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McFarland Johnson (MJ) offers a 
full range of planning, engineering, 
and environmental services that 
bring projects from planning and 
conceptual stages through to 
design and construction.  Our 100% 
employee-owned firm has been 
providing engineering services for 70 
years.  Our six offices are located in: 
South Burlington, VT; Concord, NH; 
Binghamton, NY office (headquarters), 
Westford, MA; Saratoga Springs, NY; 
and Canandaigua, NY.

Our firm is an award-winning 
member of the American Council of 
Engineering Companies, having won 
Excellence Awards for engineering 
and planning projects several times 
over the last five years in Vermont, 
New Hampshire, New York, and 
Connecticut.   MJ is organized and 
staffed with engineers, technicians, 
construction administrators, 

and support staff, providing 
professional, technical and 
administrative services to meet all 
the requirements of the projects 
our clients need completed.  

As a 100% Employee Stock 
Ownership Plan (ESOP) Company, 
pride of ownership is a critical 
component of our culture, 
compelling our employee-owners 
to listen, understand, and respond 
to our client’s needs.  

The primary focus of our firm is 
transportation, specifically roadway/
intersection, bridge, and airport-
related projects.  Our clients include 
municipalities and Departments 
of Transportation throughout New 
England, including VTrans, NHDOT, 
MaineDOT, MassDOT, and ConnDOT.  
Our clientele mix is broad, however 
state and municipal clients represent 

the greatest percentage of our 
engineering planning and design 
assignments.

G E N E R A L  F I R M  I N F O R M A T I O N

M J  A s s e t :

M u l t i - d i s c i p l i n a r y 
E x p e r i e n c e 

C o s t  C o n t r o l  a n d 
S c h e d u l e

C u l t u r e  o f  Q u a l i t y

C o m m i t m e n t  t o 
C l i e n t  S e r v i c e

B e n e f i t  t o  V e r m o n t  To w n s :

Having extensive multi-disciplinary in-house resources and experience 
increases project efficiency and cost-effectiveness for our municipal 
clients.

MJ’s approach to project management and project deliverables is 
focused on sound cost control and schedule compliance strategies that 
enhance our municipal client’s ability to successfully plan for and fund 
infrastructure improvements.

Our commitment to quality is broad-based and includes not only design 
documents, but cost estimates and studies, and most importantly, client 
service.  This core value reduces the strain that project completion can 
have not only on our clients, but local businesses and taxpayers as well. 

MJ’s municipal clients rate our services and responsiveness very highly 
as evidenced by our yearly client satisfaction survey results.  This 
commitment to service assures that our clients are engaged, well 
informed, and knowledgeable about their project’s progress.

MJ’s success providing services to municipal-
ities throughout the northeast is based upon 
three simple tenets - the right people, with 
the right experience resulting in the right 

solutions.
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Our staff has completed numerous 
roadway, intersection, and bridge 
projects, including the required 
environmental documentation 
and permitting.  We have included 
descriptions of several completed 
projects in the Relevant Experience 
Section of this proposal.  These 
projects provide an indication of the 
depth of our experience, but they are 
also indicative of the commitment we 
have made to our clients. 

We take pride in the fact that in 
a recent client survey all of the 
respondents replied that they would 
continue to use MJ for projects in the 
future.  

Office Locations:
South Burlington, VT
40 Farrell Street
South Burlington, VT 
05403

Concord, NH
53 Regional Drive
Concord, NH 03301

Contact:
Brian Colburn, PE
Program Manager
bcolburn@mjinc.com
603-225-2978

Year Established:
1946

MJ has extensive public participation 
experience and we consider 
ourselves to be a leader in 
implementing public involvement 
programs. Our public participation 
programs are customized to meet 
the individual needs of each 
project and each client. Effective 
communication, sensitivity, and 
responsiveness to the concerns 
of the affected community have 
proven to be essential to the 
success of our public participation 
programs. From brand development 
to targeted public relations and 
marketing campaigns, MJ can assist  
you in developing a public outreach 
program to fit each project.
At each step, MJ fosters an all-
inclusive approach that brings 

stakeholders, project professionals, 
and agencies into the project 
planning, design, and construction 
processes. Our public outreach 
professionals will help you reach a 
successful outcome on each project 
by disseminating information and 
building consensus, making sure that 
the public walks away with a good 
feeling about how their tax dollars 
are spent. Most projects provide real 
benefits to the traveling public, but 
those benefits must be made clear 
during discussions with all interested 
individuals and organizations. Our 
goal is to move a project forward by 
facilitating those discussions.

MJ is proud of the awards that we 
have received for our transportation-

related 
public involvement 
programs. A good public outreach 
program has become a prerequisite 
for the success of any medium to 
large scale transportation project. 

PUBLIC OUTREACH  -  At the core of service for municipalities

“The PR Staff at McFarland Johnson consistently exceeded my 
expectations throughout our project. Their ability to act as the 
liaison and gain consensus between many competing interests 
was a big part of our success. They are adept at problem solving 

and securing solutions at every level of the project” 
- Stephen DelGrosso , Archer Western Contractors

OUR STAFF
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Roadway reconstruction 
projects offer municipalities the 
opportunity to improve upon the 
existing conditions to achieve the 
community’s goals, even beyond 
upgrading the condition of the 
pavement.  From introducing space 
for other modes of transportation 
beyond cars to improving water 
quality, our full-service firm 
has the experience to progress 
municipal projects from concept 
to construction.  As project 
opportunities and constraints are 
defined, we have the experience to 

progress from the problem statement 
to a series of reasonable alternatives 
to be discussed with the municipality.  
A great example is the reconstruction 
of Kennedy Drive in South Burlington, 
VT where the City took advantage 
of the need to reconstruct the 
existing deteriorating pavement and 
introduced a multi-use path, bicycle 
shoulders, bus pull-outs, and water 
quality enhancements through the 
entire corridor.  We presented the 
City with the benefits and challenges 
for different alternatives to achieve 
these goals, by providing decision 
makers the necessary information 
to select the alternative that best 
achieved their vision.  Once the 
preferred alternative was selected, 
we progressed the plans from 
concept through to construction.  

Roadway reconstruction can be 
very expensive and municipalities 

are always looking for the most 
economical solutions.  Our firm is 
experienced with a wide array of 
roadway reconstruction techniques 
designed to give the municipality a 
cost-effective solution that maximizes 
the value and durability of the 
project.  Examples of cost-saving 
techniques include in Enosburg, VT 
where the Town reconstructed the 
roadways around their Elementary 
and High Schools.  Rather than 
fully reconstruct the roadway with 
new gravels and pavements, we 
were able to minimize the amount 
of new gravel material needed by 
using a geotextile fabric under the 
roadway that helps distribute out 
vehicle loads.  This technique saved 
the project hundreds of thousands 
of dollars and produced a durable 
roadway that has held up well in our 
northern climate.  

ROADWAY RECONSTRUCTION
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MJ has one of the largest structural 
engineering groups in Northern 
New England, and our talented 
professionals have a broad technical 
knowledgebase and are routinely 
invited to present at national 
engineering conferences.   

We have been providing engineering 
services to Vermont municipalities 
for more than 40 years. We are able 
to provide the full spectrum of bridge 
engineering services, from initial 
condition assessment and asset 
management, through to preliminary 
and final designs of culvert and 
bridge rehabilitation or replacement 
projects.

Our structural engineers have 
worked with local communities 
throughout Vermont to identify 
durable and economical solutions 
to preserve and extend the life of 
aging structures.   As an example, 
we have developed proven, low cost 
solutions to rehabilitate corrugated 
metal culverts, greatly extending the 
life of these structures and reducing 
financial impacts to taxpayers.  

We are a leader in the use of 
advanced structural materials, 
including fiber reinforced polymers, 
ultra high performance concrete, 
and hybrid composites.  These 
materials are corrosion resistant, 
and when combined with innovative 
structural systems such as the 
Composite Tubular Arch Bridge 
(aka Bridge-In-A-Backpack), provide 
municipalities with a highly durable, 
low maintenance bridge solution. 

Our award-winning Bridge 
Engineering Team also specializes 
in the use of Prefabricated Bridge 
Elements in combination with 
Accelerated Bridge Construction 
methods to replace aging culverts 
and bridges more quickly, greatly 
reducing impacts to the traveling 
public.   We have developed design 
solutions to completely replace 
smaller culverts and bridge spans 
in just a few days, and we recently 
worked with VTrans to replace a 
100-ft long bridge founded on new 
steel piles using only a single, 11-day 
roadway closure. 

Whether it is our national recognition 
in the use and advancement of 
Accelerated Bridge Construction, or 
the first use of non-corrosive, Carbon 
Fiber Prestressing in concrete bridge 
beams, we are constantly looking for 
new and innovative ways to decrease 
project impacts and life-cycle costs, 
while also improving project quality 
and durability.

            BRIDGES & CULVERTS 
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            BRIDGES & CULVERTS 

While safety improvement projects 
can occur anywhere within a 
roadway network, they most often 
occur at intersection locations where 
traffic operations must be taken into 
account as well.  McFarland Johnson 
is well versed with intersection 
improvement strategies that 
maximize safety while keeping traffic 
moving.  These strategies allow 
us to use our full range of traffic 
engineering expertise including 
roundabout design, traffic impact 
studies, traffic capacity analysis and 
design, signal design, pavement 
marking and sign design, and ITS 
technologies.  Our traffic engineers 

and planners have extensive 
experience, ranging from small-
scale traffic impact studies to major 
regional traffic needs assessments.  
These assessments include both 
operational considerations and 
safety evaluations for issues such as 
excessive speed, crashes, geometric 
and sight line deficiencies, and 
improper signage.

We recognize that safety and mobility 
improvements are not limited to 
vehicles alone.  Pedestrians and 
bicyclists are considered in any study 
or design and the completed project 
must “blend” within the context of 
its community, creating a “Complete 
Street.”  This balance of all needs 
is critical along Sykes Mountain 
Avenue in Hartford, VT where MJ 
is implementing two roundabouts 
to improve intersection safety and 
capacity as well as introducing bicycle 
facilities and enhanced pedestrian 
crosswalks.  The project also provides 
access management, where driveway 

openings are limited to provide 
enhanced safety benefits.  MJ’s 
ability to balance these project goals 
with impacts to adjacent property 
owners has been a great benefit to 
the Town.

Safety projects can also include 
spot improvements such as 
introducing turn lanes or wider 
bypass shoulders at busy driveways, 
or enhancing pedestrian safety at 
crosswalk locations.  This is being 
done in Meredith, NH where MJ has 
worked closely with NHDOT and 
the Town to implement pedestrian 
hybrid beacons at locations where 
shoppers in the commercial 
district need to cross the road to 
access the boardwalk along Lake 
Winnipesaukee.  The new style of 
pedestrian signals maximize safety 
using overhead traffic signals, while 
minimizing impacts to the vehicular 
traffic flow, which met both of the 
Town’s main objectives for the 
project.

          INTERSECTIONS & SAFETY
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MJ recognizes the benefits of 
improving and constructing new 
bicycle and pedestrian facilities 
within a community, including 
reducing vehicular traffic, improving 
economic vitality, increasing mobility, 
and promoting an active lifestyle.  
We are well versed in providing 
bicycle and pedestrian facilities in 
downtown commercial settings, 
alongside existing roadways, and 
through wooded recreational areas.

Improving bicycle and pedestrian 
facilities in commercial areas helps 
stimulate economic activity.  For 
instance, we have worked with 

municipalities to widen their 
sidewalks to provide opportunities 
for outdoor dining while maintaining 
pedestrian flow.  We have also 
worked to remove barriers to 
people with disabilities to open 
shops to additional clientele.  And 
we have implemented bicycle lanes 
in downtown areas to provide a 
safe way for bicyclists to access 
commercial areas and ease the 
demand the parking.  Our recent 
project on Main Street in Concord, 
NH exemplifies all of these types 
of improvements that could be 
implemented in many downtown 
commercial areas throughout 
Vermont.  Since construction of 
this project began, the downtown 
area has seen a significant increase 
in economic activity due to the 
increased access the pedestrian and 
bicycle improvements have afforded.

MJ’s expertise in enhancing 
bicycle and pedestrian access 
extends beyond the downtown 
area.  Recreational paths through 
parks and other conservation land 
allows people to experience nature 
and increase activity to achieve a 
healthier lifestyle.  MJ strives to 
implement paths and trails that 
provide access to natural resources 
while minimizing disturbance to 
the environment.  MJ achieves this 
balance by having our engineers 
work directly with our in-house 
environmental staff to develop a 
comprehensive solution that has the 
smallest footprint on the surrounding 
resources.

PEDESTRIAN AND BICYCLE FACIL IT IES



P A G E  7

PEDESTRIAN AND BICYCLE FACIL IT IES

In addition to improvements to 
pedestrian and bicycle accommo-
dations, enhancing safety, and 
addressing mobility issues, MJ has 
experience with other Transportation 
Alternatives Activities that benefit 
the environment through pollution 
prevention, stormwater manage-
ment, and water quality improve-
ments.  MJ has several Certified Pro-
fessionals in Erosion and Sediment 
Control and experience in the design 
of erosion control and stormwater 
treatment measures that minimize 
the impact of construction on the 
environment, we use cutting edge 
technologies in all our projects to en-

hance water quality improvements.  
From parking lots to roadways, MJ 
has utilized porous pavements to 
eliminate stormwater from enter-
ing adjacent water bodies.  A great 
example of MJ’s use of this technol-
ogy is at White Park in Concord, NH 
where the entire parking lot was 
constructed with porous concrete, 
which eliminated polluted stormwa-
ter runoff from entering the pond 
within the park.  The porous concrete 
has the added benefit of needing less 
maintenance during the winter as it 
allows snow to melt with little to no 
need to salt.

MJ’s knowledge of permitting and 
regulations for natural resourc-
es in Vermont is unparalleled, MJ 

authored the Vermont Agency of 
Transportation in developing their 
Environmental Procedures Manual 
as well as completing on projects 
involving the monitoring of endan-
gered species during construction, a 
wildlife connectivity study along the 
Interstate 89 corridor, and developing 
stormwater management plans for 
a variety of projects.  MJ leverages 
this in-house environmental design 
experience with our other engineer-
ing disciplines to efficiently navigate 
through regulatory and permitting 
efforts to keep projects on-time and 
on-budget.

TRANSPORTATION ALTERNATIVES
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At MJ we view Complete Streets 
as part of our culture rather than a 
design standard.  The right-of-way 
should be accessible for all users, 
not just those in cars and trucks.  A 
Complete Street allocates space 
within the right-of-way for all of 
the users to operate safely.  The 
allocation is unique to every situation 
and depends on the context of 
the roadway and what user types 
exist along the corridor and what 
other uses the community wants 
to accommodate.  This process 
of determining how each use fits 
requires engaging the public and 

the users of the 
roadway.  MJ 
has the ability 
to tailor a public 
engagement 
approach to fit 
any project, from 
a small sidewalk 
extension to a 
redevelopment of a downtown 
commercial district.  Our knowledge 
of how to bring the right people 
to the table to get the feedback 
required to develop a solution that 
can be supported by the entire 
community is a great asset to all of 
the projects that we work on.

The benefits of providing Complete 
Streets are seen in increased activity 
as the roadway corridors become 
more attractive for businesses and 
residents.  Making the roadways less 
automobile-centric increases bicycle 
use, improves pedestrian safety and 
accessibility, and creates gathering 

spaces, 
increasing 
the vibrancy of community centers, 
providing the opportunity for 
increased business activity and 
success.  Main Street in Concord, NH 
is a strong example of this approach 
which has gained wide approval in 
the community, along with increased 
new business starts. MJ’s planning, 
design, and community outreach 
services were an integral element of 
this project’s success.

 COMPLETE STREETS

VT Municipality

Environmental

Jed Merrow, CWS*

Christi ne Perron, CWS
Jennifer Zorn, AICP

Jeff rey Wood
Steve Hoff mann

Landscape ArchitectureSurvey

Structural Intersecti ons/
Traffi  c

Safety / Pedestrian/
Bicycle / Transporati on 

Alternati ves

Keith Wagner*
Amy Houghton

Andrew McQueeny*

Bill Lawrence
Andrew Riley, LS

Joshua Lund, PE*

Thomas Kendrick, PE
David Kull, PE
Ronald Joy, PE

Wade Brown, PE
Jim Hall, PE

Dan Martel, PE
Sam White, EIT
Dan White, EIT

Jeff  Santacruce, PE*

Steve Ireland, PE
Mitch Pac, PE

Scott  Ozana, EIT

Gene McCarthy, PE*

Jeff  Santacruce, PE
Steve Ireland, PE

Mitch Pac, PE
Scott  Ozana, EIT
Rob Luchini, EIT

Brian Pati nskas, EIT
Matt  Moore

QA/QC

Mike Long, PE*

Program Manager

Public Outreach

Brian Colburn, PE*

Jennifer Zorn, AICP*

 KEY:

McFarland Johnson, Inc.

Vermont Survey and Engineering, Inc.

Wagner Hodgson Landscape Architecture

      *Resume Included

Roadway

Steve Ireland, PE*

Brian Colburn, PE
Mitch Pac, PE

Scott  Ozana, EIT
Rob Luchini, EIT

Brian Pati nskas, EIT
Matt  Moore

Visit mjinc.com/Concord.html 
or use the QR code 
to view a fly-over video of 
the completed Main Street.
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It is MJ’s policy to be selective in 
responding to Requests for Qualifi-
cations. We focus on projects where 
our experience and capabilities are 
well-suited to serve the client’s needs. 
Additionally, we maintain an in-depth 
workload management program to 
ensure that our staff is not overloaded 
with project duties and that each of 
our clients gets the personal attention 
that they deserve.  

As Client service is one of our 
firm’s key Core Values, we man-
age our responses to Requests 
for Qualifications carefully so 
that our workload does not 
exceed our capacity to perform.  
The vast majority of our project 
work is from repeat clients and 
we pride ourselves on avoiding 
an overextension of our staff.  In 
this manner, we can continue 
to produce the quality work 
products that we have become 
known for all the while providing 
exemplary client service.

 

Meeting our project commitments is at 
the very core of everything that we do 
at MJ.  The success and growth of our 
firm depends on our ability to meet 
or exceed our client’s expectations, 
and we are very appreciative that 
our clients continue to recognize our 
commitment to their projects.  We 
are committed to meeting all of our 
project schedule goals, and we have a 
very successful track record of sched-
ule performance.  It starts by devel-
oping a realistic project staffing plan 
at the beginning of the work program; 
continues by monitoring project prog-
ress on a weekly basis; and the circle 
is completed by adjusting the project 
staffing levels as needed throughout 
the project duration.  We continually 
monitor and adjust our staffing re-
quirements through various means, 
including developing routine estimates 
to complete the work. These estimates 
are then compared with project com-
pletion status using PlanTrax software, 
enabling our Project Managers to bud-
get monthly hours and expenditures as 
well as track the earned value of each 
task in the project.

A V A I L A B I L I T Y  C H A R T  &  S T A F F 
R E S P O N S I V E N E S S

MJ has designed more than 30 
roundabouts throughout the 

northeast such as this example 
located in Hartford, VT.

“I’ve been passing the 
word that not only was 
MJ great to work with 
during the project, but 
that you were willing to 
help us out afterwards 
too.  That continued 
support is emblematic 
of the commitment 
MJ showed for our 
project.  I’m beginning 
to realize that level 
of participation 
and stewardship is 
becoming scarce in the 
engineering community.  
Thank you for your 
culture of customer 
service!”

-  Donna Hanscom, City of Keene NH, 
Assistant Public Works Director  

“ “KEY STAFF AVAILABILITY

Brian Colburn      Mike Long       Steve Ireland     Joshua Lund   Jeff Santacruce

Gene McCarthy   Jennifer Zorn      Jed Merrow                                 Keith WagnerAndrew 
McQueeney

Municipal Availability                 Administrative                Other Projects

40%

55%

65%

55%

25%

75%

50%

50%

70%

50%

Brian Colburn      Mike Long       Steve Ireland     Joshua Lund   Jeff Santacruce

Gene McCarthy   Jennifer Zorn      Jed Merrow                                 Keith WagnerAndrew 
McQueeney

Municipal Availability                 Administrative                Other Projects
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MJ’s New England 
presence includes 
over 45 planning and 
design professionals 
including professional, 
engineers and tech-
nical staff providing 
planning, engineering, 

environmental support, 
and public outreach for mu-

nicipalities.  Our staff services 
clients throughout New England, 

working hard to provide cost-ef-
fective and innovative solutions for 

all our project assignments.  From 
“Complete Streets” to “Roundabouts”, 
and “Accelerated Bridge Construction” 
(ABC), we are a leading transportation 
planning and design firm with a strong 
commitment to innovation.  

Our staff has completed numerous 
safety/intersection, bridge/culvert, 
bicycle/pedestrian, roadway reha-
bilitation/reconstruction, roadway 
safety, and transportation alterna-
tive projects, including the required 
environmental documentation and 

permitting.  We have On-Call Agreements as well as 
individual assignments with many cities and towns in 

New England.  We are consistently recognized by the 
American Council of Engineering Companies (ACEC) via 
their yearly Engineering Excellence Awards competition 
as a leading firm that delivers innovative and quality 
planning, engineering, and public outreach projects to 
our municipal partners throughout New England.  We 
are often presenting our project solutions to public asso-
ciations and agencies throughout the northeast and are 
highly regarded for our spirit of innovation. 

We have provided several completed projects in this 
section of our proposal.  These projects provide an indi-
cation of the depth of our experience, but they show the 
commitment we have made to our clients.  We take pride 
in the fact that in a recent client survey, all of the respon-
dents confirmed that they would continue to use MJ for 
projects in the future.  Fundamental to our client success 
story is our “right experience, right people, right solu-
tions” commitment to all planning/engineering/public 
outreach project assignments.  We have become not only 
a trusted partner for our municipal clients, but routinely 
an extension of their staff, providing measurable benefits 
and value to all of our partners.

We have grouped key projects into the categories 
requested in the RFP and which show in the follow-
ing narratives.  We have carefully chosen projects that 
demonstrate our experience with the types of projects 
important to municipalities.

Q U A L I F I C A T I O N S  &  E X P E R I E N C E  O F  F I R M

MJ has  provided 
engineering sup-

port and design in 
over 40 Vermont 

municipalities.
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Roadway Design
Bike/Pedestrian Facilities
Intersection Projects
Safety Projects
Bridges & Culverts
Transportation Alternatives

 ✓   ✓   ✓   ✓   ✓   ✓   ✓  
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Key MJ Staff 
Experience
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P R O J E C T  E X A M P L E S :  S A F E T Y  &  I N T E R S E C T I O N S
Intersections are a significant factor in vehicle crashes within our transportation system.  Pedestrians, 
bicyclists, and motor vehicles are all involved in incidents due to the number of conflict points at inter-
sections.  MJ takes safety very seriously and to that end we focus high our energies on implementing safe 
solutions within our designs.  Roundabouts are one way to improve safety at intersections by minimizing 
conflict points and over the last ten years MJ has focused on being a leader in roundabout design.  We 
have seven on the ground and over two dozen in various phases of design.  Roundabouts are just one tool 
that MJ uses to improve the safety in each community in which we work.

US 5 and Sykes Mountain 
Avenue Roundabouts, 

Hartford, VT

This intersection, located just north 
of the I-89/I-91 interchange, ex-
periences heavy volumes of traffic 
due to the many businesses located 
along Sykes Mountain Avenue.  The 
signalized intersection and uncon-
trolled access along the corridor 
have led to many crashes.  The pro-
posed solution includes two round-
abouts at each end of a raised me-
dian, eliminating left turns along 
the corridor.  As has been shown in 
many other areas, these measures 
will greatly improve the safety 
along the corridor.  MJ has worked 
closely with the Town to inform the 
public about the project through 
meetings, both with individuals 
and the general populace.  The de-
sign of this municipally managed 
project is almost complete and will 
begin construction next year.  

Client Reference:
Richard Menge, 
Public Works Director
rmenge@hartford-vt.org
802-295-3622

NH Route 103 Traffic 
Calming & Roundabout 

Construction, Warner, NH 

This location, directly adjacent to 
Exit 9 on I-89, is a busy intersec-
tion that serves a major driveway 
leading to a Market Basket store, 
a McDonalds, both an Irving and 
a Shell station, and various oth-
er small businesses.  MJ was se-
lected to develop a solution that 
improved safety while still mov-
ing traffic smoothly.  After an ex-
tensive public outreach process 
that included providing education 
concerning the safety benefits of 
roundabouts, a single lane round-
about was chosen as the preferred 
option.  Construction plans were 
developed that incorporated a 
number of landscaping and aes-
thetic treatments that have given 
Warner not only a safe intersec-
tion, but a gateway into the Town.

Client Reference:
Jim Bingham, Administrator
Town of Warner
administrator@warner.nh.us
603-456-2298 x8

VT 120 and VT 236 
Intersection Realignment, 

Franklin, VT

This rural intersection suffered from 
poor alignment, resulting in a num-
ber of crashes, some with serious 
injuries.  To try and avoid similar 
crashes in the future, MJ was asked 
to identify and evaluate a number 
of options that could improve the 
situation.  MJ evaluated both the 
horizontal and vertical alignment 
of each intersecting roadway and 
proposed changes that would im-
prove the layout.  These modifica-
tions were presented to the Board 
of Selectmen and the public.  A pre-
ferred alternative was selected that 
substantially modified one of the 
approaches, creating a much better 
configuration that has significant-
ly reduced crashes, improving the 
odds that all the users will make it 
home safely. 

Client Reference:
Amy Gamble, Traffic PM
VTrans
amy.gambler@vermont.gov
802-828-3872
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P R O J E C T  E X A M P L E S :  B I C Y C L E  &  P E D E S T R I A N  F A C I L I T I E S
MJ strives to include accommodations for bicycle and pedestrian facilities in each of our projects whenever 
possible.  Facilities that can accommodate multiple travel modes provide an overall benefit to society in many 
ways.  On each of the projects shown below MJ was responsible for not only the design but the environmental 
documentation and permitting, as well as the public outreach.  MJ’s experience with all the elements of these 
projects provides sustainable designs that will serve each community long into the future.

Peverly Hill Road, 
Portsmouth, NH

CMAQ funding was obtained to 
improve pedestrian and bicycle ac-
cess along Peverly Hill Road as part 
of the City-wide Master Pedestri-
an and Bicycle Plan.  A number of 
public meetings were held result-
ing in a preferred alternative that 
includes a new sidewalk along one 
side of the road and a shared-use 
path along the other, accommoda-
tions for bicycles, roadside plant-
ings, and improved safety through 
traffic calming. MJ is beginning the 
final design which will include im-
proved stormwater management, 
installation of new granite curb-
ing, rehabilitation of the pavement 
structure, new crosswalks, and ADA 
compliant pedestrian signal up-
grades.  The result will be a “Com-
plete Street” that reinvigorates an 
important connection within Ports-
mouth.

Client Reference:
Eric Eby, PE
Parking and Transportation 
Engineer
ebeby@cityofportsmouth.com
603-766-1415

VT Route 100 Relocation, 
Morristown, VT

In order to remove heavy traffic 
volumes from the downtown area, 
a new roadway was constructed 
that provides a safe travel way for 
both motor vehicles and bicyclists 
with wide shoulders throughout its 
length.  The project also provides 
an overpass carrying the Lamoille 
Valley Rail Trail over the new road-
way as well as providing an un-
derpass near the Bishop Marshall 
School.  Traffic signals and a round-
about also provide safe routes for 
bicycles and pedestrians to cross 
the roadway at other locations.  By 
anticipating the need for pedestri-
an and bicycle accommodations 
along this relocated corridor, MJ 
has provided a long term solution 
to the transportation needs within 
the community.      

Client Reference:
Tina M. Bohl, PE
LTF Supervisor
tina.bohl@vermont.gov
802-828-0177

Kennedy Drive Recon-
struction, Burlington, VT

This municipally managed project 
sought to widen a busy roadway 
carrying over 10,000 vehicles per 
day from two lanes to four.  In ad-
dition, MJ was tasked with including 
sidewalk on one side and a shared 
use path on the other, all while 
providing stormwater treatment 
throughout the two-mile corridor.  
The traffic signals were also upgrad-
ed to provide pedestrian facilities as 
part of the interconnection system 
that now moves traffic fluidly along 
the roadway.  Running through a 
mix of open water, wetlands, and 
built out land, MJ worked closely 
with the resource agencies to fit the 
new roadway into the environmen-
tal constraints, providing a much 
safer facility for all travel modes.   

Client Reference:
Justin Rabidoux, PE
Public Works Director
jrabidoux@sburl.com
802-658-7961
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P R O J E C T  E X A M P L E S :  B R I D G E S  &  C U L V E R T S
McFarland Johnson has been providing structural design services for Vermont municipalities for more than 
40 years.     Our structural services range from bridge and culvert inspections and the development of GIS-
based asset management systems, to the detailed design of structural improvements, including repair, 
rehabilitation and complete replacement.  One of our specialties is the development of low cost solutions 
to extend the service life of existing structures, allowing municipalities to do more projects with the limited 
available funding.   As mentioned previously, we have one of the largest structural engineering groups in 
Northern New England, and when combined with our specialized knowledge and expertise, we offer com-
munities the Right People, the Right Experience, and the Right Solutions.

 Emergency Culvert 
Rehabilitation, Bedford, NH 

This municipally-managed project 
included the design and permitting 
of an emergency repair for the cul-
vert carrying Wallace Road Bridge 
over Riddle Brook.    The structure 
is a corrugated metal plate arch that 
had significant section loss and cor-
rosive holes in the bottom, as well 
as being undermined in several lo-
cations. MJ provided engineering 
services including hydraulic analysis, 
environmental permitting, roadway, 
and bridge design on an accelerat-
ed schedule.  An innovative repair 
solution was developed using weld-
ed shear studs and a reinforced con-
crete invert slab, which allowed the 
road to be reopened in less than six 
months.

Client Reference:
Jeff W Foote, P.E., Town Engineer
jfoote@bedfordnh.org
603-472-3070

Accelerated  Bridge  Re-
placements, Bedford, NH

This project included the replace-
ment design of three culverts 
spanning Riddle Brook.   The ex-
isting culverts were greatly un-
dersized and constricted the wa-
tercourse, even during low flow 
conditions.   This project required 
hydraulic analysis, environmental 
evaluation, and the design and 
permitting of three new precast 
box culverts.   Since Chubbuck 
Road was the only road to the 
Town’s Transfer Station, it could 
not be closed for more than a 
week.   Using Accelerated Bridge 
Construction techniques and pre-
cast concrete elements, the exist-
ing culverts were replaced with 
modern structures during a single 
7 day roadway closure.

Client Reference:
Jeff W Foote, P.E., Town Engineer
jfoote@bedfordnh.org
603-472-3070

Tubular Composite Arch 
Bridge System, Fairfield, VT

This project utilized an innovative 
tubular composite arch bridge, also 
commonly referred to as the “Bridge-
in-a-Backpack” system.  The system is 
based on an award-winning technol-
ogy, which combines advanced poly-
mer composites with conventional 
concrete to create a durable arch 
bridge system that can be construct-
ed without the use of steel reinforc-
ing.   This project represented the 
first application of this proven tech-
nology in the State of Vermont.   MJ 
was responsible for project design, 
including the development of con-
tract plans and specifications, as well 
as support services through the con-
struction phase of the project.

Client Reference:
Danny R. Landry, Structures Project 
Manager
Dan.Landry@vermont.gov
802-828-3639 
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P R O J E C T  E X A M P L E S :  R O A D W A Y  S A F E T Y
MJ’s roadway experience includes everything from interstate highways to low volume rural roads, some 
made of gravel surfacing.  Our ability to tailor our designs to the needs of the community or agency is one 
of our strengths.  The projects shown below were chosen because they were all municipally managed and 
were located within areas where constraints like historic structures and community context are important.  
Each of our assignments within local communities requires a high degree of sensitivity to the needs of that 
locality, something we strive for on all our projects, but especially when municipal clients are involved.

Roadway and Streetscape 
Improvements, Enosburg 

Falls, VT

Dickinson Avenue and School Street 
encircle the heart of Enosburg Vil-
lage and are adjacent to the Town’s 
elementary, junior high, and high 
school, as well as the Woodbridge 
Town Square and sports and recre-
ation fields.  Although reconstruc-
tion of the roadway pavements 
was the basis for the project, it was 
imperative that aesthetic and safe-
ty concerns were addressed during 
the design.  Since this is the heart 
of the Town and especially the vil-
lage area, bicycles and pedestrians 
needed to be considered as much 
as motor vehicles.  MJ worked 
closely with the MPM and the Town 
to develop construction plans that 
did just that, while keeping the 
project within budget.  

Client Reference:
Jonathan Elwell, Village Manager 
jelwell@enosburg.net
802-933-4443

Downtown Main Street Im-
provements, Concord, NH

Concord’s downtown was losing 
businesses and residents.  To re-
verse this trend, a TIGER grant was 
obtained and, along with a sub-
stantial investment from the City, 
it was used to drastically change 
the downtown area.  The concept 
of a “road diet” was used to re-
duce the roadway from four lanes 
to two “shared lanes” plus a cob-
ble median.  This provided room 
for much wider sidewalks creating 
outdoor spaces that are now draw-
ing people to the downtown.  MJ 
developed the plans for a project 
that has transformed the area into 
a complete street, providing a safe 
and sustainable solution for pedes-
trians, bicyclists, and motor vehi-
cles, as well as those that live and 
work in the downtown.  

Client Reference:
Ed Roberge, P.E., Town Engineer
City of Concord
eroberge@concordnh.gov
603-225-8694

Main Street Improvements, 
Claremont, NH 

The objective of this project is to up-
grade the overall roadway condition 
from Opera House Square to the 
intersection with Union Street, a 
distance approximately 2,700 feet.  
Similar to a number of our recent 
projects, the need to respect this 
historic section of Main Street re-
quired careful consideration of the 
adjacent properties and businesses, 
all while staying within the proposed 
budget.  There were many challeng-
es, including meeting ADA require-
ments and re-establishing the exist-
ing right-of-way.  This municipally 
managed project provides a new 
roadway surface while improving 
the existing bicycle and pedestrian 
facilities within the framework of 
addressing ADA accessibility issues.

Client Reference:
Kurt Beek, PE, Planning & Develop-
ment Project Manager
City of Claremont
kbeek@claremontnh.com
603-542-7030
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P R O J E C T  E X A M P L E S :  T R A N S P O R T A T I O N  A L T E R N A T I V E S
MJ’s experience in this area includes many sidewalk, pedestrian, and bicycle projects.  As these are covered 
in other sections of this proposal, we have chosen to highlight some of our other experience in this section.  
The projects shown below are merely a sampling of those that MJ has completed in the areas of stormwa-
ter treatment, environmental studies, and enhancements of historic infrastructure.  Each of these projects 
help to improve the communities in which they are located and provide an indication of the versatility and 
flexibility of our Team.

S. Mast Road Drainage Im-
provements, Goffstown, NH

When flooding issues continued to 
surface, the Town realized that the 
American Recovery and Reinvest-
ment Act (ARRA) “Green Drainage” 
Program could provide funding to 
solve the problems along this heav-
ily traveled corridor.  To make the 
project “shovel-ready” MJ identi-
fied solutions and developed con-
struction plans in less than three 
months.  The design included po-
rous pavement shoulders, perforat-
ed drainage pipes, detention basins, 
and enhanced natural stream chan-
nels; all with the goal of reducing 
or eliminating stormwater runoff 
issues while providing treatment 
in areas that had none previous-
ly.   The stormwater enhancements 
were incorporated into the ongoing 
design of a roundabout, providing a 
multi-purpose project that will serve 
the Town for many years. 

Client Reference:
Meghan Theriault, PE
Town Engineer
Town of Goffstown
mtheriault@goffstownnh.gov
603-497-3617x280

Taftsville Covered Bridge, 
Woodstock, VT

While MJ was developing rehabil-
itation options for this two span 
bridge, originally constructed in 
1836 over the Ottauquechee Riv-
er, Tropical Storm Irene struck, 
undermining the foundation.  MJ 
worked with the Agency, the Town 
of Woodstock, and the State His-
toric Preservation Office to devel-
op an aggressive and coordinated 
response that led to the complete 
rehabilitation of the existing 
bridge.  A detailed computer mod-
el was developed that allowed 
the analysis of individual timber 
members, making it possible to 
identify those that were critical 
to the bridge’s long term future.  
By blending new timber elements 
with old ones and using internal 
pier strengthening methods MJ 
was able to restore the bridge and 
return it to service.

Client Reference:
Wayne Symonds, PE, Structures 
and Hydraulics Manager
VTrans
wayne.symonds@vermont.gov
802-828-0503

Middlebury Rail Spur, 
Middlebury, VT

Moving ore from the OMYA plant 
just east of town to the processing 
facility near Florence requires a trip 
of 25 miles along US 7.  The number 
of trucks is significant and results in 
a safety issue as they travel through 
the small towns along the way.  MJ 
was tasked with evaluating possi-
ble options that would remove the 
trucks from the highway, including 
new relocated rail spurs, truck to 
rail schemes, highway bypasses, up-
graded truck routes and a transload 
facility conveyor system.  MJ devel-
oped an EIS that included an exten-
sive public outreach program and 
detailed studies leading to the pre-
ferred alternative; a new railroad 
spur that avoids the Brandon Village 
district and completely removes the 
trucks from Route 7, providing a saf-
er solution for everyone.

Client Reference:
Susan Scribner, PE
LTF Manager
VTrans
sue.scribner@vermont.gov
802-828-3588
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Choosing the right Consultant Team 
is a very important step for the 
overall success of a municipal project 
assignment.  In this Section, we 
provide a description of our Team, 
made up of highly-qualified and 
experienced staff and subconsultant 
partners that are not only experts in 
their field, but with whom we have 
extensive project experience.  

Brian Colburn, P.E. 
will serve as Program 
Manager, an also be 
available to serve as 
Project Manager for 
appropriate projects.  

Brian leads our Highway Group and 
has over 16 years of experience 
with roadway and intersection 
projects throughout New England.  
He has extensive experience with 
roundabouts and intersection 
improvements as well as roadway 
reconstruction/rehabilitation projects 
for municipalities both large and 
small.  Many of these projects have 
been managed by the municipality 
with either state or federal funding. 
For many municipal projects, Brian 
has developed the geometry, drainage 
design, bicycle accommodations, and 
traffic control plans, as well as other 
items like signing and striping plans.  

Mike Long, P.E. will 
provide Quality 
Control reviews for 
any municipal project 
assignment. HMr. 
Long has many years 

of experience in the management 
and design of transportation projects.  
His experience includes projects 
ranging from interstate highways to 

small local road improvements and 
includes all aspects of the design, 
including planning, environmental 
documentation, and construction 
assistance.  Over the last 35 years 
Mike has been involved in hundreds 
of designs for roadways and bridges 
throughout the Northeast, Utah, and 
Colorado. 

The following key staff will perform 
as Project Managers for assignments 
that may arise through this contract.  
They have been chosen as a result of 
their specific skills, their prior Project 
Manager experience, their knowledge 
of transportation infrastructure, 
and their experience and success 
leading municipal transportation 
infrastructure projects.  For some 
assignments, they may be assigned as 
Senior Project Engineer under some 
other Project Manager identified in 
the following narratives.

Gene McCarthy, 
P.E. will also serve 
as a Safety and 
Pedestrian/Bicycle 
Project Manager for 
various municipal 

assignments. Gene has over 25 years 
of experience, including extensive 
experience leading intersection 

improvement projects throughout 
New England.  He has completed 
several roundabout and corridor 
improvement projects such as the 
Centre, Liberty and Auburn Streets 
Roundabout in Concord, NH; the 
Route 3A/25 Planning Study in 
Meredith, NH; and the Route 103 
intersection in Warner, to name a few.  

The quality of Gene’s work is 
evidenced by the awards given 
through the ACEC Excellence Award 
program for projects managed by 
him.  Gene’s work with several of 
these award winning projects has 
strengthened Gene’s certainty about 
the importance of a robust public 
outreach program within a context 
sensitive solutions approach.   

Jeff Santacruce, 
P.E. will also serve 
as an Intersection 
and Traffic Project 
Manager. He 
specializes in roadway 

and traffic analyses and design. He 
will assist municipalities to develop 
intersection alternatives, traffic 
modeling, and roadway design.  Jeff 
has over eighteen years of experience 
in the design and analysis of many 
roadways, traffic signals, and 

K E Y 
P E R S O N N E L

S T R O N G  P R O J E C T  M A N A G E M E N T 
The communication and coordination aspect of project management 
is extremely important, and is a key ingredient to a successful project. 
Throughout our history MJ has developed very workable and practical 
methods to make certain that communication is prompt, complete, and 
well documented. As a matter of routine, MJ holds regularly scheduled 
team meetings on a frequency dictated by the needs of the project. We 
also favor coordination meetings at our clients’ offices on a monthly 
basis, or as appropriate. We are in full accord with our clients’ policies 
regarding communication, and are always cognizant of the fact that our 
clients “don’t want any surprises.” We always make ourselves available 
for meetings scheduled by our clients, even on very short notice.



P A G E  1 8

“       ”
“         ”

roundabouts.  His experience includes 
the analysis the intersections in cities 
and towns across New England.  

Steve Ireland, 
P.E. will serve as 
Roadway Project 
Manager depending 
upon the specific 
design assignment.  

He has over 18 years of diverse 
experience in design, construction, 
and maintenance of transportation 
infrastructure.  Prior to joining 
MJ, Steve acted as a Construction 
Contract Administrator and Assistant 
District Maintenance Engineer for 
a state transportation agency.  This 
experience compliments his design 
background which includes roadway 
design, traffic analysis, signage, traffic 
control, and access management. His 
experience in roadway design, traffic 
management, and maintenance, 
coupled with his construction 
experience, enhances our Team by 
providing value to municipalities 

through the development of quality, 
constructible designs.

Josh Lund, P.E. leads 
our Bridge Engineering 
Practice in New 
England and will serve 
as Bridge Project 

Manager for potential assignments 
under this contract.  He has 17 years 

of experience in the management, 
design, condition inspection, and 
load rating of highway bridges and 
related structures.  His experience 
includes project management and 
lead bridge engineer for many of MJ’s 
New England bridge projects. Josh 
has created plans and specifications 
for single and multi-span bridges for 
State DOT’s and local municipalities 
throughout New England.    

Wade Brown, P.E. 
will also serve as 
a Bridge Project 
Manager for any 
structural bridge 
project that may 

arise through this contract.  He is 
currently leading the design effort for 
the bridge rail rehabilitation project 
on Main Street over the Winooski 
River at the border with Burlington.  
Wade is experienced with project 
management; structural condition 
assessments; preparation of reports 
and alternative studies; development 

“MJ staff have always led 

rather than followed strategic 

initiatives, coordination, and 

implementation of planning, en-

vironmental, engineering, and 

public involvement efforts.”
-- Richard Dyment, City of Lebanon

“The sense of community pride is palpable, and the opportunities to 

transform our image into a destination city have never been better!” 
- Tim Sink, President, Greater Concord 

Chamber of Commerce



P A G E  1 9

of contract plans and specifications; 
construction observation, and shop 
drawing review. His bridge experience 
includes highway, pedestrian and 
railway structures for state and 
municipal clients located throughout 
the Northeast. 

David  Kull, P.E. will 
also serve as Bridge 
Project Manager for 
a structural bridge 
project.  He has 14 
years of experience in 

the design, rehabilitation, condition 
inspection and load rating analysis 
of bridges and related structures.  
His superstructure design work has 
included pre-stressed concrete beams 
and straight and horizontally curved 
steel plate and box girders using 
both LFD and LRFD methodology. 
His substructure design has included 
reinforced concrete abutments, 
wingwalls, and piers founded on both 
shallow and deep foundations using 
LRFD methodology. 

Jed Merrow, CWS 
will lead MJ’s efforts 
in developing the 
environmental 
documentation 
for specific project 

assignments under this contract.  
Jed is a Certified Wetland Scientist 
with over 25 years of natural 
resource consulting experience.  
His background encompasses a 
broad range of environmental work 
including wetlands delineation, water 
resources, wildlife management 
planning, noise and air quality 
analysis, and permitting.  Jed 
has extensive experience at the 
municipal, state and federal levels 
in the preparation of environmental 
documentation and permitting 
throughout New England.  He has 
extensive knowledge concerning 

all the environmental aspects of 
transportation projects in New 
England and was the author of 
the current VTrans Environmental 
Handbook.

Jennifer Zorn, 
ACIP, will develop 
and coordinate the 
required public 
outreach program 
elements for municipal 

projects.  Jennifer recently led the 
MJ Team in our efforts as the primary 
Public Outreach Coordinator for the 
replacement of the award-winning 
$90 million Memorial Bridge in the 
City of Portsmouth and is currently 
leading the public outreach efforts for 
two roundabouts being constructed in 
Keene, NH.  Jennifer has over 23 years 
of experience as a transportation 
planner, environmental analyst, and 
public outreach specialsist.

 

In addition to these able Project 
Managers, MJ has over 40 support 
staff to provide engineering, 
environmental, design, and analysis 
for municipal projects in Vermont.  
Our multi-disciplinary staff will prove 
to be an asset to municipalities by 
reducing coordination time and 
streamlining projects.

We have included Wagner Hodgson 
Landscape Architecture, located 
in Burlington, VT to provide design 
support for municipal projects. 
They recently provided landscape 
architecture design support for the 
$175 million Winooski Downtown 
Development Master Plan.  Keith 
Wagner and  Amy Houghton will 
serve as Landscape Architects for 
this On-Call Agreement. Keith’s work 
has earned him awards from the 
Society of Landscape Architects, 
the VT Chapter of ASLA, and the 
American Institute of Architects (AIA). 
Examples of his work can be seen 
at the City Hall Park in Burlington, 
Downtown Winooski, the Vermont 
Arts Council Sculpture Garden, the 
I-89 Rest areas, and the I-91 Derby 
Welcome Center. Amy specializes in 
stormwater management and has 
extensive knowledge of low impact 
development. Examples of her work 

can be seen at 
the City Hall Park 
in Burlington, the 
Vermont State 
Agricultural and 
Environmental 
Laboratories, the 
VT Psychiatric 
Care Hospital, 
and the Swanton 
and Beecher Fall 
Border Stations. 

We have also 
included Andrew 
McQueeney from 

Vermont Survey and Engineering, 
Inc. to provide survey for this On-Call 
Agreement. Andrew has over 26 years 
of experience and has completed 
projects throughout Vermont 
including work in Bennington, Bethel, 
Fairfield, New Haven, Waterbury, 
Woodstock, and Morristown to name 
a few. Andrew will be assisted by Bill 
Lawrence and Jason Riley, LS. 

WINOOSKI DOWNTOWN    
DEVELOPMENT MASTER PLAN
Winooski,  Vermont

The  Winoosk i  Downtown 
Redevelopment Project is an 
ambitious $175 Million Dollar 
project to revitalize downtown 
Winooski. Wagner Hodgson   
worked closely with the design 
team to develop a Master Plan 
as well as site designs for a series 
of prominent open spaces and 
streetscapes. The planning and 
design goals were to restructure 
and rev i ta l i ze  the ex is t ing 
fragmented elements of the central 
business district knitting them 
together with a compliment of 
new commercial/retail facilities, 
high density housing, and a 1200-
car parking structure within a 
re-engineered traffic pattern. 
Two prominent open spaces are 
created - a centrally located public 
park and a civic plaza  anking the 
Historic Champlain Mill to the 
Winooski River. 

The project received a 2006 Smart 
Growth Award from the Vermont 
Forum on Sprawl.

Project site - before

Wagner Hodgson recently completed the landscape 
design for Downtown Winooski.
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Our approach to managing projects is 
client/discipline driven. We focus on 
the needs of our clients, but we also 
make it easy for our Project Managers 
to monitor the status of the project, 
from both a budget and work-flow 
standpoint. MJ utilizes a “Strong 
Project Manager” approach where the 
Project Manager is assigned to the job 
throughout and has complete respon-
sibility for both internal staff and our 
subconsultants. 

For each project, the municipality will 
be assigned a single point of contact 
who will be personally responsible to 
the client for providing a high quality 
project.  All Team members, whether 
MJ staff or our subconsultant, will re-
port directly to this designated Project 
Manager. 

At the start of the project, MJ’s Project 
Manager is required to prepare a 
Project Management Plan (PMP) that 
outlines all the pertinent information 
that is required for the successful 
completion of the project.  This is the 

first step in a process that tracks both 
quality and cost. MJ tracks individual 
project budgets on a bi-weekly basis 
via our internal accounting system. 
Identifying issues early allows our 
Project Managers to react quickly and 
work with our clients to successfully 
complete each project.

We have also developed a compre-
hensive Quality Control (QC) process 
for use on all of our projects through-
out the company. This QC process was 
developed from the ground up, by 
soliciting input from all levels within 
our organization as to the  best way to 
improve the quality of our products 
and services.  Our adopted QA/QC 
manual helps guide our process, but 
the most important element of our 
process is our people and our check-
lists. MJ has specific checklists that 
we utilized for VTrans and municipal 
clients. But checklists are only a tool. 
It is how the people use the tool that 
make the plans and project better. All 
of our employees, from the Project 
Manager to the CADD Technician are 
an essential part of the process. It is 
their responsibility to work as a team 
to make sure that our plan sets are  of 
the highest quality, resulting in suc-
cessful project.

Each Project Manager is ultimately 
responsible for the Quality of our 
projects. As QA/QC Manager, Mike 
Long, P.E. is responsible for review of 
the project plans and documentation 
prior to submission.  After the com-
pletion of the QC process and prior to 
the submission to the client, the Qual-
ity Manager reviews the project for 
conformance to project standards and 
client expectations.  Based upon Our 
work with municipalities throughout 
the northeast, this additional check 
focuses on completeness, constructa-

bility, and quality of documents prior 
to submission.

We have included the full Quality Con-
trol Plan as an Appendix.

Q U A L I T Y  C O N T R O L  P L A N

Project Overview
The design of the Vermont Alternative Truck Route 100 began in the early 70’s.  It took many years for the project 
to reach fruition, but the hard work of so many has resulted in a roadway facility that will serve the State of Ver-
mont for many years to come, providing opportunities for economic enhancements while integrating with the 
environment of Lamoille County.  The new roadway provides a safe modern highway that will allow large trucks 
and other “through” traffic to avoid the complicated and congested route through the Village area, decreasing 
travel time while improving the safety of the downtown area.

Meeting/Exceeding Owner Needs:  
M e e t i n g / E x c e e d i n g 
Owner Needs:  The 
need for the project was 
established many years 
ago when it became 
obvious that commerce 
was suffering heavy 
delays when traveling 
through Morristown 
Village.  In addition, the quality of life was being 
affected due to the large vehicles attempting to travel 
through narrow streets and sharp turns through the 
Village area of the Town.  As a result, local citizens were 
finding it difficult and dangerous to go about their 
daily activities.  The goals of this project were to reduce 
traffic through the Town by providing a safe alternative 
for commerce and commuters, while reducing travel 
times through the area.  The new roadway meets all of 
those expectations, while protecting the environment 
and the local character of Morristown.    

Originality/Innovation:  The most striking 
aspect of the project is the 540 foot long slant leg 
rigid-frame steel bridge over the Lamoille River.  
The “grasshopper” configuration was chosen at this 
site for its ability to span the entire river and the 
environmentally sensitive areas adjacent to it while 
still being an extremely cost-effective solution.    Using 
this type of structure eliminated a pier within the river, 
avoiding the streambed impacts and scour concerns 
that are inherent with a conventional structure.  The 
new bridge provides a striking visual appearance 
above the river while fitting well within its natural 
surroundings.     

Social/Economic Benefits: Relocating VT 
100 outside of the Village area provides a number of 
benefits to the community.  The reduction of traffic 
through the downtown improves the livability of 
Morristown by reducing traffic noise and improving 
air quality, while providing a much safer environment 
for the citizens.  There was some concern within the 
business community that traffic would bypass the 
downtown area.  So far those fears appear to be 
unfounded as a number of businesses have seen an 
increase in commerce due to a reduction in Village 

congestion.  In addition, the new location of VT 100 
also provides better access to a number of parcels 
along the alignment, making them more attractive 
for economic development, including a new housing 
project and a large commercial building expansion.  
Finally, the wide shoulders have led to increased 
bicycle use, an important tourism aspect of VT 100, 
as well as a way for local residents to stay healthy.  
Overall, the new roadway will provide economic and 
social benefits for many years to come by providing 
easy access along its length while enhancing the 
quality of life within the Village.  

Complexity: The 
design of the two mile 
long corridor required 
integration of many 
elements.  The project 
contains a roundabout, 
two signalized 
intersections, five 
unsignalized intersections, a 177’ long recreation trail 
overpass, a pedestrian underpass, three stormwater 
treatment basins, and numerous utility relocations.  
Almost 50 parcels were affected, requiring extensive 
communication with the public, and the project 
required coordination with and permits from many 
different resource agencies, including the Corps 
of Engineers and the Vermont Agency of Natural 
Resources.  From a design perspective, the most 
complex element of the project was certainly the 
bridge over the Lamoille River.  This bridge was very 
difficult to model, requiring a complicated finite 
element analysis to correctly model the forces on the 
structure, especially in the area near the top of each 
“leg.”  

Technical Value: Many technical challenges 
were encountered during the design and construction 
of this project, with most involving the need to balance 
environmental concerns against the competing 
demands of minimizing cost while providing a safe 
and efficient transportation facility.  By including 
elements such as the slant leg bridge, extensive 
stormwater treatment facilities, and a roundabout, 
the new and improved VT 100 provides a safe and 
efficient roadway for the citizens of Vermont.

“Public acceptance of the new route is gaining 
daily and traffic patterns throughout the Town are adjusting 
accordingly since the roadway opened... In fact, a few of the 

businesses in downtown have seen increasing 
sales numbers... due largely to truck route lessening the 

traffic hassle of coming into downtown... Morristown is 
excited to have the Truck Route and to grow with the 
new road in the coming years.”

 - Todd Thomas, Morristown Planning Director

RECENT ACEC AWARDS

MJ uses the concept of “earned value to 
track project progress.

MJ utilizes an extensive quality control 
process to ensure projects are completed 

successfully. 



 

 

Gene W. McCarthy, P.E. 
Senior Project Manager                 Years with Firm:  16 
 
GENERAL SUMMARY 

Mr. McCarthy has extensive experience in transportation engineering, design, planning, and project management. His technical 
skills include the design of roads, interchanges, and highways; airport pavements; preparation of interstate and interchange 
geometrics; preparation of construction traffic control plans; and conducting constructability analyses for major transportation 
projects. He has been involved with projects ranging from a one-million-dollar roadway widening project to a one-billion-dollar 
bridge project. Mr. McCarthy is responsible for managing multi-disciplinary teams for complex highway projects. 

REPRESENTATIVE EXPERIENCE 

Downtown Transportation Improvement Project, Franklin, NH -- Project Manager responsible for developing a project to 
improve access and mobility in Downtown Franklin, NH. The project involved an evaluation of congestion and access challenges 
in Franklin that impeded redevelopment of the Mill Buildings in the downtown area. An extensive public participation program 
included public, owner, and city council meetings. Project Owner: City of Franklin 
 
NH 111 Corridor Feasibility Study, Windham, NH -- Project Manager responsible for project coordination, budgeting, and 
staffing. This project involves evaluation and planning for the Route 111 Corridor through Windham, NH. Three distinct 
components of the planning phase include evaluation of the feasibility and conceptual design of an extension of Wall Street to 
connect to North Lowell Road; evaluation of the existing corridor from the Village Center to I-93 to identify future roadway 
improvements and access management opportunities; and the feasibility of relocating Route 111 from its present location to 
the southerly side of the Windham Village Center.  Project Owner: New Hampshire Department of Transportation 
 
Winchester Street Reconstruction Keene, NH -- Project Manager responsible for overall project coordination, public outreach, 
scheduling, and subconsultant coordination. MJ was selected to evaluate alternatives and develop final design plans for this 
heavily traveled corridor in Keene. The final product will include pedestrian and bicycled facilities, as well as streetscape 
elements, to provide a Complete Street leading to Keene State College. Project Owner: City of Keene 
 
Downtown Complete Street - Main Street Concord, Concord, NH -- Project Manager responsible for overall project 
coordination, public outreach, scheduling, and subconsultant coordination. This project converted Main Street's four-lane 
vehicular roadway to a two-lane roadway with wide lanes to accommodate bicycles. The sidewalks were enlarged to include 
landscaping, seating, pocket parks, lighting, and many places for people to gather. Prominent bump-outs, in-street brick pavers 
at crosswalks, new lighting, and LED Blank Out panels with a "No Right Turn" indication were all implemented as part of this 
project to increase pedestrian safety. Project Owner: City of Concord 
 
US 3/NH 25 Transportation Improvements Planning Study, Meredith, NH -- Project Manager responsible for project 
coordination. The planning phase of this project included studying a range of alternatives to relieve the congestion that exists 
along Routes 3 and 25 in Meredith. The effort involved community planning and public involvement consistent with Context 
Sensitive Solutions principles. The project included assessment of capacity, safety, and operational challenges within the study 
limits. The study also included transportation modeling, traffic counting, traffic analysis, environmental screening, public 
outreach, landscape architecture, and website development. Project Owner: New Hampshire Department of Transportation 
 
Middlebury Rail Spur Environmental Impact Statement, Middlebury, VT -- Project Engineer responsible for project 
coordination of engineering tasks. This project involved preparing an Environmental Impact Statement for proposed freight 
transportation improvements for moving marble ore and other freight from the vicinity of a quarry in Middlebury to the main 
rail line and points south. MJ initially conducted a corridor study with screened alternative travel corridors and modes of 
transportation. Project Owner: Vermont Agency of Transportation 
 
Route 103 Traffic Calming & Roundabout, Warner, NH -- Project Manager responsible for project coordination. This project 
involved NH Route 103 traffic calming measures which improved safety for motorists and pedestrians using Route 103 and exit 
9 on Interstate 89. The project included traffic calming, roundabout design, improved driveway access to local businesses, and a 
park and ride lot. Project Owner: Town of Warner 
 
EDUCATION 

BSCE - San Jose State University / Civil Engineering / 1988 
Certificate - NHDOT / Local Public Agency Certification Training - Federal Aid / 2015 



 

Brian R. Colburn, P.E., CPESC 
Senior Project Engineer                 Years with Firm:  15 
 
GENERAL SUMMARY 

Mr. Colburn is experienced in the management, design, and construction of transportation infrastructure projects. His 
experience ranges from large interstate highway projects to small intersection modifications and local road projects. Brian also 
has significant experience with other transportation improvements like roundabouts and park and ride lots, as well as airport 
infrastructure like runways, taxiways, and airport access roadways. He also has experience on the construction site, having 
administered and observed construction on numerous projects. His experience includes traffic modeling, alignments, drainage, 
utilities, quantities, right-of-way, signing, lighting, and cost estimating. He is proficient in the use of various engineering design 
software packages including MicroStation, AutoCAD, SYNCHRO, and Sidra. 

REPRESENTATIVE EXPERIENCE 

Route 103 Traffic Calming & Roundabout, Warner, NH -- Project Engineer responsible for developing design alternatives, public 
participation, and final design. This project involved NH Route 103 traffic calming measures which improved safety for motorists 
and pedestrians using Route 103 and exit 9 on Interstate 89. The project included traffic calming, roundabout design, improved 
driveway access to local businesses, and a park and ride lot. Project Owner: Town of Warner 
 
Mast Road Green Drainage Solutions, Goffstown, NH -- Project Engineer responsible for roadway and drainage design. This 
project involved the design and implementation of "Green Drainage Solutions" intended to reduce flooding along NH Route 114. 
MJ analyzed and developed a design that included porous pavement, perforated drainage pipes, and natural stream channels, 
thereby making the project eligible for reimbursement through the American Recovery and Reinvestment Act (ARRA) "Green 
Drainage" Program. This was one of the first projects in the state to incorporate porous pavement shoulders and perforated 
pipes in order to mitigate flooding on a state highway.  Project Owner: Town of Goffstown 
 
VT 120 and VT 236 Intersection Realignment, Franklin, VT -- Project Engineer responsible for roadway design realignment, 
drainage, permitting and plan preparation. This project involved the production of bid documents for the realignment of the VT 
120 and VT 236 intersection. The project included the development of alternatives, presentation to the Board of Selectmen, and 
the preparation of plans, specifications and a construction estimate. The highway design included drainage, utilities, and 
permitting for approximately 150 feet of approach and the intersection. Project Owner: Vermont Agency of Transportation 
 
Kennedy Drive Roadway Reconstruction, South Burlington, VT -- Civil Engineer responsible for the design of the closed 
drainage system, cross section development, and the calculation of quantities.  This project involves the widening and 
reconstruction of 10,000 feet of heavily traveled roadway. The improvements included roadway and intersection geometrics, 
closed stormwater drainage systems, water system upgrade, sewer system improvements, wetlands permitting, and aesthetic 
improvements.  Project Owner: City of South Burlington 
 
Downtown Complete Street - Main Street Concord, Concord, NH -- Project Engineer responsible for alternatives design, 
roadway and intersection design, and public participation. This project converted Main Street's four-lane vehicular roadway to a 
two-lane roadway with wide lanes to accommodate bicycles. The sidewalks were enlarged to include landscaping, seating, 
pocket parks, lighting, and many places for people to gather. Fish-eye cameras for vehicle and bicycle detection were used to 
reduce future operations and maintenance costs associated with failed loop detectors. Prominent bump-outs, in-street brick 
pavers at crosswalks, new lighting, and LED Blank Out panels with a "No Right Turn" indication were all implemented as part of 
this project to increase pedestrian safety. Project Owner: City of Concord 
 
Roadway Improvements Main Street, Claremont, NH -- Project Manager responsible for project design. This project seeks to 
upgrade the road condition from Opera House Square to the intersection with Union Street, a distance approximately 2,700 
feet. The LPA project will determine whether roadway rehabilitation or reconstruction will be necessary and will improve the 
bicycle and pedestrian facilities while addressing ADA accessibility issues. Project Owner: City of Claremont 
 
EDUCATION 

BS - Rensselaer Polytechnic Institute / Civil Engineering / 2001 
Specialized Training - Workforce New York / 10-Hour OSHA Construction Course / 2007 
Certificate - EnviroCert International / Certified Professional in Erosion & Sediment Control (CPESC) / 2011 
Certificate - NHDOT / Local Public Agency Certification Training - Federal Aid / 2015 



 

Jeffrey W. Santacruce, P.E. 
Senior Engineer Years with Firm:  5 
 
GENERAL SUMMARY 

Mr. Santacruce is experienced in the design and construction of transportation projects throughout New England. Mr. 
Santacruce also has extensive experience in traffic modeling and computer simulations. His experience includes the design of 
roundabouts, signalized intersections, interstate highways, collector roadways, and municipal projects. His expertise includes 
alignments, drainage, signage, lighting, cost estimating, and right-of-way. He also has experience in the construction of 
transportation infrastructure, having served as a resident engineer on a number of roadway projects. He is proficient in the use 
of various engineering design software packages including MicroStation, AutoCAD, SYNCHRO, and Sidra. 

REPRESENTATIVE EXPERIENCE 

Downtown Complete Street - Main Street Concord, Concord, NH -- Project Engineer responsible for traffic engineering design. 
This project converted Main Street's four-lane vehicular roadway to a two-lane roadway with wide lanes to accommodate 
bicycles. The sidewalks were enlarged to include landscaping, seating, pocket parks, lighting, and many places for people to 
gather. Fish-eye cameras for vehicle and bicycle detection were used to reduce future operations and maintenance costs 
associated with failed loop detectors. Prominent bump-outs, in-street brick pavers at crosswalks, new lighting, and LED Blank 
Out panels with a "No Right Turn" indication were all implemented as part of this project to increase pedestrian safety. Project 
Owner: City of Concord 
 
Lakeside Avenue, Laconia, NH -- Project Manager responsible for traffic analysis and design of roadway and utility 
improvements.  The primary project goal was to boost the local economy and the attractiveness of the area, while improving 
pedestrian, bicycle, and vehicle mobility. The project was then transformed from a simple water line and pavement 
rehabilitation to a "Complete Streets" design approach. The project included installation of new ADA compliant concrete and 
brick sidewalks and pedestrian bumpouts, undergrounding 2,300 feet of existing aerial utilities, providing new pedestrian-scale 
street lights, and replacing the old parking meters with state-of-the-art parking kiosks. Project Owner: City of Laconia 
 
Peverly Hill Road Complete Street Reconstruction Project, Portsmouth, NH -- Project Manager.  This project includes a new 
sidewalk along one side of the road and a shared-use path along the other, roadside plantings, and improved safety through 
traffic calming. The final design will include improved stormwater management, installation of new granite curbing, 
rehabilitation of pavement structures, new crosswalks, and ADA compliant pedestrian signal upgrades. Project Owner: City of 
Portsmouth 
 
Route 100 over the Mad River ABC Bridge Replacement, Waitsfield, VT -- Project Engineer responsible for signing and traffic 
control. This project entails Accelerated Bridge Construction (ABC) bridge replacement for the structure carrying Vermont Route 
100 over the Mad River in Waitsfield, VT. The existing 2-span bridge is being replaced with a new single-span bridge over a 
duration of approximately 30 days. Project Owner: Vermont Agency of Transportation 
 
Route 103 Traffic Calming & Roundabout, Warner, NH -- Project Engineer responsible for traffic engineering design. This 
project involved NH Route 103 traffic calming measures which improved safety for motorists and pedestrians using Route 103 
and exit 9 on Interstate 89. The project included traffic calming, roundabout design, improved driveway access to local 
businesses, and a park and ride lot. Project Owner: Town of Warner 
 
Winchester Street Reconstruction Keene, NH -- Project Engineer responsible for Traffic Engineering Analysis and Design.  MJ 
was selected to evaluate alternatives and develop final design plans for this heavily traveled corridor in Keene. The final product 
will include pedestrian and bicycled facilities, as well as streetscape elements, to provide a Complete Street leading to Keene 
State College. Project Owner: City of Keene 
 
EDUCATION 

BS - University of New Hampshire / Civil Engineering / 1994 
Certificate - New Hampshire DOT / LPA Certification for Labor Compliance / 2015 
Certificate - Maine DOT / Local Project Administration / 2013 
Certificate - New Hampshire DOT / Local Public Agency Certification Training - Federal Aid / 2015 
 



 

Michael D. Long, P.E. 
Regional Office Manager Years with Firm:  17 
 
GENERAL SUMMARY 

Mr. Long has many years of experience in the management and design of all phases of transportation projects. He has been 
involved in geometrics, drainage, right-of-way, lighting, signing, specifications, estimates, utilities, final contract drawing 
development and environmental documentation for major highway construction designs. He also has experience in transit 
projects, including light rail yard design. In addition, Mr. Long is experienced in working with InRoads design software, 
MicroStation, managing and the Intergraph platform. Mr. Long oversees the operations of the transportation staff in McFarland 
Johnson's Concord office. 

REPRESENTATIVE EXPERIENCE 

Roundabout Intersection Project STP 0113(59)S, Hartford, VT -- Project Manager, QA/QC Engineer responsible for Quality 
Assurance and Quality Control for the development of final construction plans, specifications and estimate for the two 
roundabout configurations. This project involves the evaluation, development, and implementation of two roundabouts at the 
intersection of US Route 5 and Sykes Mountain Avenue and the intersection of Sykes Mountain Avenue and Lehman Road. The 
project will include the roundabouts, roadway approach work, utility coordination, and drainage design. The selected 
alternative is a two roundabout design with access management adjacent to the new construction. MJ is responsible for 
progressing plans from Conceptual Design to final construction plans and documents as well as providing support through 
construction. Project Owner: Town of Hartford 
 
Green Drainage Solutions, NH Route 114, Goffstown, NH -- Principal, Project Manager.  This project involved the design and 
implementation of "Green Drainage Solutions" intended to reduce flooding along NH Route 114.  In order to reduce or eliminate 
flooding issues along the major thoroughfare through the Town of Goffstown, MJ analyzed and developed a design that 
included porous pavement, perforated drainage pipes, and natural stream channels, thereby making the project eligible for 
reimbursement through the American Recovery and Reinvestment Act (ARRA) "Green Drainage" Program.  MJ expedited the 
design and permitting process in order to make the deadline for this project type, taking the project from study to final contract 
plans in less than three months. Project Owner: Town of Goffstown 
 
Kennedy Drive Roadway Reconstruction, South Burlington, VT -- QA/QC Engineer responsible for quality assurance reviews and 
documentation. This project involves the widening and reconstruction of 10,000 feet of heavily traveled roadway. The 
improvements included roadway and intersection geometrics, closed stormwater drainage systems, water system upgrade, 
sewer system improvements, wetlands permitting, and aesthetic improvements.  Project Owner: City of South Burlington 
 
Middlebury Rail Spur Environmental Impact Statement, Middlebury, VT -- QA/QC Engineer responsible for QA/QC of reports. 
This project involved preparing an Environmental Impact Statement for proposed freight transportation improvements for 
moving marble ore and other freight from the vicinity of a quarry in Middlebury to the main rail line and points south. MJ 
initially conducted a corridor study with screened alternative travel corridors and modes of transportation. Project Owner: 
Vermont Agency of Transportation 
 
Downtown Complete Street - Main Street Concord, Concord, NH -- Principal and QA/QC Coordinator responsible for project 
review. This project converted Main Street's four-lane vehicular roadway to a two-lane roadway with wide lanes to 
accommodate bicycles. The sidewalks were enlarged to include landscaping, seating, pocket parks, lighting, and many places for 
people to gather. Fish-eye cameras for vehicle and bicycle detection were used to reduce future operations and maintenance 
costs associated with failed loop detectors. Prominent bump-outs, in-street brick pavers at crosswalks, new lighting, and LED 
Blank Out panels with a "No Right Turn" indication were all implemented as part of this project to increase pedestrian safety. 
Project Owner: City of Concord 
 
Enosburg Falls Roadway and Streetscape Improvements, Enosburg Falls, VT -- Principal responsible for project review. Project 
consists of providing roadway and streetscape enhancements to Dickinson Avenue and School Street within the Village of 
Enosburg Falls. Improvements include street, sidewalk and utility modifications designed to provide improved safety for bicycle, 
pedestrian and motorized traffic.  Project Owner: Village of Enosburg Falls 
 
EDUCATION 

BS - Lehigh University / Civil Engineering / 1979 
Certificate - NHDOT / Local Public Agency Certification Training - Federal Aid / 2015 



 

Steven K. Ireland, P.E. 
Highway Engineer    Years with Firm:  2 
 
GENERAL SUMMARY 

Mr. Ireland has a broad range of experience in the design, construction, and maintenance of roadways. His experience includes 
developing designs for roundabouts, traffic signals, unsignalized intersections, and roadway corridors, as well as safety projects 
that implemented signing improvements. Mr. Ireland has significant experience on the construction side, having served as the 
resident engineer on a number of bridge and highway construction projects. He has also developed the permitting needed for 
such projects, including those required by NHDES, EPA, at the Army Corps of Engineers. Mr. Ireland is well versed in the use of 
MicroStation and InRoads. He also has experience with highway maintenance, having served as a District Maintenance Engineer 
for NHDOT for several years. 

REPRESENTATIVE EXPERIENCE 

Sewalls Falls Bridge Replacement, Concord, NH -- Project Engineer responsible for design of temporary sewer system, 
constructability review of the overall project, and for construction inspection. This project involves the evaluation of the Sewalls 
Falls Bridge and approach roadway, and developing a new bridge and roadway design. This includes utilizing the FHWA's Every 
Day Counts initiative to develop preliminary design. The existing two-span 100-year-old bridge truss is being replaced by a 
three-span, steel girder bridge supported by drilled-shaft river piers. This project includes environmental resource identification, 
survey, hydraulic design, geotechnical investigation, right-of-way, utility coordination, roadway design, and construction 
oversight, and public outreach including a project website and a series of listening sessions. Project Owner: City of Concord 
 
Bridge Rehabilitation Rt. 9/Rt. 10 Bridge over Elm St., Keene, NH -- Project Engineer responsible for analyzing traffic volumes 
and data. Bridge rehabilitation included deck replacement, bearing replacement, wingwall modifications, substructure repairs, 
profile increase, and traffic control for phased construction. The project included an evaluation of precast concrete deck 
replacement option using accelerated bridge construction methods. The traditional cast-in-place option was ultimately selected 
due to the heavy traffic volumes associated with Route 9/Route 10 combined with the steep profile grade and large truck 
volume. Project Owner: New Hampshire Department of Transportation 
 
Roundabout Intersection Project STP 0113(59)S, Hartford, VT -- Project Engineer responsible for traffic control, truck turns, 
curbing, drainage, roundabout design, and utility relocation and coordination. This project involves the evaluation, 
development, and implementation of two roundabouts at the intersection of US Route 5 and Sykes Mountain Avenue and the 
intersection of Sykes Mountain Avenue and Lehman Road. The project will include the roundabouts, roadway approach work, 
utility coordination, and drainage design. The existing condition is signalized intersection at Sykes Avenue and US Route 5. The 
selected alternative is a two roundabout design with access management adjacent to the new construction. MJ is responsible 
for progressing plans from Conceptual Design to final construction plans and documents as well as providing support through 
construction. Project Owner: Town of Hartford 
 
These projects were completed prior to joining MJ. 
 
Route 101 Exeter to Hampton, NH -- Resident engineer responsible for construction administration and inspection.  These 7 
projects (10422-E, 10421-B2, 10423-E, 10423-F, 10421-D, 10421-C and 10025-B) totaled approximately $25 million in work.  The 
projects involved the construction of numerous miles of limited access roadway, including eight bridges, and three traffic 
signals, one of which was a single point diamond interchange. The projects required the installation of municipal water and 
sewer, significant utility relocations, full box reconstruction, removal and replacement of bridges, and numerous phases of 
construction with multiple traffic alignment changes.  Project Owner: New Hampshire Department of Transportation 
 
Rapid Bridge Construction Mill Street Bridge Epping, NH -- Resident engineer responsible for construction administration and 
inspection.  This project was the first all precast rapid bridge project in the State of New Hampshire.  The contract amount was 
one million dollars.  The project included drainage, utility relocation, historical wall reconstruction, removal of two bridges and 
the installation of an all precast bridge from the footings to the deck.  The bridge was erected in seven days 23 hours and 52 
minutes.  Project Owner:  New Hampshire Department of Transportation 
 
EDUCATION 

BS - University of New Hampshire / Civil Engineering / 1996 
Certificate - New Hampshire DOT / Local Public Agency Certification Training - Federal Aid / 2015 
Certificate - RedVector / OSHA 10 Hour Construction Program Training / 2014 



 

Jennifer L. Zorn, AICP 
Public Outreach Coordinator  Years with Firm:  6 
 
GENERAL SUMMARY 

Ms. Zorn has provided project management, regulatory compliance, permit preparation, and public outreach expertise to the 
architectural, engineering and construction industries for many years.  Ms. Zorn has experience in the development of NEPA 
documents, environmental permits, and regulatory compliance documents.  She also has special experience in the management 
and facilitation of public outreach programs, including the use of social media, project websites, and public meetings.  Her broad 
range of skills includes acting in the role of liaison between the client, multi-disciplinary staff, regulatory agencies, and public 
stakeholders.  Her broad background in environmental documentation, permitting, and public outreach has been applied to 
assist clients on large and small roadway and bridge projects, as well as aviation projects at both commercial and general 
aviation airports. 

REPRESENTATIVE EXPERIENCE 

F.E. Everett Turnpike Widening, Bedford, Merrimack, and Nashua, NH -- Public Outreach Coordinator responsible for 
development of project website and other social media to inform the public and local stakeholders.  Additional work includes: 
coordinate public advisory committee, develop project newsletters, present technical findings at public meetings and address 
concerns and comments received from the public.  Project Owner: New Hampshire Department of Transportation 

Winchester Street Improvements, Keene, NH -- Public Outreach Coordinator responsible for development of project website 
and other social media to inform the public and local stakeholders.  MJ was selected to evaluate alternatives and develop final 
design plans for this heavily traveled corridor in Keene.  The final product will include two lanes in each direction, a raised 
median, and pedestrian and bicycle facilities, as well as streetscape elements, providing a “Complete Street” leading to Keene 
State College.  Both roundabouts and traffic signals are being considered, with roundabouts expected to be the preferred option 
at the two main intersections along the corridor.  Project Owner: City of Keene 

NH Transit Assessment Study -- Public Outreach Coordinator responsible for a state-wide public outreach program that includes 
public workshops, social media and surveys seeking input from stakeholders, regional planning commissions, local officials, 
social service agencies and the residents of NH on their perspectives on the demand for transit services, vehicles and 
infrastructure. Project Owner: New Hampshire Department of Transportation 
 
Memorial Bridge Replacement Project, Kittery, ME and Portsmouth, NH -- Public Outreach Coordinator responsible for the 
public participation component of this two-year construction project where she developed an intensive public participation 
program that focused on the concerns of community stakeholders, concerned citizens, adjacent neighbors, local government 
officials, and regulatory agencies within two states.  The program included managing a 50-member Public Outreach Advisory 
Committee with seven subcommittees focusing on different aspects of bridge design and function including: business 
mitigation, renewable energy, aesthetic lighting, bicycle and pedestrian access, public education, historic plaques and 
reconstruction of a public park.  Ms. Zorn created a project-specific website, heavy on social media including Facebook, Twitter, 
Youtube, and newsletters which allowed the public to be informed on all construction activities.  She was responsible for media 
relations that included radio and television, press releases, public workshops, and education events.  Project Owner: New 
Hampshire Department of Transportation 
 
Downtown Complete Street, Main Street, Concord, NH -- Public Participation Coordinator responsible for the public 
participation component on this project which included using social media as the primary format focusing on engaging and 
informing the public in order to acquire their input on the design of the Complete Streets Initiative.  She created a project 
specific website and a social media program including Facebook, Twitter, and e-newsletters.  Other key information used to 
engage the public included generating content for new posts and status updates, meeting announcements, a glossary of key 
terms, FAQs, photo albums, renderings of the proposed design and specific features of the Complete Streets Initiative.  The 
public input was a primary component in guiding the final design of a project to transform Concord's Main Street into an 
attractive and vibrant destination for residents, shoppers and tourists.  Project Owner: City of Concord 
 
EDUCATION 

MA - Montclair State University / Environmental Management / 1997 
BS - Rutgers University - Cooks College / Environmental Planning and Design / 1992 
Specialized Training - U.S. Fish & Wildlife Service / Licensed Bird Bander / 2004 
 



 

Jed S. Merrow, CWS 
Senior Environmental Analyst Years with Firm:  19 
 
GENERAL SUMMARY 

Mr. Merrow has professional experience in a broad range of environmental work, including NEPA documentation, wetlands, 
water resources, wildlife and vegetation studies, wildlife crossing structures, vegetation management planning, and permitting. 
He has developed and managed the preparation of categorical exclusions, environmental assessments, and environmental 
impact statements for transportation infrastructure projects throughout New England. His experience on both aviation and 
roadway projects is extensive and includes wetland delineation; noise, air and water analysis; and mitigation planning and 
design. Mr. Merrow has prepared wildlife connectivity studies for highway corridors as well as vegetation management plans for 
airports and he has experience with non-game wildlife management, including impact determinations. Mr. Merrow has strong 
relationships with federal, state, and local regulatory agencies. 

REPRESENTATIVE EXPERIENCE 

Downtown Complete Street - Main Street Concord, Concord, NH -- Senior Environmental Analyst responsible for review of 
environmental documents. This project converted Main Street's four-lane vehicular roadway to a two-lane roadway with wide 
lanes to accommodate bicycles. The sidewalks were enlarged to include landscaping, seating, pocket parks, lighting, and many 
places for people to gather. Project Owner: City of Concord 
 
Roadway and Streetscape Improvements, Dickinson Avenue and School Street, Enosburg Falls, VT -- Environmental Analyst 
responsible for resource identification and determining permit requirements. Project consists of providing roadway and 
streetscape enhancements to Dickinson Avenue and School Street within the Village of Enosburg Falls. Improvements include 
street, sidewalk and utility modifications designed to provide improved safety for bicycle, pedestrian and motorized traffic.  
Project Owner: Village of Enosburg Falls 
 
Kennedy Drive Roadway Reconstruction, South Burlington, VT -- Environmental Analyst responsible for environmental 
permitting, resource agency coordination, wetland delineation, and environmental impact assessment. This project involves the 
widening and reconstruction of 10,000 feet of heavily traveled roadway. The improvements included roadway and intersection 
geometrics, closed stormwater drainage systems, water system upgrade, sewer system improvements, wetlands permitting, 
and aesthetic improvements.  Project Owner: City of South Burlington 
 
VTrans Environmental Manual Update, VT -- Project Manager responsible for developing, with VTrans, a new web-based 
format; researching regulatory programs and updating write-ups; and overseeing content upload to the website. This project 
involved revising and updating the VTrans' Environmental Operations Manual, prepared by MJ in 2001. The first task was to 
develop a new, web-based format for the manual that would be easy for users to navigate as well as easy for VTrans to update. 
MJ reviewed other web-based manuals from across the country and created a digital mock-up for the VTrans review 
committee's consideration. MJ then researched current environmental procedures, updating guidance on all permit programs; 
developing guidance for environmental tasks in VTrans project development stages; and assembling relevant policies, 
procedures, interagency memoranda, and agreements. MJ then input the materials directly into the VTrans Content 
Management System. Project Owner: Vermont Agency of Transportation 
 
Middlebury Rail Spur Environmental Impact Statement, Middlebury, VT -- Project Manager responsible for managing all 
aspects of environmental impact statement development and production, including resource identification, impact assessment, 
resource agency coordination, public outreach, and EIS production and distribution. This project involved preparing an 
Environmental Impact Statement for proposed freight transportation improvements for moving marble ore and other freight 
from the vicinity of a quarry in Middlebury to the main rail line and points south. MJ initially conducted a corridor study with 
screened alternative travel corridors and modes of transportation. Project Owner: Vermont Agency of Transportation 
 
EDUCATION 

MS - University of Rhode Island / Natural Resources (Wetland Ecology) / 1990 
BS - Middlebury College / Anthropology / 1982 
Specialized Training - Harris, Miller & Hanson, Inc./TNM Developers / FHWA Traffic Noise Model / 1998 
Certificate - State of New Hampshire / Wetland Scientist (177) / 2000 
Specialized Training - University of Central Florida / Modeling of Mobile Source Air Quality Impacts / 2000 
Certificate - State of New York / Endangered/Threatened Species License (ESP98-0475) / 1998 
 



 

Joshua A. Lund, P.E. 
Project Manager   Years with Firm:  5 
 
GENERAL SUMMARY 

Mr. Lund has 16 years of experience in structural design and management, for a variety of bridge design projects throughout 
New England.  He has extensive experience in bridge design, bridge rehabilitation, bridge load ratings, and bridge inspection 
services.  Mr. Lund also has a variety of experience in hydraulic analysis and modeling, and in retaining wall and dam design and 
inspection. 
 
REPRESENTATIVE EXPERIENCE 
Route 100 Reconstruction Ludlow VT, Ludlow, VT -- Project Engineer responsible for assisting with culvert replacement. This 
project included a hydraulic analysis of the existing culvert and the design of a replacement structure. Project Owner: Vermont 
Agency of Transportation 
 
Route 100 over the Mad River ABC Bridge Replacement, Waitsfield, VT -- Project Engineer responsible for quality control 
reviews. This project entails Accelerated Bridge Construction (ABC) bridge replacement for the structure carrying Vermont 
Route 100 over the Mad River in Waitsfield, VT. The existing 2-span bridge is being replaced with a new single-span bridge over 
a duration of approximately 30 days. Project Owner: Vermont Agency of Transportation 
 
Route 100 over the Mad River Bridge Replacement, Warren, VT -- Project Engineer responsible for preliminary plan review. 
This project consisted of replacing a rolled steel, multi-stringer bridge spanning 71 feet carrying Vermont Route 100 over the 
Mad River. The bridge was only closed for 14 days to allow for removal of the existing bridge and construction of the new 
bridge. The replacement structure was a simple span structure founded on precast integral abutments and steel bearing piles 
located along the current Vermont Route 100 alignment. The bridge was constructed using Accelerated Bridge Construction 
(ABC) methods, so as to minimize the effect that road closures have on the public. Project Owner: Vermont Agency of 
Transportation 
 
Winooski River Bridge, Winooski, VT -- Senior Project Engineer responsible for QC/QA of the structural assessment and design 
for the repair and replacement of the existing bridge rail on the historic bridge. This project included the repair and replacement 
of the existing bridge rail on the historic Main Street Bridge. Phase 1A included an emergency repair and replacement of a single 
bridge rail panel that was destroyed in an automobile accident. Phase 1B evaluates and redesigns the rail along the full length of 
the bridge. Project Owner: Chittenden County Regional Planning Commission 
 
Sewalls Falls Bridge Replacement, Concord, NH -- Bridge Engineer responsible for bridge layout design, and plan preparation. 
This project involves the evaluation of the Sewalls Falls Bridge and approach roadway, and developing a new bridge and 
roadway design. This includes utilizing the FHWA's Every Day Counts initiative to develop preliminary design. The existing two-
span 100-year-old bridge truss is being replaced by a three-span, steel girder bridge supported by drilled-shaft river piers. This 
project includes environmental resource identification, survey, hydraulic design, geotechnical investigation, right-of-way, utility 
coordination, roadway design, and construction oversight, and public outreach including a project website and a series of 
listening sessions throughout the duration of the project. Project Owner: City of Concord 
 
Bridge Rehab US Route 2 over Israel River, Jefferson, NH -- Project Manager responsible for project coordination. This project 
involved the rehabilitation of Bridge No. 046/178 in Jefferson, NH including a complete deck replacement, repainting of the 
existing structural steel, and concrete repairs to the existing reinforced concrete substructure elements. In addition to bridge 
design activities, this scope of services includes the highway design, traffic control, utility coordination, and environmental 
permitting in support of the bridge rehabilitation. Project Owner: New Hampshire Department of Transportation 
 
US Route 5 over Broad Brook Replacement Guilford Bridge, Guilford, VT -- Project Engineer responsible for quality control 
reviews. The project involved the replacement of the bridge over Broad Brook, utilizing accelerated bridge construction 
techniques. The design utilized prefabricated bridge units and other precast elements, reducing the closure time to less than 
four weeks. Project Owner: Vermont Agency of Transportation 
 
EDUCATION 

MS - University of New Hampshire / Civil Engineering / 1997 
BS - University of New Hampshire / Civil Engineering / 1996 
Certificate - FHWA/USDOT/NHI / Safety Inspection of In-Service Bridges / 2002 



 

 
 

VERMONT SURVEY and ENGINEERING, INC. 
 

SURVEYORS and CIVIL ENGINEERS 
 

79 RIVER STREET, SUITE 201  •  MONTPELIER, VERMONT 05602 
(802) 229-9138  •  FAX (802) 229-9130  •  E-mail:  Info@VermontSurvey.com 

 
Andrew McQueeney, Principal 
Project/CADD Manager 
AOT Manager IV 
 
Number of years with firm:  26 
 
Mr. McQueeney has been involved with engineering and surveying since 1985. Before joining Vermont Survey and 
Engineering, Inc. in 1991, he was employed by McDonald-Sharpe Surveyors and Engineers of Old Saybrook, CT. As 
CADD Manager, he is responsible for developing AutoCAD, MicroStation and InRoads deliverables as well as overseeing 
CADD work of others.  He has been using AutoCAD software since 1991 and Bentley Systems and Intergraph software 
since 1998.  A Principal of the company since 2009, Mr. McQueeney now coordinates the activities of the field crews and 
office staff, and acts as Project Manager for the majority of VTrans projects that VSE is involved with. 
 
 
Mr. McQueeney has been VSE Project Manager for the following VTrans projects: 
 
Structures Projects       Roadway Projects 
Bennington ER BHF 010-1(45)      Andover-Chester STP 016-1(28) SC 
Bethel BHF 0241(38)       Bakersfield STP SCRP(11) 
Cavendish ER BRF 0146(13)      Brandon-Rochester ER STP 0162(21) 
Corinth BRO 1447(29)       Guilford-Rockingham IM SIGN(44) 
CULV032-CULV033 Statewide      Marlboro-Brattleboro NH 010-1(46) SC 
Fairfield BRO 1448(38)       Milton IM 089-3(66) 
Hyde Park STP CULV(26)      Morristown STP HES 030-2(28) 
Lincoln FAS 0188(TH1)       Randolph-Northfield STP 0187(10) SC 
Lunenburg NH CULV(27)      Rutland-Killington NH 020-2(36) 
New Haven FAS 0183(TH2)      South-Hero STP HES 028-1(22) 
North Hero-Grand Isle BHF 028-1(26)     St. Johnsbury-Lyndon IM 091-3(50) 
Plymouth ER BRS 0149(5)      Stockbridge-Bethel STP 2910(1) 
Rockingham BRF 0126(12)      Waterbury FEGC F 013-4(13) 
Ryegate IM CULV(28)       Williston STP HES 5500(12) 
Waterbury IM 089-2(43)       Windsor IM 091-1(64) 
Woodstock BHO 1444(52)      Woodstock STP 0241(40) 
 
 
 
 
 
 
 

Professional Affiliations/Education 
A.A.S. Surveying and Forestry - Paul Smith’s College 

Hazardous Waste Operations & Emergency Response OSHA 29 CFR 1920.120 



________________________________________________________________________________________
Relevant Experience  Great Streets BTV / City Hall Park - Burlington, VT
    Derby Line Land Port of Entry - Derby Line, VT    
    Winooski Downtown Park & Streetscape - Winooski, VT
    I-89 Rest Areas - Williston, VT    
    I-91 Derby Welcome Center - Derby, VT
________________________________________________________________________________________
Education   ESF - Syracuse University   University of  Vermont 
    Bachelor of Landscape   Arts & Sciences, 
    Architecture, 1985   1980 –1982  
________________________________________________________________________________________
Professional Experience  Wagner Hodgson Landscape Architecture The Offi ce of H. Keith Wagner
                                                    (Formerly H. Keith Wagner Partnership) Burlington, VT
    Burlington, VT    Principal / Designer
                                                    Principal / Designer   1987 - 2013
                                                    2013 - Present   
              
    William Pressley & Assoc. Inc.       
    Cambridge, MA
    Project Manager / Designer 
    1985 - 1987  
________________________________________________________________________________________
Recent Awards   2015 Public Open Space Awards - Vermont Chapter ASLA for Burlington City Hall Park, 
& Publications   Burlington,  VT and One Taylor Street, Montpelier, VT

   2014 Design Honor Award - American Society of Landscape Architects (National) for 
    Marsh Hall, Salem State University, Salem, MA 

   2013 Inducted into New England Design Hall of Fame, Boston, MA

   2013 Presidents Award of Excellence - Rhode Island Chapter ASLA for University of Rhode  
    Island Medicinal & Wellness Garden, Kingston, RI

   2013 Landscape Architecture Magazine, April Issue.  “Still Utopia,  Above Lake Champlain a  
    New Kind of Ideal”.

   2012 Design Honor Award - American Society of Landscape Architects (National) for
    Quaker Smith Point Residence, Shelburne, VT

________________________________________________________________________________________
Licenses    State of Maine   State of Maryland  State of Massachusetts   
    State of New York   State of Pennsylvania State of Rhode Island 
    State of Vermont   CLARB Certifi ed 

Landscape architect, artist and founding partner of Wagner Hodgson Landscape 
Architecture, Keith received a Bachelor of Landscape Architecture from ESF - 
Syracuse University in 1985.  The following years were spent in Boston working as 
a lead designer with William Pressley & Associates where he played an important 
role in the design of a broad range of institutional and corporate projects.  Keith 
established his practice in 1987 in Burlington, Vermont. Since that time the offi ce has 
grown into a diverse offi ce with a formidable reputation for establishing a strong 
sculptural dialogue between buildings and landscape.   As an artist, Keith is inspired by 
the agrarian landscape and a life-long love of minimalism.  Keith is active as a visiting 
professor, a design juror, frequent lecturer, and has been widely published. Wagner 
Hodgson Landscape Architecture has received numerous commendations and awards 
for institutional, corporate, public and residential landscape design from the American 
Society of Landscape Architects (ASLA), The Vermont Chapter of ASLA (VTASLA) and 
the American Institute of Architects (AIA).  In 2009, Keith was made a Fellow of the 
National Chapter of the American Society of Landscape Architects.

H. KEITH WAGNER
FASLA  Principal
 



________________________________________________________________________________________
Relevant Projects   Great Streets BTV & City Hall Park - Burlington, VT
    Vermont State Agricultural & Environmental Laboratories - Randolph, VT
    One Taylor Street - Montpelier, VT    
    Vermont Psychiatric Care Hospital - Berlin, VT
    Swanton Border Stations - Swanton, VT
________________________________________________________________________________________
Education   University of Oregon Lafayette College 
    Masters of Landscape  Bachelor of Science, 
    Architecture, 2005 Civil Engineering, 1990 
    Bachelor of Landscape
    Architecture, 2002
_________________________________________________________________________________
Professional Experience  Wagner Hodgson  Sasaki Associates      
    Burlington, VT  Watertown, MA      
    Landscape Architect Senior Landscape Architect
    2010 - Present  2003 - 2010      
              
    United States Forest Service City of Lake Forest Park SvR Design Company
    Bishop, CA & MT  Lake Forest Park, WA Seattle, WA
    Restoration Specialist Civil Engineer Consultant Design Engineer 
    1997-1998  1994-1996  1992-1996  
________________________________________________________________________________________
Awards   2015 Public Places Honor Award - Vermont Chapter, ASLA: Burlington City Hall Park  
   2015 Public Places Merit Award - Vermont Chapter, ASLA: One Taylor Street: Montpelier  
    Transit Center     
   2008 Honor Award - BSLA Planning & Analysis:  Sasaki Associates - 
    Fort Ticonderoga Garrison Grounds Master Plan
   2005 AIA Award:  Sasaki Associates - Texas A&M Master Plan,     
________________________________________________________________________________________
Affiliations	 2014-Current Design Review Board of  Winooski - Vice-Chair
       2009-2015 Appalachian Mountain Club - member
________________________________________________________________________________________
Publications  2008 Sasaki, GreenNEWS,  “ Mayeux Ranch Master Plan - A Mixed Use Community on 
    the Bayou”, Winter, 2008. 
______________________________________________________________________________________
Licenses    State of Connecticut  

Amy Houghton joined Wagner Hodgson Landscape Architecture, after working as 
a landscape architect and project manager for seven years with Sasaki Associates in 
Boston. Prior to Sasaki, and to receiving her Masters of Landscape Architecture at 
the University of Oregon,  Amy worked as a civil engineer and stream restoration 
specialist in the Pacific Northwest in the mid 1990’s.  During this time, she developed 
a strong natural resource and stormwater management foundation, which highly influ-
ences her professional practice today.  Amy’s knowledge of low impact development 
combined with her strong design sense, allows her to create culturally and ecologi-
cally rich landscapes that integrate site aesthetics, program needs and environmental 
concerns.  ECHO Lake Aquarium and Science Center, University Hall at Westfield 
State University and St. James Community Redevelopment are all projects that il-
lustrate this integration. Her experience has also led to site designs of historic land-
scapes, mixed-use developments and public parks and open space.  Amy has received 
several design awards for her collaboration from the Boston Society of Landscape 
Architects (BSLA), the Vermont Chapter of American Society of Landscape Architects 
(VT ALSA) and American Institute of Architects (AIA). 

AMY HOUGHTON
Landscape Architect



Sample Quality Control Plan 
General QC Plan for Municipal Projects  
 
The projects envisioned under this At-the-Ready Services Selection will be handled 
much like those that we complete for municipalities throughout the New England states.  
On those projects, we strive to not only provide quality plans and documents, but to look 
for ways to streamline the process, and consequently, the deliverables.  This means 
that we develop only what is needed to provide the Resident Engineer and the 
Contractor a buildable set of construction documents, minimizing cost and saving time.  
In order to do that, it is imperative to keep a close eye on the project at key milestones.  
The process will be much like that shown below and will utilize the attached procedures 
and checklists, but only to the extent required to create a buildable plan set.  
 
Scope Development 
 
Once a project is identified, the QC/QA process begins immediately as part of the scope 
development.  Properly identifying the tasks that are necessary versus the tasks that 
may not be needed on this particular project is critical to minimizing cost and saving 
time and energy that could be better utilized where it is needed.  To do this, MJ will 
meet with the Municipal Project Manager (MPM) to discuss the scope in detail and 
begin developing a scope and fee.  At this point, MJ’s internal QC process begins with a 
high level check of the scope and ultimately, the estimated fee.  Each of these must be 
checked by Mr. Long in his role as the Regional Office Manager.  However, Mike also 
has a senior engineer check the scope and fee as well.  This is done for two reasons.  It 
assures that MJ is doing only the work that is required to give the Agency the product 
you need and that MJ can provide that product at the cost we say we can.  The best 
projects for all concerned are those where no changes are required along the way.  This 
minimizes the costs for the Agency.     
 
Project Startup 
 
At the start of the project, MJ's Project Manager is required to prepare a Project 
Management Plan (PMP) that outlines all the pertinent information that is required for 
the successful completion of a project.  It includes items such as the standards to follow, 
any unique items about the project, a list of all project contacts, a schedule, checklists to 
use or any deviations from the standards, and other important information that the 
project team must be aware of.  This plan must be reviewed and approved by Mr. Long 
in his role as the Regional Office Manager.  It continues the process of vetting the 
process that the Project Manager and the design team will follow throughout the 
development of the contract documents. 
 
This PMP is the first step in a process that tracks quality, completion, and cost.  MJ 
tracks individual project budgets on a bi-weekly basis via our internal accounting 
system. Financial reports are issued to our project managers bi-weekly and they are 
required to develop and submit Cost-To-Complete reports every four weeks.  In 



addition, each project manager is encouraged to utilize an earned value spreadsheet to 
track project completion versus cost incurred.  Our project management procedures run 
in parallel with our quality control requirements.  When budget issues are allowed to 
develop, they can affect the team’s perceptions of the work to be done.  For this reason, 
budget issues cannot be allowed to affect the quality of the deliverables.  Identifying 
issues as early as possible allows our project managers to react quickly and work with 
our team, the MPM, and the municipality and their staff to successfully complete each 
project on time and without contract amendments.   
 
Project Milestone Submissions (Plans) 
 
At each project milestone, MJ performs checks on each of the plan sheets required for 
that submission.  Through the design phases, Phase A and B various elements require 
submissions to both the Agency and the MPM and municipality.  Each has different 
requirements, some similar to VTrans submissions and some not.  MJ utilizes the 
VTrans lists as a base, even on municipal projects, however since municipal projects do 
not need to follow the VTrans standard plan submissions, MJ uses them less rigorously 
to check the plans.  Quantities are also checked as needed as well and if special 
provisions are part of that submission, those are also checked.  In each case, the level 
of detail that is required at that submission is considered when determining the level of 
effort required. 
 
Once comments are received on each submission, MJ will review the comments and 
discuss any comments with the MPM and the VTrans Project Manager that are unclear 
or in conflict with previous instructions or design requirements.  In order to avoid rework 
or lost time and effort, it is critical to communicate any issues or concerns before 
moving forward with the project. 
 
Finally, it should also be mentioned that MJ utilizes a system where we endeavor 
to continuously check our work, especially our plans, during their creation and 
though to their completion.  To do this, we try to make sure that different staff 
members complete different work tasks on each project.  In this way, each staff member 
adds to the “puzzle”, but is also able to perform an independent review of each other’s 
work.  MJ’s Project Manager is responsible for making sure each segment of the work is 
completed, but each staff member is encouraged to be watchful for the mistakes or 
omissions of others.     
 
Quantities 
 

Staff engineers are responsible for the initial calculations and then another staff 
engineer checks their work.  After that, a senior engineer checks their work, many times 
utilizing a process or method that can verify correctness in an independent manner.  
This helps assure that the initial calculation method is reliable and repeatable.  On many 
items, especially drainage quantities, a “three-way” check using the plans, quantity 
calculations, and cross sections is used to verify the work in each location, often 



pointing out discrepancies in any one area.  At each milestone submission, the 
quantities are re-verified so that any changes along the way are picked up and included. 

Cost Estimates 
 
Cost estimates are checked in largely the same way as the quantities, where staff 
engineers use historic data and new information, when available to determine unit 
prices.  Another staff engineer then investigates for himself and verifies the quantities 
and unit prices used.  Finally, a senior engineer verifies the work, keeping in mind the 
“big picture” and using his judgement to determine whether the overall price for the 
project is reasonable and ready for review.  Once an overall project price is determined, 
it is important that it be compared with any earlier cost estimates.  If the price has 
changed significantly, MJ puts in additional effort to determine why, so that the MPM 
can be informed immediately.  Any change in cost, especially a cost increase, is always 
a concern, and it is important to determine the explanation and relay it to the MPM.    
 
Reports 
 
In completing reports, MJ utilizes a number of different tactics to avoid issues and 
produce quality products.  Staff engineers check the accuracy of data inputs and the 
reasonableness of conclusions and recommendations prior to the formal check by more 
senior staff.  The recommendations are also checked against the relevant plan sheets 
to assure consistency.  MJ also utilizes a “three-way” check where reports are 
compared to the plans and quantities, estimates, or special provisions.  Depending on 
the complexity of the report, it is possible that there are six different ways that the work 
can be checked or verified.  Since reports can vary greatly in what they cover we have 
created our own checklist that is included as an attachment to this narrative. 

Quality Assurance 
 
In order to continue to produce quality work we must monitor our processes on a regular 
basis.  To do this we have developed a comprehensive Quality Assurance (QA) process 
for use on all of our projects throughout the company.  In keeping with MJ's Core Value 
commitment to innovation, this QA process was developed from the bottom up, by 
soliciting input from all levels within our organization on the best way to improve the 
quality of our products and services.   A manual helps guide our QA/QC process, but 
the most important element of our process is our people and our checklists.  However, 
these processes and checklists must be monitored to make sure that they continue to 
be relevant and applicable to the current requirements of each client. 
 
Environmental documentation and Permitting 
 
For environmental permits and other environmental documentation, MJ uses the 
checklists available from each resource agency and from VTrans itself, along with 
checklists that MJ has developed to assure that our documents are complete and 
accurate.  These municipal projects will almost always require some kind of 
environmental documentation, normally a Categorical Exclusion (CE).  Consequently, 



MJ will utilize the VTrans CE Forms that include instructions and a checklist, making it 
easy to make sure that each item is addressed.  In addition, as mentioned above, MJ 
utilizes our own internal environmental checklists to make sure that the data and text 
that goes into each environmental document is correct and well written.  A copy of these 
forms is also included within this section.    
 
Summary 
 
In conclusion, all of our employees, from the Project Manager to the CADD Technician 
or Construction Inspector, are an essential part of our QA/QC process. It is their 
responsibility to work as a team to make our documents and work as good as they can 
be, thus increasing the chances of a successful project for each municipal client.  
 
On the following pages, we have included a sample Project Management Plan from one 
of our current VTrans bridge assignments, as well as a copy of our Quality Assurance 
Manual that will be utilized for any assignments under this At-the-Ready Selection. 
 



MJ Quality 
Control 
Manual



 Please note: All printed copies of the QA manual are considered to be 
uncontrolled. Employees are strongly discouraged from printing the manual, and 
should instead access the electronic controlled copy from the MJ Intranet. Any 
printed version of the manual shall be clearly labeled “UNCONTROLLED 
COPY” to be in compliance with the QA procedures. 
 

Developed by:  Darren Bennoit, Tom Kendrick, Gary Giroux, Richard Dall, Scott Faulkner and Bob Lambert 
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1.0   ADMINISTRATION 1 
 

1.0 ADMINISTRATION 

 
1.1 VISION STATEMENT 

 
"MJ will be recognized as a progressive company 
driven by innovative employee-owners working 
together as one team in a fun and learning 
environment, who are dedicated to achieving our 
Customer's goals while improving our 
communities, our families and ourselves." 
 

1.2 MISSION STATEMENT 
 

"McFarland Johnson exists to create value for our clients and 
our employees while maximizing our opportunity to positively 

impact our world, by improving the built environment". 

 
1.3 McFARLAND JOHNSON CORE VALUES 

 
Core values are "deeply held beliefs or ideals that 
guide or affect our behaviors and actions".  Upon 
completion of the Values Assessment by over 75% 
of the staff there was consensus that these values 
would constitute MJ's Core Values to which we will 
aspire to achieve Employee Engagement, One 
Company, Entrepreneurial, Client Service, 
Sustainability and Innovation. See Appendix for 

more details on McFarland Johnson Core Values. 
 

1.4 POLICIES AND PROCEDURES 
 

1.4.1 Quality Assurance Policy 
 

It is McFarland-Johnson, Inc.’s (MJ) policy and objective to 
meet or exceed our clients’ expectations for quality service and 

deliverables.  To achieve this, MJ will manage our project 
requirements in a timely, efficient, responsive, cost effective 

and professional manner.   

 
In support of this policy, the firm has a Quality Assurance Program 
where procedures and systematic actions are established to assist in 
ensuring that MJ provides high quality services and products consistent 
with clients’ expectations.   
     

file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23McFarlandJohnsonCoreValues


1.0   ADMINISTRATION 2 
 

The firm also has a Quality Control Program, which consists of a 
system of procedures, including independent checking of work and use 
of control points (approvals) to instill a high level of confidence that 
our services and deliverables will meet clients’ expectations and 
conform to statutory, regulatory, and best practices when practicable. 
 
Lastly, to monitor the execution and effectiveness of this policy, a 
Management Review and Audit Program will be conducted 
annually of each operating office’s quality assurance procedures and 

controls to document program compliance and corrective actions.  In 
addition, where appropriate, continuous improvements will be 
identified and implemented as part of the on-going process. 
 
Achievement of the objective of this policy involves the efforts of all 
staff that are individually responsible for the quality of their work.  In 
addition, each member of MJ's management, through their decisions 
and actions, creates a culture that reinforces that quality is a primary 
value at MJ.   

   
1.4.2 Proposal / Contracts Procedure 

 

McFarland-Johnson, Inc. has established the 
following procedures for price proposals and 
contracts. 

 
1. All contracts, supplemental agreements, task orders, and 

price proposals, leases or any other document committing 
the company to provide or receive services in exchange for 
money must be reviewed by one of the following before 
they are sent out and before the price is quoted to the 
Client – President, Vice Presidents,  or ROM’s, subject to 

price limitation.   
 
2. Officers of the Company, are authorized to execute any 

agreements on behalf of the Company, subject to #1 
above. 

 
3. ROM’s of the Company are authorized to execute project 

related agreements only, for the Company, as long as the 
value of any agreement does not exceed $25,000, and as 
long as #1 above has been followed.  In rare cases, where 
unusual circumstances occur, a ROM may be authorized by 
a Corporate Officer to execute a project related agreement 
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with a fee greater than $25,000.  In those cases, a written 
authorization from a Corporate Officer shall be sent to the 
signing ROM, with a copy placed in the project file. 

 
1.4.3 Risk Management Policy 

 
Before MJ begins to spend the time necessary to develop a scope of 
services and fee estimate for a new project, certain advance 
preparation is needed. We should always be cognizant of who our 
client is, how real the proposed project is, and our client’s ability to 
compensate MJ for the effort needed to successfully complete the 
project. Often, Public sector clients pose less risk with regard to ability 
to pay, but may pose other risks like being inflexible about paying for 
supplements for out of scope services or demand redesign at no cost if 
contractor bids come in over a predetermined budget. 
 

With Private sector clients, developers, non-
profits, healthcare, architects, etc., it is 
necessary to get to know the client. Is the 
client an owner or another design 
professional? Find out how reliable the 
client/owner is with regard to paying for 
services, does the client have the financial 
resources to complete the project, what 

level of experience does the client/owner have with projects of a 
similar nature, what expectations does the client/owner have with 
regard to project budget, how realistic is the schedule, are the design 
services being bid, what level of hand-holding will be necessary to see 
the project through to completion? All these items can have an impact 
on how successful the project will be for MJ.  
 
The following are the guidelines MJ has developed to help minimize the 
risks associated with the business of consulting. 
 
1. First-time Client Selection (Private Clients) 
 

a. The ROM or individual making the go/no-go decision shall 
ask the Accounting Department to obtain and review Dunn 
& Bradstreet report to determine client payment history 
and financials. 

b. The Project Manager or his/her supervisor shall obtain and 
check past project references. 

c. The Project Manager shall do a web search on the client’s 

name or past names to learn more about your client; this 
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may also provide additional names to check for 
references. 

d. If the results of a, b and c above are inconclusive and the 
ROM wishes to pursue, the proposal/contract for the effort 
shall require retainer or escrow funds. The amount of the 
retainer should be 20% of the contract value, or 45 days 
of estimated labor effort plus ODCs, whichever is less. 

 
2. Clients with whom MJ has had issues 

 
Sometimes projects overrun for 
reasons not attributable to the client. 
Other times the client has some 
culpability in MJ’s loss on a project. For 
clients where MJ has experienced past 
problems with accounts receivable, 
budget overruns or professional liability 
claims, it is important to get prior 
written approval from the COO prior to starting to develop an 
offer of service.  If the ROM is uncertain of past client history, 
he/she shall contact the COO and CFO to determine if prior 
problems exist with a client. 

 
3. Contract / Agreement (All Clients) 
  
 The policy for MJ starting work is as follows:  
 

a. For all projects, MJ shall prepare a sufficiently detailed 
scope / fee and schedule. Do not begin work until MJ 
receives a signed agreement or signed commitment letter 
from client, or written authorization to proceed from the 
COO.  In most cases, Municipal Law prohibits Public clients 
from retaining professional services without a contract, or 
an authorizing resolution. 

b. In the rare cases where it is necessary to begin without 
any signed documentation from the client, after approval 
from the COO to proceed, a confirming letter or email 

must be sent to the client, prior to our beginning 
any work by an Officer or ROM, conveying our 
agreement to proceed based on verbal commitments 
made by the client and our expectations of receipt of a 
formal contract within a stipulated timeframe (a sample of 
a Pre-Project Agreement authorization letter is located at 
Q/Standard Agreements/017). 
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This document shall be developed by a Project Manager or 
Group Manager, sent out by a Regional Office Manager or 
Officer, and approved by the COO.  At a minimum, this 
document shall include: 

 
1) Document exceptions, stipulations and reason for 

starting w/o contract.                
2) Develop and document maximum exposure 

threshold. 
 

For projects with a fee < $25K, no more than $5K 
worth of effort shall be expended w/o a formal 
contract agreement. 
 
For projects with a fee > $25K and < $75K, no 
more that $10K of effort may be expended w/o a 
formal contract agreement. 
 
For projects > $75K, develop and document trigger 
points (i.e.; % of contract value when stop work 
order is issued). This document shall state that MJ 
must have written authorization from the client 
before MJ will advance the project beyond $10K 
worth of effort, and MJ must have an executed 
agreement for the complete project before MJ 
advances the work beyond the 50% point. 

 
In all cases where we are working at risk, without a signed 
contract, no deliverables are to be given to the client if 
accounts receivable are greater than $5K or 45 days. All 
work must stop on the project if accounts receivable 
exceed $30K or 60 days. 

 
The ROM’s shall monitor all such “at risk” projects and 

keep the COO aware of their status. 
 
4. Project Schedule / Scope / Fee Impact after 

Contract Execution 
 

a. Where possible, include a change 
order process within contract. 

b. When an event occurs that will affect 
the project scope, schedule or fee, 
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Project Managers must document the event and discuss 
the situation with their next level of management.  If the 
change is outside the original scope of services, will cause 
MJ’s costs to increase and/or cause the project schedule to 
lengthen, the Project Manager must develop a contract 
amendment identifying the changed condition and fee 
impact, have it approved by the next level of 
management, then submit it to the client for execution 
before proceeding with the work. 

c. In situations where we are asked to proceed with “extra” 
work before a formal contract amendment can be put into 
place, the Project Manager must make their ROM aware of 
the situation. Should the ROM decide that it is in MJ’s best 

interest to proceed in advance of a contract amendment: 
 

 1) The ROM must quantify the out of scope effort. If the 
effort is less than $10K, the ROM shall send an email 
to the COO seeking approval by explaining the 
situation, quantifying the effort at risk and stating 
when MJ can expect to receive a signed amendment 
for the work.  

 2) A copy of this email shall be sent to the project 
accounting file in Binghamton. 

 3) A letter shall be sent to the client describing the out 
of scope services and stating that MJ is proceeding 
with the requested out of scope work with the 
understanding that a formal contract amendment will 
be executed by (insert date).  A copy of this letter 
must be forwarded to Accounting when it is sent to 
the client, and when the executed amendment is 
received back from the client. 

 4) If the out of scope effort is expected to exceed $10K, 
prior approval must be received from the COO. Such 
approval shall be documented by the approving party 
signing off on the email issued by the ROM in 1) 
above, and forwarding copies to Accounting. 

 
5. Deviations From Risk Management Policy 

 
  Any requested deviations or exceptions from the above policy  
  shall be put in writing and submitted to the COO for approval. 
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1.4.4 Plan / Document Stamping Policy 

 
 Licensed employees (engineers, surveyors, architects, planners, etc.) of 

Project Engineer (PØ5) level and above may be required to affix their 
seal to those documents (plans, specifications, reports, etc.) which are 
prepared by them or under their direct supervision in accordance with 
the state having jurisdiction over a project. 

 
 All states in which McFarland-Johnson, Inc. currently operates requires 

documents be sealed by a licensed individual under whose direct 
responsible charge said documents were prepared. 

    
In those instances where a stamp / seal is required and where the 
professional in responsible charge of the project is either not licensed in 
that particular state, or not licensed at all, another senior employee in 
the firm can stamp/seal the document, when given sufficient notice to 
be able to perform necessary reviews of calculations, check prints, etc.  
No construction documents will be sealed without properly complying 
with State licensing regulations.  It shall be the responsibility of the 
ROM, Division or Group Manager to provide oversight to this policy.  

 
1.4.5 Electronic Media Policy 

 
Because data stored on electronic media can 
deteriorate undetected over time or be 
modified without McFarland Johnson’s 

knowledge, it is the policy of McFarland Johnson not to convey any 
product data in final form to clients or any third party, via Electronic 
Form only.  McFarland Johnson is responsible for, and stands by, the 
accuracy of our final sealed drawings and reports (hard copies only).  
McFarland Johnson should avoid entering into a contract that requires 
the submittal of final documentation via Electronic Media.  When this 
cannot be avoided, the COO or ROM should be contacted so 
appropriate indemnification language can be included in the contract.  
In cases where a client requested final copies on electronic media, 
even though it is not required by contract, the COO must be contacted 
to decide if the request is appropriate, and to send a transmittal letter 
with appropriate indemnification language (see attached sample in 
Appendix A of the Operational Manual or found electronically in Forms 
under the Q: drive). 

 
In no cases should copies of documentation be transmitted, via 
electronic media or otherwise, to third parties without written 
authorization from the client, and appropriate indemnification from the 
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client and third party.  This policy is under review and will be 

reissued upon revision. 
 

 
 

1.5 GOALS AND OBJECTIVES 
 
1.5.1 Goals 
 

The goal of the Quality Assurance Program is to enhance quality by 
applying the framework of the program to each individual project.  
Success in its implementation requires a technically competent staff; 
talented and dedicated project managers, engineers, and planners; 
and senior management commitment.   
 
Each of these individuals is encouraged to become aware of the criteria 
used by our clients in assessing the quality of our work and comparing 
it to their standards, as well as to the work of our peers.  These basic 
evaluation criteria are as follows: 
 

 Understanding of the clients’ requirements 
 Knowledge of and correct usage of design criteria, standards, 

and specifications 
 Knowledge of and use of current state-of-the-art technology 

when applicable 
 Organization and clarity of our work product 
 Organization of project files, records, and data retrieval systems 
 Commitment to continued self-assessment and improvement of 

services 
 Delivering quality products in a timely manner (maintaining 

quality while on a tight schedule) 
 
1.5.2 Objectives 
 

To achieve the quality assurance program 
goal of enhanced quality, specific objectives 
are as follows: 

 
 Client Satisfaction/Awareness of Quality - 

Employees should become aware of the acceptable and the 
desirable standards for their tasks and services. Management 
should explain to them the implications of carelessness, errors, and 
failure to produce a quality project.  The ultimate objective is to 
provide good designs, plans, and specifications that meet the 
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requirements of the client for the project, and that meet 
professional standards of care. 

 Minimize Risk - All steps shall be taken to minimize the project’s 

exposure to risk, i.e. lack of specific project experience by staff, 
lack of technology, heavy staff workload, lack of reviewers and 
checkers, significant project complexity, fast-track projects, project 
scale and cost are significant. These risks must be assessed and 
may call for an Independent Technical Review (ITR) or the use of 
external consultants. 

 Training New Employees to Facilitate Technical Competence - 
Continuous upgrading of professional skills and education in current 
and new techniques is actively encouraged. 

 Standard of Care - To maintain a standard of care consistent with 
the profession, periodic reviews of project plans, designs, 
calculations, specifications, and reports are to be made by senior 
experienced personnel.  Strengths and weaknesses should be 
identified, and each professional should be given guidance, critique, 
or commendation as appropriate. 

 Legal Implications - All technical and administrative managers and 
staff members should be fully cognizant of general standards of 
professional liability that may be applied to the firm with respect to 
work prepared under his/her direction. 

 Continuous Improvement - Each technology (area of expertise) 
shall be responsible for keeping abreast of, or in the forefront of the 
standard of care for that technology. Attendance at technical 
meetings, seminars, and courses is encouraged. 
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1.6  PROGRAM OVERVIEW 

 
QUALITY ASSURANCE PROGRAM FLOWCHART 
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1.7 ROLES, RESPONSIBILITIES AND AUTHORITY 

 
President / Chief Executive Officer: The President / 

CEO reports to the Board of Directors and is 
responsible for directing the company towards its 
vision.  The CEO has a fundamental interest in the 
company utilizing sound engineering principles and 
related scientific methodologies in all its projects. 

 
Chief Operating Officer (COO):  The Chief Operating 

Officer reports to the President / CEO and is responsible 
for managing the day-to-day company-wide operations. 

The COO’s focus shall be the development, implementation, 

operation and improvement of the systems that create and 
deliver the firm’s services, including the dissemination of 
company policies, the review and execution of all major 
contracts and projects, operations improvement to include 
quality control and continuous improvement, the handling of 
legal issues, and the management of professional liability 
insurance and related issues. 
 
Quality Assurance Team: The Quality Assurance Team working 
closely with the office / division / group managers is responsible 
for ensuring that the project managers are adhering to the 
company Quality Assurance Manual.  The role of this team is to 
help maintain the Quality Assurance Manuals, act as a resource 
to the users of the manual, and to conduct and oversee audits of 
the quality assurance program.  The team shall also select and 
train all auditors.  This team would help to clarify any questions 
about the quality assurance protocols and to document that the 
policies are, or are not complied with uniformly across the 
company.  See Appendix for a listing of team members. 
 
Office / Division / Group Leader:  The Office / Division Manager 
would assist the Quality Assurance Team in the performance of 
their duties and be responsible for making sure that codes, 
standards, and regulations available to the project managers are 
current with the standards of the industry. The role of the Office 
/ Division is to approve Project Management Plans, Quality 
Assurance Plans, and verify that project managers are following 
quality assurance protocols, group personnel are trained, 
ensuring audit report corrective actions are implemented and 
assist the Quality Assurance Team in the conduct of any audits.  
 

file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23QualityAssuranceTeamMembers
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Project Manager:  The Project Manager has the primary 
responsibility for converting the Client’s and/or Owner’s 
requirements into project information in the form of 
specifications, drawings, reports, procedures, and data sheets. 
The Project Manager is also the focal point for communications 
among the project team members and the client, consultants, 
regulatory agencies, and the next level of management. The 
Project Manager has the additional responsibility of seeing that 
projects are completed following the quality assurance protocols 
of the company as described in this manual. 
 
Lead Professional (Discipline):  The Lead Professional is 
responsible for the elements of the project as delegated by the 
Project Manager.  The delegated items are normally technical in 
nature.  The Lead Professional reports to the Project Manager 
and is responsible to the Project Manager for the task completion 
and quality of the work, but the ultimate responsibility of the 
task completion and quality remain with the Project Manager.  
On projects requiring multiple disciplines, Lead Professionals are 
selected as needed by the Project Manager to act as the senior 
expert for each discipline.  In this role the lead professional 
should be: 
 

 The key contact person for a specific discipline / 
technology. 

 Instrumental in developing or accepting the project 
management plan for the specific discipline / 
technology. 

 Accountable for the discipline / technologies product 
and process. 

 The local / division / discipline champion for the project. 
 Knowledgeable of project and construction budgets and 

schedules. 
 The "PM" for the local / divisional discipline work. 
 The "go-to" person for the PM. 

 

Project CAD Facilitator and Coordinators:  The Project CAD 
Facilitator and coordinators are responsible for maintaining CAD 
files and associated file documentation for the given project. At 
the onset of a project the Project Manager and Project CAD 
Facilitator should work together to determine the CAD standards 
and protocols required for a given project or a particular client. It 
is the responsibility of the Project CAD Facilitator to notify the 
Project Manager when project files are not conforming to the 
parameters established for the project. It remains the 
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responsibility of the Project Manager to arbitrate any CAD issues 
and oversee the Project CAD Facilitator in their role. 

 

1.8 PROJECT ORGANIZATION 
 

All projects, even those involving more than 
one MJ office, department, or division will have 
one designated Project Manager.  This provides 
for continuity throughout the entire project.  
Quality Assurance responsibilities are as 
described in other sections. 
 
The remainder of the project team is made up of qualified and 
experienced engineers, planners, environmental analysts, 
designers, or technicians drawn from the various MJ offices, 
departments, or divisions.  The offices, departments, or divisions 
represented will be selected to satisfy the needs of the project, 
but each technology will be headed by a lead professional 
reporting to the Project Manager. 
 
Project staff members report to the assigned Project Manager or 
designated lead professional for technical and administrative 
direction.  Each project staff member has responsibility for 
performance of assigned quality duties, which include: 
 

 Completing an assigned project or project task on or ahead 
of schedule, within budget, and in a quality manner in 
accordance with established procedures, the Scope of 
Work, and the expectations of the Client. 

 Ascertaining that work is technically correct and conforms 
to the company’s Quality Assurance Program. 

 

Another key group whose impact is vital to the success of the 
project is the CAD Coordinators and Facilitator.  It is essential 
that each discipline be represented by a CAD Coordinator, and 
that a CAD Facilitator usually from the project’s home office 

oversees the entire group.  As the name implies, the CAD 
coordinators are responsible for coordinating all CAD-related 
matters (standards, file updates, compatibility issues, etc.) for 
their discipline. 
 
Additionally, the project team may include outside 
subconsultants, who will report to either the Project Manager or 
a designated lead professional. See Appendix for a Sample 

Project Organization Structure. 

file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23TypicalProjectTeamStructure
file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23TypicalProjectTeamStructure
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1.09 TRAINING 

 
An effective QA/QC program is dependent 
on a training program to ensure that 
personnel who plan, implement and 
review a project have the skills needed to 
perform their respective responsibilities.  The 
depth of each team member’s knowledge and skills contributes 
to MJ’s ability to achieve its mission and goals.  Thus all MJ’s 
personnel should be trained to a level that advances MJ’s 
commitment to quality as well as company strategic initiatives. 
 
MJ’s procedures require staffing a project with individuals 
appropriately trained and having the requisite experience for 
their assignments. The selection of properly trained and 
experienced personnel to staff the project team is an important 
aspect of a written project management plan. The need for 
project specific training can be identified during the proposal 
phase or at the initial stages of the project and provided for in 
the written project management plan. When a need is identified 
for project specific training, training is provided to address the 
need. To keep up with changes in procedures and technologies 
MJ encourages continuing education programs and provides 
financial assistance to our staff for advanced degrees and 
attendance at workshops. It is the responsibility of each 
operating office to establish an annual training budget to support 
the above. 
   
Training includes: 
 

 Training in specific areas or disciplines as required by 
market forces and strategic initiatives. 

 Training on a regular basis in order to review program 
elements or system procedures. 

 Training by instructors selected from within the company 
based on their area of expertise. 

 Training for specialized areas of expertise by guest 
instructors from outside the discipline or company.  

 Training by participation in outside courses and seminars.  
 Training for technology development and career 

development.  
 

All training given will be recorded for audit purposes and 
personnel records will be maintained accordingly. 
  
Q:[quality assurance]section 1.doc 
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2.0. QUALITY ASSURANCE PROGRAM 

 
2.1. PURPOSE 
 

This section describes the elements that 
comprise the Quality Assurance Program and the 
manner in which the requirements of the program 
are applied to a project as described in a Project 
Quality Assurance Plan.  This program has been 
developed keeping in mind every aspect of the 
business cycle, as they may apply, and made provisions at every 
point to stipulate specific performance requirements, the parties 
responsible for said performance, a detailed methodology, a 
method of documenting the activity and a means to verify 
performance compliance. 

 
2.2. QUALITY ASSURANCE PROGRAM DOCUMENTS 
 

The Quality Assurance Program requirements described in this 
manual are intended to provide guidance for the preparation of 
Quality Assurance Programs for all of MJ’s projects. The program 
verifies compliance with the contract requirements and the 
appropriate professional standard of care.  The Quality 
Assurance Program provides for the generation of documentation 
necessary to establish objective evidence of the achievement of 
quality goals in all phases of the project including the following 
processes: 

 
 The design, report writing and construction administration 

processes are accomplished in accordance with established 
standard practices or procedures. 

 Procurement documents contain appropriate quality 
requirements. 

 Non-conformances are identified and disposition provided. 
 Construction inspection and record retention/disposition 

functions are performed in accordance with established 
procedures. 

 Review of activities, written work products, and 
documentation is performed. 

 Contract requirements are being met. 
 Audits of quality-affecting activities are performed on a 

scheduled basis. 
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 A Project Central File shall be established and maintained, 
within which a quality assurance folder is established and 
maintained. 

 
2.3. SUPPLEMENTARY PROGRAMS, PROCEDURES, AND 

INSTRUCTIONS 
 

The Quality Assurance Manual is supported, as required, by project-
specific quality assurance programs, and supplementary procedures 
and instructions that address specific regulatory or contractual 
requirements and amplify the procedures described herein. 

 
2.4. PROJECT QUALITY ASSURANCE PLAN 
 

All projects vary depending on the type of contract, 
type of service to be rendered, scope of work, 
project phasing, etc.  Therefore, the application of 
the requirements of the Quality Assurance Program 
is tailored to each specific project by means of the 
Project Quality Assurance Plan. 
 
The Project Manager shall develop a written Project Quality 
Assurance Plan for each project during the Project Management 
Plan Development Phase (Section 3.1.3).  This Plan identifies 
which elements of this program are applicable to the project and 
is supplemented by a schedule of deliverables, planned 
Independent Technical Reviews, and reviewers (if known).  The 
Exhibit titled “Project Quality Assurance Plan” may be used for 

this purpose with attached memorandum as necessary.  The 
Project Quality Assurance Plan could incorporate all applicable 
elements of the MJ Quality Assurance Manual; it could 
incorporate only specific applicable elements; or it could 
incorporate additional elements or procedures required by the 
contract conditions. 
 
The Project Quality Assurance Plan shall be reviewed and 
approved by the Project Managers next level of supervision and 
become part of the Project Management Plan. 
 
Revisions to the Project Quality Assurance Plan shall require the 
same level of review and approval as the original document.  The 
Project Manager shall insert the revised Plan in the Project 
Management Plan (Section 3.1.3). 
 

Q:[quality assurance]section2.doc 
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Project Number: __________________ 
 
Project Name:  __________________________________________________________ 
 
Client:  ________________________________________________________________ 
 
Any sections of the manual or parts thereof that are not required or applicable must have a written 
explanation and be approved by the Project Managers direct supervisor. 
 
Yes No  

  1.0 ADMINISTRATION 
□ □ 1.1 VISION STATEMENT 
□ □ 1.2 MISSION STATEMENT 
□ □ 1.3 MCFARLAND-JOHNSON CORE VALUES 
  1.4 POLICIES AND PROCEDURES 

□ □ 1.4.1 Quality Assurance Policy 
□ □ 1.4.2 Proposal / Contracts Procedure 
□ □ 1.4.3 Risk Management Policy 
□ □ 1.4.4 Plan / Document Stamping Policy 
□ □ 1.4.5 Electronic Media Policy 
  1.5 GOALS AND OBJECTIVES 

□ □ 1.5.1 Goals 
□ □ 1.5.2 Objectives 
□ □ 1.6 PROGRAM OVERVIEW (FLOW CHART) 
□ □ 1.7 ROLES, RESPONSIBILITIES AND AUTHORITY 
□ □ 1.8 PROJECT ORGANIZATION 
□ □ 1.9 TRAINING 
   
  2.0 QUALITY ASSURANCE PROGRAM 

□ □ 2.1 PURPOSE 
□ □ 2.2 QUALITY ASSURANCE PROGRAM DOCUMENTS 
□ □ 2.3 SUPPLEMENTARY PROGRAM, PROCEDURES AND 

INSTRUCTIONS 
□ □ 2.4 PROJECT QUALITY ASSURANCE PLAN 
   
  3.0 ENGINEERING / PROJECT CONTROL 
  3.1 PROJECT MANAGEMENT 

□ □ 3.1.1 Purpose 
□ □ 3.1.2 Project Set-Up 
□ □ 3.1.3 Project Management Plan 
□ □ 3.1.4 Teamwork 
□ □ 3.1.5    Records/Document Control 
□ □ 3.1.6  Liability and Technical Risk Assessment 

 

file://mjny-fs/Q/Quality%20Assurance/SECTION-1-ADMINISTRATION.doc%23ADMINISTRATION
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file://mjny-fs/Q/Quality%20Assurance/SECTION-3-PROJECT-MANAGEMENT.doc%23ENGINEERINGPROJECTCONTROL
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Yes No  
□ □ 3.1.7 Financial Risk Assessment 
□ □ 3.1.8 Engineering Change Notice or Contract Amendment 
□ □ 3.1.9 Independent Technical Review 
□ □ 3.2 APPLICABLE CODES, STANDARDS, AND 

REGULATIONS 
□ □ 3.3 DATA COLLECTION 
□ □ 3.4 CALCULATIONS 
□ □ 3.5 DESIGN DRAWINGS 
□ □ 3.6 SPECIFICATIONS 
□ □ 3.6.1 Technical Specifications 
□ □ 3.6.2 Legal and Procedural Specifications 
□ □ 3.6.3 Startup, Demonstration and Training 
□ □ 3.6.4. Checking and Coordination  
□ □ 3.7 STUDIES AND REPORTS 
□ □ 3.8 OPINION OF PROBABLE PROJECT COST 
□ □ 3.9 PROGRESS / WORKING DOCUMENTS 
□ □ 3.10 ENGINEERING RESOURCE UPDATES 
   

□ □ 4.0 PROCUREMENT 
□ □ 4.1 SUBCONSULTANT'S CONTROLS 
  4.2 PROCEDURES 

□ □ 4.2.1 Content of Procurement Documents 
□ □ 4.2.2 Review and Approval of Procurement Documents 
□ □ 4.2.3  Review/Coordination and Approval of Subconsultant’s 

Work 
   
  5.0 CONSTRUCTION ADMINISTRATION 

□ □ 5.1 CONSTRUCTION ADMINISTRATION 
□ □ 5.2 DESIGN SUPPORT DURING CONSTRUCTION 
□ □ 5.3 STARTUP, TESTING, DEMONSTRATING AND 

TRAINING 
□ □ 5.4 PROJECT CLOSURE 
□ □ 5.5 CONSTRUCTION MONITORING / OBSERVATION 
  5.6 SUBMITTAL PROCEDURE 

□ □  5.6.1 Submittal Review 
□ □  5.6.2 Submittal If No Client Guidelines Exist 
□ □  5.6.3 Submittal Stamp (If no Client Stamp Exists) 
□ □  5.6.4 Record Documents 
□ □ 5.6.5 Operation and Maintenance Manual 

file://mjny-fs/Q/Quality%20Assurance/SECTION-4-PROCUREMENT.doc%23PROCUREMENT
file://mjny-fs/Q/Quality%20Assurance/SECTION-5-CONSTRUCTION-ADMINISTRATION.doc%23CONSTRUCTIONADMINISTRATION
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Yes No  

  6.0 AUDITS AND MANAGEMENT REPORTS  
□ □ 6.1 AUDITS 
□ □ 6.2 CORRECTIVE ACTION 
□ □ 6.3 QUALITY ASSURANCE MANAGEMENT REPORTS 
□ □ 6.4 MANAGEMENT REVIEWS 
   
  7.0 FEEDBACK/PROCEDURE MODIFICATION 

□ □ 7.1 FEEDBACK  
□ □ 7.1.1 Client / Owner 
□ □ 7.1.2 Contractor 
□ □ 7.1.3 Project Team Members 
□ □ 7.2 MODIFICATIONS TO QC/QA PROCEDURES 

 
 
 
 
Prepared by:   ________________________ Date:   ________________________ 
  Project Manager 
 
Approved by: _______________________ Date:  ________________________ 
  Division / Office Manager or  
  Designee 
 
** All contractual deliverables (and calculations) shall be prepared and checked in accordance with 

the manual.  

Click to continue to 
Section 3 

file://mjny-fs/Q/Quality%20Assurance/SECTION-6.doc%23AuditsAndManagementReports
file://mjny-fs/Q/Quality%20Assurance/SECTION-7.doc%23FEEDBACKPROCEDUREMODIFICATION
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3.0 ENGINEERING / PROJECT CONTROL  

 
3.1 PROJECT MANAGEMENT 

 
3.1.1 Purpose 

 
The Project Manager has the primary 
responsibility for converting the Client’s 
and/or Owner’s requirements into 

deliverables in the form of specifications, 
drawings, reports, procedures, and data 
sheets. The Project Manager is also the 
focal point for communications among 
the project team members and the client, 
consultants, regulatory agencies, and the 
next level of management.  
 
The critical elements of Project Management include negotiating 
and contracting; project planning and management; team 
building and teamwork; conformance to company policies and 
procedures; subcontracting; project communication and records; 
construction phase services and project closeout. 

 
3.1.2  Project Set-up 

 
The Project Manager should obtain a copy of the proposal, 
relevant backup materials (i.e. subconsultant proposals, notes 
from site visits, etc.) and fully executed contract.  The Project 
Manager is responsible for obtaining the project number from 
the accounting department, setting up the Project Input Form 
(PMF), providing this information to the accounting department, 
and contacting the IT department to establish a directory on the 
appropriate server. After the above set-up is complete the 
Project Manager will communicate with accounting personnel to 
discuss and finalize billing procedures including method of 
compensation, schedules, invoice format (including a sample 
invoice), and reimbursable items. 
 
The Project Manager shall prepare subconsultant agreements 
and work with the next level of management to get the 
subconsultants under contract. 
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Upon reviewing the proposal and contract the Project Manager 
will identify specific members of a project team with requisite 
technical backgrounds associated with the project. 
 
The Project Manager shall prepare and regularly update a 
schedule for any project longer in duration than four (4) weeks 
and involving two (2) or more people.   

 
3.1.3 Project Management Plan 
 

During the initial phase of a project, when 
the work authorization process is initiated 
and before significant project work 
commences, the Project Manager with 
assistance from team members shall 
develop a Project Management Plan for the 
project. A Project Management Plan is not 
required for a project with a fee less than 
$2,500.  This document may be compiled 
with excerpts from existing documents and must include at a 
minimum the following sections: 
 
 Client information (i.e., contact names, phone numbers and 

email addresses) 
 Subconsultant information 
 Fully executed contract and budget information (to include 

cost to complete reporting process) 
 Project program or scope (including scope change process) 
 Controlling conditions and special risks unique to the Project 
 Basis for Design and Technical approach to the Project 
 Project Quality Assurance Plan (See Section 2.4) 
 Project schedule (contractually required software, other 

software, or a list of milestone dates) 
 Plantrax (required for every project with a fee greater than 

$2,500 or a duration greater than one month) 
 Project Team / Organization (See Appendix for a sample 

project team structure) (include subconsultants and their 
responsibilities) 

 Definition of methods of communication and documentation 
 Project CAD Standards 
 Code Requirements 
 Value Proposition 
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Two (2) sample Project Management Plan templates have been 
developed for Project Managers to use or reference.  They can 
be found on the Binghamton Q drive at Q:\Quality 
Assurance\Public Use, or on the Corporate page of the Intranet 
under Quality Assurance. 

 
A Lead Professional for each required discipline shall be identified 
by the Project Manager as the single point of contact for their 
discipline.  This single point of contact shall in person or by way 
of teleconference be included in all internal project meetings.  
This person shall be responsible for schedule and fee assigned to 
that discipline and report on same as required by the Project 
Manager. 
 
The Project Manager shall outline the effort of each discipline by 
component parts (reports, drawings, estimate, etc.). This will 
include a general description of the scope of services to be 
performed for the project, the specific scope of services to be 
performed by the discipline and the budget and schedule for 
those services.  This information shall be part of the Project 
Management Plan. 
 
The Project Manager shall require each Lead Professional to 
analyze the project as follows: 

 
1. List basic information (i.e. design information, staffing 

requirements, software/hardware needs) required to 
accomplish the outlined tasks and schedule. 

2. Identify other Lead Professionals who must furnish 
information to permit accomplishment of their outlined 
tasks. 

 
The Project Manager shall establish milestones for all exchanges 
of information among each Lead Professional and shall assign a 
specific date for each milestone to fulfill project time 
requirements. 

 
1. Established dates will determine manpower requirements 

for each Lead Professional. 
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2. The date for each milestone will be used to measure 
progress of project (if required information is not 
exchanged on the designated date, the project is behind 
schedule and a corrective action plan must be created by 
the appropriate Lead Professional with minimum effect on 
project deliverables). 

 
Format and distribution of each exchange of information should 
be clearly documented in the Project Management Plan. 

 
1. All information exchanges (i.e. drawings; sketches; 

memoranda; correspondence; equipment literature; etc.) 
should go through the Project Manager. 

2. Distribution should be to all affected Lead Professionals on 
the project team including outside consultants. 

3. Any change regardless of apparent magnitude should be 
documented and provided to the Project Manager for 
distribution to the appropriate Lead Professionals. 

 
The Project Management Plan is reviewed and adjusted with 
comments from the project team, next level of management, or 
designee. 
 
Approval of the Project Management Plan by the next level of 
management is required (See Appendix). The Project 
Management Plan shall be available for review by the project 
team members. Once the circulation among the project team is 
complete, the Project Management Plan is to be filed by the 
Project Manager electronically in the project directory in a 
location accessible to all team members.  Any changes to the 
Project Management Plan shall be made to by the Project 
Manager and major changes shall also be approved / initialed by 
the next level of management. 

 

file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23ProjectManagementPlanApprovalSheet


 
3.0   ENGINEERING / PROJECT CONTROL 5 

The Project Manager will also receive an email at 20% of project 
budget requesting the following: 
 
TO:  Project Manager 
FROM: Supervisor 
CC:  Administrative Assistant 
DATE:  
 
Have you completed your PMP for project number xxxxxxx? 

Yes  □               No □ 
 
If no, there will be oversight follow-up by the Project Manager’s 

supervisor. 
 
3.1.4 Teamwork 

 
Project Kick-Off Meetings shall be 
held by the Project Manager 
internally with key staff members and 
subconsultants and externally with 
the client.  Where appropriate, the 
subconsultant shall be included in the 
client meeting.  During the meetings, 
the Project Manager shall review and 
discuss the project scope, critical areas of concern, schedule, 
changes and requirements that may need special attention.  
Team members must be aware of Scope of Services and have a 
clear understanding of the schedule, tasks, and budget assigned 
to them.  The Project Manager shall make specific work task 
assignments and inform each team member of the budgeted 
hours for said task(s).  The Project Manager shall explain the 
process of reporting any changes of scope or schedule directly to 
the Project Manager before the work is undertaken to ensure 
that the work is necessary and so that the appropriate action can 
be taken.  See Section Entitled "Engineering Change Notice or 
Contract Amendment". 
 
The Project Manager shall meet with team members as needed 
to discuss and resolve critical areas of concern including budget, 
schedule, scope changes, technical, and administrative issues.  
The Project Manager, or designee, shall prepare a record of all 
the meetings, conclusions and action items.  The minutes shall 
be available for review by all team members documenting the 
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cross exchange of data.  In addition, the Project Manager shall 
meet informally with key team members frequently to monitor 
progress, performance, and budget for the assigned project.  
Team members must understand that if their assignments do not 
progress proportionately to the budget used, or if they feel the 
budgeted hours are insufficient for the task, they need to notify 
the Project Manager in writing as soon as possible. 

 
The Project Manager working with key staff will be responsible 
for ensuring that all contractual deliverables and supporting data 
are created and checked in accordance with the appropriate 
sections of this manual. 

 
3.1.5 Records/Document Control 
 

It is the responsibility of the Project Manager to 
see that a project central file is initiated and 
maintained. All project communications to 
include electronic media are recorded and 
originals filed in the office project central file. 
The project central file shall have a folder structure similar to the 
electronic file.  Those documents of interest to other project 
personnel shall be copied and routed in accordance with 
established project document distribution lists defined by the 
Project Manager.  Engineering decisions, regardless of their 
origin, are similarly documented and communicated to the 
Project Manager. Minutes of project meetings are prepared, 
approved by the Project Manager (or senior project team 
member in attendance), distributed to all attendees for 
implementation of action items, and filed. 
 
The Project Manager shall maintain a detailed record of all 
design parameters and criteria used as the basis of design.  Any 
revisions and changes from the original work scope or project 
schedule negotiated with the Client and/or Owner shall also be 
documented and distributed to the relevant team members, 
even if the fee is not affected. 
 
Upon completion of design, the Project Manager shall retain the 
Project Management Plan for convenient reference during the 
bidding and/or Construction Phase of the project. 
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3.1.6 Liability and Technical Risk Assessment 

 
The Project Manager is responsible for mitigating the liability and 
technical risk of the firm by: understanding the scope of work; 
using staff that is technically qualified to perform the tasks they 
are assigned; having knowledge of the codes and standards 
inherent to the work being done; documenting any deviations to 
those standards; and following the company and Client QA/QC 
protocols.  In addition, the Project Manager shall notify the next 
level of management as soon as possible upon gaining 
knowledge that the Client may seek a monetary settlement for 
omission or commission by MJ.  This information shall be 
communicated through the chain of command to the ROM and 
COO.   

 
3.1.7 Financial Risk Assessment 

 
The Project Manager must understand the 
project budget, scope, and schedule such 
that tasks and staff can be managed to 
meet client expectations within the schedule 
and budget allocated.   The Project Manager 
shall give written notice to the next level of 
management as soon as possible if the project 
budget or schedule is going to experience variations. The Project 
Manager shall review project progress against the project budget 
and report anticipated level of effort to complete using the cost 
to complete process.  It is imperative and the responsibility of 
the Project Manager to lead this process.  This information shall 
be communicated through the chain of command to the ROM 
and COO.  As a minimum, the Project Manager must review and 
update the project cost to completes and schedule every 
reporting period. 
 
In addition, no work shall commence until a fully executed 
agreement has been received.  If the Client requests otherwise, 
the Project Manager shall follow the requirements of the Risk 
Management Policy located in the Operational Manual and in 
Section 1.0 of the QAM. 
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3.1.8 Engineering Change Notice or Contract Amendment 

 
When an event occurs that affects the project scope, schedule, 
or fee the Project Manager must follow the Engineering 

Change Notice or Contract Amendment Procedure located 
in the Appendix and the Risk Management Policy located in the 
Operational Manual and in Section 1.0 of the QAM. 
 

3.1.9 Independent Technical Review 
 

The size or complexity of certain projects as well as the project 
teams experience level may necessitate a special independent 
review at key intervals of the project. The Project Manager, 
Group Manager, and Regional Office Manager jointly determine 
the need for a special design review and the extent of the review 
required. See Appendix for Guidelines for an Independent 
Technical Review. The Project Manager may convene a 
meeting with the reviewer(s) or may send data to them for 
review and comment.  The independent technical review includes 
a critical evaluation of the basis and validity of significant 
conclusions, opinions, assumptions, evaluations, 
recommendations, designs, and other items that are required as 
a result of the project services.  It emphasizes establishing the 
validity of the technical approach, constructability and other 
procedures used to form an opinion of the suitability of the end 
result.  The review does not include a complete detailed check of 
calculations, or a detailed check of plans. 

 
3.2 APPLICABLE CODES, STANDARDS, AND REGULATIONS 

 
It is the responsibility of the Project Manager to 
ensure the project is in compliance with all 
applicable local, state, and federal codes, 
standards and regulations. In areas 
outside the expertise of the Project 
Manager or project team, it is the 
responsibility of the Project Manager to 
obtain the necessary requirements 
through the respective Group Manager(s), 
ROM(s), appropriate technical specialist or 
subconsultant. 
 

file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23EngineeringChangeNoticeOrContractAmend
file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23EngineeringChangeNoticeOrContractAmend
file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23GuidelinesForIndependentTechnicalReview
file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23GuidelinesForIndependentTechnicalReview
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Codes, standards and regulations shall be updated as the 
industry requires. Each Group or Division Manager is responsible 
for input from designated individuals and for ensuring that the 
applicable codes, standards and regulations necessary to 
produce a quality product are available and current for their 
discipline.  Old codes, standards and regulations shall also be 
maintained as necessary to back up older or on-going projects 
governed by these dated materials. At least annually, the 
designated technical specialist shall make recommendations to 
the appropriate level of management as to what codes require 
updating and which ones can be discarded. 
 

3.3 DATA COLLECTION 

 
In order to perform the necessary engineering analysis 
and/or to prepare appropriate engineering drawings, it is 
essential, as a function of the nature of the project, to 
collect Client and/or Owner site data. 
 
Field information collected must be gathered and documented.  
All reference information should be noted and attached to the 
field report. Field documentation should be filed and 
incorporated into the project design file. 

 
The format of any data (i.e. field survey, archeological 
resources, historical resources, etc.) that will ultimately be 
turned over to the client as work product should be determined 
prior to the collection of the data whether collected by staff or 
subconsultants. Many clients require specific formats that can be 
costly to translate after initial collection. It is desirable that even 
if clients do not require a specific format, that projects adhere to 
an internal format that can be easily translated if the client 
desires it in the future. 

3.4    CONTRACT DELIVERABLES 
 

Contract deliverables are electronic or hard copy document(s) 
(i.e. reports, opinions of probable cost, drawings, specifications, 
etc) specifically itemized for submittal in the executed 
agreement with the client. 
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The Program Manager shall have contract deliverables checked 
in accordance with the applicable sections of this manual.  In 
addition, the following document shall be retained as a 
permanent project record.   
 
 The most recently submitted contract deliverable check set 
                                          or 
 A memo to record, signed by the Project Manager, stating 

that the QA checking procedure has been completed prior 
to submitting the contract deliverables to the client.  The 
memo should also list the checker and back checker. 

 
In addition, the Project Manager will also receive an email at 
40% and 75% of project budget requesting the following: 
 
TO:  Project Manager 
FROM: Supervisor 
CC:  Administrative Assistant 
DATE:  
 
Have you made a contract deliverable during the period? 

Yes   □              No □ 
 
If no, there will be oversight follow-up by the Project Manager’s 
supervisor. 
 
If yes, there is no need to retain a set of checked documents. 

3.5 CALCULATIONS 

ALL CALCULATIONS PRODUCED BY THE 

COMPANY ARE TO BE CHECKED PRIOR TO 
SUBMISSION OF CONTRACT DELIVERABLES* 

TO THE CLIENT 

The Project Manager is responsible for Quality Control 
for the design function.  The Project Manager 
establishes the design parameters, is responsible for 
the accuracy of all design, and must provide guidance to 
other designers on the project.  The Project Manager should 
obtain the necessary expertise from other company resources 
and team members to assist in establishing design parameters 
and providing guidance to designers. 
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Design calculations must be completed by competent qualified 
personnel selected by the Project Manager and must be checked 
by an independent checker with equal or greater competence in 
the subject matter. The checking shall verify reasonableness of 
assumptions, approach, formulas and mathematics. 

Calculations shall be legible, neat and easy to follow: 

1. All references used shall be listed or a copy of appropriate 
references shall be filed with the calculations. 

2. Assumptions made, short cuts used and interpretation of 
codes must be recorded and back up for such decisions, 
assumptions and interpretation must be given. 

3. Calculations shall be on the firm's standard computation 
sheet and shall be numbered with all blocks such as 
Subject, Designer, Checker, Project Title and Number, etc. 
completed.  When analytical software is used the same 
information must be attached to input and output results. 

4. The checker shall use RED to indicate corrections and 
additions.  The preparer of the calculation shall use GREEN 
for all revisions.  The original checker shall verify in BLUE 
with signature. 

5. Computations (design calculations) shall be filed in a 
bound volume, shall have a table of contents for easy 
reference and follow-up; and must be divided in logical 
sections or dividers. 

6. Computation volumes or books must have an identification 
label with Project Name, Project Number and Volume Title. 

 
3.6 DESIGN DRAWINGS 

ALL CONTRACT DELIVERABLE DESIGN DRAWINGS 
PRODUCED BY THE COMPANY ARE TO BE CHECKED PRIOR 
TO SUBMISSION TO CLIENTS 

 
The minimum level of checking shall use red, yellow, and a third 
color process.  The checking of drawings requires a minimum of 
two individuals: a checker/verifier, and an 
originator/backchecker.  A third individual may also be utilized. 
 
The checker shall use red to indicate correction and additions.  
The checker can also use yellow to indicate agreement. 
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The CADD Tech/drafter shall indicate with a 
third color that the corrections have been 
made to the drawing. 
 
The verifier shall use yellow to verify that 
changes to the drawing have been made. 
 
In addition to the color-coded checking process, all check prints 
should be formalized through the addition of a check print 
stamp. On the stamp, each participant in the checking process 
initials on the appropriate line indicating that stage of the 
process is complete.   
 
To avoid obliterating information on the plans or when half-size 
check prints are utilized, the check print stamp can be placed on 
the back side of the design drawing.  
  
An example of a check print stamp is provided in the 
appendix.   

 

An optional procedure for the checking of design drawings is 
defined and illustrated in the Appendix.   

Staff involved in the design process is expected to be familiar 
with these procedures. If you do not thoroughly understand the 
process, talk with your supervisor, the Project Manager, or 
others in your office that are experienced and knowledgeable 
with the checking process.  

The Project CAD (drafting) Facilitator is responsible for Quality 
Control for the drafting function.  He/she establishes the drafting 
parameters together with the Project Manager with input from 
key discipline leads. He/she is responsible for the accuracy of all 
drafting and must provide guidance to other drafters on the 
project. 

CAD standards and guidelines provided by the Client should be 
strictly followed. In the absence of drafting standards and 
guidelines from the Client, a standard MJ format should be 
adopted and followed.  No project should be progressed without 
an established file format. 

file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23ProcedureForCheckingDesignDrawings
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The Project Manager together with the Project CAD Facilitator 
shall prepare a list of drawings prior to commencing project 
drafting. 

Contract plans shall have a title sheet in accordance with the 
Client/Agency requirements. The title sheet shall be laid out 
early in the project and submitted to client for a review and 
approval. 

Client or MJ standard details shall be reviewed and revised for 
the specific project requirements.   

Subconsultants, particularly surveyors, shall be aware of CAD 
requirements, computer compatibility, data format, drawing 
scales, etc. to achieve a smooth uninterrupted workflow. 

The Project Manager is responsible for the technical accuracy of 
project plans. The Project CAD Facilitator is responsible for the 
quality of CAD and for making technical CAD decisions. The 
Project Manager or designee should coordinate all drafting (CAD) 
work through the Project CAD Facilitator and Coordinators. 

Engineers may complete their own CAD work when doing so 
creates greater project efficiencies. The quantity of CAD work 
completed by engineers will vary by discipline. The Project 
Manager should determine which tasks will be done on CAD by 
the engineers. The Project CAD Facilitator and Coordinators 
should be notified of these decisions. 

Completed drawings must be reviewed by each CAD 
technician/drafter for completeness and accuracy. Then, a print 
will be made and given to the designer, for review, correction 
and update. The Project Manager, Lead Professional or designee 
will review the designer's / engineer’s marked-up print prior to 
returning it to CAD technician/drafter for correction. 

The Project Manager will be responsible for resolving conflicts 
between engineer / designer or Lead Professional and the Project 
CAD Technician, Coordinator or Facilitator. 

If uncertainties develop, the next level of management shall be 
consulted by the Project Manager when setting up major project 
CAD/drafting standards and procedures. 
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3.7   SPECIFICATIONS 

ALL CONTRACT DELIVERABLE SPECIFICATIONS 
PRODUCED BY THE COMPANY ARE TO BE CHECKED PRIOR 
TO SUBMISSION TO CLIENTS 

3.7.1 Technical Specifications 

Technical Specifications will be completed in accordance with the 
Clients guidelines. In the absence of standard Client 
specifications, MasterSpec or a third party standard specification 
(i.e.; State DOT specifications for local municipal road or bridge 
work) approved by the Project Manager shall be used as the 
primary platform for standard reference specifications that define 
basic design conditions, criteria, equipment, materials, and/or 
activities which will act as a stand alone reference document.  
The project specification shall be generated using the above and 
shall not allow the use / reuse of another existing project 
specification or office standard specifications.  

 
Specification Editing:  MasterSpec sections shall be edited by the 
designer / specification writer through the MasterSpec LINX on-
screen editor or hard copy and redline editing.  LINX offers 
editing of MasterSpec’s edit-by-deletion structure. 

 
The designer / specification writer shall locate and remove text 
through the on-screen question and answer approach through 
the LINX “interactive edit” icon to quickly remove text. 
 
The designer / specification writer shall further edit the 
specifications through the LINX “manual edit” icon. 

 
The specifications shall then be formatted and minor edits 
performed by the Technical Typist.  The designer / specification 
writer may include equipment specific inserts for insertion by the 
Technical Typist. 
 

3.7.2 Legal and Procedural Specifications 

The front-end documents in general shall 
consist of the bidding, contracting, and general 
requirements.  For the majority of projects, the 
front-end specifications are developed and 
prepared by the Client.  In the event that MJ is 
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required to develop the front-end specifications, the Engineer’s 

Joint Documents Committee Design (EJCDC) and Construction 
Related Documents shall be the primary platform.  See 
checklist in Appendix.    

3.7.3 Startup, Demonstration and Training 

The Project Manager and their design team shall be responsible 
for specifying an appropriate start-up, demonstration and 
training program based upon the project complexity and the 
Clients requirements.  MasterSpec Section 01820 shall be used 
as a guidance document as well as the Startup subsection for 
each piece of equipment, system or subsystem. 

3.7.4 Checking and Coordination 

All technical, legal, and procedural specifications shall be 
reviewed by an independent checker with equal to or greater 
competence of the preparer on the subject matter.  A non-
technical person can check for grammar, formatting and spelling.  
The color scheme used shall be the same as for checking 
calculations. 

 

3.8 STUDIES AND REPORTS 

ALL CONTRACT DELIVERABLE STUDIES AND 
REPORTS PRODUCED BY THE COMPANY ARE 
TO BE CHECKED PRIOR TO SUBMISSION TO 

CLIENTS 

Studies or reports are prepared by or under 
the direction of a Project Manager.  The 
study's written documentation contains the purpose of the study, 
assumptions used, methodology, results, conclusions and 
recommendations.  Calculations or other resources used in 
conjunction with a study are developed and checked in 
accordance with the applicable procedures developed as part of 
this Quality Assurance Manual.   The Project Manager is 
responsible for conducting the study; preparing the report; and 
identifying a qualified Independent Technical Reviewer to review 
the technical content of the report.  The checking process is to 
follow the color-coded marking procedure contained in checking 
calculations. 

file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23SpecificationFrontEndChecklist
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Every report, as appropriate shall try to include a disclaimer set 
forth in conspicuous place, if possible such that it is not likely to 
be separated from the report. 

Depending upon project circumstances, the disclaimer will 
specifically address some or all of the general elements listed in 
the Appendix. The Project Manager should decide which 
elements and the appropriate verbiage to include for the specific 
report involved.  (The Project Manager should consult with the 
Chief Operating Officer / ROM or the appropriate Group 
Manager).  Often, it will be appropriate to cover the disclaimer 
elements in the relevant parts of the report text, rather than in a 
single location.  In other cases, a formal statement containing 
some or all of the disclaimer elements will be required by the 
purpose and content of the report.  See Appendix for examples 

of disclaimers. 
 

3.9 OPINION OF PROBABLE PROJECT COST 

ALL CONTRACT DELIVERABLE OPINIONS OF 
PROBABLE PROJECT COST PRODUCED BY 
THE COMPANY ARE TO BE CHECKED PRIOR 

TO SUBMISSION TO CLIENTS 
 

An Engineer’s opinion of probable project cost shall 
be prepared in accordance with the requirements of 
the contract and Project Management Plan. 
 
The Lead Professional shall be responsible for selecting 
competent individuals to prepare and check its portion of the 
opinion of probable project cost.  The opinion of probable project 
cost shall be checked by a qualified independent individual other 
than the original preparer.  The checking process is to follow the 
color-coded marking procedure contained in the calculation 
section.  Every Opinion of Probable Project Cost, unless 
expressly prohibited by the client, shall contain the company 
disclaimer, see Appendix for example. 
 
The Project Manager shall be responsible for assigning an 
individual to assemble the opinion of probable project cost for 
the entire project and checking against the Contract Documents 
for accuracy and completeness. 
 

file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23Disclaimers
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3.10 PROGRESS / WORKING DOCUMENTS 

 
Progress or working documents produced by the Company that 
are not contractual deliverables and submitted to the Client or 
any other entities shall be clearly identified as not having been 
reviewed for conformance with the Company Quality Assurance 
Program or Manual.  All contractual deliverables shall conform to 
the requirements of this manual. 
 
The following text shall be stamped, written, or included on each 
sheet of the submitted progress or working documents: 
 
 This document has not been reviewed for conformance 

with McFarland-Johnson’s Quality Assurance Program.  It 
has been provided to the Client for informational purposes 
only and for the Client’s use only. 

 
3.11 ENGINEERING RESOURCE UPDATES 

 
Technical software should be updated on a 
schedule that will keep us current with our 
clients that use the same products, especially 
where the software is required to generate 
work product and deliverables as defined 
within a contract (i.e. Microstation, AutoCAD, 
Inroads, etc.). 
 
It is the company's intent to maintain the software to within six 
months of new technology. All software shall be reviewed on an 
annual basis by the applicable technical specialist, and / or the 
IT Manager to see that the most current updates and revisions 
are available to the technical staff.  

 
IT personnel should schedule software upgrades to occur in all 
offices on similar timelines to maintain efficiency with work-
sharing and training. 
 
Offices shall coordinate software purchases such that offices 
whenever possible are using the same products (drainage 
software, structural analysis programs, etc). Although it is 
recognized that some clients require unique software, for the 
efficiency of training and job-sharing the same products and 
versions should be used. Prior to new software purchases, it is 
the responsibility of the Office Managers to research the 
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products being used in other offices and justify when an outside 
product purchase is necessary. 
 
All vendor catalogs shall be reviewed by the vendor’s 
representative on an annual basis to assure that all catalog 
information is correct and current.  The vendor’s representative 
shall sign and date the Catalog indicating the most recent 
revision of the subject catalog information.  Catalogs which have 
a blue dot on the binder of the book are current.  All other 
catalogs are for reference only and should not be used for design 
basis. 
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4.0 PROCUREMENT 

 
A number of factors are typically 
considered in selecting a Subconsultant. 
Firms should be considered on the basis of 
professional ability, quality and their 
ability to meet contract requirements. 
 
The evaluation and selection of 
Subconsultants generally occurs during the proposal phase.  MJ 
shall provide, where feasible, all potential Subconsultants with 
the RFQ and Client contractual terms during the proposal phase.  
Prior to MJ considering or teaming with a Subconsultant, the 
project Disadvantage Business Enterprise (DBE) requirements 
shall be reviewed by the Project Manager for conformance.  
When required by client contractual terms, MJ shall request 
multiple cost proposals to review and/or utilize.  If there are no 
client contractual terms requiring competitive pricing MJ does 
not require this step. The Project Manager is responsible for 
managing the Subconsultant by the terms of the Subconsultant 
agreement which should include appropriate quality assurance 
requirements. 

 
4.1 SUBCONSULTANT’S CONTROLS 

 
Each of the Subconsultants providing contractual services shall 
comply with the following minimum procedure prior to work 
commencing: 
 
 An MJ Administrative Assistant shall obtain a current 

Certificate(s) of Insurance and licensing information from 
each Subconsultant. The original Certificate(s) of Insurance 
shall be filed in the Accounting Department’s project file. The 
current Certificates of Insurance shall be provided throughout 
the life of the contract.  The minimum insurance requirements 
are spelled out in the standard MJ contract entitled 
"Agreement between Engineer and Consultant" located in the 
Standard Agreement folder on the Binghamton Q: drive.  

 
 Each new Subconsultant must submit a list of references, 

including a contact name and phone number, from previous 
customers describing the work scope and responsibility of the 
subconsultant. Each new Subconsultant may also be 
requested to submit a current list of ongoing projects, with 
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project cost and completion dates as well as a client contact 
name and phone number. 

 
 The Project Manager or designee shall contact a sampling of 

the new Subconsultants references to verify the data provided 
and the performance and quality of work. 

 
 Each Subconsultant may be interviewed by the Project 

Manager or designee, to verify the information provided, and 
develop a better understanding of the ability to develop a 
working relationship. 

 
 Upon satisfying the above criteria, the Subconsultant shall be 

eligible to perform work in the category of services offered. 
 
 A Subconsultant file of all non-project related correspondence 

such as, rate schedules, terms and conditions, capability 
material etc. shall be maintained on record by the Business 
Development Department or designee in the appropriate 
Subconsultant file. 

 
 The Subconsultant information shall be updated every 2-3 

years. The request for this updated information shall be 
initiated and tracked by the Business Development 
Department or designee. 

 
 If the above requirements cannot be adhered to, the Chief 

Operating Offices (COO) must review and approve any 
deviation. 

 
4.2 PROCEDURES 

 
4.2.1 Content of Procurement Documents 

 
Following the selection of a Subconsultant, the 
Project Manager shall prepare a Professional 
Services Agreement for the services of a 
Subconsultant, using the standard MJ contract 
entitled "Agreement between Engineer and 
Consultant" located in the Standard Agreement 
folder on the Binghamton Q: drive.  Use of a 
Subconsultant provided agreement is subject to review by 
the Chief Operating Officer COO. The Binghamton ROM is also 
authorized to review Subconsultant provided agreements. If the 



4.0  PROCUREMENT  3  

Project Manager wishes to modify the MJ Standard Agreement 
Terms and Conditions, the COO's review will also be required. 
 
The agreement shall include provisions for the following: 
 
 Project Description:  A brief description of the project shall be 

provided. 
 
 Scope of Work – The scope of the work to be performed by 

the Subconsultant shall be stated clearly or referenced.  The 
base professional services contract should be referenced to 
include all applicable provisions required by MJ. 

 
 Assumptions and Technical Requirements – All assumptions 

and understandings shall be listed.  Technical requirements 
shall be specified by reference to specific drawings, 
specifications, codes, standards, regulations, procedures, or 
instructions, including revisions thereto that describe the 
items or services to be furnished.  The procurement 
documents shall identify any applicable test, inspection, and 
acceptance requirements for monitoring and evaluating the 
Subconsultant’s performance. 

 
 Prime Agreement:  MJ's prime agreement may or may not be 

attached.  If it is attached, MJ's fees shall not be visible to the 
subconsultant. 

 
 Quality Assurance Program – The procurement document 

shall specifically identify the quality assurance requirements 
and monitoring procedures required by the Owner / Client as 
well as MJ quality assurance requirements. 

 
4.2.2 Review and Approval of Procurement Documents 

 
All procurement documents shall be reviewed and executed in 
accordance with the “Proposals / Contracts Procedure” contained 
in MJ Personnel Policy Manual. 

 
4.2.3 Review/Coordination and Approval of Subconsultant’s 

Work 
 

The Subconsultant shall be responsible for checking all 
deliverables to MJ.  In addition, all calculations shall also 
be checked.  When requested by MJ, the Subconsultant 
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shall provide documentation to MJ that all required checking and 
contractual quality assurance requirements have been 
performed. 
 
Each Subconsultant deliverable will also be reviewed by MJ in 
accordance with Section 3.0 – Engineering/Project Control of the 
Quality Assurance Manual. Comments will be 
transmitted to the Subconsultant for resolution. 
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5.0 CONSTRUCTION ADMINISTRATION 

 
5.1 CONSTRUCTION ADMINISTRATION 

 
McFarland-Johnson’s level of involvement 

with Construction Administration services 
depends on the client and the scope of 
services that the client desires. However, 
these services typically may include, but not 
limited to: contractor advertisement and procurement (i.e. 
perform the bidding process), contractor evaluation and 
reference checking, notice of award, contract document 
preparation for execution, pre-construction meeting activities, 
notice to proceed, part or full time construction observation, 
submittal review, progress meetings and documentation, and 
project closure. 
 
Responsibilities of the construction administrator (generally 
works out of home office) / resident engineer (generally full time 
on-site) vary depending on whether the scope of work requires 
part-time or full-time construction services or the funding 
sources. Part-time services usually necessitate the delegation of 
some typically performed services to the client or the contractor 
(i.e. field-measured quantities, reimbursement documentation to 
funding agencies, environmental permitting documentation, etc.) 
because there is not a full-time presence on the site. 
 
Normal duties of the Construction Administrator / Resident 
Engineer may include, but are not limited to: review of 
submittals, schedule construction observation, review specialized 
observation service information (i.e. 3rd party material testing 
reports), organization and management of progress meetings, 
interpretation and clarification of plans and specifications, 
documentation of site observations (i.e. observation reports), 
documentation of any decisions to change the plans or 
specifications, review and process change orders, review pay 
requisitions and measurable quantities, and process the Request 
For Information (RFIs) and recommendation to the Owner for 
final acceptance of the work. 

 
5.2 DESIGN SUPPORT DURING CONSTRUCTION 

 
The Construction Administrator / Resident Engineer shall be 
supported by the project manager and project design team to 
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provide technical support services, as required, during the 
Construction Phase of the project.  Technical support services 
would typically include submittal review, periodic site visits, 
responding to formal Requests for Information (RFI) and 
Requests for Change (RFC) from the contractor, Engineer 
authorization of Change Order and informal inquires from the 
Construction Administrator and Resident Engineer. 

 
5.3 START-UP, TESTING, DEMONSTRATION AND TRAINING 

 
Each construction Contractor is required to establish and 
implement a detailed start-up, testing, 
demonstration and training program to meet 
the requirements imposed by the contract 
documents.  Therefore, the Contractor must ensure 
that the materials and work provided by Subcontractors, 
Suppliers and Producers are adequate by the standards of 
the project.  Prior to use, the contractor’s program is subject to 

review and approval by the Project Manager and their 
designee(s). The Contractor(s) and the Project Manager shall 
present the program to the Client for approval. 
 
Tests are observed by Contractor qualified personnel (or MJ 
personnel if contractually obligated) who verify / observe that 
the tests are conducted in accordance with established 
procedures and that the results are documented.  The test 
results supporting data, training documents etc. are provided to 
the Project Manager or designee for review.  After review by the 
appropriate engineering discipline, any deviations from test 
requirements are referred to the Project Manager and designee, 
who will notify the responsible Contractor for corrective action. 

 
Modifications, repairs, and replacement items are tested in 
accordance with approved procedures that comply with the 
original design and testing and training requirements. 
 
Verification that the start-up, testing, demonstration and training 
program is being effectively implemented is confirmed by the 
Resident Engineer or Construction Administrator. 

 
5.4 PROJECT CLOSURE 

 
At the completion of the project, a final field review of the 
project should be undertaken to observe the conformance of the 
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contractor’s work to the plans and specifications. As a minimum, 

this field review should involve the owner, the contractor, and 
the construction administrator / resident engineer with 
assistance from design team members.  The construction 
administrator / resident engineer with assistance from design 
team members shall prepare the final “contractor’s punch list” 
and project completion documentation.  All punchlist items shall 
be corrected prior to the owner accepting the project and making 
final payment. 
 
All project files shall be processed in accordance with the local 
office procedures for short-term storage (one year) and long-
term storage (beyond one year). 
 

5.5 CONSTRUCTION MONITORING AND OBSERVATION 

 

Construction monitoring and observation shall 
consist of observation and recordkeeping of the 
contractor's work, equipment, materials, 
workmanship and end product to verify the 

quality of such is in conformance with the 
contract documents. In addition, the observer 
shall make an assessment as the general 

progress of the construction versus, the 
contractual schedule. Monitoring and observation 
does not include responsibility for the contractor's 

means, methods, techniques or sequences:  superintendence, 
direction or control of the construction process: site conditions, 
operations, equipment, personnel or maintenance of a safe place 
in, on, or about the work site. 
 
Construction monitoring and observation to include 
recordkeeping shall conform to Client guidelines. If no client 
guidelines exist, the observation and recordkeeping shall 
conform to the New York Sate Department of Transportation 
Manual of Uniform Recordkeeping (NYSDOT MURK) or locally 
Client accepted standard adapted and modified for the particular 
project.   
 
The role of MJ as well as the extent of recordkeeping and site 
visit / observation frequency shall be spelled out in the contract 
between MJ and the Client.  The Project Manager or designee 
shall prepare the contract using Client required documents, if 
none exist the Project Manager shall use the appropriate 



5.0  CONSTRUCTION ADMINISTRATION 4 
 

standard MJ contract located on the Binghamton 
Q: drive or the Binghamton L:[Local Office 
Operations/Agreement Info/Airport] drive and 
adhere to the company Proposal / Contracts 

Procedures located in the Personnel Policy Manual. 
 
When part-time observation is required preparation for 
construction phase site visits shall include the following: 
 
 Reviewing construction documents, noting potential 

construction problems and critical elements. 
 Reviewing standards and code requirements related to the 

construction. 
 Preparing a tentative schedule of site visits, i.e.; at regular 

intervals (weekly, for example) or at appropriate stages of 
construction (foundations, paving, drainage, etc.). 

 Preparing for each site visit by identifying critical elements of 
the project to observe. 

 Receiving appropriate training and following safe practices at 
construction sites. 

 
On-site activities may consist of: 
 
 Observing the general progress and quality of the work. 
 Observing specific areas accompanied by contractor and / or 

resident engineer; pointing out non-conforming construction 
and agreeing on an action plan to correct it. 

 Paying particular attention to critical elements; returning for a 
second observation may be advisable. 

 Meeting with testing agency and / or special inspector to 
confirm their understanding of inspection and testing 
requirements. 

 
Prepare a Field Report for each site observation, addressing: 
 
 Individual(s) present at site. 
 Work in progress. 
 Observations: 

 
1. Work completed to date. 
2. Work to be completed. 
3. Conformance with contract. 
 

 Items to verify. 
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 Information or action required. 
 Attachments. 
 Photographs and / or video. 

 
See Appendix for a sample MJ Field Report Form. 

 
5.6 SUBMITTAL PROCEDURE 

 
5.6.1 Submittal Review 

 
Submittal review and stamping shall be in accordance with client 
guidelines. 
 

5.6.2 Submittal Review (If no client guidelines exist) 
 

The contract specification shall require product data to be 
submitted by the Contractor.  Each section has its own specific 
requirements for product literature, drawings, samples, and 
certifications. The contract specifications shall require the 
Contractor to prepare a submittal listing in a spreadsheet format 
compatible with MJ's submittal log.  If the contract documents do 
not require the Contractor to provide a submittal listing, it will be 
up to the Project Manager or their designee to provide a list of 
required submittals.  See Appendix for submittal log.  MJ shall 
specify the quantity of each submittal required from the 
Contractor. 
 
The Contractor shall provide a schedule of the submittals, which 
are required by the contract, with a time frame of when they will 
be sent to the Engineer for review. The Contract Documents 
shall specify the duration of the review period for each submittal 
by the Engineer. 
 
The Project Manager or designee upon receiving the submittals, 
will mark the date received on the front cover, record it on the 
submittal log and distribute to the Lead Professional / or 
designee. The Lead Professional or designee shall review the 
submittal as to conformance with the contract documents, stamp 
or use approved submittal label and mark or place on the front 
page of each copy with the appropriate condition.  See Appendix 
for submittal log. If the submittal is being reviewed by 
someone other than the engineer of record and it does not 
conform 100% to the design requirements the engineer of 
record must review the submittal and sign-off on the deviations. 

file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23FieldReportForm
file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23FieldReportForm
file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23SubmittalLog
file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23SubmittalLog
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If the submittal has multiple trade info / data the respective 
engineer of record or Subconsultant should be contacted for the 
review of their respective trade. 
 

5.6.3 Submittal Stamp (If no client stamp exists) 

 
McFarland Johnson has a standard submittal stamp 
(electronically preprinted label) which looks as follows: 
 
 Reviewed    Furnish as corrected 

             Rejected    Revise and Resubmit 
                                                             Submit Specified Item 
 
            This review is only for general conformance with the design concept and the information given in 

the contract documents.  Corrections or comments made on the shop drawings during this 
review do not relieve the contractor from compliance with the requirements of the plans and    
specifications.  Review of a specific item shall not include review of an assembly of which the 
item is a component.  The Contractor is responsible for dimensions to be confirmed and 
correlated at the jobsite; information that pertains solely to the fabrication process, or to the 
means, methods, techniques, sequences and procedures of construction; coordination of the 
work with that of all other parties and performing all work in a safe and satisfactory manner.   
  

 
                          McFarland Johnson __(Do Not Write in this Space)_____ 
 Date______________________________________________ 
 By_________________________________________________ 
 
           Definition for status check: 

 
Reviewed:  Engineer has reviewed information provided, 
and product does meet general conformance with the 
design concept. One copy will retained by the Engineer, 
and one copy will be sent to the Client and/or Owner.  
The remainder of the copies will be returned to the 
contractor. 
 
Rejected:  Engineer has reviewed information provided, 
and product does not meet general conformance with the 
design concept. Engineer shall provide specific reason for 
non-compliance. One copy of marked up first submittal 
will be retained by the Engineer, and one sent back to 
the contractor, all other copies will be destroyed. 
 
Furnish as corrected:  Engineer has reviewed information 
provided, and product does meet general conformance 
with the design except for minor details, which the 
engineer provides. Resubmittal is not necessary, 
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distribution shall be the same as “Reviewed” and all 

copies will bear the corrective marks. 
 
Revise and Resubmit:  Engineer has reviewed information 
provided, and product does not meet general 
conformance with the design, manufacture is not 
acceptable, incorrect model number, size etc. was 
submitted. Changes requested are extensive. Resubmittal 
of data is necessary. One copy of marked up first 
submittal will be retained by the Engineer, and one sent 
back to the contractor, all other copies will be destroyed. 
 
Submit Specified Item:  If the data submitted is not 
clear, complete or for other reasons cannot be examined 
by the Engineer to establish compliance with the contract 
documents. Resubmittal of additional information is 
required by the Contractor. One copy of marked up first 
submittal will be retained by the Engineer, and all other 
copies shall be returned to the contractor. 
 

5.6.4 Record Documents  
 

The contract documents shall define who is 
responsible for maintaining accurate 
records of changes during construction as 
well as who will prepare the record 
drawings. In general the Contractor shall 
maintain the documents during construction 
and the Engineer (MJ) shall review and prepare final record 
drawings based on Contractor mark-ups. These documents are 
not to be construed to be 100% accurate and this language must 
be included in the contract between MJ and the Client. 
 

5.6.5 Operation and Maintenance Manual 
 

The contract documents shall define what is to be included in the 
operation and maintenance manual. The level of detail and 
content required in the Operation and Maintenance Manual shall 
be appropriate for the project. A guideline to use is MasterSpec 
Section 01782 (1995) Operation and Maintenance Data. The 
Contractor shall prepare the Operation and Maintenance Manual.  
When contractually required MJ shall review the manual and 
follow the submittal procedures outlined in this manual. 
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6.0 AUDITS AND MANAGEMENT REPORTS 

 
6.1 AUDITS – QA TEAM REVIEW RESULT FOR 

CONSISTENCY 
 

Quality Assurance Audits shall be conducted annually to verify 
compliance with MJ’s Quality Assurance Program and may be 
supplemented by audits for one of the following reasons: 

 
 When requested by the Regional Office Manager or the 

Leadership Team. 
 When a systematic, independent assessment of the program 

effectiveness is considered necessary. 
 

Quality Assurance Audits shall be conducted by members 
selected by the Quality Assurance Team. A third party 
independent person with appropriate background may also be 
used.  The individuals conducting the audit shall not work out of 
the office being audited. The Project Manager and Regional 
Office Manager shall be notified a minimum of two weeks prior to 
the audit.  The actual project(s) to be audited will be revealed no 
more than 48 hours prior to the audit. 
 
An Audit Checklist has been developed to aid the auditors and to 
provide Project Managers a preview of the Quality Assurance 
Manual components evaluated by the audit.  A current audit 
checklist can be found on the Binghamton Q drive at Q:\Quality 
Assurance\Public Use, or on the Corporate page of the Intranet 
under Quality Assurance. 
 
The Audit shall review each aspect of the Quality Assurance 
Manual to verify that the performance activities are consistent 
and in compliance with the MJ Quality Assurance Program.  An 
Audit Report, Exhibit 6-1 will be prepared by the auditors.  
The report will include the following: 

 
 Audit criteria 
 Description of the audit scope 
 Persons contacted during pre-audit, audit and post-audit 

activities 
 A summary of audit results, including an evaluation statement 

regarding the effectiveness of the quality assurance program 
elements audited.  The project audited shall be given one of 
the following ratings: 

file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23AuditReport


6.0   AUDITS AND MANAGEMENT REPORTS 2 

 
Red: This rating indicates an inadequate overall 

program. Program deficiencies are characterized 

by one or more of the following: 
 

a. Low level of compliance with appropriate company 
policy. 

b. Lack of several key program elements. 
c. Does not meet the major contractual or statutory 
requirements. 

d. Wide-spread systemic problems. 
e. High risk of technical liability. 
f. Insufficient resources are allocated. 

 
Yellow: This rating indicates a marginal overall 

program. Program deficiencies are characterized 

by one or more of the following: 
 

a. Marginal level of compliance with appropriate 
company policy. 

b. Lack of some key program elements. 
c. Does not meet some contractual or statutory 

requirements. 
d. Several instances of systemic problems. 
e. Some risk of technical liability. 
f. Marginal resources are allocated. 

 
Green: This rating indicates a good overall program, 

although there may be some deficiencies.  
Program is characterized by one or more of the 

following: 
 

a. High level of compliance with appropriate company 
policy. 

b. Contains all key elements and all or most program 
elements. 

c. Meets all critical contractual or statutory 
requirements. 

d. No or few instances of systemic problems. 
e. Very low risk of technical liability. 
f. Several program elements go beyond Quality 

Assurance Manual requirements. 
g. Sufficient resources are allocated. 
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Blue: This rating indicates an excellent program.  

Program is characterized by one or more of the 
following: 

 
a. Very high level of compliance with appropriate 

company policy. 
b. Contains all key elements and all program 

elements. 
c. Meets all contractual or statutory requirements. 
d. No instances of systemic problems. 
e. No risk of technical liability. 
f. Numerous program elements go beyond Quality 

Assurance Manual requirements. 
g. Sufficient resources are allocated. 

 
 A description of each reported audit finding in sufficient detail 

to be sure that corrective action can be effectively carried out 
by the Project Manager.  The audit findings shall be reported 
on the Audit Finding (AF), Exhibit 6-2.  Significant findings 
shall be identified as such. 

 Detailed corrective action and date of implementation.  See 
corrective action below. 

 The auditors are encouraged to consult / seek input with each 
other and members of the Quality Assurance Team at anytime 
during the audit process, but particularly prior to submitting 
the Audit Report.  The goal is to facilitate objective review 
and common terminology.  The consultation on a given 
project should not be with member(s) from the office of the 
project(s) being audited. 

 
The Audit Report(s) will be addressed to the Project Manager 
with copies to the Regional Office Manager, Group Manager, 
Project Central File and Quality Assurance Folder and Quality 
Assurance Team. 

 
6.2 CORRECTIVE ACTION PLAN 
 

The Project Manager shall determine and schedule 
any appropriate corrective actions, and document 
their response on the Audit Finding Report within 14 
days of receipt of the draft audit. 
 

file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23AuditFindingReport
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A follow-up verification shall be performed by the auditor to 
evaluate the adequacy of the response; verify that corrective 
action is identified and scheduled for each finding; and confirm 
that corrective action is accomplished as scheduled.  If the 
finding is not corrected properly, the process repeats itself until 
it is resolved to the satisfaction of the auditors.  Follow-up 
verification may be accomplished through written 
communication, re-audit or other appropriate means. 
 
Once all corrective actions are completed and verified, the 
Project Manager shall sign and date the Audit Report, Exhibit 

6-1.  This report, along with all attachments, shall be submitted 
to the Quality Assurance Team for approval.  Records shall be 
generated and retained for all audits in the Quality Assurance 
Files.  Records shall include Audit Reports, written replies, the 
record of completion of corrective actions and documents 
associated with the conduct of audits that support audit findings 
and corrective actions as appropriate. 

 
6.3 QUALITY ASSURANCE MANAGEMENT REPORTS 

 
A Quality Assurance Management Report, which 
assesses the status of the quality assurance 
program across the company, will be prepared 
annually by the Quality Assurance Team. This 
report will be directed to the Regional Office 
Managers with copies to the Leadership Team.  The 
report shall include, at a minimum, the following 
items: 

 
 Quality assurance goals and objectives 
 Quality assurance program progress and accomplishments 
 Summary of training 
 Summary of audit results; quality trend data derived from 

audits 
 Summary of current problems and deviations with corrective 

actions taken or recommended. 
 Recommended major revisions to the Quality Assurance 

Manual. 
 

 

file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23AuditReport
file://mjny-fs/Q/Quality%20Assurance/APPENDIX.doc%23AuditReport


6.0   AUDITS AND MANAGEMENT REPORTS 5 

6.4 MANAGEMENT REVIEWS 

 
Annually the Quality Assurance Team shall 
convene a meeting with the Regional Office 
Managers. This meeting shall assess the 
progress, effectiveness, and need for 
adjustment to the quality assurance 
program to assure that proper substantive 
actions are being taken on significant 
quality policies and procedures. 
Recommended corrective actions are 
assigned to appropriate personnel and 
followed-up by the appropriate supervision. 
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7.0 FEEDBACK / PROCEDURE MODIFICATION 

 
7.1 FEEDBACK 

 
A critical part of the QA/QC procedure is 
collecting feedback from the client, owner, 
contractor and the project team. Information 
should be obtained on the design process, 
construction and overall project performance.  

 
7.1.1 Client/Owner 

 
At a minimum feedback should be obtained from the 
client/owner at the end of a project, and preferably on a regular 
interval throughout the project.  Guidelines are currently 

being developed to assist the Project manager in this 

effort.  They will be included in this section upon their 
completion. 

 
7.1.2 Contractor 

 
Information from contractors is normally the hardest to 
obtain, but is often the most beneficial. Experience on 
the current means and methods being applied in an 
industry, review of constructability and information 
on the issues that are being experienced in the field 
can improve the future design process. It is the 
responsibility of the Project Manager or Construction 
Administrator for obtaining feedback from the contractor 
sharing it with the team and documenting the comments. 

 
7.1.3 Project Team Members 

 
The internal procedures, practices and communication within the 
company can often impact the project as much as the 
owner/client requirements. Although consistent communication 
throughout the project within the team members is expected, 
there is normally value to be gained by meeting with team 
members after a project is completed to identify any areas 
where the process could have been improved and provide 
feedback to the team members on Client / Owner and Contractor 
comments and suggestions. The Project Manager is responsible 
for documenting that this feedback has been obtained from the 
Client and shared with the Team (Mandatory). 
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7.2 MODIFICATIONS TO QC/QA PROCEDURES  
 

The Quality Assurance Manual is intended to be 
a living document that will be continuously 
updated through suggestions by end users.  The 
Quality Assurance Team will review and evaluate 
all suggestions, comments, and/or concerns 
received from the document users, and determine if 
revisions to the manual are warranted. 
 
If any MJ employee has a suggestion, comment or concern 
regarding the quality assurance manual, they can post it on the 
MJ Intranet under the Quality Assurance Q and A. You can 
submit anonymously or leave your name. 
 
The communication should reference the particular section of the 
QA Manual affected. The Team will meet regularly (bi-monthly) 
to review any communications received and perform other Team 
functions.   
 
When revisions to the QA Manual are deemed appropriate by the 
Team, the controlled, electronic document will be updated and a 
revision date added to the document.   It is expected that critical 
updates will be made on a more frequent basis, with non-critical 
updates (e.g. minor typographical errors) performed as Team 
time permits.  Read-write access to the controlled document will 
be restricted for quality control purposes, however, read-only 
access will be provided to all employees. 
 
A general email announcement will be made when critical 
updates are issued as well as their effective date(s). 

 
Q:[quality assurance]section 7.doc 
 

Click to continue to 
Appendix 
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State of Vermont Agency of Transportation 
Highway Safety & Design Program Development Division 

                                                                                                                                                           

Conceptual Plans Checklist 
Project Name:  Project Name 
Project Number: Project Number 
PPMS Number:  PPMS Number 
Project Manager: Choose Manager, Choose Unit 
Project Supervisor: Project Supervisor 
Checked By:   Checker, Choose Unit 
Date Checked:  Click here to enter a date. 
 

1.  Title Sheet.  
 
 Title Sheet Form: 

 The current Title Sheet form is in use. 
 Index of sheets is in the top left corner (only if plan set contains 20 sheets or less). 
 Federal Highway Administration signature block is present (should not be signed until Contract Plans). Choose an item. 
 Specification reference is located above the Quality Assurance Program box and references the current specifications. 
 Quality Assurance Program Level is complete and correct. 
 Cell is used noting the correct plan phase and date. 
 Consultant’s logo is located to the left of the corner block within the correct area. Choose an item. 

 Title: 
  Town, county and route lettering size and style is identical to size and style in the heading. 
  Functional class matches the current Functional Classification map. 
  Project location is clearly stated and agrees with the estimate and form 1240. 
  Project description is clear and concise and identifies the principal construction elements of the project. 
  Lengths correspond to stations shown on title sheet, plan view and layout sheets. 
  Lengths are shown in feet to two decimal places and in miles to three decimal places. 

 Project description and lengths match form 1240. 
 Vicinity Map: 

 Vicinity map is located to the left of the State of Vermont map. 
 Project number is identified and correct. 

  Scale is located directly below the vicinity map, in bar scale format, in divisions of whole numbers and is correct. 
 Enough features are provided that an unfamiliar person can find the project location. 

 Traffic Data: Choose an item. 
 Route number is located below title and is correct. 
 Locations are correct. 
 Construction year for AADT and DHV is correct. 
 Construction AADT(s) match project file. 
 Design year for AADT and DHV is correct. 
 Design DHV(s) match project file. 
 % Trucks match project file. 
 Design speed matches project file. 
 Posted speed is correct. 
 Design Period ESAL’s: For rehab job, generally will be using 10-year ESAL’s.  For reconstruction jobs, will be using 20-
year (pavement) and 40-year (subbase Esal’s.  Specify inclusive years, ie., 20-year ESAL’s for construction year of 1995 
would look like “1995~2015 ESAL=XXX,XXX”. 

 Plan: 
 North Arrow: There are 2 options; Magnetic or VT State Plane Grid.  If survey is tied to the State Plane Grid system, the 
north arrow should be labeled “VT State Plane Grid”.  If not, the north arrow will generally be labeled “Magnetic” with a 
year corresponding to the year in which the baseline survey was run. 
 Identify the stations for the following as appropriate: Begin Project, Stop Roadway/Begin Bridge, End Bridge/Resume 
Roadway, Stop Roadway/Begin Railroad, End Railroad/Resume Roadway, End Project. 
 All roads, rivers and significant topographic features are clearly labeled.  
 Name and direction of flow of streams is labeled.  
 All stationing equations are shown.  
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 State, county and town division lines are shown. 
  Scale is shown in bar scale format in divisions of whole numbers and is the correct scale. 

 Directional arrows to adjacent towns or cities are shown, with route number. 
 Project stationing should be provided every one inch or at each 100-foot station along the centerline (for paving projects 
on the interstate mm may be used). 

 Bituminous Concrete Pavement: Choose an item.  
  Current Bituminous Concrete Pavement SUPERPAVE mixture design criteria block is used. 

 Design Criteria matches project files. 
 Datum: Choose an item. 

 Verify that horizontal and vertical survey data matches the “RAW” survey file. 
 Vertical: If benchmarks have been tied to existing benchmarks previously referred to as US or USGS Elevation, the 
vertical control datum should be shown as “NGVD 1929”.  Recent surveys may be tied to “NAVD88” benchmarks.  If 
benches have not been tied to either of these, the word “assumed” should appear in the vertical control datum space. 
 Horizontal: If the survey has been tied to the Vermont State Plane Grid system, the horizontal control datum should be 
shown as either “NAD 1927” or “NAD 83(1992)”.  When the designation “NAD 1927” or “NAD 83(1992) is shown, all 
north arrows should indicate grid north.  If the survey has not been tied to the Vermont Grid or to another horizontal control 
system, the horizontal control datum should be shown as “N/A”. 
 Datum matches that on Tie Sheets and Alignment Sheet(s)(Alignment Sheets only if applicable). 

 Corner Block: 
 Project name and number are correct. 
 Project Manager is correct. 
 Number of sheets is correct. 
 

2.  Index of Sheets. 
 
  Index of Sheets (May be on title sheet if plans set is 20 sheets or less): 

 Ensure the Index of Sheets is complete, but not limited to: 
 Title Sheet 
 Index of Sheets Choose an item. 
 Conventional Symbology Legend Sheet Choose an item. 
 Typical Section(s) Sheets Choose an item. 
 Detail Sheet(s) Choose an item. 
 Tie Sheet(s) Choose an item. 
 Alignment Sheet(s) Choose an item. 
 Boring Sheet(s) Choose an item. 
 Plan Sheet(s) (in instances where supplemental plans sheets may be needed, they may be included after the “Plan 

 Sheet(s)” ex. “DRAINAGE PLAN”, “UTILITY PLAN” etc. or combinations of these. 
 Profile Sheet(s) Choose an item. 
 Cross Section Sheet(s) Choose an item. 
 Other Sheets as necessary Choose an item. 

 Sheets are in correct order (above). 
 Sheet names match individual sheets. 

 Corner Block: 
 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE)(project leader shall be VTrans project supervisor, lead designer 
or consultant project manager, whichever applies). 
 Sheet number and number of sheets are correct. 
 Sheet title “INDEX OF SHEETS”. 

 
3.  Conventional Symbology Legend Sheet. 
 
 The current version of the Conventional Symbology Legend Sheet is being used. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
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 Sheet title “CONVENTIONAL SYMBOLOGY LEGEND SHEET”. 
 
4.  Typical Section Sheet(s). Choose an item. 
 
 Materials: Choose an item. 

 Material depths, types and lifts match the design folder for pavement design and recommendations from Materials & 
Research and Pavement Management. 
 Tolerances: 
  Pavement  ± ¼” (total pavement thickness) 
  Subbase  ± 1”  (total subbase thickness) 
  Sand Borrow ± 1”  (total sand borrow thickness) 

 Details: Choose an item. 
 Parabolic Detail: Check parabolic/modified parabolic detail shown versus that shown on the Road Design Manual.  Do 
details depict typicals actually used? 
 Underdrain Detail, although Standard D-30 shows underdrain details, a special detail should be used showing any 
modifications. Choose an item. 
 Ditch Detail(s): For 1-4 foreslope and 1-4 backslope, ensure that detail shows 8’ rounding with 17’ radius.  For variations 
to this design, see the Roadside Design Guide, Figures 3-6 & 3-7.  Provide all other ditch details as necessary for low side of 
banked section ≥ 0.040, low side of banked section < 0.040, earth cut/rock cut variations, high side of max banked section, 
etc. Choose an item. 
 Material transition diagram(s) are present and correct(sand borrow, subbase, pavement lifts, cold planning). 
(should be shown on cross section sheets and only on here in certain exceptions). Choose an item. 

 Typical Section(s): Choose an item. 
  All applicable typical sections are included. 

 Normal Section/Maximum Banked Section: 
  Cross check all dimensions vs. Design file. 

  Normal cross slope is 0.020, not to exceed a 0.040 rollover (per the “Road Design Manual”). 
  Maximum banking does not exceed 0.080 (per the Vermont State Standards). 
  Maximum slope difference (rollover lock) is 0.070 for shoulder (per the “Road Design Manual”). 
  Show treatments of solid rock, guardrail, median, sidewalks, curbs and gutters as appropriate. 
 Sideline Typical Section(s): Choose an item. 
  Cross check all dimensions vs. Design file. 

  Normal cross slope is 0.020, not to exceed a 0.040 rollover (per the “Road Design Manual”). 
 Maximum banking does not exceed 0.080 (per the Vermont State Standards). 

  Maximum slope difference (rollover lock) is 0.070 for shoulder (per the “Road Design Manual”). 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “TYPICAL SECTION SHEET” (“TYPICAL SECTION SHEET 1”…2, 3 etc. when more than one sheet). 
 

5.  Detail Sheet(s). Choose an item. 
 
 All relevant project details are covered. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “DETAIL SHEET” (“DETAIL SHEET 1”…2, 3 etc. when more than one sheet). 
 

6.  Tie Sheet(s). Choose an item. 
 
 Datum matches that on Title Sheet and Alignment Sheet(s)(Alignment Sheets only if applicable). 
 Every control point has a tie. Choose an item. 
 Tie information matches survey data. 
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 Corner Block: 
 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “TIE SHEET” (“TIE SHEET 1”…2, 3 etc. when more than one sheet). 
 

7.  Alignment Sheet(s). Choose an item. 
 
 North Arrow is present and agrees with title sheet (Magnetic or VT State Plane Grid). 
 Datum matches that on Title Sheet and Tie Sheet(s). 
 Roadway Alignment: The following should be shown and checked for accuracy. 

 Bearings are correct. 
 Curve data is present (delta angle/left or right, R, T, L, E, bankings). 
 P.O.T., P.C., P.T., P.I., P.O.C., P.O.S.T., etc. are present. 
 Equations for alignment change are present. 

 Corner Block: 
 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “ALIGNMENT SHEET” (“ALIGNMENT SHEET 1”…2, 3 etc. when more than one sheet). 
 

8.  Boring Log Sheet(s). Choose an item. 
 
 Boring Log(s) match those provided by Materials & Research. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “BORING LOG SHEET” (“BORING LOG SHEET 1”…2, 3 etc. when more than one sheet). 
 

9.  Plan Sheet(s).  (This is to include supplemental plan sheets also, ex. drainage plan sheet) 
 
 North Arrow is present and agrees with title sheet (Magnetic or VT State Plane Grid). 
 State, county and town division lines are present and use the proper line style (county line governs and should include county and 
town names. Choose an item. 
 Matchlines are present and note the correct station and match the corresponding sheet. Choose an item. 
 Bar scale is present and is noted “SCALE IN FEET” or “NOT TO SCALE” is noted. 
 Roadway Alignment: The following should be shown and checked for accuracy. Choose an item. 

 Bearings are correct. 
 Curve data is present (delta angle/left or right, R, T, L, E, bankings). 
 P.O.T., P.C., P.T., P.I., P.O.C., P.O.S.T., etc. are present. 
 Equations for alignment change are present. Choose an item. 

 Stationing: Choose an item. 
 Stationing (mm for interstate projects) corresponds to mile markers on route logs. 
 All significant stations are noted in the proper size and font (BEGIN APPROACH, END APPROACH, STOP PROJECT, 
BEGIN BRIDGE, RESUME ROADWAY etc.). 
 Stationing is present in 100 foot stationing and is the proper size. 

 Construction Limits: Choose an item. 
 Construction limits are shown. 
 Driveway construction limits are shown. Choose an item. 
 Temporary detour limits are shown for detours adjacent to roadway. Choose an item. 
 Construction limits are shown for work outside the general construction limits (example: strain poles). Choose an item. 
 Proper symbols are used for cuts/fills. 
 Construction limits agree with cross sections (can be spot checked). 



Page 5 of 7 
 

 Drives: Choose an item. 
 Station for drive is the center of the drive (mainline stationing). 
 Construction note for drive includes width. 
 Construction note for drive specifies paved or gravel. 
 Drive radii are labeled. 
 Drive pipe is specified. Choose an item. 

 Approaches: Choose an item. 
 Stationing for the approach begins on mainline at the intersection of the centerline of approach. 
 Stationing for approaches is sequential from begin project to end (example: 100+00, 200+00, 300+00 etc.). 
 Approach Radii are labeled. 
 Approach pipe is specified.Choose an item. 
 Special ditches are shown. Choose an item. 

 Right Of Way: Choose an item. 
 R.O.W. limits are plotted. 
 Proper line styles for R.O.W. lines are used. 

 Utilities: Choose an item. 
 Existing utilities are plotted. 
 Proper line styles for utilities are used. 
 Utility lines for underground utilities agree with cross sections. 
 Existing utilities agree with project file. 

 Clear zone: Choose an item. 
 The clear zone is plotted. 
 Proper line style for clear zone is used. 
 Clear zone reflects the presence or absence of guardrail. 
 Clear zone is in accordance with the Vermont State Statutes. 

 Items: 
 All applicable items are plotted. 
 Proper symbols and line styles are used. 

 Benchmarks are shown and agree with Tie sheet(s). Choose an item. 
 Waterways are shown including name and direction of flow. Choose an item. 
 Bridge is shown, including channel line, stone fill and wingwalls. Choose an item. 
 Boring locations are identified and match the borings sheet(s). Choose an item. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title: 
  “PLAN SHEET” (“PLAN SHEET 1”…2, 3 etc. when more than one sheet). Choose an item. 
  “PLAN & PROFILE SHEET” when combined with profile sheet(s)(“PLAN & PROFILE    
 SHEET 1”…2, 3 etc. when more than one sheet). Choose an item. 
 

10.  Profile Sheet(s). (Profile Sheet(s) may be combined with Plan Sheet(s)) Choose an item. 
 
 Percent of grade shown to four decimal places. 
 Grade meets the requirements for design speed (location of info). 
 Finish grade matches cross sections (can be spot checked). 
 Begin/end VPOT’s agree with vertical alignment printout. 
 Vertical curve: 

 Length is shown. 
 K value is shown and meets design requirements (AASHTO “A Policy on Geometric Design of Highways and Streets). 
 SSD is shown and meets design requirements (for crests only). Choose an item. 
 PVI Station is shown. 
 PVI elevation is shown. 
 All vertical curve data agrees with alignment printout. 

 Equations agree with those shown on layouts. 
 Equations for all intersecting sidelines are shown. Choose an item. 
 Cut to fill transitions are shown. 
 It is noted that stationing and elevation are in feet (a bar scale is not needed as the grid acts as a scale). 
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 Corner Block: 
 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “PROFILE SHEET” (“PROFILE SHEET 1”…2, 3 etc. when more than one sheet). 
 
 

11.  Cross Section Sheet(s). Choose an item. 
 
 Cross section grid is shown. 
 Cross section axis are correctly labeled. 
 Finish grade elevations are shown and correct. 
 All pavement cross slopes are labeled as a percentage and match the banking diagram and typical sections (traveled way and 
shoulders labeled individually). 
 All proposed side slopes are labeled V:H. 
 Culverts/Drainage: 

 Existing culverts locations match the plan sheet(s). 
 Proposed culvert locations match the plan sheet(s). 
 Inlet elevation is shown and is correct. 
 Outlet elevation and offset is shown. 
 Proposed pipe size is shown and is correct. 
 Pipe slope is shown. 
 Underdrain is shown and matches the plan sheet(s). 
 Flushing basins are shown and match the plan sheet(s). 
 Special ditches are shown and match the plan sheet(s). 
 Special ditches match typical. 

 Drop Inlets: Choose an item. 
 Drop inlet matches the plan sheet(s). 
 Drop inlets are drawn properly. 
 Grate elevation and shown. 
 All pipe invert elevations are labeled. 

 Utilities: Choose an item. 
 Existing utilities match the plan sheet(s). 
 Proposed utilities match the plan sheet(s). Choose an item. 

 Cut slopes are rounded in accordance with Standard B-
5(http://www.aot.state.vt.us/CADDhelp/DownLoad/Standards/English/PDF/stdb5.pdf). Choose an item. 
 Proper widening is used where guardrail terminals and flares are used. Choose an item. 
 Guardrail is shown and matches plan sheet(s). Choose an item. 
 Drive cross sections: Choose an item. 

 Cross section is at proper station. 
 Culvert is shown. Choose an item. 
 Drive grade is shown as a percentage. 
 Material depths are shown. 

 Cut to fill transitions are shown. 
 Boring locations are shown and match boring logs. Choose an item. 
 Material transition diagram (sand borrow, subbase, pavement lifts, cold planning).  If not shown on Detail Sheets. Choose an item. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “CROSS SECTION SHEET” (“CROSS SECTION SHEET 1”…2, 3 etc. when more than one sheet). 
 

12.  General. 
 
 Finance and/or Maintenance Agreement is in the design file. Choose an item. 
 Plans and estimate agree with Form 1240. 

http://www.aot.state.vt.us/CADDhelp/DownLoad/Standards/English/PDF/stdb5.pdf
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 Complete Streets Planning Phase Checklist is complete. 
 

13.  Estimate. 
 
 Estimate is included. 
 Estimate ID is correct (PPMS PIN). 
 Estimate base date is accurate. 
 Spec. year is correct. 
 Highway type is correct. 
 Urban/Rural type is correct. 
 Season is accurate. 
 County is correct (this should be the town where the largest percentage of work is). 
 Latitude is correct. 
 Longitude is correct. 
 District is correct (this should be the correct construction region). 
 Federal/state project number is correct. 
 Estimate type is shown and complete (conceptual, preliminary, final or pre-contract). 
 Prepared by field is complete (name of individual completing the estimate). 
 Checked by field is complete (name of individual checking estimate). 
 Approved by field is complete (project manager). 
 Estimate items and quantities agree with quantity calculation sheets. 
 Estimate items and quantities agree with Quantity Sheet(s). 
 Items are under the correct category. 
 

 
 



                                                                                                                                                                

                                                                      

                                                    
                                             

State of Vermont Agency of Transportation 
Highway Safety & Design Program Development Division 

                                                                                                                                                           

Preliminary Plans Checklist 
Project Name:  Project Name 
Project Number: Project Number 
PPMS Number:  PPMS Number 
Project Manager: Choose Manager, Choose Unit 
Project Supervisor: Project Supervisor 
Checked By:   Checker, Choose Unit 
Date Checked:  Click here to enter a date. 
 

1.  Title Sheet.  
 
 Title Sheet Form: 

 The current Title Sheet form is in use. 
 Index of sheets is in the top left corner (only if plan set contains 20 sheets or less). 
 Federal Highway Administration signature block is present (should not be signed until Contract Plans). Choose an item. 
 Specification reference is located above the Quality Assurance Program box and references the current specifications. 
 Quality Assurance Program Level is complete and correct. 
 Cell is used noting the correct plan phase and date. 
 Consultant’s logo is located to the left of the corner block within the correct area. Choose an item. 

 Title: 
  Town, county and route lettering size and style is identical to size and style in the heading. 
  Functional class matches the current Functional Classification map. 
  Project location is clearly stated and agrees with the estimate and form 1240. 
  Project description is clear and concise and identifies the principal construction elements of the project. 
  Lengths correspond to stations shown on title sheet, plan view and layout sheets. 
  Lengths are shown in feet to two decimal places and in miles to three decimal places. 

 Project description and lengths match form 1240. 
 Vicinity Map: 

 Vicinity map is located to the left of the State of Vermont map. 
 Project number is identified and correct. 

  Scale is located directly below the vicinity map, in bar scale format, in divisions of whole numbers and is correct. 
 Enough features are provided that an unfamiliar person can find the project location. 

 Traffic Data: Choose an item. 
 Route number is located below title and is correct. 
 Locations are correct. 
 Construction year for AADT and DHV is correct. 
 Construction AADT(s) match project file. 
 Design year for AADT and DHV is correct. 
 Design DHV(s) match project file. 
 % Trucks match project file. 
 Design speed matches project file. 
 Posted speed is correct. 
 Design Period ESAL’s: For rehab job, generally will be using 10-year ESAL’s.  For reconstruction jobs, will be using 20-
year (pavement) and 40-year (subbase Esal’s.  Specify inclusive years, ie., 20-year ESAL’s for construction year of 1995 
would look like “1995~2015 ESAL=XXX,XXX”. 

 Plan: 
 North Arrow: There are 2 options; Magnetic or VT State Plane Grid.  If survey is tied to the State Plane Grid system, the 
north arrow should be labeled “VT State Plane Grid”.  If not, the north arrow will generally be labeled “Magnetic” with a 
year corresponding to the year in which the baseline survey was run. 
 Identify the stations for the following as appropriate: Begin Project, Stop Roadway/Begin Bridge, End Bridge/Resume 
Roadway, Stop Roadway/Begin Railroad, End Railroad/Resume Roadway, End Project. 
 All roads, rivers and significant topographic features are clearly labeled.  
 Name and direction of flow of streams is labeled.  
 All stationing equations are shown.  
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 State, county and town division lines are shown. 
  Scale is shown in bar scale format in divisions of whole numbers and is the correct scale. 

 Directional arrows to adjacent towns or cities are shown, with route number. 
 Project stationing should be provided every one inch or at each 100-foot station along the centerline (for paving projects 
on the interstate mm may be used). 

 Bituminous Concrete Pavement: Choose an item.  
  Current Bituminous Concrete Pavement SUPERPAVE mixture design criteria block is used. 

 Design Criteria matches project files. 
 Datum: Choose an item. 

 Verify that horizontal and vertical survey data matches the “RAW” survey file. 
 Vertical: If benchmarks have been tied to existing benchmarks previously referred to as US or USGS Elevation, the 
vertical control datum should be shown as “NGVD 1929”.  Recent surveys may be tied to “NAVD88” benchmarks.  If 
benches have not been tied to either of these, the word “assumed” should appear in the vertical control datum space. 
 Horizontal: If the survey has been tied to the Vermont State Plane Grid system, the horizontal control datum should be 
shown as either “NAD 1927” or “NAD 83(1992)”.  When the designation “NAD 1927” or “NAD 83(1992) is shown, all 
north arrows should indicate grid north.  If the survey has not been tied to the Vermont Grid or to another horizontal control 
system, the horizontal control datum should be shown as “N/A”. 
 Datum matches that on Tie Sheets and Alignment Sheet(s)(Alignment Sheets only if applicable). 

 Corner Block: 
 Project name and number are correct. 
 Project Manager is correct. 
 Number of sheets is correct. 
 

2.  Index of Sheets. 
 
  Index of Sheets (May be on title sheet if plans set is 20 sheets or less): 

 Ensure the Index of Sheets is complete, but not limited to: 
 Title Sheet 
 Index of Sheets Choose an item. 
 Conventional Symbology Legend Sheet Choose an item. 
 Typical Section(s) Sheets Choose an item. 
 Detail Sheet(s) Choose an item. 
 Tie Sheet(s) Choose an item. 
 Alignment Sheet(s) Choose an item. 
 Boring Sheet(s) Choose an item. 
 Quantity Sheet(s) 
 Item Detail Sheet(s) Choose an item. 
 Drainage Detail Sheet(s) Choose an item. 
 Earthworks Sheet(s) Choose an item. 
 R.O.W. Detail Sheet(s) Choose an item. 
 R.O.W. Plan Sheet(s) Choose an item. 
 Plan Sheet(s) (in instances where supplemental plans sheets may be needed, they may be included after the “Plan 

 Sheet(s)” ex. “DRAINAGE PLAN”, “UTILITY PLAN” etc. or combinations of these. 
 Profile Sheet(s) Choose an item. 
 Banking Sheet(s) Choose an item. 
 EPSC Sheet(s) Choose an item. 
 Traffic Sheet(s) Choose an item. 
 Traffic Signal Sheets(s) Choose an item. 
 Bridge Sheet(s) Choose an item. 
 Utility Sheet(s) Choose an item. 
 Cross Section Sheet(s) Choose an item. 
 Construction Approach Signing Sheet(s) Choose an item. 
 Traffic Control Sheet(s) Choose an item. 
 Other Sheets as necessary Choose an item. 

 Sheets are in correct order (above). 
 Sheet names match individual sheets. 

 Standard Drawings: Choose an item. 
 All applicable Standard Drawings are listed. 
 Standard date is correct (the standard description is not required, for consistency HSD will not include the description). 

 Corner Block: 
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 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE)(project leader shall be VTrans project supervisor, lead designer 
or consultant project manager, whichever applies). 
 Sheet number and number of sheets are correct. 
 Sheet title “INDEX OF SHEETS”. 

 
3.  Conventional Symbology Legend Sheet. 
 
 The current version of the Conventional Symbology Legend Sheet is being used. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “CONVENTIONAL SYMBOLOGY LEGEND SHEET”. 

 
4.  Typical Section Sheet(s). Choose an item. 
 
 Materials: Choose an item. 

 Material depths, types and lifts match the design folder for pavement design and recommendations from Materials & 
Research and Pavement Management. 
 Tolerances: 
  Pavement  ± ¼” (total pavement thickness) 
  Subbase  ± 1”  (total subbase thickness) 
  Sand Borrow ± 1”  (total sand borrow thickness) 

 Details: Choose an item. 
 Parabolic Detail: Check parabolic/modified parabolic detail shown versus that shown on the Road Design Manual.  Do 
details depict typicals actually used? 
 Underdrain Detail, although Standard D-30 shows underdrain details, a special detail should be used showing any 
modifications. Choose an item. 
 Ditch Detail(s): For 1-4 foreslope and 1-4 backslope, ensure that detail shows 8’ rounding with 17’ radius.  For variations 
to this design, see the Roadside Design Guide, Figures 3-6 & 3-7.  Provide all other ditch details as necessary for low side of 
banked section ≥ 0.040, low side of banked section < 0.040, earth cut/rock cut variations, high side of max banked section, 
etc. Choose an item. 
 Material transition diagram(s) are present and correct(sand borrow, subbase, pavement lifts, cold planning). 
(should be shown on cross section sheets and only on here in certain exceptions). Choose an item. 

 Typical Section(s): Choose an item. 
  All applicable typical sections are included. 

 Normal Section/Maximum Banked Section: 
  Cross check all dimensions vs. Design file. 

  Normal cross slope is 0.020, not to exceed a 0.040 rollover (per the “Road Design Manual”). 
  Maximum banking does not exceed 0.080 (per the Vermont State Standards). 
  Maximum slope difference (rollover lock) is 0.070 for shoulder (per the “Road Design Manual”). 
  Show treatments of solid rock, guardrail, median, sidewalks, curbs and gutters as appropriate. 
 Sideline Typical Section(s): Choose an item. 
  Cross check all dimensions vs. Design file. 

  Normal cross slope is 0.020, not to exceed a 0.040 rollover (per the “Road Design Manual”). 
 Maximum banking does not exceed 0.080 (per the Vermont State Standards). 

  Maximum slope difference (rollover lock) is 0.070 for shoulder (per the “Road Design Manual”). 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “TYPICAL SECTION SHEET” (“TYPICAL SECTION SHEET 1”…2, 3 etc. when more than one sheet). 
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5.  Detail Sheet(s). Choose an item. 
 
 All relevant project details are covered. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “DETAIL SHEET” (“DETAIL SHEET 1”…2, 3 etc. when more than one sheet). 
 

6.  Tie Sheet(s). Choose an item. 
 
 Datum matches that on Title Sheet and Alignment Sheet(s)(Alignment Sheets only if applicable). 
 Every control point has a tie. Choose an item. 
 Tie information matches survey data. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “TIE SHEET” (“TIE SHEET 1”…2, 3 etc. when more than one sheet). 
 

7.  Boring Log Sheet(s). Choose an item. 
 
 Boring Log(s) match those provided by Materials & Research. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “BORING LOG SHEET” (“BORING LOG SHEET 1”…2, 3 etc. when more than one sheet). 
 

8.  Quantity Sheet(s). 
 
 Earthworks items agree with earthwork sheets. Choose an item. 
 Drainage items agree with drainage sheets. Choose an item. 
 Traffic items agree with traffic sheets. Choose an item. 
 Bridge items agree with bridge sheets. Choose an item. 
 Utilities items agree with utilities sheets. Choose an item. 
 ROW Items agree with ROW sheets. Choose an item. 
 Erosion control items agree with erosion control sheets. Choose an item. 
 Items in proper columns in accordance with the “Road Design Manual”(ie., Erosion Control, ROW, Landscaping, Bridge, Non-
Govt Part, training, etc.). 
 Detailed summary of quantities for major items. Choose an item. 
 Special Provsion(s). Choose an item. 

 Proper 900 item is used for desired unit. 
 Special Provision is in proper format (example: SPECIAL PROVISION (HAND SCALING) 

 Proper rounding is used or “EST” or “-“. 
 Quantity Sheet agrees with estimate. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “QUANTITY SHEET” (“QUANTITY SHEET 1”…2, 3 etc. when more than one sheet). 
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9.  Item Detail Sheet(s). Choose an item. 
 
 Ensure that all computations have been previously checked.  If not, have someone perform complete check. 
 Spot check the following: 

 Proper column headings are used. 
 Begin and end stations are correct and agree with layout(s) and construction notes. 
 Position is correct and agrees with layout(s) and construction notes. 
 Totals are correct and match quantity sheet(s). 
 Guardrail: Choose an item. 

 Begin and end stations agree with layout(s), construction notes and sections. 
  Individual quantities agree with quantity calculations and begin/end stations. 

 End treatments: 
  End treatments are identified and agree with layout(s) and construction notes. 
  End treatments are NCHRP 350 or MASH compliant. 
  End treatment locations are properly called out (agree with begin/end of guardrail). 

  Guardrail type is identified and agrees with layout(s) and construction notes. 
 Underdrain: Choose an item. 
  Begin and end stations agree with layout(s), construction notes and sections. 
  Individual quantities agree with begin/end stations. 
  Underdrain size is identified and agrees with layout(s), construction notes and sections. 
  Type of trench excavation is identified (earth and/or rock). 
  Flushing basins are identified and agree with layout(s), construction notes and sections. Choose an item. 
  Yielding marker posts are identified (outlets and flushing basins) and agree with layout(s) and   
 construction notes. Choose an item. 
 Curbing: Choose an item. 
  Begin and end stations agree with layout(s), construction notes and sections. 
  Individual quantities agree with begin/end stations. 
  Type of curbing is identified and agrees with layout(s) and construction notes. 
 Sidewalk: Choose an item. 
  Begin and end stations agree with layout(s), construction notes and sections. 
  Individual quantities agree with begin/end stations. 
  Type of sidewalk is identified and agrees with layout(s) and construction notes. 

 Corner Block: 
 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “ITEM DETAIL SHEET” (“ITEM DETAIL SHEET 1”…2, 3 etc. when more than one sheet). 
 

10. Drainage Detail Sheet(s). Choose an item. 
 
 Begin and end stations agree with layout(s), construction notes, sections and quantity calculations. 
 Position agrees with layout(s), construction notes, sections and quantity calculations. 
 Skew is identified and correct. Choose an item. 
 Inlet/outlet type agrees with layout(s), construction notes, sections and quantity calculations. Choose an item. 
 Ditching is identified. Choose an item. 
 Pipe diameter(s) is identified and agrees with layout(s), construction notes, sections and quantity calculations. 
 Pipe length(s) is identified and agrees with layout(s), construction notes, sections and quantity calculations. 
 Allowable options are identified. 
 DI grates are proper type (for grades and bicycle use) and agree with layout(s) and quantity calculations. Choose an item. 
 DI depth(s) agrees with sections and quantity calculations. Choose an item. 
 Drop inlet and headwall quantities agree with standard drawings. Choose an item. 
 DI depth(s) are adequate for pipe diameter (standard drawing D-6). Choose an item. 
 Culvert thicknesses agree with fill height tables. 
 Yielding marker posts are identified as needed (1998 Road Design Manual page 12-11). 
 Correct excavation type is identified (i.e. trench (earth and/or rock), channel, structure, etc.). 
 Corner Block: 



Page 6 of 13 
 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “DRAINAGE DETAIL SHEET” (“DRAINAGE DETAIL SHEET 1”…2, 3 etc. when more than one sheet). 

 
11.  Earthwork Sheet(s). Choose an item. 
 
 Ensure that all computations have been previously checked.  If not, have a complete check performed. 
 Stations vs. distances and equations. 

 Check end areas. 
 Check end area conversions to volumes. 
 Check totals. 
 Check 500-foot blocks & summary 

 Remarks quantities are correct. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “EARTHWORKS SHEET” (“EARTHWORKS SHEET 1”…2, 3 etc. when more than one sheet). 

 
12.  Plan Sheet(s).  (This is to include supplemental plan sheets also, ex. drainage plan sheet) 
 
 North Arrow is present and agrees with title sheet (Magnetic or VT State Plane Grid). 
 State, county and town division lines are present and use the proper line style (county line governs and should include county and 
town names. Choose an item. 
 Matchlines are present and note the correct station and match the corresponding sheet. Choose an item. 
 Bar scale is present and is noted “SCALE IN FEET” or “NOT TO SCALE” is noted. 
 Roadway Alignment: The following should be shown and checked for accuracy.  May also want to spot check survey data for this 
information (only if an Alignment Sheet is not present). Choose an item. 

 Bearings are correct. 
 Curve data is present (delta angle/left or right, R, T, L, E, bankings). 
 P.O.T., P.C., P.T., P.I., P.O.C., P.O.S.T., etc. are present. 
 Equations for alignment change are present. Choose an item. 

 Stationing: Choose an item. 
 Stationing (mm for interstate projects) corresponds to mile markers on route logs. 
 All significant stations are noted in the proper size and font (BEGIN APPROACH, END APPROACH, STOP PROJECT, 
BEGIN BRIDGE, RESUME ROADWAY etc.). 
 Stationing is present in 100 foot stationing and is the proper size. 

 Construction Limits: Choose an item. 
 Construction limits are shown. 
 Driveway construction limits are shown. Choose an item. 
 Temporary detour limits are shown for detours adjacent to roadway. Choose an item. 
 Construction limits are shown for work outside the general construction limits (example: strain poles). Choose an item. 
 Proper symbols are used for cuts/fills. 
 Construction limits agree with cross sections (can be spot checked). 

 Construction Notes: Choose an item. 
 Construction notes are in the proper format (text style and font). 
 Closely related construction notes are grouped together. 
 Items in the construction notes are identical to the specifications and quantity sheets (pay item number is not included). 
 Construction note stationing agrees with layouts. 
 Construction notes agree with cross sections. Choose an item. 
 All applicable items in the layouts have construction notes with the required information. 
 Stationing agrees with quantity calculation sheets (can be spot checked). 

 Drives: Choose an item. 
 Station for drive is the center of the drive (mainline stationing). 



Page 7 of 13 
 

 Construction note for drive includes width. 
 Construction note for drive specifies paved or gravel. 
 Drive radii are labeled. 
 Drive pipe is specified. Choose an item. 

 Approaches: Choose an item. 
 Stationing for the approach begins on mainline at the intersection of the centerline of approach. 
 Stationing for approaches is sequential from begin project to end (example: 100+00, 200+00, 300+00 etc.). 
 Approach Radii are labeled. 
 Approach pipe is specified. 

 Drainage (culverts, underdrain, flushing basins and ditches): Choose an item. 
 Direction of flow is shown. 
 All dimensions agree with cross sections. 
 New and existing culverts shown. 
 Stone fill type described off flag. Choose an item. 
 Energy dissipators are shown. Choose an item. 
 Special ditches are shown. Choose an item. 

 Right Of Way: Choose an item. 
 R.O.W. limits are plotted. 
 Proper line styles for R.O.W. lines are used. 

 Utilities: Choose an item. 
 Existing utilities are plotted. 
 Proper line styles for utilities are used. 
 Utility lines for underground utilities agree with cross sections. 
 Existing utilities agree with project file. 

 Clear zone: Choose an item. 
 The clear zone is plotted. 
 Proper line style for clear zone is used. 
 Clear zone reflects the presence or absence of guardrail. 
 Clear zone is in accordance with the Vermont State Statutes. 

 Items: 
 All applicable items are plotted. 
 Proper symbols and line styles are used. 

 Benchmarks are shown and agree with Tie sheet(s). Choose an item. 
 Waterways are shown including name and direction of flow. Choose an item. 
 Bridge is shown, including channel line, stone fill and wingwalls. Choose an item. 
 Boring locations are identified and match the borings sheet(s). Choose an item. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title: 
  “PLAN SHEET” (“PLAN SHEET 1”…2, 3 etc. when more than one sheet). Choose an item. 
  “PLAN & PROFILE SHEET” when combined with profile sheet(s)(“PLAN & PROFILE    
 SHEET 1”…2, 3 etc. when more than one sheet). Choose an item. 
 

13.  Profile Sheet(s). (Profile Sheet(s) may be combined with Plan Sheet(s)) Choose an item. 
 
 Percent of grade shown to four decimal places. 
 Grade meets the requirements for design speed (location of info). 
 Finish grade matches cross sections (can be spot checked). 
 Begin/end VPOT’s agree with vertical alignment printout. 
 Vertical curve: 

 Length is shown. 
 K value is shown and meets design requirements (AASHTO “A Policy on Geometric Design of Highways and Streets). 
 SSD is shown and meets design requirements (for crests only). Choose an item. 
 PVI Station is shown. 
 PVI elevation is shown. 
 All vertical curve data agrees with alignment printout. 
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 Equations agree with those shown on layouts. 
 Equations for all intersecting sidelines are shown. Choose an item. 
 Cut to fill transitions are shown. 
 It is noted that stationing and elevation are in feet (a bar scale is not needed as the grid acts as a scale). 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “PROFILE SHEET” (“PROFILE SHEET 1”…2, 3 etc. when more than one sheet). 
 

14.  Banking Sheet(s). Choose an item. 
 

 Diagram axis are correctly labeled (stations & cross slopes). 
 Significant stations are labeled (BEGIN APPROACH, END APPROACH, BEGIN PROJECT, END PROJECT, etc.). 
 Banking is correct and matches Cross Section Sheets. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “BANKING SHEET” (“BANKING SHEET 1”…2, 3 etc. when more than one sheet). 
 

15.  Erosion Control Sheet(s). Choose an item. 
 
 Erosion Prevention and Sediment Control Narrative: 

 The current version of the EPSC narrative is being used. 
 All information is accurate. 
 All measures noted in the narrative are accounted for in the quantity sheets, EPSC detail sheets and EPSC layout sheets. 
 Corner Block: 
  Project name and number are correct. 
  File name is correct and in the correct format (example: d11b306frm.dgn). 
  Plot date is present. 
  All names are in the correct format (example: K. ROBIE). 
  Sheet number and number of sheets are correct. 
  Sheet title “EPSC NARRATIVE”. 

 Erosion Prevention and Sediment Control Detail Sheet(s): 
 The most current details are used. 
 All pay items referenced are accurate. 
 Corner Block: 
  Project name and number are correct. 
  File name is correct and in the correct format (example: d11b306frm.dgn). 
  Plot date is present. 
  All names are in the correct format (example: K. ROBIE). 
  Sheet number and number of sheets are correct. 
  Sheet title “EPSC DETAIL SHEET” (“EPSC DETAIL SHEET 1”…2, 3 etc. when more than one sheet). 

 Erosion Prevention and Sediment Control Existing Conditions Plan Sheet(s): 
 Contours are shown. 
 Existing drainage features are shown. 
 Other pertinent features are shown. 
 Corner Block: 
  Project name and number are correct. 
  File name is correct and in the correct format (example: d11b306frm.dgn). 
  Plot date is present. 
  All names are in the correct format (example: K. ROBIE). 
  Sheet number and number of sheets are correct. 
  Sheet title “EPSC EXISTING CONDITIONS PLAN SHEET” (“EPSC EXISTING CONDITIONS PLAN 
 SHEET 1”…2, 3 etc. when more than one sheet). 
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 Erosion Prevention and Sediment Control Construction Plan Sheet(s): 
 Construction notes are in the proper format (text style and font). 
 Closely related construction notes are grouped together. 
 Construction notes are identical to the specifications. 
 Construction note stationing agrees with layouts. 
 All applicable items in the layouts have construction notes with the required information. 
 Stationing agrees with quantity calculation sheets (can be spot checked). 
 Disturbance areas noted. 
 Corner Blocks: 
  Project name and number are correct. 
  File name is correct and in the correct format (example: d11b306frm.dgn). 
  Plot date is present. 
  All names are in the correct format (example: K. ROBIE). 
  Sheet number and number of sheets are correct. 
  Sheet title “EPSC CONSTRUCTION PLAN SHEET” (“EPSC CONSTRUCTION PLAN SHEET 1”…2, 3 
 etc. when more than one sheet). 
 

16.  Traffic Signs Sheet(s). (Traffic Signs Sheet(s) may be combined with Pavement Marking Sheet(s) or Plan Sheet(s))Choose 
an item. 
 
 Traffic Signs Sheet(s) is combined with Pavement Marking Sheet(s) if possible. Choose an item. 
 All layout features except new signs are dithered. 
 Existing R.O.W. is plotted. Choose an item. 
 Clear zone is plotted. Choose an item. 
 Existing and proposed roadway features are plotted. 
 Matchlines are present and note the correct station and match the corresponding sheet. 
 Signs are legible on half size plan sets. 
 New, retained, salvaged and remove and reset signs are clearly labeled. 
 All sign installations have the correct stationing and leader line pointing to the sign located at that station. 
 Stationing matches Traffic Sign Summary Sheet(s). 
 All signs are located within the R.O.W. 
 Corner Blocks: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title: 
  “Traffic Signs Sheet” (“Traffic Signs Sheet 1”…2, 3 etc. when more than one sheet) Choose an item. 
  “Traffic Signs & Pavement Markings Sheet 1”…2, 3 etc. when combined) Choose an item. 
 

17.  Pavement Marking Sheet(s). (Pavement Marking Sheet(s) may be combined with Traffic Sign Sheet(s) or Plan Sheet(s)) 
Choose an item. 

 
 All layout features except new pavement markings are dithered. 
 Existing and proposed roadway features are plotted. 
 Matchlines are present and note the correct station and match the corresponding sheet. 
 Pavement marking details are drawn in accordance with most recent VAOT Pavement Marking Placement Guideline. 
 Construction notes: 
  Item descriptions are identical to the specifications. 
  Stations and location are correct. 
  Line type is noted in parenthesis after station (example: “solid”, “dashed”, “dotted” etc). 
  Letter or symbol type is noted in parenthesis after station, symbols may be used where applicable (example: 
 “ONLY”).  
  Stop bar and crosswalk marking lengths are noted in parenthesis after station. 
 Bar scale is present and is noted “SCALE IN FEET”. Choose an item. 
 Corner Blocks: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
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 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title: 
  “Pavement Markings Sheet” (“Pavement Markings Sheet 1”…, 2, 3 etc. when more than one sheet).      
 Choose an item. 
  “Traffic Signs & Pavement Markings Sheet 1”…2, 3 etc. when combined) Choose an item. 
 

18.  Traffic Signs Summary Sheet(s). Choose an item. 
 
 Stationing or mile markers agree with the Traffic Signs Sheet(s). 
 The appropriate sign is shown in the “SIGN LEGEND” column. 
 Sign quantity matches the Traffic Signs & Pavement Markings Sheet(s). 
 Widths and Heights matches the applicable detail, standard and/or “Standard Highway Signs & Markings” book. 
 Sign type columns show the correct areas (type A signs will have an area equal to 20 sq. ft. or less, and type B signs will have an 
area greater than 20 sq. ft.). 
 Salvage sign column matches the Traffic Signs Sheet(s). 
 Salvage Travel Information Sign (TIS) column matches the Traffic Signs Sheet(s) TISs are non participating and should be shown 
as such. Choose an item. 
 Existing post, retain or salvage columns matches the Traffic Signs Sheet(s). 
 The proper sign posts have been selected (standards E-160-E-164): Choose an item. 
http://www.aot.state.vt.us/CADDhelp/DownLoad/Standards/Standards.htm 

 Square steel Choose an item. 
 Tubular aluminum Choose an item. 
 Tubular steel Choose an item. 
 W-shape steel Choose an item. 

 Sign frame required column has been marked with the type of frame needed (Standards E-123). 
 Remarks column calls out additional information needed. 
 Sign detail columns: 

 SHSM column calls out correct SHSM designation. 
 Detail column calls out correct sheet number that detail is on. 
 Standard column calls out correct standard that detail is on. 

 Applicable standards are included in the standard list. 
 All column totals are correct. 
 The last Traffic Sign Summary Sheet contains totals of each sheet and grand totals and are correct. 
 Grand totals match Quantity Sheet(s). 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet Title “TRAFFIC SIGN SUMMARY SHEET” (“TRAFFIC SIGN SUMMARY SHEET 1”…2, 3 etc. when more 
than one sheet). 
 

19.  Traffic Sign Detail Sheet(s). Choose an item. 
 
 All signs not detailed in the SHSM book or in the standard drawings are detailed in the plan set. 
 All dimensions required to construct the signs are present. 
 Sign base material is identified. 
 Retroreflective and color requirements for the background are identified. 
 Retroreflective and color requirements for the legend and border are identified. 
 Legend alphabets are identified. 
 Sign bridge detail is included. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 

http://www.aot.state.vt.us/CADDhelp/DownLoad/Standards/Standards.htm
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 Sheet title “TRAFFIC SIGN DETAIL SHEET” (“TRAFFIC SIGN DETAIL SHEET 1”…2, 3 etc. when more than one 
sheet). 
 

20.  Traffic Signal Layouts, Notes and Details Sheet(s). Choose an item. 
 
 The “Traffic Signal Plan Checklist” has been completed. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “TRAFFIC SIGNAL SHEET” (“TRAFFIC SIGNAL SHEET 1”…2, 3 etc. when more than one sheet). 
 

21.  Bridge Sheet(s).  
 
22.  Utility Sheet(s). 
 
23.  Cross Section Sheet(s). Choose an item. 
 
 Cross section grid is shown. 
 Cross section axis are correctly labeled. 
 Finish grade elevations are shown and correct. 
 All pavement cross slopes are labeled as a percentage and match the banking diagram and typical sections (traveled way and 
shoulders labeled individually). 
 All proposed side slopes are labeled V:H. 
 Culverts/Drainage: 

 Existing culverts locations match the plan and drainage detail sheet(s). 
 Proposed culvert locations match the plan and drainage detail sheet(s). 
 Inlet elevation is shown and is correct. 
 Outlet elevation and offset is shown. 
 Proposed pipe size is shown and is correct. 
 Pipe slope is shown. 
 Inlet and outlet treatments are properly shown and match the drainage detail sheet(s). 
 Underdrain is shown and matches the plan and item detail sheet(s). 
 Flushing basins are shown and match the plan and item detail sheet(s). 
 Special ditches are shown and match the plan and item detail sheet(s). 
 Special ditches match typical. 

 Drop Inlets: Choose an item. 
 Drop inlet matches drainage detail and plan sheet(s). 
 Drop inlets are drawn properly. 
 Grate elevation and shown. 
 All pipe invert elevations are labeled. 

 Utilities: Choose an item. 
 Existing utilities match the plan sheet(s). 
 Proposed utilities match the plan and quantity sheets. Choose an item. 

 Cut slopes are rounded in accordance with Standard B-
5(http://www.aot.state.vt.us/CADDhelp/DownLoad/Standards/English/PDF/stdb5.pdf). Choose an item. 
 Proper widening is used where guardrail terminals and flares are used. Choose an item. 
 Guardrail is shown and matches the plan sheet(s). Choose an item. 
 Drive cross sections: Choose an item. 

 Cross section is at proper station. 
 Culvert is shown. Choose an item. 
 Drive grade is shown as a percentage. 
 Material depths are shown. 

 Cut to fill transitions are shown. 
 Boring locations are shown and match boring logs. Choose an item. 
 Material transition diagram (sand borrow, subbase, pavement lifts, cold planning).  If not shown on Detail Sheets. Choose an item. 
 Channel cross sections. Choose an item. 

http://www.aot.state.vt.us/CADDhelp/DownLoad/Standards/English/PDF/stdb5.pdf
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 Stone fill and type is shown. 
 Unclassified channel excavation limits are shown in cross section or detail. 
 Grubbing material is shown. 
 Limits of granular backfill for structures are shown. Choose an item. 

 Corner Block: 
 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “CROSS SECTION SHEET” (“CROSS SECTION SHEET 1”…2, 3 etc. when more than one sheet). 
 

24.  Traffic Control Sheet(s). Choose an item. 
 
 Traffic control sheets are provided for situations not covered by the Standard Drawings. Choose an item. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “TRAFFIC CONTROL SHEET” (“TRAFFIC CONTROL SHEET 1”…2, 3 etc. when more than one sheet). 
 

25.  General. 
 
 Plans and estimate agree with Form 1240. 
 Complete Streets Design Phase Checklist is complete. 
 Guardrail warrant analysis is complete and in project file. Choose an item. 
 Completion date memo has been sent to construction and a response documented. Choose an item. 
 
 
26.  Estimate. 
 
 Estimate is included. 
 Estimate ID is correct (PPMS PIN). 
 Estimate base date is accurate. 
 Spec. year is correct. 
 Highway type is correct. 
 Urban/Rural type is correct. 
 Season is accurate. 
 County is correct (this should be the town where the largest percentage of work is). 
 Latitude is correct. 
 Longitude is correct. 
 District is correct (this should be the correct construction region). 
 Federal/state project number is correct. 
 Estimate type is shown and complete (conceptual, preliminary, final or pre-contract). 
 Prepared by field is complete (name of individual completing the estimate). 
 Checked by field is complete (name of individual checking estimate). 
 Approved by field is complete (project manager). 
 Estimate items and quantities agree with Quantity Sheet(s). 
 Items are under the correct category. 
 
27.  Design Exceptions. Choose an item. 
 
 Are all variations from VAOT design policy are supported by an approved design exception in the project’s general design folder. 
 Policy on Design Exceptions has been followed. 
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 Program Development Procedure #8 has been followed 
(https://inside.vermont.gov/agency/vtrans/VTransIntranetHome/ProgramDev/PDD%20Procedures/ProgramDevelopmentProcedure8.p
df). 

 
 

https://inside.vermont.gov/agency/vtrans/VTransIntranetHome/ProgramDev/PDD%20Procedures/ProgramDevelopmentProcedure8.pdf
https://inside.vermont.gov/agency/vtrans/VTransIntranetHome/ProgramDev/PDD%20Procedures/ProgramDevelopmentProcedure8.pdf


Environmental
Checklists



                                                                                                                                                                

                                                                      

                                                    
                                             

State of Vermont Agency of Transportation 
Highway Safety & Design Program Development Division 

                                                                                                                                                           

Final Plans Checklist 
Project Name:  Project Name 
Project Number: Project Number 
PPMS Number:  PPMS Number 
Project Manager: Choose Manager, Choose Unit 
Project Supervisor: Project Supervisor 
Checked By:   Checker, Choose Unit 
Date Checked:  Click here to enter a date. 
 

1.  Title Sheet.  
 
 Title Sheet Form: 

 The current Title Sheet form is in use. 
 Index of sheets is in the top left corner (only if plan set contains 20 sheets or less). 
 Federal Highway Administration signature block is present (should not be signed until Contract Plans). Choose an item. 
 Specification reference is located above the Quality Assurance Program box and references the current specifications. 
 Quality Assurance Program Level is complete and correct. 
 Cell is used noting the correct plan phase and date. 
 Consultant’s logo is located to the left of the corner block within the correct area. Choose an item. 

 Title: 
  Town, county and route lettering size and style is identical to size and style in the heading. 
  Functional class matches the current Functional Classification map. 
  Project location is clearly stated and agrees with the estimate and form 1240. 
  Project description is clear and concise and identifies the principal construction elements of the project. 
  Lengths correspond to stations shown on title sheet, plan view and layout sheets. 
  Lengths are shown in feet to two decimal places and in miles to three decimal places. 

 Project description and lengths match form 1240. 
 Vicinity Map: 

 Vicinity map is located to the left of the State of Vermont map. 
 Project number is identified and correct. 

  Scale is located directly below the vicinity map, in bar scale format, in divisions of whole numbers and is correct. 
 Enough features are provided that an unfamiliar person can find the project location. 

 Traffic Data: Choose an item. 
 Route number is located below title and is correct. 
 Locations are correct. 
 Construction year for AADT and DHV is correct. 
 Construction AADT(s) match project file. 
 Design year for AADT and DHV is correct. 
 Design DHV(s) match project file. 
 % Trucks match project file. 
 Design speed matches project file. 
 Posted speed is correct. 
 Design Period ESAL’s: For rehab job, generally will be using 10-year ESAL’s.  For reconstruction jobs, will be using 20-
year (pavement) and 40-year (subbase Esal’s.  Specify inclusive years, ie., 20-year ESAL’s for construction year of 1995 
would look like “1995~2015 ESAL=XXX,XXX”. 

 Plan: 
 North Arrow: There are 2 options; Magnetic or VT State Plane Grid.  If survey is tied to the State Plane Grid system, the 
north arrow should be labeled “VT State Plane Grid”.  If not, the north arrow will generally be labeled “Magnetic” with a 
year corresponding to the year in which the baseline survey was run. 
 Identify the stations for the following as appropriate: Begin Project, Stop Roadway/Begin Bridge, End Bridge/Resume 
Roadway, Stop Roadway/Begin Railroad, End Railroad/Resume Roadway, End Project. 
 All roads, rivers and significant topographic features are clearly labeled.  
 Name and direction of flow of streams is labeled.  
 All stationing equations are shown.  
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 State, county and town division lines are shown. 
  Scale is shown in bar scale format in divisions of whole numbers and is the correct scale. 

 Directional arrows to adjacent towns or cities are shown, with route number. 
 Project stationing should be provided every one inch or at each 100-foot station along the centerline (for paving projects 
on the interstate mm may be used). 

 Bituminous Concrete Pavement: Choose an item.  
  Current Bituminous Concrete Pavement SUPERPAVE mixture design criteria block is used. 

 Design Criteria matches project files. 
 Datum: Choose an item. 

 Verify that horizontal and vertical survey data matches the “RAW” survey file. 
 Vertical: If benchmarks have been tied to existing benchmarks previously referred to as US or USGS Elevation, the 
vertical control datum should be shown as “NGVD 1929”.  Recent surveys may be tied to “NAVD88” benchmarks.  If 
benches have not been tied to either of these, the word “assumed” should appear in the vertical control datum space. 
 Horizontal: If the survey has been tied to the Vermont State Plane Grid system, the horizontal control datum should be 
shown as either “NAD 1927” or “NAD 83(1992)”.  When the designation “NAD 1927” or “NAD 83(1992) is shown, all 
north arrows should indicate grid north.  If the survey has not been tied to the Vermont Grid or to another horizontal control 
system, the horizontal control datum should be shown as “N/A”. 
 Datum matches that on Tie Sheets and Alignment Sheet(s)(Alignment Sheets only if applicable). 

 Corner Block: 
 Project name and number are correct. 
 Project Manager is correct. 
 Number of sheets is correct. 
 

2.  Index of Sheets. 
 
  Index of Sheets (May be on title sheet if plans set is 20 sheets or less): 

 Ensure the Index of Sheets is complete, but not limited to: 
 Title Sheet 
 Index of Sheets Choose an item. 
 Conventional Symbology Legend Sheet Choose an item. 
 Typical Section(s) Sheets Choose an item. 
 Detail Sheet(s) Choose an item. 
 Tie Sheet(s) Choose an item. 
 Alignment Sheet(s) Choose an item. 
 Boring Sheet(s) Choose an item. 
 Quantity Sheet(s) 
 Item Detail Sheet(s) Choose an item. 
 Drainage Detail Sheet(s) Choose an item. 
 Earthworks Sheet(s) Choose an item. 
 R.O.W. Detail Sheet(s) Choose an item. 
 R.O.W. Plan Sheet(s) Choose an item. 
 Plan Sheet(s) (in instances where supplemental plans sheets may be needed, they may be included after the “Plan 

 Sheet(s)” ex. “DRAINAGE PLAN”, “UTILITY PLAN” etc. or combinations of these. 
 Profile Sheet(s) Choose an item. 
 Banking Sheet(s) Choose an item. 
 EPSC Sheet(s) Choose an item. 
 Traffic Sheet(s) Choose an item. 
 Traffic Signal Sheets(s) Choose an item. 
 Bridge Sheet(s) Choose an item. 
 Utility Sheet(s) Choose an item. 
 Cross Section Sheet(s) Choose an item. 
 Construction Approach Signing Sheet(s) Choose an item. 
 Traffic Control Sheet(s) Choose an item. 
 Other Sheets as necessary Choose an item. 

 Sheets are in correct order (above). 
 Sheet names match individual sheets. 

 Standard Drawings: Choose an item. 
 All applicable Standard Drawings are listed. 
 Standard date is correct (the standard description is not required, for consistency HSD will not include the description). 

 Corner Block: 
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 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE)(project leader shall be VTrans project supervisor, lead designer 
or consultant project manager, whichever applies). 
 Sheet number and number of sheets are correct. 
 Sheet title “INDEX OF SHEETS”. 

 
3.  Conventional Symbology Legend Sheet. 
 
 The current version of the Conventional Symbology Legend Sheet is being used. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “CONVENTIONAL SYMBOLOGY LEGEND SHEET”. 

 
4.  Typical Section Sheet(s). Choose an item. 
 
 Materials: Choose an item. 

 Material depths, types and lifts match the design folder for pavement design and recommendations from Materials & 
Research and Pavement Management. 
 Tolerances: 
  Pavement  ± ¼” (total pavement thickness) 
  Subbase  ± 1”  (total subbase thickness) 
  Sand Borrow ± 1”  (total sand borrow thickness) 

 Details: Choose an item. 
 Parabolic Detail: Check parabolic/modified parabolic detail shown versus that shown on the Road Design Manual.  Do 
details depict typicals actually used? 
 Underdrain Detail, although Standard D-30 shows underdrain details, a special detail should be used showing any 
modifications. Choose an item. 
 Ditch Detail(s): For 1-4 foreslope and 1-4 backslope, ensure that detail shows 8’ rounding with 17’ radius.  For variations 
to this design, see the Roadside Design Guide, Figures 3-6 & 3-7.  Provide all other ditch details as necessary for low side of 
banked section ≥ 0.040, low side of banked section < 0.040, earth cut/rock cut variations, high side of max banked section, 
etc. Choose an item. 
 Material transition diagram(s) are present and correct(sand borrow, subbase, pavement lifts, cold planning). 
(should be shown on cross section sheets and only on here in certain exceptions). Choose an item. 

 Typical Section(s): Choose an item. 
  All applicable typical sections are included. 

 Normal Section/Maximum Banked Section: 
  Cross check all dimensions vs. Design file. 

  Normal cross slope is 0.020, not to exceed a 0.040 rollover (per the “Road Design Manual”). 
  Maximum banking does not exceed 0.080 (per the Vermont State Standards). 
  Maximum slope difference (rollover lock) is 0.070 for shoulder (per the “Road Design Manual”). 
  Show treatments of solid rock, guardrail, median, sidewalks, curbs and gutters as appropriate. 
 Sideline Typical Section(s): Choose an item. 
  Cross check all dimensions vs. Design file. 

  Normal cross slope is 0.020, not to exceed a 0.040 rollover (per the “Road Design Manual”). 
 Maximum banking does not exceed 0.080 (per the Vermont State Standards). 

  Maximum slope difference (rollover lock) is 0.070 for shoulder (per the “Road Design Manual”). 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “TYPICAL SECTION SHEET” (“TYPICAL SECTION SHEET 1”…2, 3 etc. when more than one sheet). 
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5.  Detail Sheet(s). Choose an item. 
 
 All relevant project details are covered. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “DETAIL SHEET” (“DETAIL SHEET 1”…2, 3 etc. when more than one sheet). 
 

6.  Tie Sheet(s). Choose an item. 
 
 Datum matches that on Title Sheet and Alignment Sheet(s)(Alignment Sheets only if applicable). 
 Every control point has a tie. Choose an item. 
 Tie information matches survey data. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “TIE SHEET” (“TIE SHEET 1”…2, 3 etc. when more than one sheet). 
 

7.  Alignment Sheet(s). Choose an item. 
 
 North Arrow is present and agrees with title sheet (Magnetic or VT State Plane Grid). 
 Datum matches that on Title Sheet and Tie Sheet(s). 
 Roadway Alignment: The following should be shown and checked for accuracy.  May also want to spot check survey data for this 
information (only if an Alignment Sheet is not present).  

 Bearings are correct. 
 Curve data is present (delta angle/left or right, R, T, L, E, bankings). 
 P.O.T., P.C., P.T., P.I., P.O.C., P.O.S.T., etc. are present. 
 Equations for alignment change are present. 

 Corner Block: 
 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “ALIGNMENT SHEET” (“ALIGNMENT SHEET 1”…2, 3 etc. when more than one sheet). 
 

8.  Boring Log Sheet(s). Choose an item. 
 
 Boring Log(s) match those provided by Materials & Research. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “BORING LOG SHEET” (“BORING LOG SHEET 1”…2, 3 etc. when more than one sheet). 
 

9.  Quantity Sheet(s). 
 
 Quantity calculations have been checked (if not, ensure quantity calculations have been checked prior to checking quantity sheet). 
 Quantity sheet(s) agrees with quantity calculations sheet(s) 
 Earthworks items agree with earthwork sheets. Choose an item. 
 Drainage items agree with drainage sheets. Choose an item. 
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 Traffic items agree with traffic sheets. Choose an item. 
 Bridge items agree with bridge sheets. Choose an item. 
 Utilities items agree with utilities sheets. Choose an item. 
 ROW Items agree with ROW sheets. Choose an item. 
 Erosion control items agree with erosion control sheets. Choose an item. 
 Items in proper columns in accordance with the “Road Design Manual”(ie., Erosion Control, ROW, Landscaping, Bridge, Non-
Govt Part, training, etc.). 
 Detailed summary of quantities for major items. Choose an item. 
 Special Provsion(s). Choose an item. 

 Proper 900 item is used for desired unit. 
 Special Provision is in proper format (example: SPECIAL PROVISION (HAND SCALING) 

 Proper rounding is used or “EST” or “-“. 
 Quantity Sheet agrees with estimate. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “QUANTITY SHEET” (“QUANTITY SHEET 1”…2, 3 etc. when more than one sheet). 

 
10.  Item Detail Sheet(s). Choose an item. 
 
 Ensure that all computations have been previously checked.  If not, have someone perform complete check. 
 Spot check the following: 

 Proper column headings are used. 
 Begin and end stations are correct and agree with layout(s) and construction notes. 
 Position is correct and agrees with layout(s) and construction notes. 
 Totals are correct and match quantity sheet(s). 
 Guardrail: Choose an item. 

 Begin and end stations agree with layout(s), construction notes, sections and quantity calculations. 
  Individual quantities agree with quantity calculations and begin/end stations. 

 End treatments: 
  End treatments are identified and agree with layout(s) and construction notes. 
  End treatments are NCHRP 350 or MASH compliant. 
  End treatment locations are properly called out (agree with begin/end of guardrail). 

  Guardrail type is identified and agrees with layout(s) and construction notes. 
 Underdrain: Choose an item. 
  Begin and end stations agree with layout(s), construction notes, sections and quantity calculations. 
  Individual quantities agree with quantity calculations and begin/end stations. 
  Underdrain size is identified and agrees with layout(s), construction notes and sections. 
  Type of trench excavation is identified (earth and/or rock). 
  Individual trench excavation quantities agree with quantity calculations. 
  Granular backfill agrees with quantity calculations. Choose an item. 
  Flushing basins are identified and agree with layout(s), construction notes and sections. Choose an item. 
  Yielding marker posts are identified (outlets and flushing basins) and agree with layout(s) and   
 construction notes. Choose an item. 
 Curbing: Choose an item. 
  Begin and end stations agree with layout(s), construction notes, sections and quantity calculations. 
  Individual quantities agree with quantity calculations and begin/end stations. 
  Type of curbing is identified and agrees with layout(s) and construction notes. 
 Sidewalk: Choose an item. 
  Begin and end stations agree with layout(s), construction notes, sections and quantity calculations. 
  Individual quantities agree with quantity calculations and begin/end stations. 
  Type of sidewalk is identified and agrees with layout(s) and construction notes. 

 Corner Block: 
 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
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 Sheet number and number of sheets are correct. 
 Sheet title “ITEM DETAIL SHEET” (“ITEM DETAIL SHEET 1”…2, 3 etc. when more than one sheet). 
 

11. Drainage Detail Sheet(s). Choose an item. 
 
 Begin and end stations agree with layout(s), construction notes, sections and quantity calculations. 
 Position agrees with layout(s), construction notes, sections and quantity calculations. 
 Skew is identified and correct. Choose an item. 
 Inlet/outlet type agrees with layout(s), construction notes, sections and quantity calculations. Choose an item. 
 Ditching is identified. Choose an item. 
 Pipe diameter(s) is identified and agrees with layout(s), construction notes, sections and quantity calculations. 
 Pipe length(s) is identified and agrees with layout(s), construction notes, sections and quantity calculations. 
 Allowable options are identified. 
 DI grates are proper type (for grades and bicycle use) and agree with layout(s) and quantity calculations. Choose an item. 
 DI depth(s) agrees with sections and quantity calculations. Choose an item. 
 Drop inlet and headwall quantities agree with standard drawings. Choose an item. 
 DI depth(s) are adequate for pipe diameter (standard drawing D-6). Choose an item. 
 Culvert thicknesses agree with fill height tables. 
 Yielding marker posts are identified as needed (1998 Road Design Manual page 12-11). 
 Correct excavation type is identified (i.e. trench (earth and/or rock), channel, structure, etc.). 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “DRAINAGE DETAIL SHEET” (“DRAINAGE DETAIL SHEET 1”…2, 3 etc. when more than one sheet). 

 
12.  Earthwork Sheet(s). Choose an item. 
 
 Ensure that all computations have been previously checked.  If not, have a complete check performed. 
 Stations vs. distances and equations. 

 Check end areas. 
 Check end area conversions to volumes. 
 Check totals. 
 Check 500-foot blocks & summary 

 Remarks quantities are correct. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “EARTHWORKS SHEET” (“EARTHWORKS SHEET 1”…2, 3 etc. when more than one sheet). 
 

13.  ROW Detail Sheet(s). Choose an item. 
 
14.  ROW Plan Sheet(s). Choose an item. 
 
15.  Plan Sheet(s).  (This is to include supplemental plan sheets also, ex. drainage plan sheet) 
 
 North Arrow is present and agrees with title sheet (Magnetic or VT State Plane Grid). 
 State, county and town division lines are present and use the proper line style (county line governs and should include county and 
town names. Choose an item. 
 Matchlines are present and note the correct station and match the corresponding sheet. Choose an item. 
 Bar scale is present and is noted “SCALE IN FEET” or “NOT TO SCALE” is noted. 
 Roadway Alignment: The following should be shown and checked for accuracy.  May also want to spot check survey data for this 
information (only if an Alignment Sheet is not present). Choose an item. 
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 Bearings are correct. 
 Curve data is present (delta angle/left or right, R, T, L, E, bankings). 
 P.O.T., P.C., P.T., P.I., P.O.C., P.O.S.T., etc. are present. 
 Equations for alignment change are present. Choose an item. 

 Stationing: Choose an item. 
 Stationing (mm for interstate projects) corresponds to mile markers on route logs. 
 All significant stations are noted in the proper size and font (BEGIN APPROACH, END APPROACH, STOP PROJECT, 
BEGIN BRIDGE, RESUME ROADWAY etc.). 
 Stationing is present in 100 foot stationing and is the proper size. 

 Construction Limits: Choose an item. 
 Construction limits are shown. 
 Driveway construction limits are shown. Choose an item. 
 Temporary detour limits are shown for detours adjacent to roadway. Choose an item. 
 Construction limits are shown for work outside the general construction limits (example: strain poles). Choose an item. 
 Proper symbols are used for cuts/fills. 
 Construction limits agree with cross sections (can be spot checked). 

 Construction Notes: Choose an item. 
 Construction notes are in the proper format (text style and font). 
 Closely related construction notes are grouped together. 
 Items in the construction notes are identical to the specifications and quantity sheets (pay item number is not included). 
 Construction note stationing agrees with layouts. 
 Construction notes agree with cross sections. Choose an item. 
 All applicable items in the layouts have construction notes with the required information. 
 Stationing agrees with quantity calculation sheets (can be spot checked). 

 Drives: Choose an item. 
 Station for drive is the center of the drive (mainline stationing). 
 Construction note for drive includes width. 
 Construction note for drive specifies paved or gravel. 
 Drive radii are labeled. 
 Drive pipe is specified. Choose an item. 

 Approaches: Choose an item. 
 Stationing for the approach begins on mainline at the intersection of the centerline of approach. 
 Stationing for approaches is sequential from begin project to end (example: 100+00, 200+00, 300+00 etc.). 
 Approach Radii are labeled. 
 Approach pipe is specified. 

 Drainage (culverts, underdrain, flushing basins and ditches): Choose an item. 
 Direction of flow is shown. 
 All dimensions agree with cross sections. 
 New and existing culverts shown. 
 Stone fill type described off flag. Choose an item. 
 Energy dissipators are shown. Choose an item. 
 Special ditches are shown. Choose an item. 

 Right Of Way: Choose an item. 
 R.O.W. limits are plotted. 
 R.O.W. take lines are plotted (only at Pre-Contract Plans). 
 Proper line styles for R.O.W. lines are used. 
 R.O.W. lines agree with R.O.W. plan sheets (only at Pre-Contract Plans). 

 Utilities: Choose an item. 
 Existing utilities are plotted. 
 Relocated utilities are plotted. Choose an item. 
 Proper line styles for utilities are used. 
 Utility lines for underground utilities agree with cross sections. 
 Existing and relocated utilities agree with project file. 

 Clear zone: Choose an item. 
 The clear zone is plotted. 
 Proper line style for clear zone is used. 
 Clear zone reflects the presence or absence of guardrail. 
 Clear zone is in accordance with the Vermont State Statutes. 

 Items: 
 All applicable items are plotted. 
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 Proper symbols and line styles are used. 
 Benchmarks are shown and agree with Tie sheet(s). Choose an item. 
 Waterways are shown including name and direction of flow. Choose an item. 
 Bridge is shown, including channel line, stone fill and wingwalls. Choose an item. 
 Boring locations are identified and match the borings sheet(s). Choose an item. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title: 
  “PLAN SHEET” (“PLAN SHEET 1”…2, 3 etc. when more than one sheet). Choose an item. 
  “PLAN & PROFILE SHEET” when combined with profile sheet(s)(“PLAN & PROFILE    
 SHEET 1”…2, 3 etc. when more than one sheet). Choose an item. 
 

16.  Profile Sheet(s). (Profile Sheet(s) may be combined with Plan Sheet(s)) Choose an item. 
 
 Percent of grade shown to four decimal places. 
 Grade meets the requirements for design speed (location of info). 
 Finish grade matches cross sections (can be spot checked). 
 Begin/end VPOT’s agree with vertical alignment printout. 
 Vertical curve: 

 Length is shown. 
 K value is shown and meets design requirements (AASHTO “A Policy on Geometric Design of Highways and Streets). 
 SSD is shown and meets design requirements (for crests only). Choose an item. 
 PVI Station is shown. 
 PVI elevation is shown. 
 All vertical curve data agrees with alignment printout. 

 Equations agree with those shown on layouts. 
 Equations for all intersecting sidelines are shown. Choose an item. 
 Cut to fill transitions are shown. 
 It is noted that stationing and elevation are in feet (a bar scale is not needed as the grid acts as a scale). 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “PROFILE SHEET” (“PROFILE SHEET 1”…2, 3 etc. when more than one sheet). 
 

17.  Banking Sheet(s). Choose an item. 
 

 Diagram axis are correctly labeled (stations & cross slopes). 
 Significant stations are labeled (BEGIN APPROACH, END APPROACH, BEGIN PROJECT, END PROJECT, etc.). 
 Banking is correct and matches Cross Section Sheets. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “BANKING SHEET” (“BANKING SHEET 1”…2, 3 etc. when more than one sheet). 
 

18.  Erosion Control Sheet(s). Choose an item. 
 
 Erosion Prevention and Sediment Control Narrative: 

 The current version of the EPSC narrative is being used. 
 All information is accurate. 
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 All measures noted in the narrative are accounted for in the quantity sheets, EPSC detail sheets and EPSC layout sheets. 
 Corner Block: 
  Project name and number are correct. 
  File name is correct and in the correct format (example: d11b306frm.dgn). 
  Plot date is present. 
  All names are in the correct format (example: K. ROBIE). 
  Sheet number and number of sheets are correct. 
  Sheet title “EPSC NARRATIVE”. 

 Erosion Prevention and Sediment Control Detail Sheet(s): 
 The most current details are used. 
 All pay items referenced are accurate. 
 Corner Block: 
  Project name and number are correct. 
  File name is correct and in the correct format (example: d11b306frm.dgn). 
  Plot date is present. 
  All names are in the correct format (example: K. ROBIE). 
  Sheet number and number of sheets are correct. 
  Sheet title “EPSC DETAIL SHEET” (“EPSC DETAIL SHEET 1”…2, 3 etc. when more than one sheet). 

 Erosion Prevention and Sediment Control Existing Conditions Plan Sheet(s): 
 Contours are shown. 
 Existing drainage features are shown. 
 Other pertinent features are shown. 
 Corner Block: 
  Project name and number are correct. 
  File name is correct and in the correct format (example: d11b306frm.dgn). 
  Plot date is present. 
  All names are in the correct format (example: K. ROBIE). 
  Sheet number and number of sheets are correct. 
  Sheet title “EPSC EXISTING CONDITIONS PLAN SHEET” (“EPSC EXISTING CONDITIONS PLAN 
 SHEET 1”…2, 3 etc. when more than one sheet). 

 Erosion Prevention and Sediment Control Construction Plan Sheet(s): 
 Construction notes are in the proper format (text style and font). 
 Closely related construction notes are grouped together. 
 Construction notes are identical to the specifications. 
 Construction note stationing agrees with layouts. 
 All applicable items in the layouts have construction notes with the required information. 
 Stationing agrees with quantity calculation sheets (can be spot checked). 
 Disturbance areas noted. 
 Corner Blocks: 
  Project name and number are correct. 
  File name is correct and in the correct format (example: d11b306frm.dgn). 
  Plot date is present. 
  All names are in the correct format (example: K. ROBIE). 
  Sheet number and number of sheets are correct. 
  Sheet title “EPSC CONSTRUCTION PLAN SHEET” (“EPSC CONSTRUCTION PLAN SHEET 1”…2, 3 
 etc. when more than one sheet). 
 

19.  Traffic Signs Sheet(s). (Traffic Signs Sheet(s) may be combined with Pavement Marking Sheet(s) or Plan Sheet(s))Choose 
an item. 
 
 Traffic Signs Sheet(s) is combined with Pavement Marking Sheet(s) if possible. Choose an item. 
 All layout features except new signs are dithered. 
 Existing R.O.W. and take lines are plotted. Choose an item. 
 Clear zone is plotted. Choose an item. 
 Existing and proposed roadway features are plotted. 
 Matchlines are present and note the correct station and match the corresponding sheet. 
 Signs are legible on half size plan sets. 
 New, retained, salvaged and remove and reset signs are clearly labeled. 
 All sign installations have the correct stationing and leader line pointing to the sign located at that station. 
 Stationing matches Traffic Sign Summary Sheet(s). 
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 All signs are located within the R.O.W. 
 Corner Blocks: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title: 
  “Traffic Signs Sheet” (“Traffic Signs Sheet 1”…2, 3 etc. when more than one sheet) Choose an item. 
  “Traffic Signs & Pavement Markings Sheet 1”…2, 3 etc. when combined) Choose an item. 
 

20.  Pavement Marking Sheet(s). (Pavement Marking Sheet(s) may be combined with Traffic Sign Sheet(s) or Plan Sheet(s)) 
Choose an item. 

 
 All layout features except new pavement markings are dithered. 
 Existing and proposed roadway features are plotted. 
 Matchlines are present and note the correct station and match the corresponding sheet. 
 Pavement marking details are drawn in accordance with most recent VAOT Pavement Marking Placement Guideline. 
 Construction notes: 
  Item descriptions are identical to the specifications. 
  Stations and location are correct. 
  Line type is noted in parenthesis after station (example: “solid”, “dashed”, “dotted” etc). 
  Letter or symbol type is noted in parenthesis after station, symbols may be used where applicable (example: 
 “ONLY”).  
  Stop bar and crosswalk marking lengths are noted in parenthesis after station. 
 Bar scale is present and is noted “SCALE IN FEET”. Choose an item. 
 Corner Blocks: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title: 
  “Pavement Markings Sheet” (“Pavement Markings Sheet 1”…, 2, 3 etc. when more than one sheet).      
 Choose an item. 
  “Traffic Signs & Pavement Markings Sheet 1”…2, 3 etc. when combined) Choose an item. 
 

20.  Traffic Signs Summary Sheet(s). Choose an item. 
 
 Stationing or mile markers agree with the Traffic Signs Sheet(s). 
 The appropriate sign is shown in the “SIGN LEGEND” column. 
 Sign quantity matches the Traffic Signs & Pavement Markings Sheet(s). 
 Widths and Heights matches the applicable detail, standard and/or “Standard Highway Signs & Markings” book. 
 Sign type columns show the correct areas (type A signs will have an area equal to 20 sq. ft. or less, and type B signs will have an 
area greater than 20 sq. ft.). 
 Salvage sign column matches the Traffic Signs Sheet(s). 
 Salvage Travel Information Sign (TIS) column matches the Traffic Signs Sheet(s) TISs are non participating and should be shown 
as such. Choose an item. 
 Existing post, retain or salvage columns matches the Traffic Signs Sheet(s). 
 The proper sign posts have been selected (standards E-160-E-164): Choose an item. 
http://www.aot.state.vt.us/CADDhelp/DownLoad/Standards/Standards.htm 

 Square steel Choose an item. 
 Tubular aluminum Choose an item. 
 Tubular steel Choose an item. 
 W-shape steel Choose an item. 

 Sign frame required column has been marked with the type of frame needed (Standards E-123). 
 Remarks column calls out additional information needed. 
 Sign detail columns: 

 SHSM column calls out correct SHSM designation. 
 Detail column calls out correct sheet number that detail is on. 

http://www.aot.state.vt.us/CADDhelp/DownLoad/Standards/Standards.htm
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 Standard column calls out correct standard that detail is on. 
 Applicable standards are included in the standard list. 
 All column totals are correct. 
 The last Traffic Sign Summary Sheet contains totals of each sheet and grand totals and are correct. 
 Grand totals match Quantity Sheet(s). 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet Title “TRAFFIC SIGN SUMMARY SHEET” (“TRAFFIC SIGN SUMMARY SHEET 1”…2, 3 etc. when more 
than one sheet). 
 

21.  Traffic Sign Detail Sheet(s). Choose an item. 
 
 All signs not detailed in the SHSM book or in the standard drawings are detailed in the plan set. 
 All dimensions required to construct the signs are present. 
 Sign base material is identified. 
 Retroreflective and color requirements for the background are identified. 
 Retroreflective and color requirements for the legend and border are identified. 
 Legend alphabets are identified. 
 Sign bridge detail is included. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “TRAFFIC SIGN DETAIL SHEET” (“TRAFFIC SIGN DETAIL SHEET 1”…2, 3 etc. when more than one 
sheet). 
 

22.  Traffic Signal Layouts, Notes and Details Sheet(s). Choose an item. 
 
 The “Traffic Signal Plan Checklist” has been completed. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “TRAFFIC SIGNAL SHEET” (“TRAFFIC SIGNAL SHEET 1”…2, 3 etc. when more than one sheet). 
 

23.  Bridge Sheet(s).  
 
24.  Utility Sheet(s). 
 
25.  Cross Section Sheet(s). Choose an item. 
 
 Cross section grid is shown. 
 Cross section axis are correctly labeled. 
 Finish grade elevations are shown and correct. 
 All pavement cross slopes are labeled as a percentage and match the banking diagram and typical sections (traveled way and 
shoulders labeled individually). 
 All proposed side slopes are labeled V:H. 
 Culverts/Drainage: 

 Existing culverts locations match the plan and drainage detail sheet(s). 
 Proposed culvert locations match the plan and drainage detail sheet(s). 
 Inlet elevation is shown and is correct. 
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 Outlet elevation and offset is shown. 
 Proposed pipe size is shown and is correct. 
 Pipe slope is shown. 
 Inlet and outlet treatments are properly shown and match the drainage detail sheet(s). 
 Underdrain is shown and matches the plan and item detail sheet(s). 
 Flushing basins are shown and match the plan and item detail sheet(s). 
 Special ditches are shown and match the plan and item detail sheet(s). 
 Special ditches match typical. 

 Drop Inlets: Choose an item. 
 Drop inlet matches drainage detail and plan sheet(s). 
 Drop inlets are drawn properly. 
 Grate elevation and shown. 
 All pipe invert elevations are labeled. 

 Utilities: Choose an item. 
 Existing utilities match the plan sheet(s). 
 Proposed utilities match the plan and quantity sheet(s). Choose an item. 

 Cut slopes are rounded in accordance with Standard B-
5(http://www.aot.state.vt.us/CADDhelp/DownLoad/Standards/English/PDF/stdb5.pdf). Choose an item. 
 Proper widening is used where guardrail terminals and flares are used. Choose an item. 
 Guardrail is shown and matches layouts. Choose an item. 
 Drive cross sections: Choose an item. 

 Cross section is at proper station. 
 Culvert is shown. Choose an item. 
 Drive grade is shown as a percentage. 
 Material depths are shown. 

 Cut to fill transitions are shown. 
 Boring locations are shown and match boring logs. Choose an item. 
 Material transition diagram (sand borrow, subbase, pavement lifts, cold planning).  If not shown on Detail Sheets. Choose an item. 
 Channel cross sections. Choose an item. 

 Stone fill and type is shown. 
 Unclassified channel excavation limits are shown in cross section or detail. 
 Grubbing material is shown. 
 Limits of granular backfill for structures are shown. Choose an item. 

 Corner Block: 
 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “CROSS SECTION SHEET” (“CROSS SECTION SHEET 1”…2, 3 etc. when more than one sheet). 
 

26.  Traffic Control Sheet(s). Choose an item. 
 
 Traffic control sheets are provided for situations not covered by the Standard Drawings. Choose an item. 
 Corner Block: 

 Project name and number are correct. 
 File name is correct and in the correct format (example: d11b306frm.dgn). 
 Plot date is present. 
 All names are in the correct format (example: K. ROBIE). 
 Sheet number and number of sheets are correct. 
 Sheet title “TRAFFIC CONTROL SHEET” (“TRAFFIC CONTROL SHEET 1”…2, 3 etc. when more than one sheet). 
 

27.  Special Provision(s). Choose an item. 
 
 All special provisions contained in the quantity sheet are included. 
 Completion and/or substantial completion dates have been verified by the Construction Regional Engineer. 

 
28.  General. 
 

http://www.aot.state.vt.us/CADDhelp/DownLoad/Standards/English/PDF/stdb5.pdf
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 Field office requirements request form has been received from Construction (telephone, computer, fax, etc.) 
 Employee Traineeship has been documented. 
 Salvage Material: Choose an item. 

 Disposition of salvageable material is covered in the special provisions. 
 District Transportation Administrator has been notified. 
 If the project involves the stockpiling of salvageable materials, has a memo been sent to the District Transportation 
Administrator (DTA) for his/her certification that salvaged materials will only be used on federal-aid highways?  Has a 
response been received? Or City/Town? 

 R.O.W. clearance is in the design file (for Pre-Contract). 
 Utilities clearance is in the design file (for Pre-Contract). 
 R.O.W. and Utilities special agreements are incorporated into plans and estimate (for Pre-Contract). Choose an item. 
 Railroad Agreement is in the design file. Choose an item. 
 Finance and/or Maintenance Agreement is in the design file. Choose an item. 
 Plans and estimate agree with Form 1240. 
 Complete Streets Compliance Form is complete. 
 Environmental All Clear is in project file. 
 Guardrail warrant analysis is complete and in project file. Choose an item. 
 Completion date memo has been sent to construction and a response documented. 

 
29.  Estimate. 
 
 Estimate is included. 
 Estimate ID is correct (PPMS PIN). 
 Estimate base date is accurate. 
 Spec. year is correct. 
 Highway type is correct. 
 Urban/Rural type is correct. 
 Season is accurate. 
 County is correct (this should be the town where the largest percentage of work is). 
 Latitude is correct. 
 Longitude is correct. 
 District is correct (this should be the correct construction region). 
 Federal/state project number is correct. 
 Estimate type is shown and complete (conceptual, preliminary, final or pre-contract). 
 Prepared by field is complete (name of individual completing the estimate). 
 Checked by field is complete (name of individual checking estimate). 
 Approved by field is complete (project manager). 
 Estimate items and quantities agree with quantity calculation sheets. 
 Estimate items and quantities agree with Quantity Sheet(s). 
 Items are under the correct category. 
 
30.  Design Exceptions. Choose an item. 
 
 Are all variations from VAOT design policy are supported by an approved design exception in the project’s general design folder. 
 Policy on Design Exceptions has been followed. 
 Program Development Procedure #8 has been followed 
(https://inside.vermont.gov/agency/vtrans/VTransIntranetHome/ProgramDev/PDD%20Procedures/ProgramDevelopmentProcedure8.p
df). 

 
 

https://inside.vermont.gov/agency/vtrans/VTransIntranetHome/ProgramDev/PDD%20Procedures/ProgramDevelopmentProcedure8.pdf
https://inside.vermont.gov/agency/vtrans/VTransIntranetHome/ProgramDev/PDD%20Procedures/ProgramDevelopmentProcedure8.pdf
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Environmental Assessment  
Technical Content Checklist 

 

The purpose of this checklist is to provide support when preparing and reviewing environmental assessments. To help avoid 
omissions, use this checklist while preparing the document, as well as prior to finalizing the document for external review 
and/or submittal.  
 
 

Project Name:                                                          Sponsor:       
State Number:                                      Federal Number:                                                    
MJ Number:        

MJ Project Manager:                                                                                                          Client Contact(s):       
 
Lead Agencies:                                                  Cooperating Agencies:       
 

 
 COVER SHEET –Includes the words “Environmental Assessment” and Draft or Final 

FAA: 
 Identify proposed action and geographic location 
 707.f statement re: Responsible FAA Official, with 

signature (Final EA) 
 Preparer 

FHWA: 
 Identify Route, Termini, City, and State 
 Project Name and State/Federal Numbers 
 Lead agencies and Cooperating Agencies 

 
 SIGNATURE PAGE 
 TOC (including list of figures, tables, and appendices) 

 LIST OF ACRONYMS 
 INTRO 

 
 PURPOSE AND NEED 

 PROPOSED ACTION – Concisely describe the proposed alternative 
 FAA: Describe how the project, including the sponsor’s proposed conceptual mitigation, fits into the airport layout plan 

(ALP) or the ALP amendment for which the airport sponsor seeks FAA’s approval  

 
 ALTERNATIVES – Compare no action, proposed action, and reasonable alternatives (if any) and each reasonable 

alternative’s expected environmental effects, and include: 
 Why an alternative is/is not considered in detail  Applicable statutory/regulatory requirements 
 Each alternative’s environmental impacts  Conceptual measures needed to mitigate impacts 
 Alternatives must consider ways to achieve the Purpose and Need even if they are not within the Sponsor’s purview. 

 
 AFFECTED ENVIRONMENT – Could also be named Existing Conditions; succinctly describe only those environmental 

resources the proposed action and reasonable alternatives are likely to affect, consisting of: 
 For resources not affected, include the statement “The no action, proposed action, and reasonable alternatives would not 

affect: [list the resources.]” 
 Background information of past, present, and reasonably foreseeable future actions 
 Location map(s), vicinity map(s), ALP (FAA projects), photographs 
 Information on existing and planned land uses and zoning; traffic and transportation; socioeconomic setting 
 Description of applicable environmental resources 

 
 ENVIRONMENTAL CONSEQUENCES – Concise analyses only for the potential environmental impacts that the no action, 

proposed action, and reasonable alternatives, if any, may cause, consisting of: 
 Justification should be provided if only the no action and proposed action are included in impact analyses 
 Description and evidence of agency coordination 
 FAA: Discussion of applicable significance thresholds 
 FHWA: Discuss any social, economic, and environmental impacts whose significance is uncertain; level of analysis should 

be sufficient to adequately identify the impacts and appropriate mitigation measures, and address known and foreseeable 
public and agency concerns. Describe why these impacts are considered not significant.  Two main points should be 
considered in determining significance: context and intensity. 
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Include Cumulative Impacts - Determine if any significant impacts would occur when the proposed action’s effects are 
added to past, present, and reasonably foreseeable actions. 

 Include Secondary/Indirect Impacts and their significance 

 
 MITIGATION – This section can be combined with the above section to be “Environmental Consequences and Mitigation; 

Describes the conceptual measures proposed to mitigate the identified environmental impacts, and includes: 
 Why the mitigation would reduce impacts below applicable significance thresholds 
 Proof of consultation with appropriate resource agencies on proposed mitigation 

 
RESOURCES (listed alphabetically) 
***For more information, refer to: 
 FAA Environmental Desk Reference (http://www.faa.gov/airports/environmental/environmental_desk_ref/);  
FAA Order 5050.4B (https://www.faa.gov/regulations_policies/orders_notices/index.cfm/go/document.information/documentID/14836); 
FHWA Technical Advisory T6640.8A (http://environment.fhwa.dot.gov/projdev/impta6640.asp) 

 

Air Quality                   Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

Nonattainment or maintenance areas (http://www.epa.gov/airquality/greenbook/)              Consistent with state policies 
FHWA Exempt Project (http://goo.gl/gTMqXz) 
FAA Exempt Action (http://goo.gl/SNceGP)   
FAA Presumed to Conform Action (http://goo.gl/SJFju4) 
De minimis thresholds (http://www.epa.gov/oar/genconform/deminimis.html) 
NAAQS Exceedance (http://www.epa.gov/air/criteria.html) 

 
An air quality assessment is generally required for these actions: 
FAA 

 Most major airport development projects (e.g., new airport, new runway, major runway extension) if pollutant 
levels are likely to exceed the NAAQS 

FHWA 
 Federal projects that do not appear in the STIP 
 Projects identified in the STIP as “regionally significant” 
 Projects involving the addition of or alteration of an existing traffic signal or intersection 

 
FAA Significance Threshold: When action exceeds one or more of the NAAQS  
 
Permits/Approvals Needed:  

General Conformity Determination   
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Biotic Resources                  Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

Fish & wildlife habitat                 Consistent with state policies 
Natural communities        
State Wildlife Action Plan      
Habitat connectivity 
Aquatic organism passage 
Invasive species 
Essential Fish Habitat 
Migratory bird species/breeding habitat 
Marine mammals 
Coral reefs  

http://www.faa.gov/airports/environmental/environmental_desk_ref/
https://www.faa.gov/regulations_policies/orders_notices/index.cfm/go/document.information/documentID/14836
http://environment.fhwa.dot.gov/projdev/impta6640.asp
http://www.epa.gov/airquality/greenbook/
http://goo.gl/gTMqXz
http://goo.gl/SNceGP
http://goo.gl/SJFju4
http://www.epa.gov/oar/genconform/deminimis.html
http://www.epa.gov/air/criteria.html
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FAA Significance Thresholds: 
 Effects on population dynamics 
 Effects on sustainability and reproduction rates 
 Natural/artificial mortality 

 Minimum population size need to maintain 
affected population 

 
Permits/Approvals Needed:   

USFWS Migratory Bird Treaty Act Permit 
NMFS Marine Mammal Protection Act Permit 
CWA Section 404 Permit 
State permit(s) and/or Concurrence from applicable State agencies   

 
Mitigation Required 

______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Children’s Health & Safety Risks                   Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

Risks to health or safety that are attributable to products or substances that the child is likely to come in contact with or 
ingest (such as the air we breathe, the food we eat, the water we drink or use for recreation, the soil we live on, and the 
products we use or are exposed to). 
 
FAA Significance Threshold: An action causing disproportionate health and safety risks to children.  
 
Permits/Approvals Needed:  None   
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
      

Coastal Barriers                  Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

Coastal Barrier Resource System 
 
FAA Significance Threshold: No formal thresholds are defined.  Determine if the proposed action would cause: 

 An unacceptable risk to human safety or property; or  
 Adverse effects to the barrier’s environmental resources that cannot be satisfactorily mitigated 

 
Permits/Approvals Needed:   

Concurrence from USFWS 
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Coastal Zone Management                Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant

State CZM Plan           
Designated coastal zone 
Listed or unlisted actions outside designated coastal zone 
Listed activities in or affecting a coastal zone 
Unlisted activities in or affecting a coastal zone 
Categorically excluded actions 
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FAA Significance Threshold: 
No formal thresholds are defined.  Consider the following: 

 Does the CZM agency object to the consistency determination? 
 If yes, has the sponsor changed the project so it is consistent with the coastal zone mgmt plan? 
 If action includes FAA-installed facilities, will FAA install facilities in a manner consistent with the coastal zone mgmt 

plan to the maximum extent practicable? 
 Did the CZM agency agree with FAA’s finding? 
 If not, has FAA changed the proposed installation to meet the mgmt plan? 

 
Permits/Approvals Needed:   

CZM agency concurrence with sponsor consistency certification 
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Compatible Land Use                       Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

Existing plans for development 
Existing zoning laws 
Compatible existing/planned land uses 
Noise 
Wildlife attractants: solid waste landfills; dredge spoil containment areas; wastewater treatment facilities; wetlands; 

wildlife refuges; other land uses that attract wildlife 
 
FAA Significance Threshold: No formal thresholds are defined.  See threshold for noise. 
Consider land use consequences such as: 

 Community disruption 
 Business relocations 
 Induced socioeconomic impacts 

 Wetland/floodplain impacts 
 Critical habitat alteration

Additional FAA considerations: 
Wildlife attractants within 5,000’ of an airport serving piston-powered aircraft:_____________________________ 
_______________________________________________________________________________________________ 
Wildlife attractants within 10,000’ of an airport serving turbine-powered aircraft: ___________________________ 
_______________________________________________________________________________________________ 
Wildlife attractants within 5 statute miles of a runway end and a landfill that could cause hazardous bird species to fly across 
approach or departure airspace:___________________________________________________________________________ 
______________________________________________________________________________________________________ 
 
Permits/Approvals Needed:   

Letter from public agency indicating consistency with local land use planning 
Written verification that action has been/will be taken to restrict land uses near airport 

 
Mitigation Required 

______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Conservation Land                      Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant

National sites                                                                                                                                            Consistent with state policies 
State sites 
Privately held land protected by conservation easement 
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FAA Significance Threshold: None (See Section 4(f), Section 6(f) sections) 
 
Permits/Approvals Needed:   

Concurrence from Protecting Entity/Landowner 
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Construction Impacts                      Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant

Proposed disturbance area 
 Refer reader to other sections that address potential construction and project impacts on other resources (especially 

noise, air, water, traffic congestion/detours, safety, visual impacts) 
Disposal of waste material, if any 

 
FAA Significance Threshold: Refer to sections on applicable resources 
 
Permits/Approvals Needed:   

NPDES storm water discharge permit (when disturbance will total 1 acre or more) 
State permit(s) 

 
Mitigation Required 

______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Environmental Justice                                      Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

EJ Populations: Low-income; Black; Hispanic; Asian American; American Indian; Alaskan Native 
 
FAA Significance Threshold: Action could cause disproportionately high and adverse human health or environmental effects 
on low-income or minority populations. 
 
Permits/Approvals Needed:   

Environmental document must demonstrate that the goals of EO 12898 and DOT Order 5610.2 have been carefully and 
properly considered. 
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Farmlands                                                   Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant

Prime farmland Unique farmland State/locally important farmland 
 
FPPA does not apply to the following locations: 

Urbanized areas (defined on Census Bureau maps) 
Land in urban development 
Land committed to water storage 
Land within an existing right-of-way purchased on or before August 4, 1984 
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FAA Significance Threshold: A total combined score on Form AD 1006 between 200 and 260. 
 
Permits/Approvals Needed:   

NRCS Form AD 1006 or NRCS Form CPA-106 (linear projects) 
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Floodplains                                                     Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

100-year Floodplain (Zones A or V)                                    Consistent with state/local policies 
Increase in Base Flood Elevation 
Decrease in flood storage volume 

 
Assess affect on floodplain’s natural and beneficial values, property, or human life: 
 Agricultural activities 
 Aquacultural activities 
 Aquatic or terrestrial organisms 

 Flood control 
 Groundwater recharge 
 Water quality 

 Would flooding affect airport access roads thereby preventing passenger, visitor, or airport personnel from entering 
or exiting the airport?  

 Would flooding affect aviation safety and the airport’s use?  
 Would flooding cause flood-induced spills of hazardous material stored at the airport and their effects on human 

populations?  
Determine if action would indirectly support floodplain development 

 
Include justification if there is no practicable alternative outside floodplain, including: 
 Important factors considered when selecting the proposed action as the practicable alternative;  
 Reasons FAA or FHWA intends to fund or approve an action in the base floodplain or in an area that would affect the 

floodplain;  
 Each alternative considered and important factors that may make the alternative impractical;  
 How the proposed action would affect the floodplain’s natural values and proposed measures to minimize potential 

floodplain harm; and  
 If National Flood Insurance Program (NFIP) criteria (44 CFR Part 60.3.) are applicable to the action.  

 
FAA Significance Threshold: When notable adverse impacts on natural and beneficial floodplain values would occur. 
 
Permits/Approvals Needed:   

Concurrence may be required from Army Corps, FEMA, and/or State or local agencies 
 

Only Practicable Alternative Finding: Documentation that no practicable alternatives exist that would avoid floodplain 
impacts, taking into consideration (1) safety aspects;  (2) ability to meet the action’s transportation objectives; and  (3) ability 
to meet accepted design, engineering, environmental, economic, or any other applicable factors. 

 Reference Executive Order 11988 and 23 CFR 650, Subpart A 
 The reasons why the proposed action must be located in the floodplain; 
 The alternatives considered and why they were not practicable; and 
 Statement indicating whether the action conforms to applicable State or local floodplain protection standards. 

 
Mitigation Required 

______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
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Hazardous Materials                                                   Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

Known sites that contain:                 Consistent with state policies 
Hazardous wastes (http://goo.gl/63c8qm) 
Hazardous substances (http://goo.gl/xhRgCb) 
Hazardous materials (http://goo.gl/2qhKRu) 

 
FAA Significance Threshold: The action involves a property on or eligible for the National Priority List; or the sponsor would 
have difficulty meeting applicable local, state, or Federal laws and regulations on hazardous materials; or there is an 
unresolved issue regarding hazardous materials. 
 
Permits/Approvals Needed:   

 CERCLA or RCRA permits, certifications, or regulatory approvals may be required 
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Historic or Cultural Resources                     Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                   Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant  

Historic property that is included in, or eligible for inclusion in,                 Consistent with state/local policies 
the National Register of Historic Places: 

Historic District 
Historic Site 
Archaeological site 

Cemeteries 
Building >50 years old 
Structure >50 years old 

Sites having traditional religious or cultural importance to Native American Tribes  
 

Define Area of Potential Effect 
 
FAA Significance Threshold: No formal thresholds.  An adverse effect determination does not automatically trigger a finding 
of significant impact. 
 
Permits/Approvals Needed:  No formal permits or approvals are required.  Process must be conducted in a reasonable and 
good faith manner.  Also see Section 4(f) section. 
Document must include: 

 Documentation of consultation with SHPO (or THPO) and other consulting parties 
 Effect determination 
 Documentation that ACHP was provided opportunity to participate in consultation 
 Memorandum of Agreement if agreement is reached on resolving adverse effects 

 
Mitigation Required 

______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Light Emissions/ Visual Effects                      Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                   Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant  

Light-sensitive areas such as homes, parks, or recreational areas                 Consistent with state/local policies 
Aesthetic concerns with existing environment, architecture, historic or cultural setting, or land use planning.  

 
FAA Significance Threshold: No formal thresholds.  Stakeholder input should be sought. 
 
Permits/Approvals Needed:  None.  State, regional, or local agency approvals may be needed. 
 

http://goo.gl/63c8qm
http://goo.gl/xhRgCb
http://goo.gl/2qhKRu
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Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Natural Resources/ Energy Supply                               Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                   Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

Assess energy requirements, energy conservation, and the use of natural or consumable resources, including: 
 substantial demands on available energy or natural resource supplies 
 statistically significant increases in fuel consumption 
 Smart growth requirements of agency with jurisdiction over the area where action is located 

 
FAA Significance Threshold: When an action’s construction, operation, or maintenance would cause demands that would 
exceed available or future (project year) natural resource or energy supplies. 
 
Permits/Approvals Needed:  None.  Provide documentation from public utilities and suppliers addressing their capacity to 
provide energy/resources to build and operate the action. 
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Noise                                       Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                   Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant  

A noise analysis is required in the following circumstances:                               Consistent with state/local policies 
FAA 

Projects that involve more than 90,000 annual piston-powered aircraft operations in Approach Categories A through D; 
Project that would involve more than 700 annual jet-powered aircraft operations during the period covered by the EA; 
Actions involving a new airport location, new runway, major runway extension, or runway strengthening; 
Actions at existing heliports or airports when helicopter operations exceed 10 per day and hover times exceed 2 min. 

 
FHWA (Type I projects) 

Construction of a highway on a new location; 
 Physical alteration of an existing highway that results in substantial vertical or horizontal alteration; 
 Addition of one or more through-traffic lane(s); 
 Addition of an auxiliary lane, except for when the auxiliary lane is a turn lane; 
 Addition or relocation of interchange lanes or ramps added to a quadrant to complete an existing partial interchange; 
Restriping existing pavement for the purpose of adding a through-traffic lane or an auxiliary lane; 
The addition of a new or substantial alteration of an existing weigh station, rest stop, ride-share lot, or toll plaza. 

 
Include the following in the EA, as applicable:  

 Description of receptors 
 Forecast activity data 
 Base maps 
 Flight track maps 
 Noise exposure maps 
 Noise exposure data tables 

 
FAA Significance Threshold: When an action, compared to the no action alternative for the same timeframe, would cause 
noise sensitive areas located at or above DNL 65 dB to experience a noise increase of at least DNL 1.5 dB. An increase from 
DNL 63.5 dB to DNL 65 dB over a noise sensitive area is a significant impact.  For national parks, national wildlife refuges and 
historic sites, including traditional cultural properties where a quiet setting is a generally recognized feature, The DNL 65 dB 
level at which residential land uses are compatible does not adequately address noise impacts on visitors to these areas. As a 
result, relevant and/or supplemental noise analysis is appropriate in certain circumstances. 
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Permits/Approvals Needed:  None 
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Rare, Threatened, or Endangered Species                  Resource Not Present/Not Applicable         Resource Present/Minor Impact 

                Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

Federally-listed Species 
Endangered Species    
Threatened Species    

Candidate Species 
Critical Habitat 

 
Section 7 Consultation 

Informal Consultation  
Biological Assessment Required 
Formal Consultation Required 
Biological Opinion 

 
FAA Significance Threshold: When USFWS or NMFS determines a proposed action would likely jeopardize a species’ 
continued existence or destroy or modify a species’ critical habitat. 
 
Permits/Approvals Needed:   

Concurrence from USFWS or NMFS that the action is unlikely to adversely affect federally-listed species or critical habitat 
OR 

Biological Opinion from USFWS or NMFS 
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 
State-listed Species 

Endangered Species                              Consistent with state policies 
Threatened Species 
Species of special concern 
National Forest Regional Forester Sensitive Species (if project is within National Forest) 

 
FAA Significance Thresholds: 

 Effects on population dynamics 
 Effects on sustainability and reproduction rates 
 Natural/artificial mortality 
 Minimum population size need to maintain affected population 

 
Permits/Approvals Needed:  Concurrence from applicable State agencies  
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
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Section 4(f) Resources                                     Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                   Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant

Publicly-owned park Publicly-owned recreation area 
Publicly-owned wildlife or waterfowl refuge Historic site listed on or eligible for listing on the 

National Register 
 

Identify Officials with Jurisdiction 
 
Types of Use under Section 4(f): 

Physical use with de minimis finding 
Physical use 
Constructive use 

 
Required Document (included in Appendix): 

Programmatic 4(f) Evaluation (FHWA): 
 Net benefit to a Section 4(f) Property 
 Use of Historic Bridges  

 Minor amounts of land from Section 4(f) Property 
 Walkway and Bikeway Construction 

Individual 4(f) Evaluation 
 

4(f) documentation should contain the following information: 
 Applicability of Section 4(f) to the park, recreation, refuge or historic property proposed to be used by the 

project; 
 Activities, features, and attributes of the Section 4(f) property; 
 Whether or not there is a use of section 4(f) property; 
 Records of public involvement, or Section 106 consultation; 
 Results of coordination with the officials with jurisdiction. 

 
For de minimis impact determinations: 
 Avoidance, minimization or mitigation measures that were relied upon to make the de minimis impact 

finding. 
 

Programmatic Section 4(f) evaluation: 
 Documentation of the specific requirements of the programmatic evaluation that is being applied. 

 
Individual Section 4(f) evaluation: 
 Alternatives considered to avoid using the Section 4(f) property, including analysis of the impacts caused by 

avoiding the Section 4(f) property; 
 A least overall harm analysis, if a feasible and prudent avoidance alternative does not exist; 
 All measures undertaken to minimize harm to the Section 4(f) property/proposed mitigation; 

 
FAA Significance Threshold: When the proposed action involves a physical use that would be more than minimal or a 
constructive use would occur. In either case, mitigation is not enough to sustain the resource’s designated use. 
 
Permits/Approvals Needed:  With one exception, there are no permits, certifications, or approvals required to use resources 
protected under Section 4(f).  NPS approval is required to convert Section 4(f) resources acquired or developed using funds 
under Section 6(f) of the Land & Water Conservation Fund (see Section 6(f) section).  
 

Input from agencies having jurisdiction over affected Section 4(f) resources is required.  Also see section on Historic 
Resources 
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
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Section 6(f) Resources                                                    Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                   Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant  

Recreational area or other facility purchased or developed using Land & Water Conservation Funds 
Temporary use of Section 6(f) property must be reviewed and approved by the State LWCF Liaison Officer 
Conversion of LWCF property requires replacement satisfactory to the Secretary of the Interior; project sponsor must 

submit the request for conversion of the 6(f) resource to the State Liaison Officer. 
 

 Section 6(f) Evaluation should include: 
 A statement from the Regional NPS Director authorizing the State agency having responsibility over the Section 6(f) 

resource to convert the resource to non-recreational uses.  
 Correspondence, coordination, and interagency review 
 Boundaries of Section 6(f) property and replacement property 
 Analysis of prudent and feasible alternatives 
 Description of replacement property, including its reasonably equivalent use and characteristics; fair market value; 

political jurisdiction 
 Provide documentation that the proposed conversion and substitution will be according to the Statewide 

Comprehensive Outdoor Recreation Plan (or equivalent plan) 
 
FAA Significance Threshold: When the proposed action involves a physical use that would be more than minimal or a 
constructive use would occur. In either case, mitigation is not enough to sustain the resource’s designated use. 
 
Permits/Approvals Needed:  NPS approval 
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Socioeconomic Issues                                      Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                   Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

Potential impacts to consider: 
 Displacement of individuals/families 
 Availability of comparable replacement housing 
 Moving homes or businesses 
 Dividing or disrupting established communities 
 Surface transportation patterns 
 Disruption in orderly, planned development 
 Notable change in employment or tax base 
 Bicycle and pedestrian accessibility 

 Local public facilities 
 Consistency with local land-use and 

transportation planning objectives 
 Capacities of existing public service providers, 

infrastructure, utilities, and local economics 
sustaining an affected area’s quality of life 

 Public safety 

 
Describe in detail affects on: 

Housing 
Business 
Transportation 
Children’s Health and Safety Risks (see separate section on this topic) 

 
FAA Significance Thresholds:  

 Extensive relocation, but sufficient replacement housing is unavailable. 
 Extensive relocation of community businesses that would cause severe economic hardship for affected 

communities. 
 Disruption of local traffic patterns that substantially reduce the Levels of Service of roads serving the airport and its 

surrounding communities.  
 A substantial loss in community tax base.  
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Permits/Approvals Needed:  None; provide documentation of coordination with appropriate stakeholders, including local 
governments; local planning commissions and housing departments; local business organizations; local transportation 
agencies; aviation groups; local public health agencies 
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Solid Waste                      Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                   Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant  

Solid, liquid, semisolid, or contained gaseous material                           Consistent with state policies 
(does not include hazardous waste; see separate section)  
 
Summarize: 

Estimated quantity 
Disposal methods, including transport, containment, and control 
Impact on facilities receiving the waste 
Compliance with applicable regulations 

 
FAA Significance Threshold: None 
  
Permits/Approvals Needed:  None; provide assurances that project will meet applicable solid waste disposal requirements; 
include records of all relevant communications with the consulted agencies.  
 

Mitigation Required 
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Water Quality                                                                  Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                   Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

         Consistent with state policies 
Water quality standards 
Impaired waters 
Outstanding Resource Water 
Disturbance over 1 acre 

Aquatic populations 
Public drinking water supplies 
Wellhead protection areas 
Sole source aquifers 

Waters of national significance (wild and scenic rivers (see section on this topic), national refuges, etc.)
 
FAA Significance Threshold: When an action has the potential to exceed water quality standards, there are water quality 
problems that cannot be avoided or satisfactorily mitigated, or there would be difficulty in obtaining a permit or 
authorization, there may be a significant impact.  
 
Permits/Approvals Needed:   

Water Quality Certificate  
NPDES Permit  
Agency opinion on safe drinking water supplies 

 
Mitigation Required 

______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
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Water Resources                                                    Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                   Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant  

Surface Waters:                       Consistent with state/local policies 
Streams and rivers 
Navigable waters 
Surface waters with State designation 

 
Wetlands:                        Consistent with state/local policies 

Jurisdictional Wetlands 
Nonjurisdictional Wetlands 
Wetlands with State designation 
Wetlands with Local designation 
Functions and Values Assessment 
Importance of impacted wetlands and severity of impact 

 
Potential Impacts: 

dredge/fill; 
 effects on water quality;  
 effects on water supply and the capability to recharge that supply;  
 interference with surface or subsurface water flows;  
 siltation or sedimentation;  
 disruption of the affected wetland’s biotic community;  
 effects of storm hazards, floods, or the ability to store storm runoff or storm flows. 

 
FAA Significance Threshold:  When an action would:  

 Adversely affect a wetland’s function to protect the quality or quantity of a municipal water supply, including sole 
source aquifers and a potable water aquifer.  
Substantially alter the hydrology needed to sustain the affected wetland’s values and functions or those of a 
wetland to which it is connected.  

 Substantially reduce the affected wetland’s ability to retain floodwaters or storm runoff, thereby threatening public 
health, safety or welfare. The last term includes cultural, recreational, and scientific public resources or property 
important to the public.  

 Adversely affect the maintenance of natural systems supporting wildlife and fish habitat or economically important 
timber, food, or fiber resources of the affected or surrounding wetlands.  

 Promote development of secondary activities or services that would affect the above functions.  
 Be inconsistent with applicable State wetland strategies. 

 
Permits/Approvals Needed:   

 Section 404 Permit 
Section 9 Bridge Permit 
State permit(s) 

 
Only Practicable Alternative Finding – Documentation that no practicable alternatives exist that would avoid wetland 

impacts, taking into consideration (1) safety aspects;  (2) ability to meet the action’s transportation objectives; and  (3) ability 
to meet accepted design, engineering, environmental, economic, or any other applicable factors. 

 Reference EO 11990 
 Why there are no practicable alternatives 
 Why proposed action includes all practicable measures to minimize harm; 
 Concluding statement: "Based upon the above considerations, it is determined that there is no practicable 

alternative to the proposed construction in wetlands and that the proposed action includes all practicable measures 
to minimize harm to wetlands which may result from such use." 

 
Mitigation Required 

______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
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Wild & Scenic Rivers                      Resource Not Present/Not Applicable        Resource Present/Minor Impact 

                   Resource Present/Impact Mitigated to Below Threshold       Resource Present/Impact Significant 

National Wild & Scenic Rivers                                              Study Rivers Eligible Rivers 
 Analyses should address water resource action impacts to the river or within its ¼-mile boundary. 
 Classification of a Wild & Scenic River (wild, scenic, recreational) 

National Rivers Inventory 
 Analyses should address water resource action impacts to the river or within its ¼-mile boundary.  
 Must study, develop, and describe reasonable alternatives before making a decision on a water resource action that 

could alter the characteristics that may qualify the river for the WSRS.  
 

Potential impacts: 
Destroying or altering the river's free-flowing nature;  
Introducing a visual, audible, or other type of intrusion that is out of character with the river or that would alter 

outstanding features of the river’s setting;  
Causing the river’s water quality to deteriorate; or  
 Allowing the transfer or sale of property interests without restrictions needed to protect the river or its ¼-mile-wide 

boundaries.  
 
FAA Significance Threshold: None; FAA may not approve the water resource action if the Secretary of Agriculture denies the 
Consent Determination. However, the Secretary may recommend measures to eliminate the adverse effects. FAA may 
encourage the airport sponsor to file revised plans based on those recommendations for further consideration.  
 
Permits/Approvals Needed:   

 Section 7 Consent Determination from the Secretary of Agriculture 
Wild and Scenic Rivers are subject to Section 4(f) if the river segment is classified as recreational 

 
Mitigation Required 

______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 

 
 

 CONSULTATION AND COORDINATION – Summarizes consultation that occurred with resource agencies during the 
development of the EA as well as local officials and other stakeholders, including any public involvement efforts (meeting 
minutes can be included in an appendix). 
 

 LIST OF PREPARERS 
 

 REFERENCES 
 

 

Report Title:       Report Prepared By:       
 
Report Section(s) Reviewed:        
 
Report Reviewed By:       
 
Filepath for Tracked Changes/Markup Document:       

 
Reviewer Signature: __________________________________ Date:       
 
Report Corrections Made By:       Date:       
 
Comments: 
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ADMINISTRATIVE REQUIREMENTS 
Draft EA 

Draft EA reviewed by client and FAA 
Notice of Availability (NOA) reviewed by client and FAA; notice should include: 

 Description of project 
 30-day comment period (start and end date) 
 Contact information 
 How and where to view the Draft EA 
 Details on public meeting 

NOA printed in a local newspaper in the legal notices (and in a regional paper if the project has regional impacts)  
Request Affidavit of Printing from the paper(s) 
Distribution List (developed with client and FAA) that specifies recipients of either a) mailed copy of the NOA, b) hard copy 

of the Draft EA or c) CD of the Draft EA in PDF format 
Draft EA posted on client's website  
Copy of Draft EA sent to the local library, town hall, or similar public building 

 
Final EA 

Following 30-day public comment period, comments are addressed within the EA text as needed and put into an appendix 
Draft Final EA reviewed by client and FAA  
Second NOA reviewed by client and FAA  
NOA gets printed in newspaper(s) (and mailed if necessary); notice should include:  

 Statement that Final EA and FONSI are available for viewing 
 How and where to view the Final EA  
 Contact information 

FONSI – typically issued by lead federal agency at the same time the Final EA goes public 
Affidavits of Printing should be included in the Final EA; since there is usually a lag time of 2 weeks to get the affidavits in 

the mail, only the Draft EA Affidavits get included in the Final EA. 
Final EA posted on client's website  
Copy of Final EA sent to the local library, town hall, or similar public building 
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ENVIRONMENTAL REPORT 

Engineering and Planning Review Checklist 
Purpose and Need 

 
 

Project Name:                                                          Sponsor:       
State Number:                                      Federal Number:                                                    
MJ Number:        

MJ Project Manager:                                                                                                          Client Contact(s):       
 
Lead Agencies:                                                  Cooperating Agencies:       
 

 
 PURPOSE AND NEED  

 
1. Are the primary goals of the project clearly and concisely described? (Secondary goals should be noted as such in separate 
paragraph/ section)  

 Yes   No 
Describe:  
 
2. Are all current or future deficiencies accurately and adequately described?   

 Yes   No 
Describe: 
 
3. Are appropriate FHWA, FAA, State DOT, or other required agency standards identified?  
  Yes   No   
Describe: 
 
4. Is supporting data current and consistent with source document? (ie. aviation forecasts, traffic studies, etc) 

 Yes   No   
Describe: 

 
Other Comments: 
_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Report Title:       Report Prepared By:       
 
Report Section(s) Reviewed:        
 
Report Reviewed By:       
 
Filepath for Tracked Changes/Markup Document:       

 
Reviewer Signature: __________________________________ Date:       
 
Report Corrections Made By:       Date:       
 
Comments: 
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ENVIRONMENTAL REPORT 

Engineering and Planning Review Checklist 
Alternatives Analysis 

 
 

Project Name:                                                          Sponsor:       
State Number:                                      Federal Number:                                                    
MJ Number:        

MJ Project Manager:                                                                                                          Client Contact(s):       
 
Lead Agencies:                                                  Cooperating Agencies:       
 

 
 ALTERNATIVES ANALYSIS 

 
1. Do project alternative narratives adequately describe the design of the alternatives?  

 Yes   No   
Describe:  
 
 
2. Do project alternatives adequately describe the means and methods of construction?   

 Yes   No   
Describe:  
 
 
3. Are alternatives consistent with FHWA, FAA, State DOT, or other required agency standards?  

 Yes   No  
Describe: 
 
 
4. Have all non-standard project elements been approved by appropriate governing agencies? (e.g. FHWA, FAA, State 
DOT, or other agency)  

 Yes   No  
Describe: 
 
 
5. Are cost estimate evaluations for each project alternative comprehensive of all construction elements?  

 Yes   No  
Describe: 
 
 
6. Are cost estimate evaluations consistent across all project alternatives?  

 Yes   No  
Describe: 
 
 
7. Are all on and off-site environmental impacts identified and quantified for each alternative? (e.g. acres of disturbance, 
wetland impacts, offsite disposal of materials, staging areas, etc.)   

 Yes   No  
Describe: 
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8. Have all non-selected alternatives been fully discounted? (e.g. not reasonable or feasible, or does not meet the 
purpose and need)  

 Yes   No  
Describe: 
 
 
9. Does the preferred alternative identify all avoidance and minimization measures employed to demonstrate that it is 
the least environmentally damaging practicable alternative?   

 Yes   No  
Describe: 
 
 
10. Does the preferred alternative achieve the desired purpose and satisfy the need of the project?    

 Yes   No  
Describe: 

 
 
Other Comments: 
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Report Title:       Report Prepared By:       
 
Report Section(s) Reviewed:        
 
Report Reviewed By:       
 
Filepath for Tracked Changes/Markup Document:       

 
Reviewer Signature: __________________________________ Date:       
 
Report Corrections Made By:       Date:       
 
Comments: 
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WETLAND and WATERWAY DELINEATION REPORT 

Environmental Technical Content Checklist 
 
 

Project Name:                                                          Sponsor:       
State Number:                                      Federal Number:                                                    
MJ Number:        

MJ Project Manager:                                                                                                          Client Contact(s):       
 
Lead Agencies:                                                  Cooperating Agencies:       
 

 
 WETLAND DELINEATION REPORT – BODY OF TEXT 

 
  Reason the delineation was conducted, property ownership, and who conducted the delineation 
  Site location description: street address, municipality, watershed 
  Description of any current and/or historic land uses on the site 
  Date of the site visit(s) with information on tasks performed on those dates 
  Recent weather conditions and conditions during the delineation 
  Summary of available information used prior or during the delineation (e.g. USGS Survey Map(s), State Wetlands Map(s), 

NWI Map(s), Soil Survey Map(s), FEMA Floodplain Map(s), aerial photographs, etc.) 
  An explanation of the approach used to delineate the wetlands and waterways. Describe any deviations from generally 
excepted or approved delineation methodologies 

  Streams 
  Description of general flow patterns, volume and frequency of streams 
  Description of stream substrate composition (e.g. silt, sand, gravel, cobble, bedrock) 
  Description of stream bed, bank slopes, bankfull width , and bank full depth 
  Description of stream vegetative buffer 
  Identify potential habitat for species and barriers to wildlife passage 
  Discussion of whether streams on the site are TNWs, perennial RPWs, seasonal RPWs, or non-RPWs.  
  Description of connections to a TNW 
  River miles to a TNW and aerial (straight) miles to a TNW 
  Justification for proposed "isolated" or non-jurisdictional determinations  
  Discussion of state classification and jurisdiction, if applicable  

  Wetlands 
  Description of each delineated wetland: vegetative cover type, Cowardin Classification, potential habitat for species, soils, 

hydrology, disturbance and functions and services 
  Description of whether each wetland on the site either abuts or is adjacent to a tributary, identify which tributary (e.g. 
Wetland A directly abuts an unnamed tributary to Kayaderosseras Creek), and provide a discussion of the justification 
for this determination 

  Description of tributary connections to a TNW for each aquatic resource on the site, including a discussion of wetland 
and/or other connections (e.g. Wetland B connects to Wetland A via a culvert under Elm St. Wetland B abuts an 
unnamed tributary to Kayaderosseras Creek, which is a TNW) 

  River miles to a TNW and aerial (straight) miles to a TNW 
  Justification for proposed "isolated" or non-jurisdictional determinations  
  Discussion of state classification and jurisdiction, if applicable  

  A narrative description summary of results and conclusions, including characteristics and acreage of each area of wetland 
and non-wetland waters, and jurisdictional status.   

 
 WETLAND DELINEATION REPORT – ATTACHMENTS 

 
  Aerial photograph(s) depicting parcel and Project Study Area 
  State wetlands map(s), NWI map(s), soil survey map(s), and FEMA floodplain map(s) depicting parcel and/ or Project 
Study Area 

  Wetland and waterway delineation maps 
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 Title block, including drawing date, scale, revision dates, north arrow, existing topographic contours (if available), 
benchmarks, and the stamp of a licensed surveyor or a narrative describing how the GPS data were obtained 

 Boundary lines of the parcel and Project Study Area, clearly marked with acres 
 Delineation flags shown as points that are connected by straight lines (or extend off-site at parcel boundaries), and are 
identified on the drawing with the corresponding number and/or letter that is written on the flag in the field 

  Appropriate hatching and/or shading to identify the extent of waters of the US, including jurisdictional wetlands, and 
any "isolated" or non-jurisdictional water bodies or wetlands 

  All defined streams and other waterways on the site, identified either via flagging or a standard symbol that is in the 
legend, and locations of any other connections between waters (e.g. culverts, ditches and/or swales) 

  Table outlining the acres of the waters of the US, "isolated" or non-jurisdictional waters, and State regulated waters, 
in addition to the linear feet of all tributaries and other connections (e.g. culverts, ditches and/or swales) within the 
boundaries of the Project Study Area 

  Most current field data sheets from the appropriate Regional Supplement for each wetland cover type and corresponding 
adjacent upland data collection point 

  Color photographs of wetland data collection points (test pits) and other representative areas of the site (taken during 
the growing season), including representative photographs of streams and other waterways, any connections between 
waterways, or between waterways and wetlands 

 
Other Comments: 
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Report Title:       Report Prepared By:       
 
Report Section(s) Reviewed:        
 
Report Reviewed By:       
 
Filepath for Tracked Changes/Markup Document:       

 
Reviewer Signature: __________________________________ Date:       
 
Report Corrections Made By:       Date:       
 
Comments: 
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MJ REPORTS 

Formatting Checklist 
 

The purpose of this checklist is to provide support for report reviewers. Use this checklist prior to finalizing the report for 
external review and/or submittal. This checklist should also be used by report writers to avoid unnecessary markups and 
expedite reviews.     
 
 

Project Name:                                                          MJ Project Number:       

Project Client/Sponsor:            MJ Project Manager:                                                                                                          
 
 

 
 HEADER / FOOTER  

 
 Includes appropriate space between body of text and header and footer 
 Correct/consistent page # format 
 Correct/consistent report name, project title, client, etc.

 TABLE OF CONTENTS 
 

 Use numbering and appropriate Styles-Headings to link table of contents so it updates automatically 
 Are all tables, figures, and appendices listed correctly 
 Are all acronyms and abbreviations listed correctly 

 
 GENERAL – BODY OF TEXT 

 
 Introduction includes the documents reviewed list with prepared by and date (i.e. Master Plan Update, Obstruction 

Evaluation) (mostly applicable to EAs) 
 Use consistent naming convention for project, client/sponsor, site, alternatives, etc. and reference at the beginning of the 

document if necessary.  For example, Ogdensburg International Airport (herein referred to as “OGS”).  
 The words state, federal, regional, local, tribal are not capitalized unless they begin a sentence or form part of an official 

title 
 Confirm line spacing is consistent throughout the document.  Consider use of paragraph marks (¶). 
 Appropriate and consistent use of verb tense.  

o Future conditional tense: when discussing alternatives, proposed projects, etc. 

o Past tense: use it in the methods (telling what you did) and results (telling what your results were) 
sections 

 Avoid the use of this, these, it and that, because it is difficult to tell to what these words refer 
 Space between numbers and the unit of measure (6 m, 14 mL)  
 Number consistency is present throughout the document.  Spell out whole numbers below 10, but use figures for 10 and 

above. Exceptions: 
o a 5-year-old girl, 3 percent, 6 cents;  
o Numbers at the beginning of a sentence spelled out (e.g., “Twelve program offices and all 10 Regional 

offices think…”) 
 Use ampersands only when they are part of a formal name (e.g., C&O Railroad) or when space is at a premium. 
 Use active voice/avoid use of passive voice.  Use strong, clear simple and credible sentences.    
 Avoid the use of “significant” unless specifically referring to a “significant impact” 
 Consistent use of spelling, punctuation and capitalization rules throughout the report 
 Use spell and grammar check
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 ABREVIATIONS, ACRONYMS, INTIALIZATIONS, SPELLING 
 

 First mention of acronym is defined (e.g. Federal 
 "United States" spelled out when it appears as a noun.  "U.S." is acceptable except  in the Agency's name on covers or title 
pages 
When referencing state names, the full name should be utilized and capitalized in most circumstances. As a modified, the 
two-letter postal code without periods (e.g., NY, PA, FL) has been utilized when referenced in long lists and addresses  

"Southwest" is one word; it is abbreviated "SW.” Ditto for all compass points 
 Ground water is preferred over groundwater as both adjective and noun; Do not hyphenate. 
 Stormwater - One word, not hyphenated 
 Water body - Two words, not hyphenated 
 Proper use of affect/effect -"Affect" is normally a verb. "Effect" is normally a noun. For example: 

o "Acid rain affects trees." 
o "Acid rain's damaging effects include weakening trees." 
o The only use of "effect" as a verb is to mean "to cause" or "to bring about" as in "EPA will effect change 

through a new program." It is usually better to say accomplish, perform, produce, generate, make, etc. 
“Which" is always preceded by a comma; "that" never is 

 Clearly define temporal terms like “seasonal”, “short-term”, “duration”, etc. 

 

 PUNCTUATIONS 
 

 Use quotation marks when quoting short remarks by other people or brief passages in publications   
 Use Paragraph Marks to make sure spacing between sentences is correct. Periods are followed by one space, not two. 
Microsoft Word should automatically adjust for spacing after a period  
 Bullet Lists - capitalize the first letter and use periods at the end of each section.  

Example: You will need to present the following information: 

 Your driver's license. 

 Birth certificate. 

 Passport. 
OR 
Vertical lists that complete a sentence begun in an introductory element and that consist of phrases or sentences 
with internal punctuation. 
Example: Children may be more vulnerable to environmental exposures than adults because: 

 their bodily systems are still developing; 

 they eat more, drink more, and breathe more in proportion to their body size; and 

 their behavior can expose them more to chemicals and organisms 
 Consistent use of semicolon. Semicolon uses –  

 Use a semicolon to join two independent clauses when the second clause restates the first or when the two 
clauses are equal in emphasis. Example: EPA scores vehicles according to fuel consumption and their 
environmental impacts; SmartWay-certified vehicles are the best environmental performers. 

 Use a semicolon to join two independent clauses when the second clause begins with a conjunctive adverb 
(however, therefore, moreover, furthermore, thus, meanwhile, nonetheless, otherwise) or a transition (in fact, 
for example, that is, for instance, in addition, in other words, on the other hand, even so). Example: Going 
"green" now seems to be all over the news; in fact, a quick Google news search pulls up 95,000 results. 

 Use a semicolon to join elements of a series when each item in the series includes commas. Example: Recent 
sites of the Olympic Games include Beijing, China; Athens, Greece; Salt Lake City, Utah; Sydney, Australia; and 
Nagano, Japan. 

 Consistent use of serial comma. Serial comma uses –  

 It is the comma used immediately before a conjunction in a series of three or more items. The phrase rain 
gardens, porous pavements, and green roofs is written with the serial comma while the phrase rain gardens, 
porous pavements and green roofs is written without it 
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 APPENDICES, TABLES, FIGURES 
 

 Consistent table formatting (i.e. borders, shading, font) 
 Table title and sources should be within the top row and bottom row, respectively, of the table  
 Table source(s) in italics and smaller font than body of report 
 Are tables/figures/appendices referred to/discussed in the body of the report 
 Define abbreviations (in footnote) even if they are already defined in text 
 Are appendices labeled according to the order in which they are mentioned in the text 
 Appendix and Figure references in BOLD 

 
 CITATIONS, SOURCES, REFERENCES 

 
 When citing other reports, articles, etc., the title should be in italics 

 If there is only one footnote, use an asterisk (*). If there is more than one footnote, use letters (
a

, 
b

, 
c

,)
 

 FIGURES 
 

 Show north arrow 
 Show scale 
 Clearly label the project area 
 Clearly label landmarks/street names in the vicinity of the project area 
 Show source(s) for data or imagery 
 Show legend 
Consistent use of property line, project area, etc. linetypes 

 
 MISCELLANEOUS 

 
 Some reports may require a filepath at the end of the report 
 Does report use appropriate MJ templates 
 If report is for the FHWA, do not include sponsor/client logo on cover page or report 
 Is report consistent with a particular style guide?  If so, which guide_____________________ 
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Other Comments: 
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Report Title:       Report Prepared By:       
 
Report Section(s) Reviewed:        
 
Report Reviewed By:       
 
Filepath for Tracked Changes/Markup Document:       

 
Reviewer Signature: __________________________________ Date:       
 
Report Corrections Made By:       Date:       
 
Comments: 
 
 
 
 
 

Checklist References: 

EPA Evaluation Support Division, Report Formatting and Presentation Guidelines
1 

- Draft Final, March 24, 2005  
EPA, EPA Communications Stylebook: Writing Guide, Revised 2009 http://www2.epa.gov/stylebook/epa-communications-
stylebook-writing-guide  
 

http://www2.epa.gov/stylebook/epa-communications-stylebook-writing-guide
http://www2.epa.gov/stylebook/epa-communications-stylebook-writing-guide
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