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[bookmark: _Toc177476908]Introduction
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[bookmark: _Hlk137130055]Launched in 2016, the Community Crossings Matching Grant Program provides funding to cities, towns, and counties across Indiana to make improvements to local roads and bridges.

Community Crossings is a partnership between INDOT and Hoosier communities, both urban and rural, to invest in infrastructure projects that catalyze economic development, create jobs, and strengthen local transportation networks.

Projects that are eligible for funding through Community Crossings include road and bridge preservation projects with Americans with Disabilities Act (ADA) compliance in connection with these projects. Material costs for chip sealing and crack filling operations are also eligible for funding.

Community Crossings is open to all local government units in the State of Indiana. Match percentages are:
· Cities and towns with a population of fewer than 10,000 will receive funds using a 75/25% match.
· Cities and towns with a population of greater than 10,000 will receive funds using a 50/50% match.
· Counties with a population of fewer than 50,000 people will receive funds using a 75/25% match.
· Counties with a population of greater than 50,000 people will receive funds using a 50/50% match.
[bookmark: _Toc129164467][bookmark: _Toc177476909]CCMG Program - Deadlines and Rules
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[bookmark: _Hlk137130177]DEADLINES

1. INDOT will hold a call for CCMG projects twice a year. The call for projects will be announced every January and July and online applications will be accepted for around 30 days each call.  
2. [bookmark: _Hlk135981899]Deadlines will be advertised in Gov Delivery, and posted on the INDOT’s LPA website under CCMG.

	[bookmark: _Hlk172792152]CCMG online application will stop accepting applications at 5:00 pm Eastern Standard Time on the closing date of each call for projects.



3. [bookmark: _Hlk135746466]Grant awards will be announced in Gov Delivery and posted on the INDOT’s LPA website under CCMG.
a. January call announcement in late March / early April.  
b. July call announcement in late September / early October.

RULES

[bookmark: _CCMG_Program_-][bookmark: _Toc129164479]Locals must adhere to all the following CCMG Program rules, all CCMG Application rules, and submit the required documentation correctly for the application to be deemed an eligible application.
1. All Indiana city, town, and county governments are eligible to apply for CCMG funds.
2. All local government units must have a current approved Asset Management Plan.
3. All local government units must provide a funding match.
4. Locals can apply for force account work, but the total project cost may not exceed $250,000.00, which includes the labor and equipment costs along with the materials. 
5. CCMG funds are only awarded to eligible construction projects that are ready for the bid process (shovel ready), and for projects that can be closed out within a two-year timeframe. 
6. CCMG funds cannot be used for preliminary engineering (PE), right of way (ROW), railroad (RR), utility (UT) costs, or for inspection.  The CCMG program is for CONSTRUCTION (CN) ONLY.  Maintenance of traffic is a part of construction. 
7. INDOT will not participate in contingency fees on contractor contracts.
8. INDOT will deem applications submitted with lump sum estimates as ineligible applications.
9. Annual Bids are not eligible. Each project awarded funds must be bid project / scope specific as awarded.
10. Projects that have already been procured, completed, or under construction (aka retroactive projects) are not eligible for CCMG funds.
a. This means projects with a construction bid contract already awarded with a contractor or materials previously purchased are not eligible for CCMG funds.
11. [bookmark: _Hlk172792716]If the local applies for a project and bids that project prior to being awarded CCMG funds, that project would no longer be eligible if the local accepted a contractor bid prior to the award date. Any accepted bids after the award date are eligible for the program.
12. If your CCMG Project crosses a state highway it will require a permit.  Any work performed within The State of Indiana’s right of way must be permitted.
13. All CCMG applications must be submitted electronically using INDOT Technical Application Pathway (ITAP).
14. Applications must be completed by an employee of the local unit of government and no one else.
a. Employee must have an INDOT Technical Application Pathway (ITAP) business account, and a registered user linked to their local agency to apply for Community Crossings funds.
b. Locals must not share their username and/or password with other employees or consultants due to INDOT Business Rules.
[bookmark: _Toc177476910]CCMG Program - Local Forces / Force Account Work
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[bookmark: _Hlk137130216]Local Governments can apply for force account work, but the total project cost may not exceed $250,000.00, which includes the labor and equipment costs along with the materials. 
[bookmark: _Hlk135981880]
	[bookmark: _Hlk174359597]All state laws must be followed including I.C. 36-1-12 (Public Works Projects).  



1. [bookmark: _Hlk174359729]The Community Crossings funds will only participate in the cost of materials.
2. Each application submitted for force account work cannot exceed the max total project cost of $250,000.00.
3. Force Account work cannot be combined with bid / contract work.
4. Review the Public Procurement Presentation link on our website.
[bookmark: _Toc177476911][bookmark: _Hlk135224827]CCMG Program - Local Match Funds and CCMG Grant Funds Details
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[bookmark: _Hlk137130317]CCMG matching funds awarded to local governments must be used to complete the project scope applied and awarded funding for. 
1. The funds awarded cannot be spent on additional scope or on additional projects. 
2. No changes to the project’s scope or project’s awarded location(s) are allowed. 
3. The project’s scope and the project’s location of work applied and awarded funding for must be completed, or funding must be returned to INDOT.
4. If awarded funding is discovered to have been used on additional scope or additional projects, those awarded funds must be returned to INDOT, and the local government will not be allowed to participate in the program until those misappropriated funds are returned.

LOCAL MATCH FUNDS

1. The local government can use one or more of any funding sources the local is authorized to use for a local road or bridge project to provide their local match.
2. Transferring funds from one account to another is a decision that is made at the local government level and does not involve INDOT. Consult with your local government’s fiscal body, controller and/or Clerk-Treasurer if you are considering a transfer of funds.
3. Multiple local governments, including any combination of cities, towns, and counties, are allowed to apply for CCMG to partner to undertake a project that extends across multiple jurisdictions. 
a. [bookmark: _Hlk174360052]The maximum amounts of the joint applications will be aggregated. 
b. Each local government is required to complete an application for their road segment(s). Within each of the applications comment sections, the scope must define the division of the work between each local government.
c. Additionally, each application should contain a copy of the inter-local agreement as an attachment.

CCMG GRANT FUNDS

1. The amount of matching grant funding available to local governments will be determined by the amount of revenues collected through the gas tax, some vehicle fees (registrations, titles, etc.), and the supplemental Electric Vehicles / Hybrid (EV/H) fees. State law requires INDOT to allocate at least 50 percent of the total funds to local governments that fall within a county with a population of less than 50,000. INDOT caps the award amount at $1.0 million dollars per local government per calendar year.
2. By law, state funds that have been appropriated for the CCMG program are dedicated to the program. If funds are left over at the end of a call for projects, the remaining funds will roll over to the next call. Remaining funds will not revert to the general fund or be reallocated for any other purpose.
3. [bookmark: _Hlk177475943]If a local government’s project is selected for CCMG funds, the awarded state funds portion will be transferred to the local government’s account after:
a. INDOT has received a Notification of Contractor Award & Funding letter with all required documentation from the local to prove the local has received an accepted contractor’s bid / material bids with your award amount, and 
b. The Local Roads and Bridges Matching Grant Agreement has been fully executed.
[bookmark: _Toc129164509][bookmark: _Toc177476912]CCMG Program - Rescinding Awarded CCMG Funds
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[bookmark: _Hlk175125049]Many locals have found their municipality in a situation where they needed to rescind their awarded CCMG funds.  INDOT understands that the needs of municipalities change and does not penalize those locals from being awarded in future calls for doing what is best for their local.  

If a local at any time decides to rescind the CCMG funds awarded, they must formally notify INDOT in writing.  The letter / email must contain the following information:

1. Written on your local’s official letterhead.
2. Address the letter to the Director of the LPA & Grants Administration Office.
a. Send a copy of all correspondence to your District Program Director.
3. Reference the call year the local was awarded funding, the DES Number, and brief project description.
4. Clearly state the reason(s) your local is rescinding the funds / cancelling the project.
5. List the amount of funds being rescinded.
6. Letter must be signed by: 
a. Mayor or 
b. County Commissioners, Board of Public Works, Town Councils.  Need multiple signatures (quorum) unless provide one of the following to demonstrate one signatory has authority to bind the local:
1.   Ordinance showing one official signatory is sufficient to bind the local.
2.   Resolution which shows the individual who signed has the authority to bind the local.
3.   Meeting Minutes which delegates authority to one individual to sign on behalf of the local.
[bookmark: _Toc129164472][bookmark: _Toc177476913]CCMG Program - Eligible Projects for CCMG
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1. [bookmark: _Hlk137130700]Road and bridge projects submitted must be included and a part of the local government’s complete asset management plan.
2. Local road and bridge preservation type projects.
3. Existing ADA ramp work is required when doing a minimum of a mill and overlay, regardless of the work type.
a. Milling and overlaying is the process of grinding asphalt with a milling machine, removing the debris, and installing new asphalt. 
b. The overlay must be a minimum of 1 ½ inches.
4. Existing ADA sidewalks are eligible for rehabilitation if included in a road project that is getting a minimum of a 1 ½ inch mill and overlay. No standalone sidewalk projects are eligible.
5. Drainage work that is associated with a specific road project is eligible along with pipe replacements to correct drainage. 
a. Water line and sanitary sewer line separation projects are not eligible.
6. Gravel Roads – converting a gravel road to a hard surface road.
a. Separate application is required for converting a gravel road to an asphalt / concrete surface road.  
b. On application under Work Type = Other Type Project (Miscellaneous)
c. [bookmark: _Hlk136871481]On application under Detailed Project Scope field = Must have a detailed scope, not just a list of locations. 
7. Local Governments that perform their own work (force account), such as chip sealing and crack sealing can receive funds for the materials only. 
a. There is a maximum amount these projects can cost (including materials and labor even though labor is not eligible for funding). Total maximum cost allowance: $250,000.00.

	Reference CCMG Guidance Document, section CCMG Program - Local Forces / Force Account Work.




	Remember CCMG is a preservation grant program, the sole purpose of these funds is to preserve the existing local roads and bridges.  


[bookmark: _Toc129164473][bookmark: _Toc177476914]CCMG Program - Ineligible Projects for CCMG
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1. [bookmark: _Hlk137130769]Preliminary engineering, land purchasing (right-of-way), utility relocation.
2. Construction inspection.
3. Locals will not be eligible to apply for funding if past awarded CCMG projects older than two years old are not closed out by the Project Closeout deadline.  
4. Labor or equipment costs for governments that perform their own force account work with a total project cost of over $250,000.00.
5. Railroad crossing upgrades.
6. Water line and sanitary sewer line replacements, or sewer separation projects.
7. Standalone curb and gutter projects.
8. Any project that has approved federal funding. Locals cannot combine any federal transportation dollars with CCMG dollars.
9. New roads are not eligible. The road you are applying for must be listed in the locals Asset Management Plan. 
10. New roundabouts are not eligible unless there is a history of personal injury and fatalities, safety driven project. 
11. Roads that are not in the local’s certified road mileage and Asset Management Plan.
12. Parking lots and private roads.
13. Standalone sidewalk replacements or new installations.
14. Trails / Bike paths.
15. Projects that combine Force Account and Bidding.
16. Enhancement-type work, including:
a. Streetlights
b. Street informational signs
c. Decorative pavers
d. Trees and plants
e. Trash receptacles
f. Gateway aesthetics
17. Any change orders to the bid are not eligible for CCMG funds.
[bookmark: _Toc129164469][bookmark: _Hlk172807458][bookmark: _Toc177476915]CCMG Program - Life Cycle of an Awarded CCMG Project
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[bookmark: _CCMG_Application_-_1]The life cycle of an awarded CCMG project is listed below.  This is a brief overview, specific details on requirements and guidelines on how to complete these tasks are within this CCMG Guidance Document.

	An INDOT ‘call for projects’ is the announcement of a grant / funding opportunity for local units of government to apply to INDOT detailing their projects scope and purpose and need for their community to improve their existing roads and bridges.  This funding opportunity requires the local to invest in the project with matching funds and to follow all requirements and guidelines within the CCMG Guidance Document.



1. Call for projects is announced via Gov Delivery and INDOT’s LPA Program website.
2. Call for projects opens.
3. Local completes and submits application(s) through ITAP.
4. Call for projects closes.
5. INDOT District Program Directors review and score the submitted applications. 
6. Final scores are compiled by Central Office and awards are made public. 
7. Congratulation letters will be emailed to those locals awarded funding.
8. Awarded locals will immediately advertise their project(s) for a bid.
9. Local submits to INDOT a Notification of Contractor Award & Request for CCMG Funds letter along with a copy of executed LPA Contractor Construction Contract, a copy of executed Contractor’s Bid for Public Work – Form 96, and a copy of Detailed Cost Estimate or a copy of accepted Itemized Bid Proposal.
10. INDOT sends awarded locals a Local Road and Bridges Matching Grant Agreement via DocuSign.
a. Locals must verify legal binding authority prior to agreement being sent to local.
11. Local signs the Local Road and Bridges Matching Grant Agreement via DocuSign.
12. INDOT requests funds, and funds are deposited into the locals specified account.
13. Project construction begins.
14. Project(s) is completed.
15. Local submits to INDOT a Community Crossing Matching Grant Close Out letter with required supporting documentation.
a. Local will be invoiced for cost underruns.
b. Local pays invoice.
16. INDOT sends the local a Receipt of Project Close Out and Repayment letter to confirm project(s) is closed out.
17. Local will save all required supporting documentation for audit purposes.
[bookmark: _Toc177476916][bookmark: _Hlk134185137]CCMG Application - Know Before You Start a CCMG Application
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[bookmark: _Hlk172813360][bookmark: _Hlk174453484]Locals should be prepared and know the following before starting a CCMG application:

1. [bookmark: _Hlk137131128]Locals should review the step-by-step Access and Complete the CCMG Application Process guide on our website under CCMG Resources to help complete the CCMG Application. 
2. CCMG applications take time to complete, do not wait until the last moment to start.
a. INDOT does our best to review those applications submitted early for fatal flaws.
b. When INDOT reviews your application and sends it back to you, review the comments, make the necessary changes, and resubmit the application ASAP.  
c. If the application is not resubmitted, it will not be eligible.
3. Locals must have their own individual unique Access Indiana account and INDOT ITAP access an INDOT Technical Application Pathway (ITAP) account to complete an application.
4. The application and all required documentation can easily be completed / created by the local.  Contact you District Program Director for guidance.
5. Locals are required to manage the completion of their CCMG application.  INDOT will send all communication for an awarded project to the locals contacts listed on the application, and all communication to INDOT should be sent by the local.   
6. Prepare all required documentation to submit with the CCMG application. 
7. Locals may submit multiple applications. 
a. [bookmark: _Hlk172807759]Each road work application submitted can include up to 50 different road segments. 
b. Only one bridge project can be submitted per application. 
8. Each application will have its own DES Number if awarded.  Simply, each application is its own project.
c. Example: If 10 applications are submitted and 5 applications are awarded there will be 5 different DES Numbers, one DES Number for each of the 5 different awarded applications.  
9. Awarded funds cannot be moved from one project (DES Number) to another project (DES Number) unless projects are combined under the same Local Roads and Bridges Matching Grant Agreement. 
	For questions regarding the CCMG Application contact your District Local Program Director. Reference CCMG Guidance Document, Section Resource – Who is my District Local Program Director? for their contact information.


[bookmark: _CCMG_Application_–][bookmark: _Hlk174429070][bookmark: _Hlk136871187][bookmark: _Toc129164468][bookmark: _Hlk134185343][bookmark: _Toc177476917]CCMG Application – Access Indiana and ITAP Registration Enrollment
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[bookmark: _Hlk138228847][bookmark: _Hlk137022487]
[bookmark: _Hlk138763887][bookmark: _Hlk174451003][bookmark: _Hlk172808314]To access INDOTs CCMG application locals are required to have an INDOT Technical Application Pathway (ITAP) Business account linked to their local agency, and a registered User linked to their local agency to apply for Community Crossings funds. To gain access to ITAP and all applications within ITAP locals must first create an Access Indiana account. 
	IMPORTANT: All users must have their own individual unique Access Indiana account and INDOT ITAP access.
Business = The local government agency.         User = The individual employee.




ACCESS INDIANA & INDOT TECHNICAL APPLICATION PATHWAY (ITAP) 

Access Indiana is a statewide effort to improve the user experience when accessing government services through creation of a portal where Hoosiers can access, link, and manage their online accounts for multiple state agencies.  This secure, easy to use service provides an efficient way to access multiple state services through one sign-on process.
1. If your agency has never done online business with INDOT before, your local government will need to enroll as a New Business in Access Indiana first.  
a. Almost all businesses (locals) already exist within ITAP.  Verify your local is not listed in Access Indiana / ITAP before you create a New Business account.
b. A business is the city, town, or county, not a department within that government unit. 
c. Locals will need to know their Federal Tax ID to complete their Access Indiana enrollment. 
d. The enrollment and approval process can take up to 1 week to complete.
2. If you are a New User, click the link for Access Indiana’s Getting Started webpage for instructions for Signing Up for a New Account, or click on ITAP Quick Start Guide for instruction on ‘How to Create an Access Indiana Account.
a. New employees cannot re-use a past employee’s username and password to apply for / submit a CCMG application.  The username must match either the LPA Official Contact or LPA Project Contact listed on the CCMG application.	
b. The New Users email address must be a personalized email address like johnsmith@townofhere.in.gov.  
· Generic emails like mayor@, streetdept@, clerk@, or townofhere@ will no longer be allowed.
c. [bookmark: _Hlk174091603]Locals must not share their username and/or password with other employees or consultants due to INDOT Business Rules.
d. Users must be full-time employees of the local government to register. 
3. Once an Access Indiana account has been created and the local has completed and submitted the New User Request in ITAP, the request will be approved by the Business Primary User.  
a. If no Business Primary User exists, the request will be approved by ITAP Security. 
b. Upon approval the New User will have access to ITAP applications.  
c. All local Users automatically get access to the CCMG application.
4. If you have an existing Access Indiana account and ITAP access, go to https://itap.indot.in.gov to login to ITAP. The link will navigate you to the Access Indiana login page. Once you enter an email address and password, you will be taken to the ITAP Dashboard upon a successful sign in.
5. To report issues with your accounts, go to https://itap.indot.in.gov: 
a. Click the ‘Contact’ icon [image: Logo

Description automatically generated] on the Homepage of ITAP.
b. Choose applicable ‘Help Topic’.
c. State issue(s) in the ‘Message’.
d. Click ‘Submit’.
[bookmark: _Hlk174360173][bookmark: _Hlk145684732]
If you have questions or are unsure if your agency is enrolled, contact Michael Cales at mcales@indot.in.gov for ITAP support.
[bookmark: _Toc129164475][bookmark: _Hlk124502587][bookmark: _Toc177476918][bookmark: _Hlk117511709]CCMG Application - Access and Complete the CCMG Application 
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[bookmark: _Hlk174453658]To access the applications, go to INDOT Technical Application Pathway (ITAP) https://itap.indot.in.gov/.

	Reference: To help locals navigate the CCMG on-line application with step-by-step instructions, examples, and screenshots, reference the Local Road and Bridge Matching Grant Funds – Access and Complete the CCMG Application Process posted on our Local Public Agency Program CCMG Program website under CCMG Resources.



[bookmark: _Hlk145685351]
	Important: Reference all CCMG Application sections of the Local Road and Bridge CCMG Guidance Document for Local Public Agencies to help you complete an application.
 


[bookmark: _Toc129164484][bookmark: _Toc177476919]CCMG Application - ADA & Title VI Certification
[image: Letter_Size_Vertical_Layout_Top_Banner-Color]
INDOT is a recipient of federal funds and has a Stewardship and Oversight Agreement with the Federal Highway Administration which means that if locals receive any funding from INDOT (state or federal), whether through a contract to perform work or provide professional services or as part of a grant or award for your community, INDOT is required to ensure locals follow Title VI & Americans with Disabilities Act (ADA) nondiscrimination and accessibility requirements. 
INDOT is working with and reviewing all transition plans  for local governments throughout Indiana to ensure compliance or at least show that each local government is making a good faith effort in adopting an ADA Transition Plan and becoming compliant. All locals need an Americans w/ Disabilities Act (ADA) Transition Plan to receive CCMG Funds.
Our goal in monitoring our sub-recipients is to provide sufficient training, tools, and resources to make compliance efforts manageable and easier for our sub-recipients as we work together to improve Indiana communities by constructing roads, bridges, highways, and pedestrian facilities across the state. 
Contact Taffanee Keys, Civil Rights Counsel at TKeys@indot.in.gov for more information and assistance for INDOT’S Title VI & ADA. 
[bookmark: _Toc129164483][bookmark: _Hlk117760928][bookmark: _Toc177476920]CCMG Application – Certified Road Inventory
[image: Letter_Size_Vertical_Layout_Top_Banner-Color]

[bookmark: _Hlk137122519]It is important to verify and update your Certified Road Inventory to ensure your local is compensated for all its road assets and to ensure the Asset Management Plan matches. The locals state MVH funding is based on their Certified Road Inventory.  

	Important: Only roads listed in your Certified Road Inventory are eligible for CCMG funding.




To receive a copy of the certified road mileage for your agency’s road inventory, or to get a road added to or deleted from Certified Road Inventory contact:

Mark McMahan
INDOT Road Inventory Manager
317-967-1956
mmcmahan@indot.in.gov.

Updates will take a minimum of 48 hours to be approved but could take a maximum of 2 weeks for the updates to show on the maps. 

A summary report can be found at this link: https://www.in.gov/indot/about-indot/central-office/asset-data-collection/roadway-assets/
[bookmark: _Toc129164485][bookmark: _Toc177476921]CCMG Application - Condition Ratings (PASER Rating)
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Condition ratings (PASER Rating) need to be updated on a 2-year maximum interval. The 2-year maximum interval gives the necessary data for LOCAL’s to be able to track the actual deterioration rate of their streets as well as gives the necessary data to determine the cost effectiveness of treatments over time. Some agencies will redo all their condition ratings every year to have the most accurate information to create their pavement management plan, others will select different frequency intervals for condition ratings based on classification or average daily traffic counts of the street.

	Reference: https://youtube.com/playlist?list=PLWq76iCMr87wURep-7f59BnKmqmhSafDS


[bookmark: _Toc129164486][bookmark: _Toc136008492][bookmark: _Toc177476922]CCMG Application - Structure Inventory & Appraisal Report (SIA) for Bridge Projects
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This is bridge data submitted annually to FHWA by the States, Federal agencies, and Tribal governments, in accordance with the National Bridge Inspection Standards and the Recording and Coding Guide for the Structure Inventory and Appraisal of the Nations Bridges. Each data set is submitted in the spring and may be corrected or updated throughout the year. The data for all public bridges are considered final and are published on this website at the end of each calendar year.  https://www.fhwa.dot.gov/bridge/britab.cfm 
[bookmark: _Toc177476923]CCMG Application – Required Documents and Eligibility Review
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INDOTs methodology of what makes a good application is that the application includes all required documentation and meets eligibility standards.  If any documents below are not submitted the application will be deemed ineligible.

REQUIRED DOCUMENTS 

1. Signed Financial Commitment Letter.
2. Detailed Cost Estimate for each mapped road segment.
3. Approved Asset Management Plan Letter.
4. Structure Inventory and Appraisal Report (SIA) is required for Bridge projects only.
[bookmark: _Hlk135999119]
	Important: INDOT reviews all previously awarded CCMG projects to ensure that projects older than two-years-old have been closed out. 

If any Local Unit of Government does not meet the requirements of project closeout prior to the closeout deadline, the local will be deemed ineligible for the current call and all future calls until all outstanding projects over two-years-old are closed out.  

Reference the CCMG Guidance Document, section Project Closeout - Guidelines and Required Documentation for details on project close out.




	Reference CCMG Guidance Document section CCMG Application – Required Documentation.




ELIGIBILITY REVIEW

[bookmark: _Hlk135225238]INDOT conducts an eligibility review of all applications to determine the project benefits, purpose, quality, and need of each road segment that is submitted for funding.
[bookmark: _CCMG_Application_-][bookmark: _Toc177476924]CCMG Application - Required Documentation
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Each application must have the following required documentation uploaded.

1. [bookmark: _Hlk177476053]FINANCIAL COMMITMENT LETTER
a. Must submit one Financial Commitment Letter per application on your agency letterhead.
b. Must be signed (not typed) by someone who has the authority to sign on behalf of all local.
c. [bookmark: _Hlk162433741][bookmark: _Hlk119322897]If the letter is submitted without a signature and/or without the intended financial commitment amount (required by law 8-23-30-4), the application will not be eligible.
d. [bookmark: _Hlk134180057]An example of an acceptable Financial Commitment Letter is listed on our LPA Website.

2. DETAILED COST ESTIMATE
a. [bookmark: _Hlk130476012][bookmark: _Hlk137131827]Must submit one itemized Detailed Cost Estimate per road segment of the application.  
· Detailed Cost Estimate means each estimate must be detailed and itemized by each road or bridge; with ‘to’ and ‘from’ points clearly defined on each roads estimate. 
a. One estimate for each road segment is required.  
b. Estimates must be clearly labeled by each road segment, with the road name and ‘to’ and ‘from’ indicated.  Applications without clearly labeled road estimates will not be eligible.
c. [bookmark: _Hlk144895586]The road name with beginning and ending points indicated on the roads estimate must match the road name with beginning and ending points mapped on the application.  
d. [bookmark: _Hlk130475679]Detailed and itemized means the cost per line item.
e. Lump sum estimates are not eligible.
f. Estimates with contingencies will not be eligible.
g. An example of an acceptable Detailed Cost Estimate is listed on our LPA Website.

3. ASSET MANAGEMENT PLAN (AMP) – Road & Bridge
a. [bookmark: _Hlk137119308]Must submit an approved AMP (pavement or bridge). 
b. All AMPs must be submitted to the Local Technical Assistance Program – Purdue University (LTAP), which will work with local governments to complete and approve all AMP’s. 
c. AMP’s must be submitted to LTAP via their Data Management System (DMS). 
· LTAP will contact you if revisions are required to your AMP’s once it is submitted.
· Link: Data Management System. 
· For an informational video on the DMS watch: https://youtu.be/-9hvR-7UVR4 
b. [bookmark: _Hlk134181002]Contact LTAP for any assistance with your AMP or the DMS.   LTAP will be assisting all local units of government with their plans including templates, examples, and resources.
Patrick Conner, PE - Lead Engineer, Asset Management, Indiana LTAP
Phone: 1-765-494-4971/ 1-800-428-7639
Email: connerp@purdue.edu or INLTAP@purdue.edu
c. AMP must be submitted to and approved by LTAP once per year.  
· December 1st – AMPs must be submitted each year by December 1st to LTAP’s DMS.  Once approved, you will receive an approval letter from LTAP dated by December 1st, to be eligible for the following year’s call for projects.
d. Do not submit the entire AMP with your CCMG application, only submit the approval letter page from LTAP.  
e. AMP is a living document and should be updated whenever improvements are made to roads/bridges, and then submitted to LTAP every year.
f. An approved AMP is required by law to receive consideration for funding. If a local government does not have an approved AMP, they are not eligible to pursue CCMG funding.  

4. STRUCTURE INVENTORY and APPRAISAL REPORT (SIA) is required for Bridge projects only.
[bookmark: _Toc129164477][bookmark: _Hlk120603716][bookmark: _Toc177476925]CCMG Application - Document Naming Conventions for Locals to Upload Documents
[image: Letter_Size_Vertical_Layout_Top_Banner-Color]

1. Financial Commitment – Reference Application Number in File Name
2. Detailed Cost Estimate – Identify Road Segment in File Name (‘To’ and ‘From’ should be included if have same segment with different locations)
3. Asset Management Approval Letter from LTAP – Place Approval Date in File Name
4. Structure Inventory and Appraisal Report – Place Bridge Number in File Name
[bookmark: _Toc129164474][bookmark: _Hlk145335729][bookmark: _Toc129164487][bookmark: _Toc177476926]CCMG Application - Fatal Flaws 
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1. Financial Commitment Letter – is missing or is missing funding content or proper signature.
2. [bookmark: _Hlk174097442]Detailed Cost Estimates – is missing or does not include detailed itemized pay items per road segment, and / or incorrect Route Name, ‘from’ location, or ‘to’ location listed on Detailed Cost Estimate vs Project Location Details on the CCMG application. 
a. Total Construction Cost listed in the applications ‘Funding’ section do not total / match the Detailed Cost Estimates attached to the application.
b. The weight or volume of the materials in the project is not identified to be capable of accurate measurement and verification.
3. Mapping a Road or Bridge – is missing accurate road name and ‘to’ and ‘from’. Update local road inventory.
4. Asset Management Plan – is missing or is expired.
5. Structure Inventory and Appraisal Report (SIA) - is missing, for Bridge projects only. 
6. Project Closeout Documentation - local has not submitted past awarded Project Closeout documentation for all projects older than two-years by the deadline.
7.  Access Indiana and ITAP Registration – process for registration is not followed as outlined in the CCMG Application - Access Indiana and ITAP Registration Enrollment section of this document.
8. [bookmark: _Hlk174097544]Application was not submitted or resubmitted to INDOT.
[bookmark: _Toc177476927]CCMG Application - Scoring 
[image: Letter_Size_Vertical_Layout_Top_Banner-Color]
After the call for projects is closed the District Program Director will review and score each application. 
1. Final scores are compiled by Central Office and awards are made public. 
2. Congratulation letters will be emailed to those locals awarded funding.
[bookmark: _Toc129164488][bookmark: _Toc177476928]CCMG Awards - Congratulations Letter 
[image: Letter_Size_Vertical_Layout_Top_Banner-Color]

[bookmark: _Hlk172894352][bookmark: _Hlk137132624]If awarded CCMG funds your local will be emailed a Congratulations Letter for the current call.  This letter will list the Application ID Number and the funds awarded for that application.  If an application was partially awarded, the email will list the roads excluded and the Application ID Number will have the Location Priority Number that was awarded listed. 

	[bookmark: _Hlk136000682]Important: This Congratulations Letter is not an Award Letter. The Award Letter is now ‘Attachment B’ of the CCMG Agreement.



[bookmark: _Toc129164490][bookmark: _Toc177476929]Required Document - W-9 Request for Taxpayer Identification Number and Certification
[image: Letter_Size_Vertical_Layout_Top_Banner-Color]

This is required documentation that each new local must have completed and submitted to their INDOT District Program Director prior to any awarded funds being direct deposited into the local’s account.  

Locals do not have to fill out a new form every year if they are active in INDOT’s PeopleSoft Financial, if their information has not changed, and if they have received a payment within the 2-year time frame.

Contact your District Program Director to request the W-9 Request for Taxpayer Identification Number and Certification be emailed to your local to complete. 
[bookmark: _Toc129164491][bookmark: _Toc177476930]Required Document - Direct Deposit Authorization
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This is required documentation that each new local must have completed and submitted to their INDOT District Program Director prior to any awarded funds being direct deposited into the local’s account.  

Locals do not have to fill out a new form every year if they are active in INDOT’s PeopleSoft Financial, if their information has not changed, and if they have received a payment within the 2-year time frame.

Contact your District Program Director to request the Direct Deposit Authorization form. 
[bookmark: _Toc129164492][bookmark: _Toc177476931]Required Document - Wheel Tax Approval Letter
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If a local requires a Wheel Tax Approval Letter from INDOT to adopt a new wheel tax or surtax, the local must send the request to Cassandra Hudson along with their approved asset management plan.
[bookmark: _Agreements_-_Combine][bookmark: _Toc129164504][bookmark: _Toc129164498][bookmark: _Toc177476932]Procurement - State Laws
[image: Letter_Size_Vertical_Layout_Top_Banner-Color]

All federal and state laws are applicable. Permitting (DNR, IDEM, Corp of Army Engineers, etc.), the Americans with Disabilities Act, historic preservation laws must still be followed.

STATE LAWS THAT APPLY
· I.C. 36-1-12 (Public Works Projects)
· I.C. 8-23-10 (Qualifications of bidders for contracts)
· I.C. 5-16-13 (Contractor requirements for public works projects)
· Look up Indiana Code at General Assembly website: http://iga.in.gov

	Indiana State Law Procurement PowerPoint Presentation is located on INDOT’s website under the Local Public Program Section.


[bookmark: _Toc129164513][bookmark: _Toc177476933]Procurement - Notification of Contractor Award & Funding Request
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[bookmark: _Hlk137197787]New Process

The Notification of Contractor Award & Funding Request will be sent by INDOT to those locals awarded CCMG funds via email with their Congratulations letter.

To receive and execute INDOTs Local Roads and Bridges Matching Grant Agreement and for locals to receive their awarded funds, locals must have bid their project(s) and must have submitted a Notification of Contractors Award Letter and Funding Request to INDOT.

[bookmark: _Hlk171516409]Once your Program Director receives confirmation for your legal signer(s) and the Notification of Contractors Award Letter and Funding Request with all required documentation, they will then work with you to get you the Local Roads and Bridges Matching Grant Agreement.  

After the Local Roads and Bridges Matching Grant Agreement is fully executed the District Program Director will submit the request for the CCMG funds to be processed.  Once the request for funds is completed the local will receive a copy of the purchase order (deposit) for their records and can expect the transfer of those funds into the local governments account within 35 days of receipt of that purchase order.

[bookmark: _Hlk159501310]PURPOSE OF THE REQUIRED SUPPORTING DOCUMENTATION
1. [bookmark: _Procurement_-_Advertisement]The purpose of obtaining an LPA Contractor Construction Contract is to legally protect the investments of all parties, mitigate risk, prevent conflicts, and to outline the various legal obligations each party owes to the other. 

2. The purpose of the Contractor’s Bid for Public Work - Form 96 (required by the State Board of Accounts) is to provide a standardized bid form for contractors to submit their proposals for public work projects. This form is solely to obtain the contractors bid.  This form is not a contract and should not be used as one.  

3. The purpose of the Detailed Cost Estimate, or a copy of the accepted Itemized Bid Proposal, is to provide details of the cost estimates per road segment.  INDOT does not accept lump sum bids for CCMG projects.
[bookmark: _Toc129164516][bookmark: _Toc177476934]Procurement - Advertisement and Procurement of Contractors Bid 
[image: Letter_Size_Vertical_Layout_Top_Banner-Color]
[bookmark: _Hlk174091281][bookmark: _Hlk137198172]
	Important: Locals can start the bid process prior to receiving the CCMG Congratulations letter from INDOT.  
However, locals cannot accept a low bid until after the INDOT award is made.  If a local awards their project prior to INDOT award, the project is ineligible.  Projects that have already been procured, completed, or under construction (aka retroactive projects) are not eligible for CCMG funds.




	Important: Per the Local Roads and Bridges Matching Grant Agreement local governments have 4 months, from the award letter date (Attachment B of the agreement), to procure a fully executed contractor’s contract and send a copy to INDOT. 




[bookmark: _Hlk134792927]The following information is to help locals through the bidding process for their awarded CCMG project(s).  There are specific processes that must be followed and required documentation that must be submitted correctly in order to remain eligible and for INDOT to request the deposit of the awarded CCMG funds to your local account. 

It is important to remember that the CCMG funds were awarded to your local and all required actions to complete and documentation to submit are the responsibility of your local, not the responsibility of the contractor.  The local is the owner and any action not taken or documentation not submitted can affect the local’s award and future eligibility.

When advertising your project(s) and accepting bids remember locations, locations, locations.  The contractor's contract and bid must have all road segment locations clearly itemized by individual roads with ‘to’ and ‘from’ points defined for each road in the bid package.

	The Community Crossings grant program is for CONSTRUCTION ONLY. 
a. Maintenance of traffic is a part of construction. 
b. INDOT does not participate in contingency fees on contractor contracts.




ADVERTISEMENT

1. Locals must advertise for the scope of work applied for and / or the scope of work awarded funds to build.
a. Local cannot decrease the scope of work, or the awarded funds will be rescinded to INDOT for that project.
1. No amendments are allowed.
b. Locals cannot increase the scope of work, unless the local intends to pay for that scope increase with 100% local funds.
2. Locals must advertise with specific location(s) and scope of the project.  Provide contractors with plans, specs, and pay items for the project being bid.  
a. The contractors should not be telling the locals what they need, it is not their responsibility to know what your projects do or do not need.
b. Contractors have expressed concerns that advertisements are vague, and that they are unsure what they are bidding on; be specific.  
3. All bid packages must have plans and specifications, and locals are NOT required to follow INDOT’s Standards and Specifications for the design and plans and specifications DO NOT have to be INDOT approved.   
a. Locals can use their own design standards and specifications. 
4. Locals can bid multiple projects together to get better bid prices as long as the projects are under one grant agreement. 
[bookmark: _Hlk174100012]
	Reference CCMG Guidance Document section Agreements – Combine CCMG Applications Into One Agreement.




a. Important:  All projects under one Local Roads and Bridges Matching Grant Agreement must be advertised as one project and awarded to one contractor. 
b. It is the local’s decision on how to advertise / bid your public works projects as long as the local follows state law. 

	Important: State law defines ‘the project’ as the whole project; locals cannot break the projects apart to bypass state law.
· Each application is considered one project, no matter if you are applying for one road or 10 roads.  This means, the entire scope of the project must be advertised / bid as one project which must be clearly defined by individual roads with ‘to’ and ‘from’ points defined for each road in the bid package.  
· Multiple applications combined into one Local Roads and Bridges Matching Grant Agreement is considered one project and must be advertised / bid as one project which must be clearly defined by individual roads with ‘to’ and ‘from’ points defined for each road in the bid package. 
· Bids or Quotes, even for Force Account work, must be clearly defined by individual roads with ‘to’ and ‘from’ points defined for each road in the bid package.  



PROCUREMENT OF CONTRACTORS BID

1. The contractor bids must be detailed and include an itemized list of the work being done per road and the bid amount per road should be clearly defined with ‘to’ and ‘from’ points defined for each road’s bid.
2. Bids with contingencies will not be accepted.
3. Lump sum bids will not be accepted.
4. A Contractor’s Bid for Public Work – Form 96 must be completed and signed by the contractor.
5. Contractors must provide a Detailed Cost Estimate, or a copy of the accepted Itemized Bid Proposal must be provided.
6. If a contractor’s contract and bid amount is not submitted to INDOT with clearly defined locations with ‘to’ and ‘from’ points defined for each road and a clear bid amount, the locals request for funds will not be accepted by INDOT until the documentation is made clear by the contractor and resubmitted by the local.
7. [bookmark: _Hlk159926010]An LPA Contractor Construction Contract is required documentation.
a. A quote cannot be used as an LPA Contractor Construction Contract.
b. A bid cannot be used as an LPA Contractor Construction Contract.
c. Form 96 cannot be used as an LPA Contractor Construction Contract.
d. Some contractors do not have template contracts for the locals to sign.  In this case the locals will need to create and present a contract for parties to execute.  

	INDOT will not accept bid documents that are vague, incomplete, or not specific to each project that you are awarded funding. Itemized bids are required, and Annual Bids are not acceptable.




	Examples of acceptable and non-acceptable bids can be found on our LPA Programs website.  



[bookmark: _Toc129164514][bookmark: _Toc129164520][bookmark: _Hlk129160637][bookmark: _Toc177476935]Procurement - Contractor’s Bid for Public Work - Form 96
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[bookmark: _Hlk159926055]The purpose of the Contractor’s Bid for Public Work - Form 96 (required by the State Board of Accounts) is to provide a standardized bid form for contractors to submit their proposals for public work projects. This form is solely to obtain the contractors bid.  This form is not a contract and should not be used as one.  When a project is bid on, the local must have the contractor complete a Form 96 – Contractors Bid for Public Work form.  
1. Form 96 is not a contract and should not be used as a contract between the local and contractor.  It is solely to obtain a bid.  
a. [bookmark: _Hlk174093822]Locals should ensure the Acceptance section on page 2 of Form 96 is complete before submittal to INDOT. 
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2. Locals must submit Form 96 regardless of if the project was bid on or if the project received a quote; Form 96 is required by the State Board of Accounts.
a. There is no minimum or maximum bid amount required for the contractor to complete a Form 96 because the form is for obtaining a bid only.
3. Form 96 must be signed by the contractor on page 6 of the form. Their signature is to affirm a contractor’s non-collusion affidavit.
a. If the contractor’s signature is not legible, the name should be printed with title, so you know who signed it on behalf of the contractor.

Contact your District Program Director to request a copy of the Contractor’s Bid for Public Work - Form 96 template be emailed to your local to complete. 
[bookmark: _Toc177476936]Procurement - How CCMG Funds are Deposited into the Locals Account 
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[bookmark: _Hlk174096723]If a local government receives CCMG funding, the grant funds have to be transferred to the local government within the state financial shutdown window.  INDOT’s finance department must have all requisitions entered its systems by May 1st for a PO to be issued before the state financial shutdown. If that date is not met, no funds can be transferred until after July 1st of that calendar year. 
	Important: Therefore, it is important for local governments to start the advertisement prior to award or for bids shortly after awards are announced to ensure funds are requested prior to shut down.  

Remember: Locals cannot accept a low bid until after the INDOT CCMG award is announced.  If a local awards their project prior to INDOT award, the project is ineligible since no retroactive projects are eligible.




Your INDOT District Program Director will request your CCMG funds to be deposited into your local account once the following documentation is complete and received by INDOT:

1. The Notification of Contractor Award & Funding Request letter has been submitted to INDOT with all required documentation listed at the bottom of that letter, and  
2. The Local Roads and Bridges Matching Grant Agreement has been fully executed by the local and INDOT.

The District Program Director will send your local a copy of the purchase order (deposit) for their records and can expect the transfer of those funds into the local governments account within 35 days of receipt of that purchase order.
[bookmark: _Toc129164515][bookmark: _Hlk159934560][bookmark: _Hlk137197750][bookmark: _Toc129164511][bookmark: _Toc177476937]Procurement - Fatal Flaws 
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1. [bookmark: _Hlk174097359]Improper bidding process – per Indiana Code and per application.
2. Local fails to submit the Notification of Contractor Award & Funding Request and required documentation to INDOT within the deadline.
3. Local fails to submit legal signer information and / or fails to sign the Local Roads and Bridges Matching Grant Agreement within the deadline.
4. Reduction in project scope applied and awarded funding for. 
5. The weight or volume of the materials in the project is not identified to be capable of accurate measurement and verification.
[bookmark: _Toc177476938][bookmark: _Hlk124501920]Agreements - Lifecycle of the Local Roads and Bridges Matching Grant Agreement
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The Lifecycle of a Local Roads and Bridges Matching Grant Agreement can be found on our website in the DocuSign Instructions for ERC & Legal Signer PowerPoint.
[bookmark: _Agreements_-_Combine_1][bookmark: _Toc129164508][bookmark: _Toc177476939]Agreements - No Amendment to Local Roads and Bridges Matching Grant Agreements
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INDOT will not allow any Local Roads and Bridges Matching Grant Agreement to be amended.  The locals must complete the work they applied for and were awarded funding to construct.  INDOT will not allow any reduction in scope.  
If a local cannot afford to complete the scope of work they were awarded, they are advised to rescind the funds to INDOT and reapply in the next call with their revised scope and / or better estimates.
[bookmark: _Toc177476940]Agreements - Combine CCMG Applications Into One Agreement
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[bookmark: _Hlk137197325]INDOT allows locals the option to combine multiple awarded applications into one Local Roads and Bridges Matching Grant Agreement.  The local has the option of combining all, some, or none of the applications the local was awarded. A Combine CCMG Applications into One Agreement letter will be sent to each local with multiple awarded applications so that they can let INDOT know, in writing, which applications the local wants on each agreement. 

In this Combine CCMG Applications into One Agreement letter the local will indicate which of the applications are to be combined into one Local Roads and Bridges Matching Grant Agreement.  The local must be aware of the following stipulations for combining multiple projects into one INDOT agreement:

	Important: Force Account projects cannot be combined if the Total Project Cost is more than $250,000.




1. Combining applications into one agreement requires applications to be advertised / bid as one large public works project. 
a. Example: If you submit two applications and both are awarded funding, you can either choose to have two separate agreements / one agreement for each application or combine both applications into one Local Roads and Bridges Matching Grant Agreement.
2. Each application, no matter how many agreements are requested, will still be assigned its own Des. Number when awarded. 

	Reference CCMG Guidance Document section Procurement – Advertisement and Procurement of Contractors Bid.




3. Awarded funds cannot be moved from one Local Roads and Bridges Matching Grant Agreement to another after agreements are fully executed.
4. Every road that is identified in the Local Roads and Bridges Matching Grant Agreement must be completed. Roads cannot be eliminated after an award.
5. Exception: INDOT still requests that a bridge project be its own Local Roads and Bridges Matching Grant Agreement.
6. Locals will be given 10 business days to respond, or all applications will be placed on separate Local Roads and Bridges Matching Grant Agreement. 

	[bookmark: _Hlk177476475]TIP:  If a local chooses to have one Local Roads and Bridges Matching Grant Agreement for multiple applications / Des. Numbers, the agreements maximum funds can be used for any road segment listed in the agreement, regardless of which application / Des. Number that road segment originated, as long as the local used the proper bidding process – per Indiana Code and per application.



[bookmark: _Toc177476941]Agreements - Local Roads and Bridges Matching Grant Agreement
[image: Letter_Size_Vertical_Layout_Top_Banner-Color]
 
Locals awarded CCMG funds will execute a Local Roads and Bridges Matching Grant Agreement.  INDOT uses DocuSign, by all parties, to electronically sign the Agreements. To use DocuSign locals must give INDOT contact information for each person with Legal Binding Authority to sign the Agreement.  

1. In preparation for using DocuSign, the local must give INDOT contact information for each person with Legal Binding Authority to sign agreements for a local agency.
a. INDOT / DocuSign requires the name, email, and cell number of the legally binding signer(s).
b. The time taken for this step depends on the local.  
c. Do not delay in getting this information to your District Program Director.

	The following DocuSign references are located on our website under the INDOT LPA Contracts link.
1. DocuSign Instructions for ERC & Legal Signer 
2. Obtain Legal Signers for DocuSign - Instructions to ERC




	Reference CCMG Guidance Document section Agreements - Legal Binding Authority for DocuSign.




2. An agreement is created by INDOT and routed via a DocuSign email to the legal signer(s) for their electronic signature.
a. Simultaneously the District Program Director will email a ‘Draft’ copy of the Local Roads and Bridges Matching Grant Agreement to the local’s contact(s) listed on the application with detailed instructions.  
b. The draft should be routed and viewed by all people required to review the agreement prior to it being signed by the legal signers for the local.  
c. As the local’s contact(s) listed on the application you should notify the legal signer(s) this agreement has been routed to them via DocuSign for their signature.  
d. The time taken for this step in the signature process depends on the local board or council meeting dates.

	Important: It is imperative the signers all sign and date the agreement within three (3) weeks of each other, so the dates of all signatures are not more than 30 days old when INDOT receives the agreement.




3. Once the local’s legal signer(s) have signed the agreement, the agreement is routed to INDOT via 
DocuSign for signature.
4. Department of Workforce Development (DWD) and Department of Revenue (DOR) clearances are run for the local by INDOT.
a. If there are outstanding issues with a clearance, this may delay the routing of the agreement until the issues are resolved by the local.
5. The agreement is then routed for external agencies’ approval.
a. The Indiana Department of Administration (IDOA)
b. State Budget Agency (SBA)
6. A copy of the fully executed, legally binding agreement is emailed to the local for their records.

	[bookmark: _Hlk117680501]Important: For the contract to be a fully executed, legally binding contract, the contract will still require approval from The Indiana Department of Administration (IDOA) and State Budget Agency (SBA). These approvals will appear on the fully executed, legally binding contract.

Once the contract is fully executed by INDOT, the District Program Director will e-mail a pdf file of the fully executed, legally binding contract to the local for their records.



[bookmark: _Agreements_-_Legal][bookmark: _Toc129164499][bookmark: _Hlk117673863][bookmark: _Toc129164500][bookmark: _Toc177476942]Agreements - Legal Binding Authority for DocuSign
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All parties will use DocuSign to electronically sign the Local Roads and Bridges Matching Grant Agreement.  In preparation for using DocuSign the local must give INDOT contact information for each person with Legal Binding Authority to sign an Agreement for a local agency.  

DEFINITION OF LEGAL BINDING AUTHORITY 
1. Mayor; or 
2. Designee with one of the following to demonstrate signatory has legal authority to bind the agency:
a. An ordinance showing one official signatory is sufficient to legally bind the agency.
b. Resolution which shows the individual who signed has the legal authority to bind the agency.
c. Meeting Minutes which delegate legal authority to one individual to sign on behalf of the agency, or
3. Multiple signatures from a quorum of County Commissioners, Board of Public Works, or Town Council.

	[bookmark: _Hlk117682066]The following DocuSign references are located on our website under the INDOT LPA Contracts link.
1. DocuSign Instructions for ERC & Legal Signer 
2. Obtain Legal Signers for DocuSign - Instructions to ERC



[bookmark: _Procurement_-_State][bookmark: _Project_Closeout_-][bookmark: _Toc129164523][bookmark: _Hlk174361680]
GUIDELINES FOR RECEIVING AND RENEWING MEETING MINUTES FOR LEGAL SIGNERS  
1. Meeting Minutes that state an expiration date or that name a specific projects contract / agreement, regardless of if the Meeting Minutes list the signer by name or by position, said Meeting Minutes will need updated upon that expiration date and / or for a new project contract / agreement.
1. Meeting Minutes that list the signer(s) by name / position will expire once that signer no longer holds that local’s office or position. 
1. Meeting Minutes that list the signer(s) by position and do not state an expiration date, said Meeting Minutes have no expiration date.
[bookmark: _Toc177476943]Project Closeout - Guidelines and Required Documentation 
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[bookmark: _Hlk174361278]Project Close Out Documentation is required by the State Board of Accounts (SBA), and failure to submit the required documentation may result in the local repaying the grant funds.  Contact your District Program Director for help / questions on these guidelines.

Once a local has completed the construction of their project and has paid all outstanding invoices, the local is required to submit Project Close Out Documentation to INDOT within 30 days of their final payment.

	[bookmark: _Hlk174361442][bookmark: _Hlk174361534]What does ‘Project Close Out’ mean, and how do I know when my project is closed out?
1. [bookmark: _Hlk174361500]Project Closed Out means that the local has submitted all required closeout documentation correctly to INDOT, and
2. If the local owes INDOT funds, the invoice have been paid, and 
3. That the local has received a 'Receipt of Project Close Out and Repayment' letter from INDOT prior to a new CCMG Call for Projects Close Out Deadline.
4. [bookmark: _Hlk174361547]The 'Receipt of Project Close Out and Repayment' letter from INDOT signifies your project is closed out, and the local is eligible for future calls.
 



GUIDELINES  

1. [bookmark: _Hlk174361762]The local must submit the ‘Community Crossing Matching Grant Close Out’ letter and the ‘Closeout Calculation Sheet’ within 30 days of final payment.
2. The local must include legible copies of all required documentation with this letter and spreadsheet.
3. The local must submit legible copies of itemized Contractor invoices or itemized Force Account work invoices are required.
a. Itemized invoices must be clearly defined by individual roads with ‘to’ and ‘from’ points defined for each road on the invoice your local paid and submits with their close out documentation.  
b. Note:  Contractors should provide you with an itemized invoice, and your local should require them to do so.
4. The local must provide proof that all the contractor or the materials and labor invoices have been paid.  This proof will be legible copies of cancelled check(s), both front and back, or electronic funds transfer (EFT).
5. The local must be prepared to pay back any underruns to INDOT within 30 days of being invoiced by INDOT, not 30 days of completion of project.

	Reference CCMG Guidance Document section Project Closeout – Underrun Invoice.



6. The local must provide documentation that the local has paid 100% of any overruns. 
a. Overruns are not matched and are the responsibility of the local government.
b. INDOT does not participate in project change orders.  Change orders are 100% the responsibility of the local government.
7. The local must maintain the project records for five years for audit purposes.

	Underruns = Final project cost is LESS THAN the original CCMG awarded amount. Funds not used therefore owed back to INDOT.

Overrun = Final project cost is MORE THAN the original CCMG awarded amount. Funds paid by the local over their match amount.




REQUIRED DOCUMENTATION

[bookmark: _Hlk174530746]Locals must include the following with their Project Closeout packet to INDOT:
1. [bookmark: _Hlk115097250]A ‘Community Crossing Matching Grant Closeout’ letter is one of the required documents the local will submit on their official letterhead with their required closeout documentation, and 
2. [bookmark: _Hlk135316558]A ‘Closeout Calculation Sheet’, the local is required to use this spreadsheet to complete the closeout process, and 
3. Legible copies of all required documentation INDOT requires as proof the project is complete and paid for in full.  
a. The required supporting documentation is determined by whether the work was completed by a Contractor Bid or completed by Force Account Work.  See breakdown below.  


Contractor's Bid - Required Documentation
1. Copy of the cancelled check(s), both front and back to Contractor OR a copy of the electronic funds transfer (EFT) to Contractor, and
2. Final Progress Billing from Contractor showing:
a. Individual contract item:
1. Contract Quantity
2. Unit Price
3. Final Quantity placed
4. Underrun, Plan or Overrun Quantity

Force Account – Required Documentation
1. Copy of Vendor’s Material Invoice,
2. Copy of the cancelled check(s), both front and back to Vendor supplying material OR a copy of the electronic funds transfer (EFT) to Vendor supplying material, and  
3. Copy of Work Order (Daily Log) for specific project location showing:
a. Date
b. Material Placed
c. Total cost for specific project location

	Contact your District Program Director to request a copy of the Community Crossing Matching Grant Close Out letter and the Closeout Calculation Sheet be emailed to your local to complete. 



[bookmark: _Project_Closeout_-_1][bookmark: _Toc129164528][bookmark: _Toc177476944]Project Closeout - Underrun Invoice
[image: Letter_Size_Vertical_Layout_Top_Banner-Color]

If the project has a cost underrun and the local owes INDOT, the District Program Director will send the local an email with the invoice attachment for the local’s repayment. The local must be prepared to pay back any underruns to INDOT within 30 days of being invoiced by INDOT.

1. [bookmark: _Hlk174530911]Do not send checks or payments directly to your District Program Director for under-runs.
2. INDOT will not accept payment unless the local has been invoiced by INDOT.
3. Payments must be made to and received by INDOT as instructed on the invoice.

Once the local has paid their invoice for the project, INDOT will then send the ‘LPA a Receipt of Project Close Out and Repayment to LPA’ letter.
[bookmark: _Toc129164529][bookmark: _Toc177476945]Project Closeout - Receipt of Project Close Out and Repayment to Local
[image: Letter_Size_Vertical_Layout_Top_Banner-Color]

[bookmark: _Hlk135319829]Your CCMG project is officially closed out when INDOT sends the local a ‘Receipt of Project Close Out and Repayment’ letter via email confirming that the local has submitted all required documentation, that the close out documentation has been reviewed by INDOT, and that any underrun invoices have been paid by the local.

	This letter also signifies the local is eligible for future calls, as long as the local does not still have outstanding closeouts on other projects older than two years old.  
Reference CCMG Guidance Document section Project Closeout - Project Closeout Deadline Chart.


[bookmark: _Project_Closeout_-_2][bookmark: _Hlk135318697][bookmark: _Toc129164524][bookmark: _Toc129164535][bookmark: _Toc177476946]Project Closeout - Project Closeout Deadline Chart
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[bookmark: _Hlk135318261]In order for a local government to be eligible to receive CCMG funds for an open CCMG Call for Projects, the local must have all prior awarded projects, older than two-years-old, closed out by the closeout deadline before more funding will be awarded to a local. See the Project Closeout Deadline Chart below.

	CCMG Call for Project Year
	Prior Years Awarded Projects that must be Closed Out
	Local’s Closeout Submittal Deadline Date to INDOT
	Local’s Deadline to Pay Invoice

	2024-1
	2022-1 and all calls prior
	December 1, 2023
	December 31, 2023

	2024-2
	2022-2 and all calls prior
	June 1, 2024
	June 30, 2024

	2025-1
	2023-1 and all calls prior
	December 1, 2024
	December 31, 2024

	2025-2
	2023-2 and all calls prior
	June 1, 2025
	June 30, 2025

	2026-1
	2024-1 and all calls prior
	December 1, 2025
	December 31, 2025

	2026-2
	2024-2 and all calls prior
	June 1, 2026
	June 30, 2026



	If your local government owes INDOT CCMG funds from any of these past call years, those outstanding funds must be paid back to INDOT prior to the opening date of any new CCMG call to be eligible for new CCMG funds.


[bookmark: _Toc177476947]Project Closeout - Fatal Flaws
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[bookmark: _Hlk137199533]The District Program Director will send a detailed email to the local if fatal flaws are found in or missing from the required closeout documentation submitted.  Fatal flaws include:

1. Local does not submit all required close out documentation for a Contractor's Bid / Force Account project.
2. Local does not re-submit fatal flaws / corrections to INDOT. 
3. Local does not pay an invoice for a project underrun.
4. Local does not meet all project close out guidelines and deadlines.
5. Local is in violation of Indiana Code 36-1-12-3 - Force Account projects total project cost is over $250,000.00.

	Important: If the local does not re-submit corrected or missing documents, the project will not be officially closed out and the local could delay their eligibility for future calls.


[bookmark: _Toc129164537][bookmark: _Toc177476948]Resource - LPA Website
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[bookmark: _Hlk111560357]Locals can always refer to our training material located on the Local Public Agency Programs website.  

Click Community Crossings Matching Grant > Click on CCMG Resources: https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/community-crossing-matching-grant-program/
[bookmark: _Toc129164538][bookmark: _Toc177476949]Resource - Gov Delivery
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[bookmark: _Hlk137200223]Gov Delivery is a quick and easy way for INDOT to communicate with all municipalities on a web mailing list regarding CCMG call for projects, dates to remember, training opportunities, procedure changes, etc.  Gov Delivery is free to all municipalities and INDOT encouraged more than one employee from each local to sign up.

Locals can subscribe to Gov Delivery with 8 Easy Steps by going to: https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/
[bookmark: _Resource_-_Who][bookmark: _Resource_–_Need][bookmark: _Toc177476950]Resource – Need Help? Who is my District Local Program Director?
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[bookmark: _Hlk161735741]We are here to help you.  A complete list of Local Program Directors is listed on our website under ‘Contact Us’:  https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/.  If you do not know what district you are in, contact any of the Local Program Directors for help.

For all other questions regarding the CCMG Program, please contact Cassandra Hudson at chudson1@indot.in.gov.
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ACCEPTANCE

The above bid is accepted this 9 day of August ., 2024 subjectto the
following conditions:
Contracting Authority Members:
John Smith
Jane Doe
PART Il

(For projects of $150,000 or more — IC 36-1-12-4)

Governmental Unit: _Town of Anywhere

Bidder (Firm) 227 Contractors

Date (month, day, year): _9/8/2024
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