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District Agreement Process  
My presentation will provide a brief overview of the age old question
Why does it take 6 months to executed an Agreement?



Project Agreement Process 

 Initiate project  
◦ Project Program Information Form 

 Establish funding commitment 
◦ Local Agency Agreement 
◦ Engineering Services Agreements 

 Project Payments 
◦ Invoicing/Reimbursements 

 Project Close-out 
◦ Final Documents 
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The District agreement section is responsible for the administration of projects from start to finish
I will discuss timelines for
project Initiation with 
Project Program Information Form
Establish funding commitment with
Local Agency &
Engineering Services Agreements
Project Payout through 
Invoicing/Reimbursements
 and Project Close-out
And the importance of Final Invoicing






Project Program Information form 
The PPI and instructional guides can be found at the 
following IDOT website under Doing Business/Forms 
& Templates/Region 1 
Planning Liaison-DOT.D1.BLRS@illinois.gov 
 TIP, funding source information 
◦ MFT Section Number 
◦ State Job Number 
◦ Federal Project Number 
◦ Contract Number 

 Job Authorization 
 Project information input into IDOT Databases 
 Return to Project Contacts 

Average processing time for PPI is 12 to 14 days 
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Changes to the PPI
The Project Program Information form also known as PPI form / Chad’s form
Recent Update 1/10/2013
Important document most of the delays that occur in processing the Local Agency Agreement can be avoid by preparing PPI for correctly. 

The revision Stationing is required – if 
Program year



Agreements Process 
Draft Agreement review  
 In- District Review (7-10 days) 

 Central Office Review (7-10 days) 

◦ Check Databases for accuracy; project 
location & termini, project numbers, funding 

 Review comments (2-3 days) forwarded to 
Local Agency and Consultants for signatures  

Average process time 3-5 weeks  
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Once the PPI is returned the LA/Consultant can proceed with submitting the Draft Agreement for review according to their schedule

The Draft agreement receives in-district and Central Office review 

The In- District Review of Local Agency & Engineering Services Agreements (7-10 days)
Central Office Review of Local Agency Agreement (7-10 days)
Check Databases for accuracy; project location & termini, project numbers, funding


The District notifies Local Agency and Consultants to incorporate the review comments if any in the agreement and to proceed with getting them signature (2-3 days)

Average process time for draft agreement review is 3-5 weeks 

Please note:  State let construction project agreements are processed based on the Local Roads Letting Schedule and take precedence over Preliminary Engineering Agreement.

State Let Construction projects are processed based on the Local Roads Letting Schedule and take precedence over Preliminary Engineering Agreement.  We have a backlog on PE. 




Agreement Final Review & Execution 
-Local Agency Agreement 
◦ Local Road Program Section for review 
◦ CO Office of Planning & Programming for review 
◦ CO Executive Office for final execution 
 4 signature for $250K and above  Director of Finance & 

Administration, IDOT Chief Counsel, Director of Highways, and 
Secretary of Transportation 

 2 signature for less than $250K Secretary of Transportation and 
Director of Highways 

◦ CO forwards executed Local Agency Agreement to 
District & LA 

-Engineering Services Agreement 
◦ Project Control Audit Section 
◦ FHWA for authorization 
◦ ‘Notice to Proceed’ letter prepare when the LA 

Agreement fully executed 
 Average process time 6 to 8 weeks 
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When the District receives the locally signed agreement package it is forward to Springfield usually the same. However if it comes in the afternoon mail its forward to the CO the next day.
 
Once in the Springfield, the Local Agency and Engineering Agreement take to two different tracks to Final Review & Execution
The Local Agency Agreement
Is Sent to Local Road Program Section for review
Then Sent to Central Office of Planning & Programming for review and verification of program funding
After the engineering Agreement receives federal authorization the local agency agreement 
Is sent to the Executive Office for final execution
If the total cost of the Agreement is $250K or more
The original signatures of the Director of Finance & Administration, IDOT Chief Counsel, Director of Highways, and Secretary of Transportation are required 
If the total cost of the Agreement is $250K or less 
Then original signatures of the Director of Highways, and Secretary of Transportation are required 

The Engineering Services Agreement
Is Sent to Project Control Audit Section for review
Then sent to FHWA for authorization
The ‘Notice to Proceed’ letter is prepared when the LA Agreement fully executed

CO forwards executed Local Agency Agreement to District & LA

Average process time 6 to 8 weeks

A review of the Agreements processed in 2012 showed that it takes an average of 63 days approximately 8 weeks from the date the locally signed Agreements are received in Springfield for final execution.  Based on a review of the MFT (Motor Fuel Tax System) on preformed 10/2012. The District forwarded 250 locally signed Agreement to Springfield since 1/1/2012, of that 172 Agreements were been fully executed. At that time there were 76 Agreements or 44% of the Agreements executed took longer than 63 days to process.  
 
It took an average of 63 days(8 weeks) from the date the locally signed Agreements are received in Springfield for execution.  76 or 44% of the Agreements executed took longer than 63 days to process.  
 
The Agreements that take longer than average 34 of the Agreements were for preliminary engineering & 17 of the Agreements are for Construction Projects where the letting slipped.




Reasons for delay on Local Agency Agreements 

 Funding in wrong fiscal year 
 Incorrect dollars/fund type on 

agreement 
 Missing exhibits (location map, TARP 

resolution, signature resolution, Railroad 
Agreement, etc.) 

 Incorrect description of project. 
 Incorrect note to the division of costs 
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-Local Agency Agreement
Sent to Local Road Program Section for review
Sent to CO Office of Planning & Programming for review
Sent to CO Executive Office for final execution
4 signature for $250K and above  Director of Finance & Administration, IDOT Chief Counsel, Director of Highways, and Secretary of Transportation
2 signature for less than $250K Secretary of Transportation and Director of Highways




Reasons for delay on Engineering Agreement: 

 Payroll rate/classifications missing or do 
not match the current payroll rate listing 

 Missing cost estimates for prime and sub-
consultants 

 Missing detailed direct cost backup for 
prime and sub-consultants 

 sub-consultant not pre-qualified 
 Profit formula for the prime and the sub-

consultant is not consistent. 
 Sub-consultant should be preparing their 

own estimate 
 



Reimbursement Process 

 District reviews invoice (7-10 days) 

 Invoice forwarded to CO for review (7-10 
days) 

 Invoice forwarded to Comptroller’s Office 
for payment (2 weeks) 

 45 days to receive reimbursement 
 Invoicing required on a quarterly basis 
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So finally the Agreements are executed and project has received NTP 
The Bureau of Local Roads processes the reimbursements for Engineering and Locally Let project both state and federally funded
Projects invoices should be submitted quarterly. on a quarterly basis, the following three categories of inactive projects:


the District review of submitted invoice takes (7-10 days)
The CO for review takes (7-10 days)
The CO then forwards the Invoice to Comptroller’s Office for payment which usually takes (2 weeks)
The total invoice process time is not longer than 45 days to receive reimbursement

Please note:  Invoices require the Invoice form BLR0560 and for federally funded projects, proof of payment 



Reimbursement Delays 

 Work preformed prior to Federal 
Authorization  

 Financial Integrity Review and Evaluation 
(FIRE) Program requires invoicing on 
quarterly basis 

 
 
 



Project Close-out 

 MFT final documentation submission to 
IDOT Field Engineer 

 Local Agency forwards the FINAL Invoice 
Form BLR05620 

 
 Project close out average process time 2 

years 
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Project Close out does not occur until Construction is complete.
Then this requires Close out all project numbers - 
MFT Section #, State Job #, Federal Project # & Contract #
MFT Section # is closed by submitting final MFT documentation to IDOT Field Engineer
To close the State Job Number the FINAL Invoice Form BLR05620 should be forwarded to the Agreement Section
The Federal Project number(s) cannot be closed until the project construction is complete
Final invoices for preliminary engineering phases are required, no later than one year from the date of completion of that phase.
Final Construction documentation is required for  of the Construction Contract Number. 
Construction Contract Project close out average process time is 2 years




Close-out Local/Engineering Projects 
 

MFT funding closeout 
 Notice of Completion form BLR 13510   
 Engineers final pay estimate form BLR 13231 
 Final Report of expenditures   
 Request for Approval of Change in Plans form 

BLR 13210 
 
Approved by the District Local Roads Field 
Engineer 
  
 



Close-out State Let Projects 

  Construction  
◦ Bureau of Construction Contract Close out 

memorandum 79 
 BC 71 Final Inspection Report 
 BC 111 Checklist for Final Payment Estimate 
 BC 608 Local Agency Certification 
 BC 22 Authorization of Contract Changes 

 Preliminary & Construction Engineering 
◦ Final Invoice form BLR05620 
 

 



Project Close-out 

 
 Final invoice is required, no later than one 

year from the date of completion of the 
phase of the improvement. 
 
 



Thank you 
Temi Latinwo 

Federal Aid Agreement Technician 
Illinois Department of Transportation 

Bureau of Local Roads & Streets 
201 West Center Court 
Schaumburg, IL  60196 

Direct Line: (847) 705-4179  
Fax: (847) 705-4203  

Email: temi.latinwo@illinois.gov  
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Thank You for your attention
In the afternoon break out session I will be joined by representatives from FHWA, IDOT Central Office.  
We will provide additional Agreements information on Central Office Agreement Process and discuss reasons for delays. 
You will also have the opportunity to ask questions. 
Please elect to join us.

Next Phase 1

mailto:DOTD1BLRS@dot.il.gov


Contact Information 
ILLINOIS DEPARTMENT OF TRANSPORTATION 
DISTRICT ONE STAFF 
BUREAU OF LOCAL ROADS AND STREETS 
  
John Fortmann District Engineer   847/705-4110 
Antony Quigley Engineer of Program Implementation 847/705-4117 
Jose Rios  Engineer of Program Development  847/705-4118 
 
BUREAU OF LOCAL ROADS & STREETS 
 
Christopher J. Holt Bureau Chief   847/705-4201 
Chad Riddle Program and Office Engineer  847/705-4406 
 
ENGINEERS (Project Managers/Contacts) 
Zubair Haider City of Chicago; Cook County Highways 847/705-4206 
Alex Househ North Shore; Northwest; Lake; McHenry 847/705-4410 
Kevin Stallworth Southwest; South; Will   847/705-4408 
Marilin Solomon North Central; Central; DuPage; Kane/Kendall  847/705-4407 
Fawad Aqueel Federal Aid Program Engineer Phase II 847/705-4021 
Phil Marcyn  Signals/Electrical   847/705-4229 
Temi Latinwo Federal Aid Agreements   847/705-4179 
  
BUREAU OF LAND ACQUISITION 
  
Sheila Derka Local Program Coordinator  847/705-4291 
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