3 Authorize City’s Share of Additional Funding if Required 

Project Manager should monitor the total project expenditures and the agency’s cost share and obtain 
authorization (i.e., Administrative Action or Council Action) for the additional city’s share of cost or 
amendment agreement as needed. The process for the amendment agreement is the same as the original 
agreement that requires Council Action. Administrative Action only applies to additional payment amount 
less than $100,000, pursuant to City Code Sec. 2-30(d)(8), and when the amendment to the original 
agreement is not required (e.g., AFA with TxDOT). 
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30 days 3 to 12 months 1 to 3 months

CHAPTER 4 – PROJECT CLOSEOUT 

SECTION 4.0 – OVERVIEW 

Project Closeout typically includes review of project completion/acceptance, final project 
records/documentations (including final record drawing, right-of-way acquisition, utility relocation), final 
project cost and each agency’s final cost share, and project final audit. Once the project is close out, the 
project files should be securely stored and protected until the legal document retention requirements 
specified in the agreement have been met.  

SECTION 4.1 – LEAD AGENCY 

4.1.1 Project Closeout Document Preparation and Submittal 

Within 30 days of project completion, the City is typically required to submit the final reimbursement 
request and project records (either through physical or electronic access) to the partnered agency for final 
review.  

FEDERAL AND STATE FUNDING PROGRAM, EXCLUDING RTR PROGRAMS 
The final phase of a federal/state funded project is the project closeout and establishment of maintenance 
agreement if needed. For the federal/state funded Off-system projects, the City is required to maintain the 
improvements for a minimum of 10 years. The Chapter 10 of TxDOT’s Local Government Project 
Management Guide (LGPM Guide) describes the procedure required to close out the project and established 
a maintenance agreement.  

The general project closeout tasks include the following:  

 

 

*No AFA amendment is needed as the Council Resolution should have already include authorization to 
deposit unused fund advanced to TxDOT, and the terms of AFA provide that the City is responsible for 
project cost overruns in excess of federal/state funding participation for the project. An Administrative Action 
(if payment amount less than $100,000 per City Code Sec.2-30(d)(8)) or a Council Action will be needed to 
make additional payment to TxDOT.  

Construction 
Completion

City
• finalizes project 
records and 
provides 
access to 
TxDOT

• submits final 
reimbursement 
request

TxDOT
• performs 
records review

• reconcile 
finances (final 
project cost 
and cost share) 

• prepare final 
statement of 
cost

FWHA
• performs final 
audit

TxDOT
• sends final 
stament of cost 
to the City 
either refund 
overpayment or 
request 
addtional City 
funds

City *
• deposits 
refund; or

• makes 
additional 
payment to 
TxDOT

Project Closed

https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#2.4.3.5LongForm
https://ftp.txdot.gov/pub/txdot/lgp/procedures/guide.pdf#2.4.3.5LongForm
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RTR PROGRAMS 
For RTR funded On-System Projects: TxDOT is typical implementing(lead) agency and RTR funds were 
paid to TxDOT directly. The City usually has no participation for this type of project, rather than reviewing 
plans as needed.  

For RTR funded Off-System Projects: Within 30 days of project completion, the implementing agency is 
required to submit the following items in the order they are listed below: 

1. The Project Closeout Checklist for RTR Advance Projects to NCTCOG for staff concurrence. After 
review, NCTCOG will provide a letter of concurrence to TxDOT and the submitting agency. Click 
here for the Project Closeout Checklist. 

2. Then, submit the Closeout Submittal package to TxDOT with the following information: 
a) NCTCOG’s Letter of Concurrence for project completion  
b) Signed Notification of Completion document acknowledging each individual project(s) 

completion to TxDOT  
c) Certification of the date project was opened to traffic  
d) Certification of date of project completion  
e) Confirmation that final inspections have been conducted, if applicable.  
f) An accounting statement outlining the total RTR funds received, project expenditures and 

interest earnings on advanced funding.  
g) A check made payable to the Texas Department of Transportation for any excess RTR funds 

and interest earned. Distinction must be made between interest earnings and excess RTR 
funding by the RTR account (121 RTR Subaccount 1, 121 RTR Subaccount 2, etc.) 

For NCTCOG funded Sustainable Development Projects: There are different steps to closing a 
Sustainable Development RTR project. Close-outs for Sustainable Development projects are overseen 
through NCTCOG. Within 60 days of completion of a sustainable development project (i.e., inspections 
complete and project open to traffic), the close-out actions should occur in the order listed below: 

1. Implementing Agency submits a Closeout Report (Section 11) to NCTCOG that documents: - 
Actual project costs - Final program activities - Documentation of significant progress towards 
overall project completion (Building Permit Requirement) - Local sponsors must submit the close-
out report no later than three (3) years after execution of the funding agreement  

2. NCTCOG staff begins closeout process and review of documents provided by agency.  
3. NCTCOG staff will submit documentation for sustainable development project closeouts to TxDOT.  
4. TxDOT reviews and provides final close-out 

DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 

Within 30 days of project construction completion, the City shall finalize the project record and submit final 
reimbursement request to Dallas County or non-federal/TxDOT/NCTCOG partnered agencies. The process 
is similar to the federal/state funded projects, except Dallas County may provide a project expenditure 
summary in lieu of final statement of cost. Project Manager should validate Dallas County’s expenditure 
summary against the City’s project expenditure tracking sheet and PSA, and reconcile the amounts as 
needed.  

https://www.nctcog.org/getmedia/3621eb63-c07c-479a-8e56-ba3fd90b6b61/PrjCloseout.pdf
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SECTION 4.2 – NON-LEAD AGENCY 

If the City is not the lead agency to implement the project, Project Manager should review project record 
provided by the lead agency and validate the requested final reimbursement amount against City’s project 
expenditure tracking sheet and cost share amounts specified in the interlocal agreement. Reconcile the 
amounts with the lead agency as needed. 

Project Manager should obtain authorization (i.e., Administrative Action or Council Action) for the additional 
city’s share of cost or amendment agreement if required. The process for the amendment agreement is the 
same as the original agreement that requires Council Action. Administrative Action only applies to additional 
payment amount less than $100,000, pursuant to City Code Sec. 2-30(d)(8), and when the amendment to 
the original agreement is not required (e.g., AFA with TxDOT). 
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CHAPTER 5 – PROJECT ACCOUNTING 

SECTION 5.0 – OVERVIEW 

Project accounting tasks should be performed throughout the project duration to avoid accounting problems 
when the project is completed. The tasks focus on submitting, tracking, and reporting of financial progress 
of projects, including costs (expenditures), billings (invoicing/reimbursement requests) and revenues 
(reimbursements received). It is recommended that Project Manager routinely updates the project 
expenditures/reimbursements tracking sheet, checks it against the funding amount authorized by the 
agreement, and communicates with partnered agencies on the account receivables. Project Manager should 
also follow the City or TxDOT procedures, depending on the funding program, to properly document project 
records.  

SECTION 5.1 – LEAD AGENCY 

5.1.0 Reimbursement Request and Status Reporting 

Project Manager should prepare and submit reimbursement requests to partnered agencies. A typical 
reimbursement request package should include the following: 

• A cover letter – states project name/limits, project number (CSJ or MCIP No.), service period, 
reimbursement amount 

• An invoice – summarizes a total expenditure within service period, cost share breakdown per project 
phase, and amount due. TxDOT requires the invoice to be certified by Project Manager. 

• Supporting documents – include Consultant’s invoices and proof of payments or Contractor’s 
monthly pay estimates and proof of payments with required status reports (Bi-weekly barricade, 
SW3P, DBE monthly progress, Prompt Payment) and schedule.  

FEDERAL AND STATE FUNDING PROGRAM, EXCLUDING RTR PROGRAMS 

Advance Payments: 

For most of federal and state-aid projects, the City must make advance payments to TxDOT to cover the 
costs of the following work by TxDOT:  

• TxDOT oversight costs (including project review costs) 
• Acquiring right-of-way 
• Developing engineering plans (if TxDOT is to administer the design) 
• Constructing the project (if TxDOT is to administer the construction) 

Advance payments to TxDOT are typically authorized along with AFA at the beginning of the project. The 
City must advance the City’s share of project cost in the amount and timeframe specified in AFA, prior to 
TxDOT starting the work. In addition to the executed AFA, an invoice from TxDOT is required by the 
Controller’s Office to process payment.  

Reimbursement Requests: 

When the City is the lead agency to implement the project, the City is allowed to submit reimbursement 
requests, with attached status report and schedule, no more frequently than once per month. The City is not 
required to submit invoices on a monthly basis but is strongly encouraged to submit reimbursement requests 
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each month when work is performed or as directed by AFA. For months where no reimbursement is 
requested, the City should submit a status update stating the reason. The City must submit reimbursement 
request in a consistent manner during the term of the project after the fund is obligated. A federal-aid project 
may be defined as an inactive project obligation if no expenditure for a year, and as the result federal fund 
may be de-obligated. The City should make every effort to submit a reimbursement request and provide 
justification for inactivity. If no financial progress is being made and federal is unsatisfied with the City’s 
justification, the federal funds could be forfeited. 

If a reimbursement request falls within two separate TxDOT fiscal years (please note that TxDOT fiscal year 
ends on August 31), it must be split proportionally into two invoices. 

The costs for the City’s management (staff time) (excluding Green Ribbon Program projects, detailed in 
Section 1.2.2 of this manual), in-house design, inspection, and construction material testing are not eligible 
for reimbursement. The traffic items (e.g., traffic signal controllers, street name signs, signal work) may be 
reimbursable, if the City obtains TxDOT’s approval for performing the work and set up a force account at 
the beginning of the project or obtains a sole source approval before letting.  

RTR PROGRAMS 

NCTCOG is responsible for overseeing the progress of the all RTR funded projects, including On-system, 
Off-system, and Sustainable Development projects. 
    
For RTR funded Off-system projects: 

Invoicing/Status Reporting 
 
RTR Program for Off-system projects is not reimbursement-base, and it provides full fund upfront at 
the beginning of the project. However, entities implementing RTR funded projects are required to 
submit monthly reports to NCTCOG through the online reporting system 
(http://rtrinternal.nctcog.org) for each phase of each project awarded RTR funding.  The monthly 
reports should: 
  

• Reference the TxDOT CSJ and NCTCOG TIP code 
• Provide start and completion date estimates for each phase 
• Identify the Phase for which funds are being expended 
• Provide current period expenditures using RTR funds 
• Provide current period expenditures using local matching funds 
• Describe work completed during the current period 
• Note the percent of phase completed to date 
• Provide the interest rate earned during the current period on cash advance 
• Provide the dollar amount of interest earned on cash advance during the current period 

 
Establishing a User Account for the Online Reporting System 
 
NCTCOG has developed an online system for implementing agencies to submit monthly reports 
which can be found at https://rtr.nctcog.org.  Prior to submitting information using this system, a 
user account will need to be set up in the system.  To gain access to the system, please submit a 
letter signed by your City Manager or other appropriate official identifying the names and email 
addresses of any individuals who are authorized to report financial and project status data. Please 
note that any authorized individuals for an entity will be able to report information for all projects 
implemented by that entity. 

http://rtrinternal.nctcog.org/
https://rtr.nctcog.org/
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• Online Reporting Instructions [PDF] 

 
Letters authorizing use of the system may be submitted to: 
 
Ken Bunkley (or most current NCTCOG personnel who oversees the RTR reporting) 
Principal Transportation Planner 
Transportation Project Programming 
North Central Texas Council of Governments 
P.O. Box 5888 
Arlington, Texas 76005-5888 
Alternatively, letters may be scanned and emailed to Ken Bunkley. Following receipt of a signed 
letter, an account will be established, and users will receive an e-mail with information on how to log 
into the system. 
 
Any reports submitted to NCTCOG prior to creation of the online reporting system will be entered 
into the online system by NCTCOG staff. All future reports should be submitted using the online 
system. 

For RTR funded Sustainable Development projects: 

RTR funded Sustainable Development projects are reimbursement-base. The City submits the 
reimbursement request to NCTCOG for their review and approval. Once NCTCOG approves the 
reimbursement request, they forward it to TxDOT for payment processing. NCTCOG will withhold 
10% of the requested reimbursement amount, in accordance with the terms of the agreement. Then, 
the payment is made by TxDOT directly to the City. The City provides the status report by updating 
the Section 11 document.  

DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 

• The City should request reimbursements from Dallas County immediately after payments are made to 
the Consultant or the Contractor. 

• The City may include City’s management cost (staff time) in the reimbursement request for projects 
selected by Dallas County 7th Call for Projects. Refer to Dallas County MCIP Master Agreement for 
details.  

• There are no specific requirements by Dallas County in reimbursement package.  

5.1.1 Audit Preparation 

One of the common misinterpretation elements during an audit is “service period.” Oftentimes the 
construction payments were made few months later than the service period, due to the late pay estimates 
submittals or revision time to correct errors by the Contractor. If “invoice date” or “payment date” were 
mistakenly used to generate the financial reports, it may show a false account balance if these dates fall 
outside of the fiscal year being audited.  

Another common element causing the false account balance is not all transactions were accounted for all 
“Fund types” previously authorized for the project. 

https://www.nctcog.org/nctcg/media/Transportation/DocsMaps/Fund/TIP/RTR/InvInst.pdf
mailto:kbunkley@nctcog.org
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To avoid these mistakes, Project Manager should keep a complete record of past funding authorizations 
for the project and develop a tracking spreadsheet with cost share breakdown in accordance with the 
percentage specified in the agreement and authorized “Fund type.”  The payment should be tracked by 
“service period,” the period when the work was performed.  

FEDERAL AND STATE FUNDING PROGRAM, EXCLUDING RTR PROGRAM 
The City is required to perform annual Single Audit A-133 for all federal and state funded projects. The City 
Controller’s Office collects project records from all departments, then prepare and submit the Single Audit 
A-133 report to federal, TxDOT, and NCTCOG.  

RTR PROGRAMS 
TxDOT may perform audit of RTR projects at any time of any project phase.  

DALLAS COUNTY AND NON-FEDERAL/STATE/RTR PROGRAMS 
There are no specific audit requirements for Dallas County and non-federal/state/RTR funding programs. 

SECTION 5.2 – NON-LEAD AGENCY 

5.2.0 Reimbursement Request from Partnered Agency 

The payment to the lead agency for the City’s share of project cost is typically authorized along with the 
interlocal agreement at the beginning of the project. 

• If TxDOT is the lead agency, the City must advance the City’s share of project cost in the amount and 
timeframe specified in AFA, prior to TxDOT starting the work. In addition to the executed AFA, an invoice 
from TxDOT is required by the Controller’s Office to process payment.  

• If Dallas County or other agency is the lead, the City will make payments after the work is performed 
and invoiced by these agencies.  

• For projects with Dallas County, the PSA may also cover water and wastewater improvements funded 
100% by DWU. Since PSA is managed by PBW, PBW’s Project Manager should forward Dallas County’s 
invoice to DWU’s Project Manager for review and approval of DWU items, and then process the payment 
for both PBW and DWU items.  
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CHAPTER 6 – TRANSPORTATION IMPROVEMENT PROGRAM (TIP) 

SECTION 6.0 – OVERVIEW 

Transportation Improvement Program (TIP) is a funding process and listing of transportation projects within 
the purview of the Metropolitan Planning Organization (MPO) area with committed federal/state/local funds. 
NCTCOG and RTC are the MPO of the Dallas Fort-Worth Metropolitan Area. TIP is developed every two 
years to create a short-term programming/planning document that lists approximately 4 years of funded 
transportation projects, through a cooperative effort between NCTCOG, TXDOT, local governments, and 
transportation authorities. These projects are drawn from and consistent with the rural long-range plan 
(statewide plan), or Metropolitan Planning Organization (MPO) long-range plans known as a Metropolitan 
Transportation Plans (MTPs) 

Projects in the TIP were selected through either calls for projects or strategic project selection programs that 
are described in Section 1.1 of this manual.  

Statewide Transportation Improvement Program (STIP) is TxDOT’s capital improvement program that 
includes the TIP documents for the 25 MPOs in Texas, and all rural transportation projects that are not 
included in MPO’s TIP documents. Federal dollars cannot be spent on a project in TIP unless that 
project is listed in STIP individually or by reference.  

The project managers of projects listed in TIP must ensure their projects conform to the metropolitan 
transportation plan, the air quality regulations, environmental clearance documents, intent of the funding 
program and project scope prior to the construction letting.  

SECTION 6.1 – LEAD AGENCY 

6.1.0 Activate Project in TIP 

To activate (i.e., add) a new project, both TIP and STIP must be modified. The lead agency (the City) is 
responsible to enter the TIP modification request for activating the new project through NCTCOG’s Revenue 
and Project Tracking System (RAPTS). Once the request is entered, NCTCOG staff will process the request 
to first obtain RTC approval of TIP revision, and then forward it to TxDOT for STIP revision. TIP modifications 
can be approved within 2 to 3 months, but it takes approximately 6 months to process and receive STIP 
revision approval. A total of 6 to 9 months will be needed to complete both TIP and STIP action. 
 
When entering the TIP modification request, the typical project information will include project name, limits, 
scope, schedule, cost, and funding break down for each phase (design, construction, right-of-way/utilities) 
per fiscal year. 
 
The City must obtain the CSJ number from TxDOT. If the CSJ number is not yet available when activating 
a new project, leave it blank. TxDOT may give a temporary CSJ number at the time of activation. If a different 
CSJ number is shown on the draft AFA later, ensure to validate it with TxDOT. 
 
TxDOT will utilize the exact project information texts (project name, limits, scope) in TIP to draft AFA. Any 
variation from the texts shown in TIP may require a future TIP modification. Be certain the accurate project 
information is entered into TIP.  
 
When entering the schedules and funding breakdown for TIP modification request, consult with TxDOT and 
NCTCOG programming staff.  

https://rtrinternal.nctcog.org/
https://rtrinternal.nctcog.org/
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When having discussions with the TIP team about project funding requests, inform them you would like to 
utilize Policy Bundle TDCs in lieu of the local match. When submitting your TIP Modification, select TDC 
(MPO) as one of the funding rows and put the amount to be used (20% of the federal amount, not of the 
total cost) under the Regional Share column. The TIP Modification team will note Policy Bundle TDCs were 
awarded to the project. TDCs is detailed in Section 1.2.6 of this manual.  

See an example in EXHIBIT B12-1, 12-2, 12-3: SAMPLE OF TIP ACTIVATION REQUEST  

6.1.1 Request TIP Modification if Required 

A TIP modification is needed when a TIP project changes (e.g., scope, cost, implementing agency, federal 
funding year) or is to be added, deleted, or altered.  
 
Once the lead agencies enter the TIP modification requests, NCTCOG staff processes the TIP 
modifications in the following two main categories:  

• Revisions Required RTC Action  
o Change of a project scope 
o Delete a project 
o Add a project 
o Authorize a cost increase of more than $400,000   

• Administrative Amendments 
o Cost increase less than $400,000 
o Projects that do not add roadway capacity 
o Landscaping 
o Preventive maintenance  
o Environmental mitigation projects are added to TIP 
o Minor changes to intersection and signal projects 
o Other changes that do not impact RTC-selected funding (e.g., Phase changes, Updates to 

TxDOT project tracking system 
 
NCTCOG staff forwards the TIP modifications to TxDOT for further STIP revisions if  

• A project or project phase is added or deleted 
• The scope or limits of an existing project changes 
• 50% or greater cost increase on a project with a total project cost of greater than $1.5 million 

 
TIP modifications can be approved within 2 to 3 months, but it takes approximately 6 months to process and 
receive STIP revision approval. A total of 6 to 9 months will be needed to complete both TIP and STIP action. 
The City should initiate the discussions about potential project changes with NCTCOG and TxDOT staff 
early to ensure the revisions can be completed by the desired date. 
 

See an example in EXHIBIT B13: SAMPLE OF TIP MODIFICATION REQUEST 

6.1.2 Project Progress Report to NCTCOG 

RTC adopted the MPO Milestone Policy in June 2015 to review projects funded for at least 10 years and 
have not advanced to construction. Projects identified as Milestone Policy projects must undergo a 
reapproval process that requires the project sponsor to confirm whether the project is still a priority 
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(including Council action), an updated project schedule, and confirmation of the availability of local 
matching funds. 

The City has projects within this category, and NCTCOG has required the City to provide a routine project 
status reporting for all City projects listed in TIP. 

SECTION 6.2 – NON-LEAD AGENCY 

There is no action by the City if the City is not the lead agency.  
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APPENDIX - EXHIBITS 
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EXHIBIT B1 – CAPITAL PROJECTS – DESIGN THROUGH CONSTRUCTION (PBW-PRO-301) 
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EXHIBIT B1 – CAPITAL PROJECTS – DESIGN THROUGH CONSTRUCTION (PBW-PRO-301) (CONTINUED)) 
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EXHIBIT B1 – CAPITAL PROJECTS – DESIGN THROUGH CONSTRUCTION (PBW-PRO-301) 
(CONTINUED) 
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EXHIBIT B1 – CAPITAL PROJECTS – DESIGN THROUGH CONSTRUCTION (PBW-PRO-301) 
(CONTINUED) 
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EXHIBIT B2 – PLAN PRODUCTION WORKFLOW  
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EXHIBIT B3: SAMPLE OF COUNCIL RESOLUTION FOR SUBMISSION AND FUNDING COMMITMENT 
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EXHIBIT B4: SAMPLE OF TXDOT TA CALL FOR PROJECTS APPLICATION 
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EXHIBIT B4: SAMPLE OF TXDOT TA CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B4: SAMPLE OF TXDOT TA CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B4: SAMPLE OF TXDOT TA CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B4: SAMPLE OF TXDOT TA CALL FOR PROJECTS APPLICATION (CONTINUED) 
 

  



   

Revision 1: Effective 10/03/2022 Appendix - Exhibits Page 76 

EXHIBIT B4: SAMPLE OF TXDOT TA CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B4: SAMPLE OF TXDOT TA CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B4: SAMPLE OF TXDOT TA CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B4: SAMPLE OF TXDOT TA CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B4: SAMPLE OF TXDOT TA CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B5: SAMPLE OF DALLAS COUNTY MCIP CALL FOR PROJECTS APPLICATION 
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EXHIBIT B5: SAMPLE OF DALLAS COUNTY MCIP CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B5: SAMPLE OF DALLAS COUNTY MCIP CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B5: SAMPLE OF DALLAS COUNTY MCIP CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B5: SAMPLE OF DALLAS COUNTY MCIP CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B5: SAMPLE OF DALLAS COUNTY MCIP CALL FOR PROJECTS APPLICATION (CONTINUED) 
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EXHIBIT B6: SAMPLE OF OVERSIGHT LEVEL SPECIAL APPROVAL – PART A  
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EXHIBIT B6: SAMPLE OF OVERSIGHT LEVEL SPECIAL APPROVAL – PART A (CONTINUED)  
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EXHIBIT B6: SAMPLE OF OVERSIGHT LEVEL SPECIAL APPROVAL – PART A (CONTINUED)  
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EXHIBIT B6: SAMPLE OF OVERSIGHT LEVEL SPECIAL APPROVAL – PART A (CONTINUED)  
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EXHIBIT B7: SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND RESOLUTION (CR) 
FOR AGREEMENT 
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EXHIBIT B7: SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND RESOLUTION (CR) 
FOR AGREEMENT (CONTINUED) 
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EXHIBIT B7: SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND RESOLUTION (CR) 
FOR AGREEMENT (CONTINUED) 
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EXHIBIT B8: APPENDIX 13-B OF CITY PBW PROJECT MANAGEMENT PROCEDURE MANAUL (PMP) 

 

APPENDIX 13-B – AGENDA PACKET INFORMATION   

 

Project Managers should be familiar with the City Agenda’s Office intranet site. 

This appendix outlines the information included in an agenda packet and the schedule to process an agenda 
packet. The agenda packet Is the vehicle for requesting City Council authorization to contract with a design 
consultant. 
 

CITY COUNCIL AGENDA PROCESS 
 
The City Council acts on requested items from various City departments on the second and fourth 
Wednesday of every month. In order to receive council action, the Project Manager must first process 
paperwork (agenda packet) through City departments and staff. A schedule to complete the process is 
provided in Figures 13-B.1 and 13-B.2. 
 
The process to place the item on the City Council Agenda for action is as follows: 
 
PREPARE AGENDA PACKET - The Project Manager prepares two original agenda packets. The 
information required in the packets includes: 
 

1. Agenda Information Sheet - This is a cover sheet containing concise Information concerning 
the project, scope of work, and selected consultant. The information sheet contains the 
following: 

 
SUBJECT - A brief synopsis of the council action requested. 
 
RECOMMENDATION - Self explanatory 
 
BACKGROUND - A brief description on the history of the project, the justification for the project, and 
what the project entails. 
 
FIRM INFORMATION - Provide firms:  

o Name 
o Address 
o Number of years in Dallas 
o Statement concerning firm’s activities in South Africa  
o Statement that all work will be done in Dallas. 

 
M/WBE INFORMATION - Identify the selected M/WBE firms, the level of effort to be provided by 
each firm, and the firm's certification number. 
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ESTIMATED SCHEDULE OF PROJECT - Breakdown anticipated schedule into start design, 
complete design, start construction, and end construction. 
 
FISCAL INFORMATION - Identify funding source and budget assigned to the source. 

 
2. Resolution - The document which authorizes the City Manager to execute a contract with the 

selected consultant for a fee not to exceed some amount and authorizes the Director of 
Finance to encumber and allocate funds from the funding source Identified. 

 
3. Map - A map identifying the project location and the extent of construction. 

 
4. Copy of Proposal - Include a copy of the proposal of the selected firm. 
5. Memo to City Attorney - A memo to the attorney requesting the preparation of the contract 

for A/E services. Included with the memo are the following attachments: 
 

o Copy of proposal 
o A/E contract worksheet 
o Draft contract (highlight changes to standard contract) 

 
The Project Manager obtains a copy of the City approved and signed resolution and forwards it to 
the City attorney. 
 

6. M/WBE Information - Include copy of letter of assurance A or B. 
 

7. Funding Sheet - A presentation of funding source or sources and the amount allocated by 
each source to the project. Sheet must be completed and signed by the Budget Analyst. The 
Project Manager reviews and signs the sheet. 

 
DEPARTMENT REVIEW - The Project Manager submits the agenda packets to the department's 
designated agenda coordinator. The coordinator examines the packets to insure their completeness. 
Material must be perfect before being sent to the Assistant City Manager. After the material is 
complete the department's Agenda Coordinator forwards the packets to the Department Director for 
approval. The Director either approves the packet or requests changes. After the Director approves 
the packet, the Agenda Coordinator submits the packets to the Assistant City Manager and Budget 
and Research Agenda Coordinator or the Park and Recreation Board. 
 
PARK AND RECREATION BOARD - For projects initiated by the Park and Recreation Department, 
the Park and Recreation Board approves all consultant selections before the City Council action. 
After the Director has approved the agenda packet, an item is placed on the Park and Recreation 
Board agenda seeking approval to authorize staff to contract with a consultant for providing services. 
The request must be made three weeks prior to the Park and Recreation Board meeting, which is 
every Thursday. During the three weeks the bid packet and request is reviewed by a sub-committee 
of the Park and Recreation Board, the Recreation and Planning Design Sub-Committee. The sub-
committee meeting is held one week prior to the Park and Recreation Board's scheduled meeting to 
hear the request. The sub-committee makes a recommendation concerning the consultant selection. 
After Board approval the agenda packet is submitted to the Budget and Research Agenda 
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Coordinator. If the Project Manager has a project impacted by a Park Department Facility, the Parks 
and Recreation Board will need to be consulted before the agenda packet is submitted to the Agenda 
Coordinator. 
 
BUDGET AND RESEARCH AGENDA COORDINATION REVIEW 
 
The agenda packets are submitted to the Budget and Research Agenda Coordinator by Monday, 
12:00 noon, 2 1/2 weeks prior to the City Council meeting. The Agenda Coordinator reviews the 
packets and if acceptable, includes it in a draft agenda. The agenda packets are then distributed to 
the Budget and Research Assistant Directors and City Manager's offices for review. 
 
If additional information is requested, the Project Manager compiles the information and submits it 
prior to 12:00 noon, on the Thursday preceding the City Council meeting date. On the Friday before 
the Council meets, the Project Manager reviews the agenda notebook to verify that all information 
is correct. 
 
CITY COUNCIL REVIEW - The City Council receives a notebook containing all the agenda information 
on the Friday before the City Council meeting. On the Monday before the meeting, the City Council 
members present questions concerning information provided to the City Manager's office. Those 
questions are distributed to the appropriate departments for action. The departments must answer 
all questions by Tuesday, the day before the Council meeting. The City Manager's office includes 
the additional information in the City Council notebooks. 
 
CITY COUNCIL BRIEFING - If requested by Council, a briefing of specific items on the agenda is held 
the morning of the council meeting. The Project Manager may be required to present the project to 
the Council members and answer questions. 
 
CITY COUNCIL MEETING - The City Council meeting is held on Wednesday afternoon. The Council 
considers all items contained within the agenda. The Project Manager may be asked to attend the 
Council meeting to present the project and/or answer any council or citizen questions. 
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EXHIBIT B9: SAMPLE OF SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND 
RESOLUTION (CR) FOR DESIGN AWARD 
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EXHIBIT B9: SAMPLE OF SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND 
RESOLUTION (CR) FOR DESIGN AWARD (CONTINUED) 
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EXHIBIT B9: SAMPLE OF SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND 
RESOLUTION (CR) FOR DESIGN AWARD (CONTINUED) 
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EXHIBIT B9: SAMPLE OF SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND 
RESOLUTION (CR) FOR DESIGN AWARD (CONTINUED) 
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EXHIBIT B9: SAMPLE OF SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND 
RESOLUTION (CR) FOR DESIGN AWARD (CONTINUED) 
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EXHIBIT B10: SAMPLE OF SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND 
RESOLUTION (CR) FOR CONSTRUCTION AWARD 
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EXHIBIT B10: SAMPLE OF SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND 
RESOLUTION (CR) FOR CONSTRUCTION AWARD (CONTINUED) 
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EXHIBIT B10: SAMPLE OF SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND 
RESOLUTION (CR) FOR CONSTRUCTION AWARD (CONTINUED) 
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EXHIBIT B10: SAMPLE OF SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND 
RESOLUTION (CR) FOR CONSTRUCTION AWARD (CONTINUED) 
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EXHIBIT B10: SAMPLE OF SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND 
RESOLUTION (CR) FOR CONSTRUCTION AWARD (CONTINUED) 
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EXHIBIT B10: SAMPLE OF SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND 
RESOLUTION (CR) FOR CONSTRUCTION AWARD (CONTINUED) 
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EXHIBIT B10: SAMPLE OF SAMPLE OF COUNCIL AGENDA INFORMATION SHEET (AIS) AND 
RESOLUTION (CR) FOR CONSTRUCTION AWARD (CONTINUED) 
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EXHIBIT B11: SAMPLE OF ACCEPTANCE LETTER  
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EXHIBIT B11: SAMPLE OF ACCEPTANCE LETTER (CONTINUED) 
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EXHIBIT B11: SAMPLE OF ACCEPTANCE LETTER (CONTINUED) 
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EXHIBIT B12-1: SAMPLE OF TIP ACTIVATION REQUEST  
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EXHIBIT B12-2: SAMPLE OF TIP ACTIVATION REQUEST (CONTINUED)  
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EXHIBIT B12-3: SAMPLE OF TIP ACTIVATION REQUEST (CONTINUED)  
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EXHIBIT B13: SAMPLE OF TIP MODIFICATION REQUEST  
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EXHIBIT B13: SAMPLE OF TIP MODIFICATION REQUEST (CONTINUED)  
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