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1. Document Revision History

This document was originally issued on 9/9/15. The following revisions have been approved and issued:
Changes to this document must be approved by Certification Program Manager.

Revision Date Revision Details (only the last ten revisions are retained)
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2. Document Acronyms

Acronym Meaning

CLPA Certified Local Public Agency
CPC Certification Program Coordinator
CPM Certification Program Manager
CPO Certification Program Office
FHWA Federal Highway Administration
LAG Local Agency Guidelines

LAL Local Agency Liaison

QAS Quiality Assurance Specialist
SME Subject Matter Expert

TPD Technical Program Documents

3. Purpose of Document

This document provides a high-level overview of ODOT'’s Certification Program. Additional Program details can be found
in the Local Agency Guidelines (LAG) and the documents referenced in this guidance at the following website:
http://www.oregon.gov/ODOT/HWY/LGS/Pages/Certification.aspx

4. ODOT Certification Program
The Certification Program is a federal program that enables Certified Local Public Agencies (CLPA) to obtain optimum
approval authority and control at the local level when delivering federally funded transportation projects.

The program’s objectives are to reinforce and facilitate delegation of authority and responsibility to the lowest practical
level, build in mechanisms for accountability and assistance to ensure top performance, reduce the cost of doing
business while maintaining quality, and focus on the customer—the people of Oregon.

4.1 Program Vision
The most cost effective, timely delivery of FHWA projects by local public agencies.

4.2 Program Mission
The Certification Program primary mission:

Streamline the Local Public Agency (LPA) delivery process of FHWA projects by certifying highly qualified LPA's
that provide quality controls which ensure FHWA delivery requirements are met. The Certification Program
Office is responsible to establish policies which facilitate the delivery and oversight of projects in a cost
effective, timely manner through the collaboration of ODOT, Federal Highway Administration (FHWA) and
Local Public Agency (LPA) partners.

4.3 Why is ODOT Involved?

The purpose as stated in Code of Federal Regulations - Title 23 CFR 635.105 is to ensure state departments of
transportation provide adequate supervision and oversight of federally funded transportation projects in their state.
ODQOT is responsible to ensure that expenditure of federal funds on LPA projects meets all federal and state
requirements.

FHWA delegates authority to ODOT through a stewardship agreement to approve project development and construction
administration. ODOT has the option of delegating some or all of this authority to qualified LPAs per 23 CFR 635.105.
ODOQT’s Certification Program permits an LPA to retain more of the approval authority at the local level when developing
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FHWA funded transportation projects. The Certification Program does not eliminate any project development
requirements.

The following diagram depicts the relationships and roles of the Certification Program:

4.3.1 Program Authority Hierarchy Diagram

L Certified Local CLPA Project
Federal Aid Highway ODOT Certification  pyplic Agencies Delivery
Program (FAHP) Program (CLPA)
Governance: : -
Title 23 CFR Certification Certifed by ODOT geq.”"f;";.'"ted
3 Program Office CPO: T8 LA R
635.105, FHWA (cPO) Oversight:
Requlations - Quality Control Consultant
Program Policies Plan .
ODOT/FHWA . Selection
Stewardship CLPA Oversight Title VI Program B e
Agreement Quality Assurance and Plan Advertising, Bid
HQ Staff Support Professional of Award r
and Coordination Record Constructi
e onstruction
Qualified Staff Administration
Appropriate
Documentation

In order to streamline the process for LPAs to use federal transportation funding, ODOT has worked with FHWA and
LPAs to develop and implement a Local Agency Certification Program. Through this program, CLPAs will have increased
authority using FHWA approved processes to develop and construct their federal-aid projects.

ODOT fulfills its oversight responsibilities via audits and reviews of certified CLPA projects and by providing ongoing
advice, support, and training to CLPAs.

5. Federal Aid Delivery Options
There are several options available to LPAs for their development and delivery of their federal-aid projects. These
projects can be delivered by ODOT, or a qualified LPA as a certified agency.

5.1 ODOT Project Delivery
Local Public Agencies may request ODOT to deliver their federal aid projects utilizing ODOT’s Technical Resource
Center(s) and/or consultants.

5.2 Non-Certified Local Public Agency (LPA) Project Delivery

Non-certified LPAs are those agencies that have not attained certification status. Non-certified LPAs do not have the
authority to perform their own project development and delivery work. To complete their federally funded projects,
non-certified LPAs must contract with ODOT or a certified LPA to secure project development and delivery services. See
the Non-Certified Section (B) of the LAG Manual for a more detailed description of non-certified LPA project delivery
processes.
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5.3 CLPA Project Delivery
The CLPA is authorized to deliver their project either as a “fully” certified agency, or a “conditionally” certified agency.
Agencies are considered conditionally certified once they are approved to move through the certification test project
phase in the various disciplines.

6. Benefits of Certification
The benefits of a certification program are:

e Compliance: Limits LPAs that administer federal-aid projects to those with the demonstrated qualifications and
experience for handling projects

e Risk mitigation: Reduces the program accountability risk and ensures projects follow federal regulations and
guidelines

e Resource reduction: Allows ODOT to reduce oversight resource needs for LPA-administered projects

e Local ownership: Allows CLPAs to manage and own their projects

Second, ODOT and LPAs have the flexibility to use consultant services to manage, develop, and deliver the locally
administered federal-aid program and projects. Understanding these available options may allow agencies to lower
project costs, shorten project development and delivery times, improve the quality and performance of contracted
services, and ensure projects meet the necessary federal and state requirements.

6.1 LPAs

LPAs which routinely deliver three or more projects in the Statewide Transportation Improvement Plan (STIP) cycle and
maintain adequate professional staff may consider participating in the ODOT Certification Program, as the following may
benefit their agency:

e Save time and money by obtaining increased authority to use FHWA approved processes to develop, advertise,
award and manage their own federal-aid projects

e Greater flexibility in delivering projects

e Access to training and technical assistance from ODOT based on LPA’s needs

e Lowered risk of losing federal funds and increased likelihood of meeting project objectives and goals within
identified scope, schedule, and budget

e Ability to contract with other non-certified LPAs to perform their federal project work

6.2 ODOT

The Certification Program allows ODOT the opportunity to develop program policies and processes which streamline the
federal aid project delivery process. As a result, projects are more cost effective and delivered in a timely manner, while
continuing to meet federal requirements. The program allows ODOT to:

e Save time and money since CLPAs have the authority to use FHWA approved processes to develop, advertise,
award and manage their federal-aid projects

e  Fulfill its stewardship responsibilities with FHWA while providing LPAs flexibility in the development and delivery
of their projects through program policies, oversight and documentation

e Focus ODOT’s limited resources on key areas of support

e Develop and strengthen relationships with our partners
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6.3 FHWA
ODQT’s Certification Program Office (CPO) has developed program and policies in tandem with FHWA. FHWA’s support
of this effort:
e Ensures efficient and effective use of federal funds in compliance with stewardship agreements by certifying
qualified agencies
e Allows ODOT to develop FHWA-approved oversight policies, procedures, and processes. These policies provide
clarity in roles and responsibilities and ensure appropriate use of federal funding

7. Program Overview

The Certification Program requires LPAs to commit sufficient staff and other resources for their certified program
development and administration to ensure that all the applicable agency, state, and federal requirements are met and
that the work can be accomplished efficiently. ODOT’s Statewide Program Unit, Certification Program Manager, and
regional staff work with LPAs pursing certification through an extensive review of the LPA’s staff, resources, processes,
procedures, expertise, qualifications, and other program elements in order to ensure the LPA’s ability to administer and
manage a federal aid project. The LPA will develop and adopt ODOT’s FHWA approved, procedures, processes, and
program elements.

7.1 ODOT Retained Responsibilities
The following are some of the key project responsibilities that ODOT cannot delegate; CLPAs must comply with ODOT’s
process within these specific project areas.

7.1.1 Civil Rights

ODOT will implement the Civil Rights activities including Disadvantaged Business Enterprises (DBE), Equal Employment
Opportunity (EEO), and On the Job Training (OJT)/Apprenticeship for any LPA project. CLPAs are responsible for Title VI
(Civil Rights Act of 1964) Program or Non-Discrimination Agreement and Labor Compliance.

7.1.2 Environmental Processes
ODQT retains authorization over certain activities within the National Environmental Protection Act (NEPA) process.

Refer to the Environmental Chapter of the LAG Manual for further information.

7.1.3 Final Certification of Right of Way Transactions
ODOT retains authorization over Right of Way activities, such as Right of Way Certification. This certification ensures that
Right of Way work complies with the Uniform Relocation Act.

Refer to the Right of Way Chapter of the LAG Manual for further information.

7.1.4 Project Final Acceptance
ODOT retains Final Acceptance authority for each certified project.

7.2 FHWA Retained Responsibilities
The following are program administration responsibilities that FHWA has not delegated to ODOT or CLPAs:
e Authorization of FHWA funds
e Approval of National Environmental Protection Act (NEPA) and Endangered Species Act (ESA) environmental
documents
e Approval of ODOT’s DBE, EEO, OJT/Apprenticeship and Title VI programs
e “Buy America” waiver requests
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e Approval of ODOT’s LAG Manual
e Periodic Audits of program and specific projects

7.3 Project Development Phases
Primary phases of federal aid projects are shown below. The LPA may pursue certification for most project phases and
elements, as stated above; ODOT retains some project responsibilities.

. - N . ——\ , N N a
Phase | Cor:sultant PHASE II PHASE 1l Phase IV Phase V Phase VI
Selection : 5 i
Program (occurs at any Design RAght of Way Utilities Advertisement, Cog::; ‘r’;i_':’"
cquisition i
Develeo;.)ment phase) (Project Saandiwag Administration
(Planning) Development,
NEPA,
Permitting &
Plans,
Specifications,
and Estimates)
g ) . J U )  CE—— . J ) \ )

8. Certification Disciplines
The project disciplines in which a qualified LPA can become certified are:

Discipline (Project Area) Description
Consultant Selection LPA may seek certification in any one of the three areas of consultation
e Direct Appointment selection or all areas.
e Informal Consultant Selection
e Formal Consultant Selection If the LPA is certified in Formal Consultant Selection they are also approved
for Informal Consultant Selection.
Design Separate applications and certification processes are required for the
Specific certification process required for the | following design areas:
following: e Roadway - Design standards, Plans, Specifications, and Estimates
e Design — Roadway (PS&E)
e Design —Bridge e Bridge - Design standards, Plans, Specifications, and Estimates
(PS&E)

(PS&E package must follow ODOT standard procedures if the LPA is only
certified in design)

Construction In order to be fully certified in Construction, LPA must obtain certification
e Advertisement, Bid, and Award for the both Ad/Bid and Award and Construction Contract Administration.
e  Construction Contract Administration
e Ad/Bid and Award - Processes and procedures utilized to
advertise, bid and award construction contracts for federal-aid
projects.

e  Construction Contract Administration — post award processes and
procedures utilized to manage the construction contract.
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9. Certification Program Office (CPO)
The Certification Program Office (CPO) is responsible for development and management of the Certification Program’s
policies, processes, and procedures. Key program areas managed by this office are:
e Pre-Certification process
e Post certification ODOT/CLPA processes
e Program reporting, project tracking, performance measurement, quality assurance portion of the program
which ensures federal requirements are met including:
0 CLPA Quality Control Plan development and oversight
0 CLPA Civil Rights Program and Title VI Plan facilitation and oversight
0 CLPA Program audits at both program and project level
e Coordination and development of specifications which are customized for CLPA agency projects

9.1 Roles and Responsibilities

CPO staff is typically not involved in the project delivery oversight of test projects or certified projects other than to
coordinate test project evaluations and monitor project progress at a high level. They will assist with project delivery
processes or procedures directly related to this program. Projects are monitored and reported on a quarterly basis by
the CPO.

Local Agency Liaisons (LALs) are located in each ODOT region and are subject matter experts in the federal aid project
delivery process. LALs work closely with the LPAs throughout the test phases of the certification process. LPAs primary
contacts for project issues are ODOT LAL's.

Refer to “Certification Key Program Contacts” for detailed contact information on the Certification Website.

9.2 CPO Staff

Position Responsibilities

Certification Program Manager Responsible for program policy, processes, and documentation content and program oversight
(cpPm) responsibilities.

Quality Assurance Specialist (QAS) | Supports the regions and CLPAs on both project level quality assurance as well as program
(Potential) level oversight to ensure that satisfactory and consistent project delivery systems are in place.

Certification Program Coordinator | Supports the CPM on documentation, program changes, internal and external communication,
(CPC) and program coordination

Statewide Program Analyst Supports CPM and regions on certification agreement templates and provide assistance on
development of CLPA agreements.

Refer to “Certification Key Program Contacts” Reference Document for detailed contact information.

9.3 ODOT Subject Matter Experts (SME)

The CPO office works closely with ODOT subject matter experts for each certification discipline such as:

Discipline Area ODOT SMEs

Consultant Selection ODOT Procurement Office

Design ODOT Technical Centers; Office of Project Letting
Construction ODOT Construction Unit; ODOT Procurement Office

Additionally, CPO staff work closely with ODOT Right of Way, Utilities, and Civil Right SMEs to ensure that program
guidance meets the requirements for federal aid projects.
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SMEs work closely with conditionally certified LPAs during the test project phase of certification.

9.4 Program Documentation
The Certification Program Office is responsible for providing and maintaining program and operational documents to
support certification. These documents are managed by the Certification Program Manager (CPM) and the Certification
Program Coordinator (CPC) and can be found on the Certification Program Website:

http://www.oregon.gov/ODOT/HWY/LGS/Pages/Certification.aspx

9.4.1 Document diagram
The CPO manages various documents in these key areas:

Certification Program Documentation

¢

= > o Y o 4 N B, By
ertification Project /l;roject Design Right of AD/BID & (/Contruction fl;roject Close- r/(:PO Quality \'/Post o)
Program Planning Development Way Award Administration | Out Assuranceby | Certification
Certification Prospectus | g1\ ironmental Utilities Invoicing Ol PDfoc_ei_s by
] ] iscipline
fcrggr)am Office | opligation | Permits
of Funds
Certification
p Agreements
rocess
Overview
: A A A J \. A A AL A J
Types of Documentation
TYPE Purpose
LAG Manual The purpose of Section C of the LAG Manual is to provide specific direction and information

regarding CLPA’s delivery of federal-aid projects utilizing the certification program

Technical Program Guidance

(TPG)

Technical Program Guidance Documents are referenced in the LAG manual and utilized to
outline complex processes for both ODOT and the CPLA. Examples of these types of
documents include:

e Highway Construction Manual

e Bicycle and Pedestrian Manual

e ODOT Standard Specification for Construction — Section 100

e  Certification Program

Desk Reference

Desk reference documents are typically created for ODOT internal use and provide detailed
instructions regarding an internal process

Process Maps

Process flow diagrams are used to describe specific Certification Program processes

Forms

Forms which are utilized by the Certification Program

Reference

Documents which the user can quickly reference to find commonly used website links,
contact information, questions, etc.
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10. Becoming Certified

This section describes the basic steps to becoming certified starting with the LPA being initialy approved to particpate in
the program through the LPA full certification process.

Master Certification
Agreement (MCA)

Applications &
Approvals

Conditionally
Certified

Test Projects by
Discipline

Fully Certified

- - -

e General Application is
completed by LPA
and reviewed by CPO
to ensures LPA meets
minimum
requirements

meetings are
conducted

*Required Applications
by Discipline are
completed by LPA;
reviewed and

*CPO works with LPA
on MCA

*MCA is writen based
on the specific
disciplne(s) LPA is
seeking certificaton in

*LPA is considered

Conditionally
Certified when draft
prequsites are
completed and
approved by ODOT:

Title VI Program and
Plan

¢ Draft Section 100s

e Test Project(s) selected

and approved by CPO
and LAL

e Test projects

completed with ODOT
review

Supplemental

e Upon sucessful
completion of test
projects, LPA is Fully
Certified

e Future projects are
delivery by the CLPA

*LPA approved to -graj;t %‘;‘;/ﬁty ¢ CPO conducts
participate in program on ro' ‘an' periodic compliance
«Informational ¢ Draft Civil Rights audits

approved by CPO and MCA is fully :
ODOT Subject Matter executed IGA is fully
Experts executed
- J \C J N /U J U

Note: Periodic compliance reviews are conducted by the CPO and the Local Agency Liaisons.

10.1 General Application

LPAs interested in participating in the Certification Program are required to complete a Program Application. This

application is reviewed by the CPO office to ensure the LPA meets the minimum requirements of the program.

This application is completed by the LPA. The LPA must meet the following minimum requirements prior to being

approved to participate in the Certification Program.

10.1.1 Minimum LPA Requirements

Requirement

Description

Responsible Person in Charge

For locally administered projects the responsible person in charge must be a full time
employee of the CLPA. The person in "responsible charge" of LPA administered projects
need not be an engineer. This requirement applies even when consultants are providing
construction engineering services.

Volume of Projects

certified.

A minimum of three federal-aid projects in the current STIP is required to warrant becoming

CLPA Program Liaison

LPA must provide a full time employee to be the single point of contact for the LPA’s
certification program.

Quality Control Coordinator

The primary responsibilities of this person are to coordinate LPA’s certification quality
control program activities
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Requirement Description

Qualified Staff The LPA shall have sufficient expertise, qualified staff, and the capability to perform and
supervise the project phases for which they are certified, such as Consultant Selection;
Design; Ad, Bid, and Award, and Construction Contract Administration.

Publications The LPA shall have appropriate manuals, guidelines and standards on hand or available
electronically that is related to the project phases for which the LPA is certified. Such
manuals and guidelines include, but are not limited to:

e LAG Manual

e  AASHTO Design Guides

e ODOT’s Construction Manual

e Oregon Standard Specifications for Construction — Section 100

e  Manual on Uniform Traffic Control Devices

e ODOT’s Highway Design Manual

e ODOT’s Utility Manual

e ODOT's Right of Way Manual

e ODOT’s Hydraulics Manual

10.1.2 Program Letter
If the LPA meets the minimum requirements of the Certification Program an approval letter is sent which outlines the

next steps in the process and a kick-off meeting is scheduled.

If the LPA does not meet the minimum requirements of the program a denial letter is sent which provides the detail of
the decision and potential ways they could qualify in the future.

10.2 Informational Meetings
Informational meetings are held with the LPA, CPO staff, OPO staff, and ODOT LALs to assist the agency with the next
steps in the process. A document package is taken to the meeting for review and includes information about the
following topics:

e  MCA draft agreement

e Quality Control Plan Template and examples

e Title VI program and Title VI plan

e Section 100s — templates

e Supplemental Agreements

e Test projects

10.3 Applications by Discipline

An LPA may pursue full certification for each discipline or choose to be certified only in Design or Consultant Selection. If
the LPA is interested in becoming certified in Construction, they must become certified in Advertisement, Bid and Award
and Construction Administration. Typically, LPAs interested in becoming certified in Construction will also be certified in
Design. The LPA is required to complete an application per discipline and successfully complete test(s) projects for each
discipline. ODOT is more involved with the test project delivery process while an Agency is conditionally certified.
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10.3.1 Application Requirements

Consultant Selection Design Construction
Specific application required for the | Specific application required for Specific application required for
following: the following: the following:
e Direct Appointment e Design — Roadway e Advertisement, Bid, and
e Informal/Formal Consultant e Design —Bridge Award
Selection e  Construction Contract
Administration

10.3.2 Basic Certification process - by Discipline

*ODOT sends application to LPA (Each discipline requires application)

*LPA submits application to Certification Program Office
*LPA compiles documentation

*Program Manager coordinates inital review meeting of LPA documentation and application
eLocal Agency Liasion attends this meeting

*CPO staff coordinates the review of LPA's procedures and qualifications with ODOT subject matter experts

eCertification Program Manager issues the Notice of Conditional Certification and the authorization to begin the Master
Intergovernmental Agreement Process

eExecuted Master Certification Agreement
ePrepare and execute supplemental project agreement for test project(s) -

¢LPA performs the required test projects
*LPA implements required certification plans and policies

*CPO staff cooridnates the Evalauation Review of the LPA
eLocal Agency Liasion attends this meeting

eCertification Program Manager approves the Notice of "Full Certification"and the authorization to update Master
Step 8 Agreement

*CPO staff performs biennial program reviews of CLPAs and also reviews one federal aid project per year. Successful
reviews are required to maintain certification status.

Refer to appropriate Technical Program Guidance Document, Process Maps, Forms, and the LAG Manual for further information.
10.4 Local Agency Agreements
After approval to participate in the program the CPO provides a draft copy of the Master Certification Agreement to the

LPA for review. Typically, this document would be reviewed at a high-level at the kick-off meeting.

There are two types of Intergovernmental Agreements which are used for CLPAs:
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e The Master Certification Agreement (MCA) — This agreement is the primary certification agreement.
e Supplemental Agreement (SA) — This agreement is written to govern a specific project under the Certification
Program.

The MCA is the foundational agreement upon which all supplemental project agreements are based. The MCA will be
updated with each new federal transportation act to reflect revisions to ODOT’s Stewardship Agreement with FHWA or
the AOC/LOC Agreement, and will include laws which are the basis for all federal-aid agreements.

A supplemental project agreement between the LPA and ODOT is required for every funded project. Agreements must
be executed before any phase of the project is funded with federal money.

Refer Section C, Chapter 4 of Manual further information regarding program agreements.

10.5 Conditionally Certified

Once approved to participate in the Certification Program, an LPA pursuing certification must complete the prerequisites
and enter into a MCA with ODOT, conditionally certifying them to begin test projects. The LPA must complete one to
four test projects under ODOT review depending on the type of certification. ODOT staff will closely monitor and assist
the LPA throughout the test projects. ODOT’s LAL will consult and advise the LPA concerning project delivery
procedures. The level of assistance will depend on the nature of each project and the demonstrated capabilities of the
LPA.

10.5.1 Prerequisites

Prerequisites Description

Title VI Program and | The LPA must maintain a Title VI Program and a Title VI Plan if the LPA has a population over 200,000. If
Title VI Plan (draft) the LPA has a population less than 200,000, they must execute a Non-Discrimination Agreement. The
Title VI Program must include identifying a Title VI Coordinator for the LPA, developing a complaint
mechanism, developing a public involvement strategy for reaching traditionally underrepresented
classes, and developing and maintaining procedures for gathering, collecting and analyzing data. The
ODOT Office of Civil Rights Title VI Program Manager can answer any questions regarding the Title VI
obligations.

Refer to the Section C, Chapter 8 of the LAG Manual for further information.

Quality Control Plan | The LPA must develop and maintain a Quality Control Plan (QCP) that documents:

(draft) e How changes in delegated authorities for federal-aid projects are managed and updates sent to
oDOoT

e How the LPA will meet the ODOT Certification Program requirements

e How each federal-aid project will be systematically reviewed and confirmed by the LPA quality
control coordinator

e Staffing Plan

e Compliance with Single Audit Act requirement in 2 CFR 200 Subpart F

e  Financial Accounting Controls

Draft QCP must include:

An Approval Authority Matrix for any work performed by the LPA under conditional certification
and after final certification has been granted is to be included in the draft and final QCP. If any
of the titles identified by the LPA as having approval authority change, the LPA is required to
immediately send a letter with the updated QCP to the Certification Program Manager.

Refer to the “CLPA Quality Control Plan” Technical Program Guidance Document for further
information.
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Local Agency The LPA needs to download the word version of the ODOT Section 100 template using track
Specifications changes to establish their agency’s proposed general conditions for all their FHWA certified
Section 100 - projects and submit a draft to the CPO.

General Conditions

Refer to the Certification Program website for the template and further information.

10.6 Test Projects

Once the LPA is conditionally certified they are ready to choose and administer a test project based on the discipline(s)
they are requesting to be certified. The ODOT LAL is the LPA’s primary point of contact for the project delivery phase of
certification.

10.7 Full Certification

An LPA can transition to full certification only after the LPA’s Quality Control Plan, approved Civil Rights plan or Non-
Discrimination Policy Statement, Section 100s, and one to four test projects have been successfully completed, and
ODOQT’s evaluations recommend moving the LPA to full certification.

Once approved, the LPA and ODOT must update the MCA, fully certifying the LPA in the disciplines specified.

11. Compliance
Certification status is contingent upon the CLPA continuing to meet Certification Program requirements and maintaining
qualified and experienced staff.

The CPO office is responsible for program oversight and scheduling periodic audits of the CLPA’s projects and program
documentation.
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