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DISASTER/EMERGENCY SUPPORT AND FHWA EMERGENCY RELIEF

Purpose
This policy delegates responsibilities and procedures in the event of a disaster or emergency where the

Federal-aid System (State and/or Local Highway Systems) sustains damage requiring Idaho Transportation
Department (ITD) support and that allows ITD to apply for Federal Higshway Administration (FHWA)
Emergency Relief (ER) funds.

Legal Authority

e Jdaho Code 40-310(4) - The Board shall construct, repair and maintain state highways and statewide
transportation systems.

e Jdaho Code 40-310(6) - The Board shall cause to be made and kept studies and plans for the repair and
maintenance of state highways, as so far as practical, of all highways in the state.

e Idaho Code 40-708(1) — In the event of an emergency, two or more units of government may share jointly
the costs of highways and bridges.

e 23 United States Code Section 125 — Emergency Relief.

Support
ITD shall support the disaster/emergency services of state and/or local agencies. The Emergency Management

Planner (EMP) shall be responsible for overall coordination of ITD emergency planning, training, exercises,
response, damage estimation, mitigation and claims.

The EMP will assist in the coordination of funding requests for repairs to local routes as applicable under the
FHWA ER process.

When emergencies or other unusual circumstances overwhelm the capabilities of state or local agencies, ITD
can be requested to respond with disaster/emergency support. The Department shall notify the EMP to make
notifications to the Idaho Office of Emergency Management (IOEM) and/or FHWA., as appropriate.
Notification to IOEM can also be made by the IOEM Area Field Officer.

e The District Engineers shall provide the response staff and assistance as requested by an IOEM
“Mission Assignment” prior to, during, and after a natural or human-caused disaster, or terrorist attack.
Disaster/emergency support includes life-saving assistance, traffic control, or operational work that
directly affects the State Highway System.
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e The Division of Motor Vehicles Administrator may authorize the issuance of disaster relief waivers, as
needed, in accordance with Board Policy 4074, Suspension of Motor Vehicle Procedures during
Disaster Relief Operations.

e The Division of Aeronautics Administrator shall coordinate airspace restrictions or control: aerial
transportation of material or personnel in state-owned aircraft; aerial communications relay services;
and activation and coordination of air search and rescue operations.

In the event the Federal Aid System (state and/or local highway systems) sustains damage that allows ITD to
apply for FHWA ER funds, the following responsibilities and procedures shall be in effect:

Following a disaster, the EMP shall:
e Function as ITD’s primary Headquarters contact for emergency coordination;
e Act as the liaison with the FHWA division office for securing emergency repair funds;
e Collect the Detailed Damage Inspection Reports from the affected district(s); and
e Collect and document Disaster Costs in equipment, materials and manpower for possible
reimbursement.

Following a disaster, the ITD Division of Highway Development (DHD) Administrator shall:
e Coordinate with FHWA for completion of permanent repairs;
e Obtain permanent repair work authorizations, and;
e Prepare the obligated authority requests and project programming for submittal to the FHWA.

Following a disaster, the District Engineers shall:

Confirm the initial emergency repair and debris clearance project limits;

Assist FHWA in conducting and completing the Detailed Damage Inspection Reports;
Administer permanent and initial emergency repair projects; and

Provide detailed information to the EMP for documentation purposes.

Date

Brian W. Ness
Director
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DISASTER/EMERGENCY SUPPORT AND FHWA EMERGENCY RELIEF

Purpose
This policy delegates responsibilities and procedures in the event of a disaster or emergency where the

Federal-aid System (State and/or Local Highway Systems) sustains damage requiring Idaho Transportation
Department (ITD) support and that allows ITD to apply for Federal Highway Administration (FHWA)
Emergency Relief (ER) funds.

Legal Authority

e Idaho Code 40-310(4) - The Board shall construct, repair and maintain state highways and statewide
transportation systems.

e Idaho Code 40-310(6) - The Board shall cause to be made and kept studies and plans for the repair and
maintenance of state highways, as so far as practical, of all highways in the state.

e Idaho Code 40-708(1) — In the event of an emergency, two or more units of government may share jointly
the costs of highways and bridges.

e 23 United States Code Section 125 — Emergency Relief.

Support
ITD shall support the disaster/emergency services of state and/or local agencies. The Emergency Management

Planner (EMP) shall be responsible for overall coordination of ITD emergency planning, training, exercises,
response, damage estimation, mitigation and claims.

The EMP will assist in the coordination of funding requests for repairs to local routes as applicable under the
FHWA ER process.

When emergencies or other unusual circumstances overwhelm the capabilities of state or local agencies, ITD
can be requested to respond with disaster/emergency support. The Department shall notify the EMP to make
notifications to the Idaho Office of Emergency Management (IOEM) and/or FHWA, as appropriate.
Notification to IOEM can also be made by the IOEM Area Field Officer.

e The District Engineers shall provide the response staff and assistance as requested by an IOEM
“Mission Assignment” prior to, during, and after a natural or human-caused disaster, or terrorist attack.
Disaster/emergency support includes life-saving assistance, traffic control, or operational work that
directly affects the State Highway System.
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e The Division of Motor Vehicles Administrator may authorize the issuance of disaster relief waivers, as
needed, in accordance with Board Policy 4074, Suspension of Motor Vehicle Procedures during
Disaster Relief Operations.

e The Division of Aeronautics Administrator shall coordinate airspace restrictions or control; aerial
transportation of material or personnel in state-owned aircraft; aerial communications relay services;
and activation and coordination of air search and rescue operations.

In the event the Federal Aid System (state and/or local highway systems) sustains damage that allows ITD to
apply for FHWA ER funds, the following responsibilities and procedures shall be in effect:

Following a disaster, the EMP shall:
e Function as ITD’s primary Headquarters contact for emergency coordination;
e Act as the liaison with the FHWA division office for securing emergency repair funds;
e Collect the Detailed Damage Inspection Reports from the affected district(s); and
e Collect and document Disaster Costs in equipment, materials and manpower for possible
reimbursement.

Following a disaster, the ITD Division of Highway Development (DHD) Administrator shall:
e (Coordinate with FHWA for completion of permanent repairs;
e Obtain permanent repair work authorizations, and;
e Prepare the obligated authority requests and project programming for submittal to the FHWA.

Following a disaster, the District Engineers shall:

Confirm the initial emergency repair and debris clearance project limits;

Assist FHWA in conducting and completing the Detailed Damage Inspection Reports;
Administer permanent and initial emergency repair projects; and

Provide detailed information to the EMP for documentation purposes.

Date

Brian W. Ness
Director




0
o
v
<
<
>
S
3
o
4
m
2
3
T
2
=
=
a
<

Page 1 of 2

2

162001

DDI"\

Pate-

d

Qlone

ZOUUT

T OO 107

1T7atC~

ST ICCr







ADMINISTRATIVE POLICY A-01-26
Page 1 of 1

1onead DPate- 6£/20/00
< =4 O O7Z 7799



http://replica/admin_services/policies/AdminPolicy/APolicies/A0534.doc
http://replica/admin_services/policies/AdminPolicy/APolicies/A0538.doc
http://replica/admin_services/policies/AdminPolicy/APolicies/A1102.doc
http://replica/admin_services/policies/AdminPolicy/APolicies/A2001.doc

N

BOARD POLICY 4051
Page 1 of 1

USE OF DEPARTMENT FACILITIES AND EQUIPMENT

Purpose
The Director shall establish requirements setting forth that Department facilities and equipment can be used only

for transportation and public purposes, and cannot be used for private or personal purposes.

Legal Authority
Idaho State Constitution Article VII, Section 10 — Making profit from public money prohibited

Idaho State Constitution Article VII, Section 17 — Gasoline taxes and motor vehicle registration fees to be
expended on highways

Idaho Code 21-211 - All Aeronautic funds must be used for State aeronautic purposes, and may not be used for
private or personal purposes

Idaho Code 40-311(4) - The Board shall sell, exchange, or convey real property under their jurisdiction

Idaho Code 40-505 - Subject to Board oversight. the Director has supervision and control of all activities,
functions and emplovees of the Department, and shall exercise all necessary incidental powers.

Idaho Code 40-707 - State highway funds are appropriated only for specific Idaho Transportation Department
(ITD) functions related to state highway purposes, and are not appropriated for private or personal activities

Idaho Code 67-5309(m)(7) — Property, equipment, and funds of the State can only be used for state business, and
cannot be used for private or personal reasons

Use of Department Facilities and Equipment

Each request for use of Department facilities shall be examined to determine whether the proposed use
compromises the integrity of the highway users and aeronautics users trust funds. The Headquarters” auditorium,
conference rooms and similar facilities #-the Headguarters-eomplex-and the conference rooms in the Aerenauties
and-District offices and Division of Aeronautics may be used by State agencies and other organizations that have
affiliate interests with the Idaho Transportation Department. Department work-related activities have first priority.

The same limitations apply to the use of Department-owned equipment.
The Director shall establish requirements for the use of these facilities and rental fees when appropriate.

Approved by the Board on:

10
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Bill Moad
Board Chairman

Date

3182021
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USE OF DEPARTMENT FACILITIES AND EQUIPMENT

Purpose
The Director shall establish requirements setting forth that Department facilities and equipment can be used only

for transportation and public purposes, and cannot be used for private or personal purposes.

Legal Authority
Idaho State Constitution Article VII, Section 10 — Making profit from public money prohibited

Idaho State Constitution Article VII, Section 17 — Gasoline taxes and motor vehicle registration fees to be
expended on highways

Idaho Code 21-211 - All Aeronautic funds must be used for State aeronautic purposes, and may not be used for
private or personal purposes

Idaho Code 40-311(4) - The Board shall sell, exchange, or convey real property under their jurisdiction

Idaho Code 40-505 - Subject to Board oversight, the Director has supervision and control of all activities,
functions and employees of the Department, and shall exercise all necessary incidental powers.

Idaho Code 40-707 - State highway funds are appropriated only for specific Idaho Transportation Department
(ITD) functions related to state highway purposes, and are not appropriated for private or personal activities

Idaho Code 67-5309(m)(7) — Property, equipment, and funds of the State can only be used for state business, and
cannot be used for private or personal reasons

Use of Department Facilities and Equipment

Each request for use of Department facilities shall be examined to determine whether the proposed use
compromises the integrity of the highway users and aeronautics users trust funds. The Headquarters’ auditorium,
conference rooms and similar facilities and the conference rooms in the District offices and Division of

Aeronautics may be used by State agencies and other organizations that have affiliate interests with the Idaho
Transportation Department. Department work-related activities have first priority.

The same limitations apply to the use of Department-owned equipment.

The Director shall establish requirements for the use of these facilities and rental fees when appropriate.

12



Bill Moad
Board Chairman

Approved by the Board on:

Date

13
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USE, SAFETY, AND SECURITY OF DEPARTMENT FACILITIES AND EQUIPMENT BSE
OFBEPARTMENT FACHATHES AND - EQUHHPMEN T

Purpose
The purpose of this policy is to implement Board policy 4051 and requires the Director to establish

requirements for the use of Department facilities and equipment.

Legal Authority
Idaho State Constitution Article VII, Section 10 — Making profit from public money prohibited.

Idaho State Constitution Article VII, Section 17 — Gasoline taxes and motor vehicle registration fees
to be expended on highways.

Idaho Code 21-211 - All Aeronautic funds must be used for State aeronautic purposes, and may not
be used for private or personal purposes.

Idaho Code 40-311(4) - The Board shall sell, exchange, or convey real property under their
jurisdiction.

Idaho Code 40-505 - Subject to Board oversight, the Director has supervision and control of all
activities, functions and emplovees of the Department, and shall exercise all necessary
incidental powers.

Idaho Code 40-707 - State highway funds are appropriated only for specific Idaho Transportation
Department (ITD) functions related to state highway purposes, and are not appropriated for private or
personal activities.

Idaho Code 67-5309(m)(7) — Property, equipment, and funds of the State can only be used for state
business, and cannot be used for private or personal reasons.

Use of Department Facilities and Equipment

The facilities and equipment of the Idaho Transportation Department are public property, paid for
and maintained by highway user funds or aeronautics user funds. Department shops, equipment, or
materials are not to be used for repairs or maintenance of private vehicles or property. No personal
property (all property belonging to the state of Idaho other than real property), regardless of value,
may be taken, salvaged or used by Department employees for personal purposes.

Office and engineering equipment and supplies may not be taken from the Department premises for
personal purposes. Equipment may be taken home to complete official work assignments, but only
with the permission of the supervisor. Miscellaneous office supplies and other materials are
distributed for Department work only. Section Managers can approve a system of recycling supplies

14
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that would otherwise be considered waste, i.e. scrap labels, computer paper, etc., to donate to
charitable organizations, agencies or schools.

The Chief Administrative Officer (CAO) or a delegate has responsibility for approval sereening-and
sehedulingof the use of the Headquarters’ auditorium, conference rooms, and similar facilities. In the
District offices and Division of Aeronautics, these activities will be under the supervision of the District
Engineer (DE) or Aeronautic Division Administrator (DA), respectively.

The following guidelines shall be used when scheduling Department facilities when approved by the
respective location responsible party as noted above:

e Each request shall be evaluated to ensure that Department facilities, built with funds
designated specifically for highway and aeronautic purposes, are not used by groups whose
affiliation could be questioned.

e Department work-related activities have first priority. Employee organizations can use the

facilities-when-approved-by-the- CAO. The facilities may also be scheduled for tax-supported
agencies and non-profit groups when the activity relates to a function of the Department.

e Department facilities and resources may be used for department or state endorsed activities such
as discussions of fringe benefit packages, Red Cross blood drive, United Way campaign, etc.

e In special or unusual circumstances, other non-profit organizations may use Department
facilities-at-the-diseretion-of the CAO.

e Salespeople offering personal products or services to individual employees cannot use
Department facilities or infringe on employees’ normal work hours without approval-efthe

CAO or delegate.

o ITD supervisors may, at their discretion, allow the posting of notices of commercial
sales activities on appropriate department bulletin boards. However, these notices
must inform employees that the product or service is not state or department
endorsed. Notices must also inform employees to use their break time, lunch time, or
periods before or after work for obtaining services or making inquiries. Business
cards or other small posters from sales representatives may be posted on designated
ITD bulletin boards with reasonable time limits set for their removal.

e In election years, the facilities shall be available on Election Day to election officials to
facilitate polling.

For large accommodations or events, market rates shall be determined or negotiated through
contracts prior to approval.--by-the-CAO.

Security and Protection of Department Building and Facilities

The CAO is responsible for developing written security and protection guidelines for Department
buildings and facilities and shall periodically monitor the application of these guidelines.

Implementation authority of security and protection guidelines for the various geographic areas of
the Department is delegated as follows:

15



96

97 LOCATION RESPONSIBLE OFFICIAL
Statewide Security System Complex Capital Facilities Manager
Headquarters Business and Support Management Manager
Headquarters Computer Facilities Chief Information Officer
Acronautics Headquarters and State-owned Acronautics Division Administrator

airport facilities

District offices and adjacent buildings District Engineers

Outlying District facilities such as resident The Senior Supervisor for each facility
engineers' offices, ports of entry,
maintenance buildings, rest areas, etc.

98
99
100
101 Personal injuries, fatalities, or damages shall be reported in accordance with policy 5056.
102  Hazardous materials contamination or other environmental endangering incidents shall be reported
103  in accordance with policy 5056.
104
105
106
107
108
109 Signed Date: March23.2021
110  Brian W. Ness
111 Director




USE, SAFETY, AND SECURITY OF DEPARTMENT FACILITIES AND EQUIPMENT

Purpose
The purpose of this policy is to implement Board policy 4051 and requires the Director to establish

requirements for the use of Department facilities and equipment.

Legal Authority
Idaho State Constitution Article VII, Section 10 — Making profit from public money prohibited.

Idaho State Constitution Article VII, Section 17 — Gasoline taxes and motor vehicle registration fees
to be expended on highways.

Idaho Code 21-211 - All Aeronautic funds must be used for State aeronautic purposes, and may not
be used for private or personal purposes.

Idaho Code 40-311(4) - The Board shall sell, exchange, or convey real property under their
jurisdiction.

Idaho Code 40-505 - Subject to Board oversight, the Director has supervision and control of all
activities, functions and emplovees of the Department, and shall exercise all necessary
incidental powers.

Idaho Code 40-707 - State highway funds are appropriated only for specific Idaho Transportation
Department (ITD) functions related to state highway purposes, and are not appropriated for private or
personal activities.

Idaho Code 67-5309(m)(7) — Property, equipment, and funds of the State can only be used for state
business, and cannot be used for private or personal reasons.

Use of Department Facilities and Equipment

The facilities and equipment of the Idaho Transportation Department are public property, paid for
and maintained by highway user funds or aeronautics user funds. Department shops, equipment, or
materials are not to be used for repairs or maintenance of private vehicles or property. No personal
property (all property belonging to the state of Idaho other than real property), regardless of value,
may be taken, salvaged or used by Department employees for personal purposes.

Office and engineering equipment and supplies may not be taken from the Department premises for
personal purposes. Equipment may be taken home to complete official work assignments, but only
with the permission of the supervisor. Miscellaneous office supplies and other materials are
distributed for Department work only. Section Managers can approve a system of recycling supplies
that would otherwise be considered waste, i.e. scrap labels, computer paper, etc., to donate to
charitable organizations, agencies or schools.
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The Chief Administrative Officer (CAO) or a delegate has responsibility for approval of the use of the
Headquarters’ auditorium, conference rooms, and similar facilities. In the District offices and Division
of Aeronautics, these activities will be under the supervision of the District Engineer (DE) or
Aeronautic Division Administrator (DA), respectively.

The following guidelines shall be used when scheduling Department facilities when approved by the
respective location responsible party as noted above:

e Each request shall be evaluated to ensure that Department facilities, built with funds
designated specifically for highway and aeronautic purposes, are not used by groups whose
affiliation could be questioned.

e Department work-related activities have first priority. Employee organizations can use the
facilities. The facilities may also be scheduled for tax-supported agencies and non-profit
groups when the activity relates to a function of the Department.

e Department facilities and resources may be used for department or state endorsed activities such
as discussions of fringe benefit packages, Red Cross blood drive, United Way campaign, etc.

e In special or unusual circumstances, other non-profit organizations may use Department
facilities.

e Salespeople offering personal products or services to individual employees cannot use
Department facilities or infringe on employees’ normal work hours without approval.

o ITD supervisors may, at their discretion, allow the posting of notices of commercial
sales activities on appropriate department bulletin boards. However, these notices
must inform employees that the product or service is not state or department
endorsed. Notices must also inform employees to use their break time, lunch time, or
periods before or after work for obtaining services or making inquiries. Business
cards or other small posters from sales representatives may be posted on designated
ITD bulletin boards with reasonable time limits set for their removal.

e In election years, the facilities shall be available on Election Day to election officials to
facilitate polling.

For large accommodations or events, market rates shall be determined or negotiated through
contracts prior to approval.

18



Security and Protection of Department Building and Facilities

The CAO is responsible for developing written security and protection guidelines for Department
buildings and facilities and shall periodically monitor the application of these guidelines.

Implementation authority of security and protection guidelines for the various geographic areas of

the Department is delegated as follows:

LOCATION

RESPONSIBLE OFFICIAL

Statewide Security System Complex

Capital Facilities Manager

Headquarters

Business and Support Management Manager

Headquarters Computer Facilities

Chief Information Officer

Aeronautics Headquarters and State-owned
airport facilities

Aeronautics Division Administrator

District offices and adjacent buildings

District Engineers

Outlying District facilities such as resident
engineers' offices, ports of entry,
maintenance buildings, rest areas, etc.

The Senior Supervisor for each facility

Personal injuries, fatalities, or damages shall be reported in accordance with policy 5056.
Hazardous materials contamination or other environmental endangering incidents shall be reported

in accordance with policy 5056.

Brian W. Ness
Director

Date:
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- Your Safety * Your Mobility Department Memorandum 7D 0500 .(th?ga;?g_@
5!( =} 9
el ;7 Your Economic Opportunity Idaho Transportation Department
DATE: 8/10/2021 Program Number(s)

TO: Lorraine Dennis, Executive Assistant to the Board Key Number(s)
FROM: Ken Kanownik,Planning Services Program ID, County, Etc.
Manager

RE: Deletion of Policies B-11-05 and A-11-05

As the Subject Matter Expert assigned to Board policy B-11-05 and A-11-05 | am recommending the deletion
of these policies to the Idaho Transportation Board Subcommittee on Policies. After a review of
departmental practices, funding allocations and new transportation programs it is in the best interest of the
department to no longer maintain policies for the federal Congestion Mitigation and Air Quality (CMAQ)
Program. The department strategically transfers these program funds to other federal programs.

Administrative policy 5011 states:
The Idaho Transportation Investment Program (hereafter called the ITIP is a seven-year commitment
of resources for developing, obligating, and contracting transportation improvement projects by year.
The Financial Planning & Analysis (FP&A) Financial Officer and the Chief Engineer shall publish
policy guidance, instructions, program descriptions, and procedures for scheduling a project and
updating the ITIP annually in February. This annual guidance shall be used in lieu of publishing
individual policies describing each program.
Any future guidance for CAMQ will be included in the annual Program Update Manual is the program has
any non-transferable federally authorized funding in the future. The following approvals for this policy
recommendation have occurred:
The Senior Leadership Team (SLT) sponsor for this policy deletion is Blake Rindlisbacher;

The SLT conducted an electronic review of the policy deletion starting on July 28, 2021 through
August 4, 2021 without dissent for deletion;

Lead Deputy Attorney General Tim Thomas concurred with the recommendation on August 6, 2021;
The Executive Leadership Team consented to this policy recommendation on August 9, 2021.

Please include this recommendation on the August Subcommittee on Policies meeting.

Attachments: Legislative format policy A-11-05, B-11-05 and resolution for Subcommittee on Policies
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%l 7 Your Economic Opportunity Idaho Transportation Department

Z4Tion

DATE: August 20, 2021 Program Number(s)
TO: Idaho Transportation Department Staff Key Number(s)

FROM: Brian W. Ness, Director Program ID, County, Etc.

RE: Contracting, Purchasing and Requisition Authority

The Idaho Transportation Department is an Executive Agency and adheres to Idaho Code in all our
procurement activities. The purpose of this memo is to help employees better understand how financial
decisions are made and delegated when it comes to contracts, agreements, memorandum, requisitions and
purchases. The delegation process outlined in this memo represents my philosophy of keeping decision
making as close to where the work is being done. It follows all the procurement laws, regulations and
policies.

When delegating or executing authority, all employees must follow the appropriate procedures to execute on
their purchasing and requisition authority decisions. Decision makers must have the budgetary authority as
determined by the Idaho Legislature prior to any execution of delegated authority.

This delegation is outlined in Attachment 1: Authority Matrix split by Contracting, Agreements and MOUs
on one side with Purchasing and Requisitions on the other. Further details are outlined Attachment 2:
Definitions and Attachment 3: Delegating of Authority.

This is effective immediately, but this memo is intended to be in effect for approximately 1 year, after
which the delegated authority will be worked into administrative policy.
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Attachment 1

Idaho Transportation Department Delegation of Authority Matrix - Contracting

5001, 5007, 5029, 5061 5546

Contracts, Agreements & MOU - Policy Reference

Contract/Agreement Category
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* All supplemental agreements over threshold are authorized by Idaho Transportation Board
** Cumulative project or two year costs over $1.5 million are authorized by the Idaho Transportation Board
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Director & Executives

Chief Engineer

Division Admin / District Engineer

HO Section Manager

Special Position Condition

Legend

Employees exercising delegated authority shall report decisions to supervisors and other employees impacted by each decision
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Idaho Transportation Department Delegation of Authority Matrix - Requisition & Purchasing

Requisition & Purchasing Category (Applicable Object Codes)
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DMV Manager Committee, Highway Safety Manager ~ |Manager Chemist
Right of Way Manager, Aeronautics Managers

* Operation and fleet managers are authorized to acquire fuel for departmental operations

The Authority Matrix supplements policies and manuals to provide guidance on what signature should be on requisition forms or other documentation to authorize financial transactions - this does not
usurp Idaho Code, policies or manuals. Employees are responsible for following Idaho Code, policies and manuals when signing/authorizing contracts/agreements, financial transactions or requisitions.
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Attachment 2

Authority Matrix Band Definitions

Band1

Band 2

Band 3

ENGINEER, MANAGER 3

ENGINEER, MANAGER 1

AUTOMATED SYSTEM MGR

HUMAN RESOURCE 5PEC, 5R

PLANNER,ENV 5R

BUSINESS SUPPORT MANAGER

ENGINEER, TECHNICAL 2

BUSINESS ANALYST

HUMAN RESOURCES PRG MGR

PLANNER, TRANS 5R

ENGINEER, MANAGER 2

FINANCIAL OFFICER

BUSINESS OPERATIONS MGR

HUMAN R5RCS UNIT SUPV

PLANNER, TRANSP SR-PRGMNG

IT MANAGER IV ITMANAGER III CHEMIST, PRINCIPAL IT DATABASE ADMIN ANALYST Il [PROGRAM MANAGER
PROGRAMMGR, TRANSPORTATION |PLANNING MGR, TRANSP ECONOMIST ITINFO SECURITY ENGINEER I PROGRAM SUPERVISOR
DWVIV MANAGER COMMITTEE PROJECT MANAGER 2 ECONOMIST, STAFF ITINFO 5Y5AND INFRENG PROJECT MANAGER 1

HIGHWAY SAFETY MANAGER

TRAINING & DEV MGR

EEQ/DISADV BUS ENTRP PROG MGR

ITMANAGER II

PUBLIC INFO OFCR,5R

RIGHT OF WAY MANAGER

ELECTRONICS SUPERVISOR, ITD

ITOPS &SUPPORT ANALYST Il

RESEARCH ANLYST,PRIN

AIRPORT MANAGER

ENGINEER, STAFF

ITSOFTWARE ENGINEER |11

RIGHT-OF-WAY AGENT,SR

AERONAUTICS SFTY/ED COOR

ENGINEER, TECHNICAL 1

MAINT & OPERTNS SUPV

RIGHT-OF-WAY APPRAISER

FLIGHT OPERATIONS DIR

FINANCIAL MANAGER

MOTORVEHICLE PRGM SUPV

SHOP SUPERINTENDENT

FINANCIALSPECIALIST, PR

ORGANIZATIONAL DEV 5PEC

TECHNICAL ENG SERVICES LEADER

GEOLOGIST ,ENG

PERFORMANCE DEV 5PEC

TRANS OPERATIONS TEAM LEADER

GI5 ANALYST LI

PLANNER, 5R

TRANSP LEGIS/PLCY SPEC
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Attachment 3

Delegating of Authority
Written (physical or electronic) delegation of authority shall include:

The party responsible for delegating
The party receiving the delegation
The terms of delegation

Effective dates

vk wnNE

Reference to any applicable approvals

Executive or Senior Leadership Staff shall provide delegation either to an equivalent level staff or split
the delegation between a Senior Leadership level staff and staff in Band 1-3 as allowable by Attachment
1.

Staff in Bands 1-3 (attachment 2) must delegate horizontally on the organizational chart unless
approved by a District Engineer or Division Administrator.
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IDAHO TRANSPORTATION DEPARTMENT

Your Safety ¢ Your Mobility P.0. Box 7129 * Boise, ID 83707-1129

/& Your Economic Opportunity (208) 334-8000 o itd.idaho.gov
T4
BOARD POLICY 4001
Page 1 of 4

AUTHORITY TO SIGN CONTRACTS, AGREEMENTS, AND GRANTS
AND REQUIREMENT TO REPORT CERTAIN CONTRACTS

Purpose
This policy delegates Idaho Transportation Board authority for signing and executing contracts

to the Director, thereby allowing for the day to day operation of the Idaho Transportation
Department. This policy also designates limits and controls for staff authority regarding
contracts, agreements, and grants. Additionally, this policy establishes reporting requirements
for the award of construction contracts and non-construction professional service agreements so
the Board can monitor contract performance.

Legal Authority

The Department shall be responsible for managing contracts, agreements, and grants in
accordance with:

Idaho Code 21-108 — Authority of the Board to enter into contract for Aeronautic facilities as
prescribed by the federal authorities.

Idaho Code 40-309(1)(2) — Board authority to contract fully in the name of the state with
respect to the rights, powers and duties vested in the Board by Title 40.

Idaho Code 40-310(7) — Board authority to approve the final plans, specifications, and
estimates for state highways and cause contracts for state highways work to be let by contract
in the manner provided by law.

Idaho Code 40-312(2) — Board authority to make rules and regulations for the expenditure of
all moneys appropriated or allocated to it. Board authority to cooperate with counties and
highway districts to establish a uniform system of accounting in the expenditure and allocate
funds to counties and highway districts as necessary in the construction and maintenance of
respective highways.

Idaho Code 40-505 — The Director shall be the technical and administrative officer of the board
and under the board’s control, supervision and direction, shall have general supervision and
control of all activities, functions and employees of the department. The Director shall enforce
all provisions of the laws of the state relating to the department, the rules and regulations of the
board, and shall exercise all necessary incidental powers.

Idaho Code 40-902 — Procedure for letting typical contracts (not design-build contracts) for the
construction of state highways and bridges.

Idaho Code 40-904 — Statutory requirements for design-build contracts for the construction of
state highways and bridges.

Idaho Code 40-905 ~ Procedure for the department to select construction manager/general
contractor firms to award contracts for highway projects.

Idaho Code 49-201(1)(2) - Board authority to enter into agreements, compacts or arrangements
with other jurisdictions on behalf of Idaho for the purpose of conforming procedures for
proportional registration of commercial vehicles and other types of reciprocal agreements.
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BOARD POLICY 4001
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Idaho Code 67-5711 — Construction, Alternations, Equipping, Furnishing and Repairing of
Public Buildings and Works. The Director of the Department of Administration is authorized
to secure all plans and specifications for, to let all contracts for, and to have charge of and
supervision of the construction, alteration, equipping and furnishing, repair, maintenance (other
than preventative maintenance) of all state buildings when such work exceeds the sum of one
hundred thousand dollars ($100,000) for labor, materials and equipment (not including design
costs, bid advertising and related bidding expenses).

Idaho Code 67-9203 ~ Definition of terms used in contracts and agreements in the State
Procurement Act as administered by the Department of Administration.

Idaho Code 67-9205 — Powers and duties of the Administrator for the Division of Purchasing
(Department of Administration) regarding state purchases and contracts not made under the
Board’s contracting authority.

Idaho Code 67-9206 — Division of Purchasing Administrator may delegate Title 67 state
contract and purchasing authority to an agency employee who demonstrates sufficient
competence in procurement to satisfy the administrator.

Idaho Code 67-9208 through 9224 — Uniform procurement and contracting procedures and
processes to acquire all services and property not procured by the Board under Title 40 of the
Idaho Code. The statutes require competitive bidding and that contracts be awarded to the
lowest responsible bidder,

40 U.8.C. sections 1101 through 1104 — Commonly referred to as The Brooks Act (formerly
40 USC 541 through 544) — Requires qualification-based selection for contracting engineering
and architectural services to include definitions, selection procedures and negotiations to
contract for architectural and engineering services.

2 CFR 200 — Uniform Administrative Requirements, Cost Principles and Audit requirements
for Federal Awards — In the absence of specific federal requirements, procurement will follow
normal competitive bidding and award to lowest responsible bidder procurement laws.

23 CFR Part 172 — Defines methods of procurement when federal funds are involved; need to
use qualifications-based selection matters for engineering and design related services in the
same manner as a contract for architectural and engineering services under the Brooks Act
(formerly 40 United States Code sections 541 thru 544).

23 CFR Part 230 — External Programs, Subpart A: Equal Employment Opportunity on Federal
and Federal-Aid Construction Contracts (including Supportive Services).

48 CFR Part 31 — Federal acquisitions regulations system governing procurement when federal
funding is involved.

Delegated Authority

The Director or delegate shall approve contracts, agreements, and grants, and is authorized to
sign all contracts, agreements, and grants required for the proper functioning of the Idaho
Transportation Department. Signing authority may be delegated to Executive Officers, Division
Administrators, District Engineers, and Section Managers when acting within their jurisdictional
duties. Any authority so delegated shall conform to all applicable laws, rules, and regulations.
Such authority shall not be exercised by the delegate in the event of a conflict of interest or if
apparent personal gain is evidenced.
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Legal Review

All Department documents of a contractual nature must be in accordance with federal and state
laws, and must be reviewed by the Department’s Legal section. The Legal section shall review
all negotiated contracts or agreements, except for right of way agreements and standard
formatted agreements that have been previously reviewed by the Legal section. Standard
Department contract templates need not be re-submitted, unless the standard contract template is
revised.

Log or Register of Contracts, Agreement and Grants
The Director shall instruct originating offices to maintain a log or register of their respective
contracts, agreements, or grants.

Professional Service Agreements
The Director is authorized to seek necessary professional services outside the Idaho
Transportation Department when the required services are not available within the Department.

Selection of professional service firms shall follow federal guidelines when the services involve
federal funds. The Department shall establish internal procedures to ensure complete
compliance. Procedures for non-federal-aid professional service agreements shall also conform
to state statutes and fiscal controls.

The Director or a delegate is authorized to approve:

¢ Routine engineering and right of way agreements between the Department and any public
agency or private firm that do not exceed, nor are expected to exceed, a total amount to be
paid of $1,000,000. Supplemental agreements, including the original agreement, that would
bring the Department’s obligation to more than $1,000,000 require Board approval.

* Non-routine professional agreements that do not exceed, nor are expected to exceed, a total
amount to be paid of $50,000. Supplements that would bring the Department’s obligation
to more than $50,000 require Board approval.

Term agreement procedures allow consultants to be pre-qualified and approved to perform
services on immediate notice. Task agreements are initiated as part of a term agreement,-and are
for specific, well-defined, and narrow-focused work. The Director or a delegate is authorized to
approve task agreements that do not exceed, nor are expected to exceed, $500,000. Task
agreements that exceed $500,000 and task agreements whose cumulative costs relating to a
specific project or two-year term agreement that would bring the Department’s obligation to
more than $1,500,000 require Board approval.

All agreements and supplemental agreements shall conform with the other provisions of this
policy.

Requirement to Report Construction Contracts

The Director, or a delegate, shall approve plans, specifications, estimates, advertisements, and
awards for current-year construction projects listed in the Board-approved Idaho Transportation
Investment Program (ITIP).

The Board shall be advised monthly of:
o all ITIP professional services that were used during the preceding month;
o all ITIP project advertisement and bid opening dates;
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¢ the obligation status for the current fiscal year; and
e the bid status of highway projects;

The Board shall approve

o the justification for awarding or rejecting contracts when the bid exceeds the engineer’s
estimate by more than ten percent (10%); or

o bids that exceed the Engineer’s estimate by more than 2 million dollars.

Requirement to Report Non-Construction Professional Service Agreements

Each month the Chief Administrative Officer shall report to the Board all non-construction
professional service agreements entered into by the Department during the previous month. The
report may be included in the monthly consent items reviewed by the Board.

Approved by the Board on:

Date 5-//7./-‘2018

Jerry Whitehead
Board hairman
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ADMINISTRATIVE POLICY 5001
Page 1 of 6

AUTHORITY TO SIGN CONTRACTS, AGREEMENTS, AND GRANTS
AND REQUIREMENT TO REPORT CERTAIN CONTRACTS

Purpose

This policy implements Board Policy 4001 concerning the authority to sign contracts, agreements, and
grants, and the requirement to report certain contracts.

Legal Authority
The Department shall be responsible for managing contracts, agreements, and grants in accordance with:

Idaho Code 21-108 ~ Authority of the Board to enter into contract for Aeronautic facilities as prescribed
by the federal authorities.

Idaho Code 40-309(1)(2) — Board authority to contract fully in the name of the state with respect to the
rights, powers and duties vested in the Board by Title 40.

Idaho Code 40-310(7) — Board authority to approve the final plans, specifications, and estimates for
state highways and cause contracts for state highways work to be let by contract in the manner provided
by law.

Idaho Code 40-312(2) — Board authority to make rules and regulations for the expenditure of all
moneys appropriated or allocated to it. Board authority to cooperate with counties and highway districts
to establish a unifonn system of accounting in the expenditure and allocate funds to counties and
highway districts as necessary in the construction and maintenance of respective highways.

Idaho Code 40-505 —The Director shall be the technical and administrative officer of the board and
under the board’s control, supervision and direction, shall have general supervision and control of all
activities, functions and employees of the department. The Director shall enforce all provisions of the
laws of the state relating to the department, the rules and regulations of the board, and shall exercise all
necessary incidental powers.

Idaho Code 40-902 — Procedure for letting typical contracts (not design-build contracts) for the
construction of state highways and bridges.

Idaho Code 40-904 - Statutory requirements for design-build contracts for the construction of state
highways and bridges.

Idaho Code 40-905 — Procedure for the'department to select construction manager/general contfactor
firms to award contracts for highway projects.

Idaho Code 49-201(1) (2) — Board authority to enter into agreements, compacts or arrangements with
other jurisdictions on behalf of Idaho for the purpose of conforming procedures for proportional
registration of commercial vehicles and other types of reciprocal agreements.
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Idaho Code 67-5711 — Construction, Alterations, Equipping, Furnishing and Repairing of Public
buildings and works. The Director of the Department of Administration is authorized to secure ail plans
and specifications for, to let all contracts for, and to have charge of and supervision of the construction,
alteration, equipping and furnishing, repair, maintenance (other than preventative maintenance) of all
state buildings when such work exceeds the sum of one hundred thousand dollars ($100,000) for labor,
materials and equipment (not including design costs, bid advertising and related bidding expenses).

[daho Code 67-9203 — Definition of terms used in contracts and agreements in the State Procurement
Act as administered by the Department of Administration.

Idaho Code 67-9205 — Powers and duties of the Administrator for the Division of Purchasing
(Department of Administration) regarding state purchases and contracts not made under the Board’s
contracting authority.

Idaho Code 67-9206 — Division of Purchasing Administrator may delegate Title 67 state contract and
purchasing authority to an agency employee who demonstrates sufficient competence in procurement to
satisfy the administrator.

Idaho Code 67— 9208 through 9224 — Uniform procurement and contracting procedures and processes
to acquire all services and property not procured by the Board under Title 40 of the Idaho Code. The
statutes require competitive bidding and that contracts be awarded to the lowest responsible bidder.

40 U.S.C. sections 1101 through 1104 — Commonly referred to as the Brooks Act (formerly 40 USC
541 through 544) — Requires qualification-based selection for contracting engineering and architectural
services to include definitions, selection procedures and negotiations to contract for architectural and
engineering services.

2 CFR 200 — Uniform Administrative Requirements, Cost Principles and Audit requirements for
Federal Awards. In the absence of specific federal requirements, procurement will follow normal
competitive bidding and award to lowest responsible bidder procurement laws.

23 CFR Part 172 — Regulations governing the procurement, management, and administration of
engineering and design related services in the same manner as procurement for architectural and
engineering services under the Brooks Act (formerly 40 United States Code sections 541 thru 544).

23CFR Part 230 — External Programs, Subpart A: Equal Employment Opportunity on Federal and
Federal-Aid Construction Contracts (including Supportive Services).

48 CFR Part 31 — Federal acquisitions regulations system governing procurement when federal funding
is involved.
I. GENERAL CONDITIONS

All contracts, agreements, or grants shall conform to department policies and procedures for federal and
state laws. Executive Officers, Division Administrators, District Engineers, and Section Managers, by the
stipulations of this policy, may sign contracts, agreements, or grants that are in the best interests of the
public, and for the proper functioning of the Idaho Transportation Department. The Chief Administrative
Officer is responsible for department conformance procedures.

All contracts, agreements, or grants require:
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Financial Review and Approval

Before signing a department contract or agreement that expends funds, the signing authority shall confirm
that funds are available to meet the terms of agreement. Charges and cost distribution for payments shall
be according to instructions issued by the Financial Services section. When the contract or agreement is
completed, Financial Services shall also be notified of all capital leases and proper budgetary approval
shall be obtained.

Prior to applying for grants over $10,000, approval from the Division of Financial Management (DFM)
shall be obtained. This approval shall be coordinated through the Financial Planning and Analysis Office.

Equal Opportunity/Affirmative Action

All contracts, agreements, or grants shall ensure that all persons are treated fairly and equitably, with no
regard to race, color, religion, sex, national origin, age, or disability. Good faith efforts shall be made to
achieve Idaho’s annual participation goals for qualified disadvantaged business enterprises (DBE).

Changes to the Provisions or Terms

Changes to the provisions or terms should be handled similar to establishing a new contract, agreement,
or grant or in accordance with applicable procedures.

II. IDAHO TRANSPORTATION INVESTMENT PROGRAM (ITIP) CONTRACTS AND
AGREEMENTS

Project Construction Work

Plans, Specifications and Estimate (PS&E) shall be approved by District Engineer or delegate prior to
bidding and advertisement by the Contracting Services section. Project advertisement and award shall be
approved by Contracting Services Engineer. The Appropriate Division Administrator or a delegate may
sign contracts for construction work on State Highway System projects and Local Public Agency projects
approved by the Transportation Board.

Professional Service Agreements and Right of Way Agreements

Professional services are defined as engineering (i.e. material inspection, bridge inspection, construction
inspection, design, environmental, archaeological, geotechnical engineering, transportation planning,
research, public involvement, and information technology engineering), architectural, legal, accounting,
claim analysis, auditing, and right of way services where negotiating the price is the accepted practice of
the profession.

All professional service agreements are required to be procured through Qualifications Based Selection
Procedures (excluding Right of Way services). Professional service agreements shall be processed
through Consultant Services in the Contracting Services section. Professional service agreements for local
public agency (LPA) federal-aid projects shall be processed according to the Guidelines for Local Public
Agency Projects and noted legal authority within this policy.

All right of way agreements shall be initiated by and processed through the headquarters Right of Way
section.
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Routine engineering between the Department and any public agency or private firm that do not exceed,
nor are expected to exceed, a total amount to be paid of $1,000,000 shall be approved by the District
Engineer, appropriate Division Administrator or delegate. Supplemental agreements, including the
original agreements, that would bring the Department’s obligation to more than $1,000,000 require Board
approval. Routine right of way agreements must follow these agreement limits however approval for
agreements totaling up to $1,000,000 is limited to appropriate Division Administrator or delegate.

Non-routine professional agreements that do not exceed, nor are expected to exceed, a total amount to be
paid of $50,000 shall be approved by the District Engineer, appropriate Division Administrator or
delegate. Supplements that would bring the Department’s obligation to more than $50,000 require Board
approval.

State/Local Agreements

Agreements with local government entities for projects off the State Highway System shall be called
State/Local Agreements. They shall be initiated and administered by the Districts or LHTAC and
processed by the Contracting Services section.

Agreements for the Transportation Altematives projects, Scenic Byways projects, and other projects
administered by the district shall be recommended by the District Engineer or a delegate and approved by
the appropriate Division Administrator or a delegate. Agreements for projects administered by the Local
Highway Technical Assistance Council (LHTAC) and Ada County Highway District (ACHD) shall be
approved by the appropriate Division Administrator or a delegate.

Cooperative Agreements

Agreements with local government entities for projects or activities other than locally sponsored projects
shall be called Cooperative Agreements. These agreements shall be initiated by Districts or at the
headquarters offices and shall be processed by the Contracting Services section. The agreements shall be
approved by the District Engineer or appropriate HQ Section Manager or a delegate. Cooperative
agreements for construction of state highways shall be in accordance with Board Policy 4029 and
Administrative Policy 5029 - Cooperative Agreements for Construction of State Highways.

Railroad and Utility Agreements

Agreements with railroads and utility companies shall be initiated, administered, and processed by the
District in cooperation with the Contracting Services section. These agreements shall be approved by the
District Engineer or a delegate.

Road Closure and Maintenance Agreements

A Road Closure and Maintenance Agreement with local government entities shall be required for projects
where there is a change in maintenance responsibility, or a road closure. The agreement shall be prepared
by the Districts, and processed through the Contracting Services section. The agreement shall be
recommended by the District Engineer and approved by the Chief Engineer. If the agreement is specific
to a System adjustment, it must be in accordance with Board Policy 4061- State Highway System
Adjustments.
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III. GOODS AND SERVICES CONTRACTS AND AGREEMENTS

Contracts or Agreements for goods and services that are NOT directly connected to a highway project or
activity listed in the Idaho Transportation Investment Program (ITIP) shall be approved and executed by
the Purchasing Agent in the Business and Support Management section. These contracts or agreements
shall be administered and managed in partnership with the requesting Districts or Divisions. Goods and
services contracts or agreements shall be in compliance with procedures established by the Idaho
Department of Administration, Division of Purchasing.

Goods and services may include but are not limited to, activities such as training, information technology
systems, commodities, routine and preventative maintenance services, equipment, non-construction
professional services, highway maintenance sand and salt acquisition and staging, highway striping paint,
highway signs, and other highway non-professional services under the authority of Idaho Statute Title 40
Highway and Bridges etc.

IV. NON-PROJECT HIGHWAY RELATED CONTRACTS AND AGREEMENTS

All contracts or agreements for non-project, highway-related public works shall be initiated, executed,
administered, and project-managed by the Districts in partnership with the Business and Support
Management section. All contracts or agreements shall be executed and administered by the Business
and Support Management Facilities Program manager. This may include, but is not limited to, project
service-related activities, such as: rest area repair, right-of-way maintenance, non-project equipment
rental, and right-of-way noxious weed control.

V. BUILDING FACILITY PUBLIC WORKS CONTRACTS AND AGREEMENTS

All contracts or agreements for building facility public works shall be initiated, executed, administered,
and project-managed by the Districts in partnership with the Business and Support Management section.
All contracts or agreements shall be executed and administered by the Business and Support Management
Facilities Program Manager. This may include, but is not limited to, administrative building repairs less
than $100,000, non-administrative buildings construction and repair, landscaping, or any other building
non-professional services, etc. under the authority of Idaho Statute 67-5711. Qualification Based
Selection for building facility Architectural and Engineering services for design professionals shall be
procured through Business and Support Management.

VI. GRANT PROGRAM AGREEMENTS

The appropriate Division Administrator, HQ Section Manager, or a delegate, that oversee a grant program
for the department are authorized to sign agreements and documents necessary for the grant programs
administered by their respective Division or Section.

VII. INFORMATION TECHNOLOGY AND COMPUTER PURCHASE AND SERVICE
CONTRACTS OR AGREEMENTS

Contracts or agreements for information technology and computer purchases or service shall be obtained
through Business and Support Management and approved by Enterprise Technology Services and
technology governance. In addition, the contract or agreement shall be cleared through the Idaho
Department of Administration, Office of Information Resource Management, and the Division of
Purchasing. The contracts or agreements shall be executed as outlined in Section 11, GOODS AND
SERVICES CONTRACTS AND AGREEMENTS.
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VIIl. SPECIAL EVENT AGREEMENTS

Division Administrators, District Engineers or delegate, may sign agreements for use of highways or
other department facilities for special events. The approval shall be as designated in Administrative
Policy 5546, Special Events on Highways.

IX. MEMORANDUM OF UNDERSTANDING OR MEMORANDUM OF AGREEMENT

Memorandums of Understanding (MOU) and Memorandums of Agreement (MOA) are agreements with
federal agencies, Idaho state agencies, local governments, other nations, and non-governmental
organizations. The approval shall be as designated in Administrative Policy 5007, Memorandum of
Understanding or Memorandum of Agreement.

X. AGREEMENTS, COMPACTS, OR ARRANGEMENTS WITH OTHER STATES ON
BEHALF OF IDAHO

The Motor Vehicles Administrator or delegate is authorized to sign agreements, compacts, or
arrangements on behalf of Idaho for vehicle reciprocity, motor carrier enforcement, handicap parking
reciprocity, overlegal permitting reciprocity, proportional registration of commercial vehicles, and other
reciprocal agreements relating to driver licensing and the movement of vehicles, if the agreement
provides for equitable treatment of the citizens of Idaho by the other participating jurisdiction(s).

Approved by the Director on:
& W W Date: 5/2‘?/2.0/9

BriamW. Ness

Director
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SCOPE OF WORK
Board sub-committee on Policy
Listening workshop on funding formula (Policy 4028)

What: The Idaho Transportation Board Subcommittee will invite local stakeholders to a
workshop this fall to listen to the different local jurisdictions thoughts on Policy 4028.

Who:

- Urban Committee/MPO’s

- Local Highway Technical Assistance Council (LHTAC)
- ldaho Association of Cities

- Idaho Association of Counties

- Idaho Association of Highway Districts

We will schedule 15 minutes for each group to present and they can determine who will speak
on their behalf.

Why: This will give the Board Policy Sub-committee an opportunity to listen to the perspectives
of local jurisdictions regarding Policy 4028. The sub-committee will report to the board.

Where: ITD headquarters
When: October 19t or 20t at a time to be determined later

What else? |ITD staff from financial services will make a presentation that outlines policy 4028
at the start of the workshop.
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