
INTRODUCTION 

· The purpose of this Manual is to provide procedures and directives 

necessary for implementation and uniform interpretation of laws, policies 

and regulations pertaining to the Department. 

The Manual contains "Administrative Directives•• and "Operating 

Procedures" applicable to the following: 

1. Department Administrative Policy 

2. Inter-Divisional Activities 

New "Operating Proceduresn may be originated by any Bureau or Division -

in conjunct:i.on with the Bureau of Data Processing. It is the responsi­

bility of the Bureau of Data Processing to review and recommend to the 

Commissioner for approval newly proposed procedures. 

Administrative Directives are used by the Connnissioner to establish 

new organizational units and assign or reassign broad areas of responsi­

bility within the Department. 

The Internal Audit Section determines that Department personnel are 

complying with the above directives and procedures. 



DEPARTMENTAL OPERATING PROO DURES 

INTRODUC'l'ION 

1000 ADMINISTRATIVE 

1.100 GENERAL 

1.101 ·AD-2 Departmental Operating Procedures - Initiation~ Responsibility 

1.102 AD-32 Emergency Order of Succession to Official Positions 

1.103 AD-33 Public Speeches 

1.104 MT-6 Decorations or Signs on State Highway Rights-of-Way 

1.105 MT-8 Penni ts - Application, Processing, Issuance and Accounting 

l.lo6 EN-6 Highway Signs - Authorization and Ere.ction 

1.107 EL-1 Operation of Movable Bridges 

1.108 EL-3 Traffic Signals - Release of Information 

1.109 AD-21 Requests for Services from Sources Outside the Department 

1.110 PT-1 Traffic Regulations, Adoption of 

1.lll EN-4 Highway Location and Design 

1.112 AD-31 Statements or Testimony at Legal Hearings or Trials 

1.113 AD-14 Photographic Services 

1.114 New Codes - Initiation and Modification 

1.115 New Divisional Operating Procedures Manuals 

1.1151 New Division of Accounting and .Administrative Services 
"Accounting Practice and Procedure Manual" 

l.ll.52 New Division of Right of Way "Policy; and Procedure Manual'' 

1.ll6 AD-29 Requisition and Installation of Property Acquired as the 
Result of Right of Way Acquisition 

1.117 AD-20 Monthly Divisional Reports 

1.118 PR-8 Reporting Losses, Thefts, or Vandalism 

1.119 New Definitions of Commonly Used Department Tenns 

1.120 MT-1 Property Damage Reports, Claims, and Collections 

1.121 New Notification of Highway Alignment Approval 

, 1.122 New Control Section Coding Implementation 

1.123 New Toll Roads 



DEPARTMENTAL OPERATING PROCEDURES 

1. 200 ORGANIZATION 

1.201 New Organizational Charts - Responsibility 

1.300 COMMUNICATIONS 

1.301 AD-19 Telegrams 

1.302 AD-3 Department Action Slips and Official Record 

1.303 AD-28 Correspondence 

1.304 New Correspondence Referral 

1.30$ New Standard Distribution Lists 

1.400 VEHICULAR 

1.401 AD-1 Department Cars - Assignment, Use, and Storage 

1.402 AD-15 Use of Private]J Owned Automobiles 

1.403 Kr-7 Equipnent Transfer Record 

1.404 New Department Equipment - Reports 

1.405 New Departmental Cars - Maintenance and Repair 



DEPARTMENI'AL OPERATING PROCEDURES 

1.500 OFFICE SERVICES 

1.501 AD-7 Office Furniture - Transfer of, Obsolescence of, and on Trial 

1. 502 AD-17 Office Machi nes & Equipment - Service & Repairs 

1 . 503 AD-12 Telephones, Request for Installation or Change in Service 

1.504 AD-6 Department Forms: Approval, Assignment of Numbers, 
Reproduction & Requisitioning 

1.505 AD-24 Records Retention & Destruction of Obsolete Records 

1.506 PR-9 Directory of Personnel, Maintenance of 

1 . 507 PS-3 Requisitioning Office Supplies 

1 . 508 New Highway Office Building 

. 1.6000 LEGISLATIVE 

1. 601 AD-13 Drafting Proposed Legislation 

1.602 AD-13A Commenting on Proposed Legislation 

1. 700 FIELD 

l . 701 EN-9 Transmitting Samples for TestJ.ng 

1. 702 EN-10 Materials Test and Inspection Certificate 



._:;;., 

DEPARTMENTAL OPERATING PROCEDURES 

2.000 PERSONNEL 

2.100 REGULATIONS 

2.101 AD-23 Working Hours and Th~ir Observance 

2.102 PR-3 Vacation Leave 

2.103 PR-4 Sick Leave 

2.104 PR-5 Leaves of Absence 

2.105 PR-1 Performance Ratings 

2.106 PR-ll Employee Grievances 

2.107 PR-7 Filling of Vacant Positions 

2.108 AD-25 Acceptance of Gifts, Entertainment, Meals, etc. 

2.109 New Department Personnel - Outside Employment 

2.110 New Theft or Misappropriation of Department Property 

2.lll New Overtime Policy for Salaried and Hourly Personnel 

2.200 FIRST AID AND SAFETY 

2.201 PR-6 Safety Inspections 

2.202 PR-10 Reporting Personal Injuries 

2.203 PR-2 Dispensaries and First Aid Rooms 

2.204 PR-13 First Aid Stations - Equipment and Supplies 

2.900 MISCELLANEOUS 

2.901 PR-12 Notice of Death of Employee 

2.902 AD-16 Parking Areas 

2.903 New staff Training 



DEPARTMENT AL OPERATING PROCEDURES 

3.000 CONTRACTS, LEASES & AGREEMENTS 

3.100 CONTRACT SEQUENCE 

3 .101 AD-26 Public Hearings 

3.102 AD-4 

3.103, New 

).104 AD·-5 

3.105 AD-11 

3.106 AD-8 

3.107 AD-8 

3.108 AD-9 

3.109 AD-10 

3.110 EN-5 

3.111 EN-1 

3.112 EN-8 

3.113 AD-27 

Classification of Contractors 

Award of Contracts for Professional Services 

Distribution of Standard Specifications 

Construction Plans and Supplemental Specifications -

Distribution and Sale 

Advertising for Bids 

Receipt of Bids 

Contracts - Award of 

Preparation, Execution, and Distribution 

Subletting of Work Under Contract 

Changes of Constructi on Plans 

Contractors Claims 

Construction Project Openings 



DEPARTMENTAL OPt~RATING PROCEDURE 

3.200 COUNTY & MUNICIPAL AID 

3.201 SA-1 Municipal Aid Construction Funds - Applications,. 

Recommendations, and Approvals 

3.202 SA-2 State Aid Construction Plans & Supplementary Specifications-

Processing & Approvals 

3.203 SA-3 State Aid-Advertising, Receipt of Bids, and Award of Contract 

3.204 EN-7 Federal Aid Secondary Projects 

3.205 EL-2 State Highway Reimbursed Safety Lighting 

3.900 OTHER 

3.901 

3.902 

3.903 

3.904 

3.905 

AD-18 

EN-2 

MT-2 

EN-3 

MT-4 

Lease Agreements for Land, Buildings, and Office Space 

Public Utility Rearrangement Agreements 

Road Equipment Rental Agreements 

Maintenance and Jurisdiction Agreements 

Agreements, Snow Removal & Ice Control 



4.000 HIGHWAY FINANCE 

4.100 BUOOETING 

DEPARTMENTAL OPERATING PROCEDURES 

4.101 AD-22 Submission of Annual Budget 

4.200 PURCHASING 

4.201 PS-1 

4.202 PS-2 

Order Requests, Purchase Orders, and Agency Orde~~ 

Material Purchased - Inspection and Acceptance 

4.300 INVOICE & VOUCHERS 

4.301 New Travel Expense - Policy and Reimbursement 

4.302 MT-3 Snow Removal - Contractors' Reports, Invoices, etc. 

4.303 AC-1 Control of Invoices - Utility Companies 

4.304 New Vendor1 s Invoices - Processing for Payment 

4.305 New Discounts on Invoices 

4.4·00 SALARIES & WAGES 

4.402 New Hourly Payroll - Processing & Pa;yIJ1ent 

4.500 ACCOUNTS RECEIVABLE - CASH RECEIPTS 

4.501 New Cash Receipts - Invoicing 



DEPARTMENTAL OPERATING PROCEDURE 

4.600 FEDERAL AID FUNDS - CURRENT BILLING 

4.6ol New Federal Aid Status - Current Billing 

4.700 INTERNAL AUDITING 

4. 701 New Internal Audit Function 

4.900 Other 

4.901 AD-30 Department Tools - Responsibility & Records 

4.902 MT-9 Maintenance of Right-of-Way Prior to Construction 

9.000 ADMINISTRATIVE DIBECTIVES 

9.001 Division of Research and Evaluation 

9.002 Bureau of Industrial Engineering 

9.003 Office of Program Control 

9.004 Engineering Computer Bureau 

9.005 Division of Local Government Aid 



Tltle 

DEPART MENTAL 
OPERATING PROCEDURE 

s.r, .. 
ADMINISTRATIVE 
No. 1.101 

E ffectlve Date 
DEPARTMENTAL OPERATING PROCEDURES - DUTIATION & RESPONSIBILI 

Rtlated Procedure• 

I. PURPOSE 

II• RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHORITY 

Approval, DI 1trf Lutlon 

Fonnt Required 

NONE 

Page 

l of .3 

To outline the responsibilities for pr:Jparation, 
issuance, and maintenance of Department Operating 
Procedures and Administrative Directives. 

As outlined below. 

1. Departmental Operating Procedures - Administrative 
standard practice rules and instructions which 
define policy and establish systems necessary to 
ca.ITy out Departmental activities. 

2. Departmental Administrative Directives -
Administrative orders which establish new 
organizational uni ts and assign or reassign broad 
areas of responsibility within the Department. 

3. Department Operating Procedure Marmal - refers 
to all Department Operating Procedures and 
Administrative Directives as a group. These shall 
be filed in the binder provided for this purpose 

General Authority of the State Highway Commissioner 
under Ti tl.e 27 • 

•••••••••••••••••••••••••••••••• •••••••••••••••••••••••• ••••o•••••••••••••••••••••••••• 



V • PROCEDURE 

A. · Administrative 
Directives 

B. Operating 
Procedures 

Administrative 1.101 
Page 2 of 3 

1. Administrative Directives shall be reserved for 
use by the Commissioner to establish new 
organizational units and assign or reassign 

·broad areas of responsibility within the Department. 

2. Administrative Directives shall be distributed 
and filed in the same manner as Departmental 
Operating Procedures (see B-6 below). 

l. Operating Procedures may be originated by any 
Division or Bureau in conjunction with the Bureau 
or Data Processing. 

2 • The Bureau of Data Processing shall prepare a 
draft or the procedure and fol'Ward it to the 
Comptroller for approval. Ii' approved by the 
Comptrolle,;, the Bureau of Data Processing shall 
forward the draft to the Division Heads concerned. 

3. The Division Heads concerned shall attach their 
recommendations and comments to the draft and 
return both to the Bureau of Data Processing. 

4. The Bureau of Data Processing shall then prepare 
a final draft of the Operating Procedure, and· 
shall attach the recommendations of the Division 
Heads concerned., and that of the State Highway 
Engineer., together w1 th its own reconnnendations., 
to the draft of the Operating Procedure and 
forward to the Connnissioner for approval. 

5. The approved Operating Procedure shall be 
returned to the Bureau of Data Processing for 
distribution. 

6. Distribution of Operating Procedures sha.11 be 
as fo1lows: 

a) To all individuals on Standard Distribution 
List "B" (see Departmental Operating Procedure 
1.305 "Standard Distribution Lists"). 

b) Any other individuals concerned. 



V. PROCEDURE ( Continued) 

c. Changes 

D. Indexing and 
Format 

VI. DISTRIBUTION 

Administ rative 1.101 

Page 3 of 3 

Any recommendations for changes to existing Operating 
Procedures shall be directed to the Bureau of Data 
Processing and shal l be processed in the same man­
ner as new procedures. 

The indexing- and format for all Operating Pro­
cedures and Adninistrative Directives shall be 
consistent with the existing Departmental Operat­
ing Procedures. 

Standard Distribution List "B" 



DEPAR MENTAL 
OPERATING PRO EDU E 

Serlet 

AI11INISTRATIVE 

No. 1.102 

Tltle 

EMEhGF.NCY Ob.DER OF SUCCESSim~ TO J ~, FICIA1 t,0,jlT IONS 

Effective Date 

2-10-65 

Superaedet 

AD-32 (H.ev. 1) 

Related Procedure• 

NONE 

I. PUR?OSE 

II. Rl1~SPONSIBILITY 

II I. DEFINITION 

IV. . AUTHORITY 

Approval, 
i 
I 
I. 

DI 1trf Lutlon 

fc,rm1 Required 

NONE 

Page 
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To provide for the o.rderly succession of Department 
officials in the event of an enemy attack, or other 
catastrophe, when the effect of such an attack is 
such as to render incumbents of official positions 
unavailable or incapable of acting. 

As outlined below 

Not required 

General Authority of the State Highway- Comnissioner 
under Title 27. 

····································· ················································ 
V. PROCELUhE 

A. State Highway 
Commissioner 

In the event that the Commissioner is, by reason 
of any enemy attack, or other catastrophe·, unavail­
able or incapable of acting and the Jovernor or 
o.- ·ficial occupying the position makes no designa­
tion as an Acting Corrunissioner, the incumbents of 
the following positions in the order stated shall 
succeed to t:O.e position of State Highway Commissioner 
on an "acting" basis: 

1.\ Executive Assistant to the Highway Commissioner 
2. State Highway Engineer 
3. Assistant State Highway Engineer 
4. Director & Chief Engineer, Division of Hoads, 

Design & Construction 
5. Director & Chief Engineer, Division of Main­

tenance & Operat·Lons 
6. Director & Chief Engineer, Division of Planning, 

Research, Soils & Tests 
7. Director & Chief F.ngineer, Di vision of Bridges 
8. Comptroller, L1vision of Accounting & Administra­

tive Services. 



V. PROCEDURE (Contirmed) 

B. State Highway 
Engineer 

Administrative 1.102 
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1. In the event that the State Highway Engineer is 
unavailable or incapable of acting in the office 
of State Highway Engineer., the official next 
succeeding him in the foregoing list of succession 
and who is available shall assume the duties of 
the absent official. 

2. In the event that the State Highway Commissioner, 
the Deputy Highway Commissioner and State Highway 
Engineer are., by reason of enell\Y attack, or other 
catastrophe, unavailable or incapable of acting 
in their respective positions and if all of the 
officials appearing in the foregoing list 
(under State Highway Commissioner) are similarly 
unavailable or incapable of acting., the 
administrative authority of the Department shall 
be lodged in the office of the State Highway 
Engineer until such time as the Governor or other 
official shall otherwise designate, and the 
following officials shall assume the duties o:r 
State Highway Engineer on an "acting" basis in the 
order listed: 

a) Supervising Engineer., Bureau of Roads Location 
& Design, Division of Roads, Design & Constr. 

b) Supervising Engineer., Bureau of Roads Construction., 
Division of Roads., Design & Constr. 

c) Supervising Engineer1 Division of State Aid 
d) Director., Division of Personnel 
e) Director., Division of Right of Way Acquisition 

& Titles 

3. In the event that all of the officials listed under 
Sections A and Bare unavailable or incapable of 
acting., it shall be assumed that Trenton 
headquarters has been rendered untenable and 
inactive. Highway Department headquarters will be 
re-established at the Netcong Garage on Route 206. 
Field Officials hereinafter listed shall succeed as 
State Highway Engineer on an "acting" basis in the 
following order. The highest on the list surviving 
shall assume the authority of State Highway Engineer. 



V. PROCEDURE (Continued) 

B. State Highway 
Engineer 

c. Di vision Head 

D. District Engineer 

VI. DISTRIBUTION 

Administrative 1.102 
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a ) District Engineer, Northern District, Bureau 
of Roads Location & Design, Div. of Roads 
Design & Construction 

b) , Di strict Engineer, Northern Construction 
District, Bureau of Road Construction, 
Div. of Roads, Design & Construction 

c) District Engineer, Southern Construction 
Distr ict, Bureau of Road Construction, 
Div . of Roads, Design & Construction 

d) Distr i ct Engineer, Southern Pistrict, Bureau 
of Road Location & Design, Div. of Roads, 
-Design & Construction 

e) 1 District Engineer, Central Construction 
District, Bureau of Road Construction 

Each Divisi.m H.ead shall, with respect to the office 
for which he is :responsible, determine an order of 
succession on an "acting" basis, applicable in the 
event that he is by reason of enemy attack, or 
other catastrophe, unavailable or incapable of 
acting. District Engineers shall also list an 
order of succession for each di.strict. 

Such detenninations of the order of succession 
shall be posted in Division and District Head­
quarters and shall be kept current. 

In the absence of any communication from Trenton 
headquarter s or re-established headquarters in 
Netcong., each District Engineer is empowered to 
act on his own authority to carry on necessary 
emer gency activities for his district. 

Standard Distribution List "A8 



Title 

DEPA M NTAL 
OPERATING PROCE DURE 

Series 

ADMINISTRATIVE 

No·. 1.103 

Effective Date 

PUBLIC SPEECHES 2-10-65 

Supersedes 

AD-33 

Related Procedures 

NONE 

I. PURPOSE 

II • RESPONSIBILITY 

III • DEFINIT I<li 

IV• AUTHORITY 

Approvals Distribution 

Fonns Required Page 

AD~53 - Highway Jaont 1 of a. 

To establish policy axui prooeduree 
relative to "pub-lio speeches" made by 
Department employees. 

Director. Bureau of Public Information 

11 Public Speech" as used herein shall be 
defined as an address• or presentation 
of a paper or article, to any gathering, on 
cmy matter relating to highways, accessories 
thereto, or other means of transportation. 

General Authority of the State Highway Commissiomr 
under Title 27 • 

•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A• Requirements i. Higbvay employees or agents of the 
Department shall not aocept invitations~ 
participate in, or make statements at 
any publio gathering without clearance 
and approval from t hei r Division Head and 
the Bureau of Publ ic Information. 

2. Five copies of the approved presenba.tion 
shall be enclosed in Form AD•63 (Highway 
Jaoket). ar.d f arwarded to the Bureau ot 
Publio Information for tiling. 



V • PROCEDURE (Continued) 

B• Invitations 

c. Approval 

VI. DISTRIBUTION 

1\dminis trati ve 1.103 

Page 2 o.f 2 

1. The advisability or aey employee 
aooepting an invitation to parl;ioipate 
in any publio or private gathering as a 
repreaentati ve of the Depa.rb:m.ent shall 
be diaoussed with his immediate supervisor. 

2 • The recipient ot an oral invitation shall• 
with the approval ot his Supervisor. put 
in memorandum. form all pertinent; infor­
mation and forward through proper chamels 
to his Division Head. 

3. The reoipient of a written invitation 
shall, with the approval of his super• 
'Visor, forward the invitation through 
proper channels to his Division Head 
stating all known i'aots about the group 
and tm conditions or oiroumstanoes 
under which the invitation was extended. 
It the Divisiai. Head approves partioipation. 
he shall forward the ~moraDdum to the Bureau 
of Public Information. 

All written speeches and papers shall be 
submitted, by the Direotor. Bureau of 
Public Information, to the Commissioner's 
office for approval before presentationo 

Standard Distribution List "A~ 



Tltle 

DEPARTMENTAL 
OPERATING PROCEDURE 

s.r, .. 
ADMINISTRATIVE 
No. 1. 1 O 4 

DECORATIONS OR SIGNS ON STATE HIGHWAY RIGHTS OF WAY 
Effective Dote 

2-10-65 

MT-6 

Rtlated Proeedur•• 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHORITY 

Approval, 

NONE 

01 ''"""''°" 
Pav• 

1 of 2 

To outline the policy and procedures 
governing the erection of decorations 
or signs on State Highway Right of Way 
by others. 

/ 
Engineer of Permits, Bureau of 
Maintenance. 

Not Required 

General Authority of the State Highway 
Commissioner under Title 27 • 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 

V. PROCEDURE 

A. Permission 1. Decorations or signs on State Highway 
Rights of Way may be permitted in 
connection with the following. 

a) Municipal Anniversaries 
b) National Holidays 
c) Christmas Season 

2. Written permission for items 1-a and 
1-b must be secured from the 
Superintendent of the District having 
jurisdiction over the area where 
permission has been requested. 



V. PROCEDURE ( Continued ) 

A. Permis si on 

B. Re qui re men ts 

VI. DISTRIBUTION 

Adr.iinistrative l. 10 4 

Page 2 of 2 

3. Decorations or Signs for the Christmas 
Season may be erecte d without permission 
subject to the following conditions: 

a) No decorations or signs will be per­
mitted in traffic circles, median 
strips or within the limits of grade 
separation interchanges. · 

b) No Decorations or SiRns may inter- · 
fere with the ability of a person 
to have a clear and uno~structed 

·view of the street or highway ahead 
or of official sip,ns, signals or 
t~affic control devices, etc. 

c) Overhead decorations or signs shall 
provide a minimum clearance of 
seventeen ( 17) · feet over highway 
pavement and shoulders and be main­
tained in a safe condition with due 
regard for conditions of climate, 
weather and terrain. 

1. Al l decorations or signs must comply 
with the regulations : established by the 
EnRineer of Permits, Bureau of Maintenanct 

2 . Uecorations or signs m·ust not contain 
advertising material of any kind. This 
includes political, veterans, religious 
o r charitable organizations. Decorations 
o r signs containing direct or indirect 
appeals for fun<l~ or services in any fotm 
shall not be permitted. 

3. No decorations or signs of any type shall 
be affixed to• suspended from, or made a 
part of any highway structure or highway 
crossing. 

4. Th e Department reserves the right to in­
spect all installations. Installations 
not approved must be corrected or removed 

Standard Distribution List "A" 



Tltle 

-DEPARTMENTAL 
OPERATING PROCEDURE 

s.r, .. 
ADMINISTRATIVE 

No. 1. 1 O 5 

PERMITS - APPLICATION, PROCESSING, ISSUANCE 
AND ACCOUNTING 

Effective Dote 

2-10-65 

MT-8 

Related Procedure• 

1.104 
1.302 &. 4.501 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHOR I TY 

Ol1trfLutlon 

fc,nn1 Reqt,lred 

See V-A Below 

Page 
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To establish a uniform procedure for 
issuing permits authorizing work to be 
performed on the New Jersey State Highway 
System by other than Department employees 
and authorized contractors. 

Engineer of Permits, Bureau of Maintenance. 

1. A permit is an authorization to perform 
work within, or adjacent to State 
Hi~hway Rights of Way. 

2. The Engineer of Permits is that employee 
in the Maintenance Bureau authorized to 
review, investigate, revise and 
establish standards, definitions, 
limitations, and recommend procedures 
under which permits shall be issued. 

3. "District Superintendent" as used herein 
shall mean the District Superintendent, 
Division of Maintenance and Operations 
having jurisdiction over the area in 
which the work covered by the permit 
is to be performed. He may assign membe1 
of his staff to a~t in his behalf, but 
all permits must be sjgned by him, and he 
shall be responsible for the conditions 
thereon and their enforcement. 

General Authority of the State Highway 
Commissioner under Title 27 • 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • t 



V. P ROCE I>URE 

A. Forms Required 

B • Requirements 

AC-48 
MT-17 
MT.- 2 7 
MT-28 
MT-2Y 
MT-30 
MT-32 
MT-33 
MT-39 

/\<lm i n ist rative 1.105 

Accounts Receivable Form 
Permit For OpeninR 
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Application For Erection of Poles 
Application For Upeninp 
Permit For Moving Buildings 
Permit For Access (White) 
Application For Access 
Permit For Erection ·of Poles (White) 
Application For Permit For Attachment 
to Storm Drain 
Foremen's Report on Access - Openings 

1. No work shall be performed over, under, or · 
within any portion of State Hiphway Ri~hts of 
Way by individuals, companies, corporations, 
partnerships, co-partnerships or any local, 
state or federal agency, except as authorized 
by a permit obtained from the District Super­
intendent having jurisdiction over the area in 
which work is to be performed. 

2. Applications for permits shall also be obtaine 
for any activity, regardless of purpose, that 
may interfere with the free and safe movement 
of normal highway traffic on the State Highwa~ 
System, or affect the existing physical struc­
ture of the Right~of-Way. 

3. Requests for permits shall be referred to the 
District Superintendent of the District in 
which the area of activity is located. 

4. All workmanship and material shall conform 
to the Standard Specifications of the Depart­
ment, unless otherwise specified in printed 
rules, regulations, related procedures, or 
special conditions. 

s. Violation of these requirements shall be 
reported immediately to the District Super­
intendent. 



<C lt ais; s i f i c a t i on 

D. Distributi on 

E. Application 
Permit 

F. Applicat ion 
Investi gation 

A<lm i n i st rative 1.105 

Permits shall be c las s if i ed 
i ,. 

1) Openin ?, s 
2) . Erection of Po 1 cs 
3) Access 
4) Movement of l:>uildinr,s 
5) At t achment to Storm 

Dr ain 
6) Tree Trimming 
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as follows: 

7) Street Inter­
section 

8) Attachment to 
Bridges & other 
Structures 

9) Detours 
10) Miscellaneous 

Copies of the executed permit shall be dis­
tributed as follows: 

1) Applicant - Ori ginal and one copy 
2) District Inspector of Permits, (or the 

employee assigned by him) - one copy 
3) Foreman ,Bureau of ~laintenance, assigned 

to the area of activity authorized by the 
permit - one copy 

4) District Offic e , Division of Maintenance 
and Operations - Yellow copy 

1. Ap p lications for Openinps, Erection of Poles, 
Ac ce ss, Movement of BuildinRS and At tachment 
t o Storm Drain shall be made on forms supplied 
by the Department, all others shall be made 
by letter. 

2. Applicant shall submit five copies of supportin p 
information for all activities requiring a 
s t andard Department Application Form (See E-1 
above) 

3 . Application by letter shall state nature and 
de s cription of proposed work with sufficient 
i nf ormation to accurately locate and describe 
the project. 

1. The District Superintendent or his representa­
t ive shall review all applications for com­
pleteness. If in proper order, they s-h1all 
be referred to tne Inspector of Pcrm~tr$ or 
other designated e1Tlployees assignedi. no, ti.he 
Di s t r i ct for de t a i 1 e d in v e s t i r, at i on a~111<il! p,r o c e s -
sing. 



V. PROCEUURE (Continued) 

F. 

G. 

Application 
Investi ~ati on 

Detours 

Administrative 1.105 
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2. Applicat ions of an unusual nature shall be 
re;ferre<l to the Engi neer of Permits for 
further study antl coordination. These include 
plans that may involve new construction, 
reconstruction, realignraent or improvements 
of any nature within any portion of existing 
or proposed right-of-way, drainaRe or sanitary 
installations, attachments to or through 
bridges and structures, driveways which accom­
modate large volumes of traffic, such as 
shopping centers or drive-in theatres. The 
Engineer of Permits will refer the above to 
the proper division within the Department for 
review and comment. After completion of the 
review, any corrections and revisions or sug­
gestions shall be noted and the application 
returned to the district office for appropriate 
action. 

3. When applications require movement or relocation 
of Highway facilities by the Department, the 
proper Bureau shall prepare an estimate of 
cost. The District Superintendent shall in­
clude this estimate as a condition in granting 
a permit. On completion of work, the afore­
said Bureau shall prepare and mail an invoice 
of the actual cost to the permittee, with 
copies to District Superintendent and Comp­
troller. 

I. Ap plications for detours by private contractors 
or constructors doing work on the highway for 
the benefit of individuals, utilities or apen­
cics other than the State renerally are not 
approved. \'Jork should l>e planned an<l con­
ducted in such a manner that the movement of 
vehicular traffic can be maintained. 

2. At times, however, tl1c nature of work ·on the 
hiphway is such that interruptions to traffic 
movements would be constant for several days. 
Under the curcumstances, a detour could be 
considered necessary. If it is determined 
that a detour is desirable, approval of the 
body havinp jurisdiction of the roads or 
streets to be used as a detour must first be 
obtained. If approved, the following condi­
tions shall be in effect: 
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The permittee shall he responsible for the 
cost of all Maintenance and repairs to the 
roads over which the traffic diversion 
takes place. 

b) The permittee shall furnish and maintain, 
at his cost, approve<l sirns, barricades, 
flares, cones and other safety devices 
necessary to protect the travelling public 
throughout the time the detour is in use. 

c) All traffic handling shall be subject to 
the supervision and control of the Depart­
ment's representative working in coopera­
tion with the local police officials who 
shall, if requested, indicate their abilitv 
to handle the diverted traffic. If con­
sidered necessary, the Department reserves 
the ripht to insist on the full time 
employment of uniformed traffic ·directors. 

2 • 1 After the above conditions are reviewed and 
accepted by the applicant, the District Super­
intendent shall forward to the Engineer of 

1
Permits a sketch showinp the proposed detour 
together with a request for approval. The 
Eni~ineer of Permits shall have prepared a 
Department Action Slip requesting said detour 
which shall be processed in accordance with 
Departmental Operatin g Procedure 1.302. 

3. Temporary traffic diversions may be approved 
when considered necessary to promote unusual 
construction within the right-of-way. Per­
mission shall be subject to the conditions 
as set forth above, except that a Department 
Action Slip will not be necessary. 

4. Emergency diversions arc to be reported as 
soon as practicable by the governinr authori­
t i \e s , an d con di t i on s sh a 11 b e as in di c at e d 
in paragraphs G-1-n,b,c above. 
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( 

1. District
1 

Superintendents shall issue written 
permission authorizinp work on the State High­
way System if the followinr, con dit ions are 
met: 

a) Requirements of this OperntinP. Procedure 
have been fulfilled. 

b) Investir,ation reports arc favorable. 
c) Any special conditions arc acceptable. 
d) Fees and char~es are apreeable. 
e) The State's interest is fully protected. 

2. The District Superintenclent may under unusual 
or ~mer~ency conditions, issue verbal approval~. 
Notice of such action shall be transmitted at 
once to the Inspector and Foreman by telephone 
or radio. Protection of life, limb, or propert v 
is the criteria on which emer~ency action shall 
b e c on s i de r c d n e c c s s a r y ,. 

3. If verbal permission is prantcd, the permittec 
shall, at the enrlicst possible time, submit 
formal application as outlined in this procedure. 

1. Inspector of Permits or other assigned employee 
shall be responsible for the supervision of 
the entire project. 

2. Foremen ;hall arrange their duties so they 
may be present at the start of work covered 
by permits in their section whenever possible. 

3. Foremen shall ascertain at the earliest oppor­
tunity that a valid permit exists, that the 
anticipated work is fully covered in the permit, 
and that the pcrmittec is familiar with rules, 
rcpulations and conditions. 

4. Foremen shall periodically check prorress of 
the operation and inspect workmanship an<l 
materials. 

~- Porcr,en shall report promptly to their immediat e 
superior, all unautl1orizc<l 1 or defective work, 
faulty matcrinls or undue delay in completinr 
the operation. 

t> • At th c con c l t 1 s i on of th c p ro j c c t , For cm c 11 s h :1 1 1 
c o rn p l e t e an d f o r '" n rd w i t I I c o r:1 m c n t s , F o r in ~IT - g · 
to the Inspector of Permits. 
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Inspection 

Cash 
Receipts 

7. After rec eip t of this report, the Inspector 
of . Permits or other employee a ssipncd to the 
duties of Inspector shall visit the site and 
inspect the project for approvri.l. 

8. Inspector of Permits shall return his copy of 
the permit to the District Superinten<lent, 
an<l if unapproved, state reason. 

Y. In order to protect the State's interest, the 
District Superintendent shall, upon receipt 
of unfavorable reports, take such steps that 
mipht be considered necessary to ree that con­
ditions of the permit are fulfilled. 

10 • Th e n i s t r i c t Sup c r i n ten <le n t s h a 11 , i f th e 
project is of sufficient size or complexity, 
assign a full time representative to the pro­
ject. Said representative shall assume the 
responsibilities and duties outlined in items 
I - 1 through 5. 

11. The Su~erintendcnt shall reserve the right to 
demand from the contractor as a condition of 
any permit, a certified check or money order 
in an amount sufficient to guarantee or insure 
the proper maintenance or restoration of the 
area disturbed. If it becomes neces~ary that 
Department forces, for any reason, are forced 
to make repairs, the cost of such work shall 
be deducted from the principal and the remain­
der, if any, shall be returned after the pro­
ject has been completed 1nd accepted. If the 
amount of the guarantee · is less than the cost 
of the additional work, the Contractor shall 
be billed for the balance due. The Engineer 
of Permits shall notify the Comptroller of 
any fun<ls to be returned or additional billinrs 
to be made. 

1. All cash receipts (cash, checks, money orders, 
certified checks, etc.) due the Department 
as a condition of a permit, shall be submitted 
by the contractor in accordance with Depart­
mental Operatinr Procedure 4.501 (Cash Receipts­
Invoicinp). The District Superintendent shall 
be responsible for notifying the Engineer of 
Penni ts of all amounts due the · Department and 
any subsequent transactions affectinn such 
funds. 
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2. District Superintendents shall maintain a recor< 
of. all such transactions which shall be made 
available to the Comptroller for audit at the 
end of each month. 
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DEPARTMENTAL 
OPERATING PROCEDURE 

Serles 

AIMINISTRATIVE 
No. l.lo6 

HIGHWAY SIGNS - AUTHORIZATION AND ERECTioli 

Effective Date 

2-10-65 

Supers es 

EN-6 

Related Procedure, 

H:>NE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHORITY 

Form, R•• 
NONE 

DI 1trf Lutlon 

Page 

l of 3 

To establish policy and uniform procedures for 
authorizing, constructing, and erecting signs 
on, or adjacent to, roadways under the juris­
diction of the Department. 

Sign Engineer, Bureau of Road Locaticn and Design 

Not Required 

General Authority of the State Highway Commissioner 
under Title 27 • 

•i••·~·············································································· 
V. PROCEOORE 

A. Requirements 

B. Construction 

1. All requests for signs, or revisions thereof., 
shall be submitted in writing to the Sign 
Engineer, Bureau of Road Location and Design. 

2. .The Sign Engineer shall suanit all plans for 
new or revised signs to the State Highway 
Engineer for approval. 

l. Department: 

All signs, except electrical, shall be constructed 
and erected by the Signs and Traffic Lines 
Section, Bureau of Maintenance. Electrical signs 
stall be erected by the Bureau of Electrical 
Operations. 
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Authorization 
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2. Outside Contractors: 

Signs may be constructed and erected by contract. 
In such cases the fabrication, construction 
a.nd erection shall be subject to inspection and 
approval by the Sign Engineer. 

1. Preliminary plans of all new construction projects, 
or plans for . construction which would result in 
changes to existing traffic patterns, shall be 
furnished to the Sign Engineer by the unit 
preparing said plans as soon as pro osed island 
and curb lines are permanent~ detemined. The 
Bureau of Road Construction shall furnish the 
Sign Engineer with plans showing aey changes in 
island or curb alignment made during construction. 

2. All oonstruction plans, including sign specifications, 
designed by any agency other than the Department., 
and which affec..:t the interests of the Department., 
shall be furnished to the Sign Engineer for 
approval prior to the erection of any signs. 

3. The Bureau of Road Construction shall notify 
the Sign Engineer and Supervisor of Signs and 
Traffic Lines at least two weeks in advance of the 
openi~ of any portion of any project under 
conatruction. 

4. The Sign Engineer shall authorize all signs., or 
changes to existing signs, by memorandum or by 
a plan drawing signed by him. 

5. ill com·(Jlaints or suggestions regarding signs 
received by the Department sha11 be referred to 
the Sign Engineer for investigation, study and 
action. 

1. The Sign Engineer shall establish standards of 
sign design, construction and erection., and these 
standards shall govern the construction and 
erection of all signs on or adjacent to any 
roadway under the jurisdiction of the Department. 
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2. It shall be the responsibility of the Sign 
Engineer to develop new materials and new 
sources of supply. Samples of these materials 
shall be obtained and tested by the Department. 

1. All signs shall be erected o~ as specified by 
the Sign Engineer whose specifications shall in­
clude message, size of sign, letter size and 
spacing, material, reflecting or lighting require­
ments, location, height and any other requirement 
he may deem necessary. 

Standard Distribution List n An 



ti DEPARTMENTAL Serles 
ADMINISTRATIVE 

~ ~ . ... •, .: 
•11•0••"~ OPERATING PROCEDURE No. 1.107 

Title Effective Date 

OPERATION OF MOVABLJJ; BRIDGES J 
2-10-65 

I ( 
- / 

I I 

Supersedes Approvals \ \ . ~ I DI strl butlon 

- --'-77~ . _,,-· 
__ .. , . 

EL-1 \ -~- "' ~ 
• I -· " . 

Related Procedures Forms Required Page 
' 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHOR! TY 

NONE 1 of 3 

To state rules and regulations governing the 
operation of Departmental movable bridges. 

Supervising Engineer, Bureau of Electrical 
Operations. 

"Bascule Bridge" as used herein shall mean a 
bridge that swings upward about a horizontal 
axis. 

"Nearly 8pen" as used herein means the first 
automatic stop in the opening of a movable 
bridge. 

"Fully Open" as used herein means the maximum 
opening limit or a movable bridge. 

General Author.l. ty of the State Highway 
Commissioner under Title 27 • . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .• . . . . . . . . . . . . . . . . . . 

V. PROCEDURE 

A. Requirement 

B. Opening and 
Closing Bridges 

Movable brid0es shall bB operated in accordance 
with this procedure and the Department of the 
Army - Corp. of Engineers Rules of Navigation. 

1. Bridges shall be opened whenever proper signals 
are received from watercraft, without question 
as to the need for opening 

2. Bridges shall be opened when, in the operator's 
judgement, the craft has approached within a 
proper distance. 
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B. Opening and 
Closing Bridges 
(continued) 

c. Signals 

Adminis t r ative 1.107 

Page 2 of 3 

3. Vertical Lift Bridges. When the bridge starts to 
· raise, the operator shall continue the "raise"' 

until the craft enters the draw, or the NEARLY 
OPEN limit is reached. If 1 t appears that the 
NEARLY OPEN limit will be required, the bypass 
shall be used and the bridge raised to the FULLY 
OPEN limit. The bridge shall not be moved down­
ward until the entire craft or the last of a 
group has moved completely through the draw-span. 
The operator shall designate one gateman to be 
responsible for certifying when the channel is 
clear, as well as to advise the operator of the 
approach of other craft which may require the 
draw to remain open, in which case the operator 
shall decide whether to wait or close the bridge. 

4. Bascule Bridges. When the second leaf starts to 
raise, the operator shall give siren signal and 
continue the 111raise" until the craft enters the 
draw, or the NEARLY OPEN limits or both · leaves 
are reached. If it appears that the NEARLY OPEN 
limit will be required, then the bypass shall be 
used and the bridge raised to the FULLY OPEN 
limit. Leaves shall not be moved in a downward 
direction until the craft, or the last of a group, 
has passed through the draw. Clear channel shall 
be certified to as in paragraph 3. 

5. ,2.wing Bridges. Operators may start to close bridge 
when craft, or last of a group of craft has 
reached the centerline of the bridge provided 
that the closing movement follows in the same 
direction the craft, or group, is moving. Clear 
channel shall be certified to as in paragraph 3. 

1. Three blasts of the siren shall be given (four ·for 
Government craft) when the bridge has started to 
open, and two blasts of the siren shall be given 
when the bridge has started to close. 

2. When an opening has been abnormally delayed due 
to traffic conditions, or failure of equipment., 
two blasts of the siren shall be repeated, with 
breaks long enough to distinguish the blasts, 
until the bridge can be moved. 
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3. No employee shall, under any circumstances, 
give to the pilot of a craft any audible or 
visual signal inviting him to approach the 
bridge or pass through the draw, whether the 
draw is opened or clooed, other than those 
signals specified in paragraphs one and two 
above. 

1. Bridges shall not be opened until traffic gates 
are fastened in the closed position. Gates shall 
be closed when, in the operator's judgment, a 
craft has approached within a proper distance to 
start the bridge opening. On bridges with a 
three-man shift, the operator shall not start the 
opening until he receives a whistle signal from 
the gate attendant on his side of the channel. 

2. Traffic gates shall be operated in such a manner 
that the gate facing traffic shall be closed 
first and opened last. Employees operating gates 
shall control vehicular movement with traffic 
signals only. Hand or flag signals shall not be 
used to stop or start traffic during the opening 
or closing cycle. 

Standard Distribution List "A" 
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Title 

DEPARTM NTAL 
OPERATING P'ROCEDURE 

Serles 

AJNINISTRATIVE 
No. 1.108 

E ffectl ve Date 

TRAFFIC SIGNALS - RELEASE OF INFORMATION 

Supersedes 

EL-3 

Related Procedures 

NONE 

I. PURPOSE 

II-. RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHOR.I TY 

I _ 

Distribution 

Page . 

NONE 1 of 2 

To establish a uniform procedure for releasing 
infonnation concerning traffic signals installed . 
on State Highways a.nd m~intained by the IJepartment. 

Supervising Engineer, Bureau of Electrical 
9perations. 

Not Required 

General authority of the State Highway 
Commissioner under Title No. 27 • 

•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
V. PROCEDURE 

A. Requirements 

,, ; 

l. All requests for information concerning the 
operation or maintenance of traffic signals 
shall be .referred to the Bureau of Electrical 

·operations for processing. 

2. Requests for such infonnation must be submitted 
in writing, accompanied by a check .or money order 
for ten dollars ($10.00) made payable to the ' 
N~w Jersey State Highway Department. 

3. The following certification must be obtained in 
~riting from the party requesting the information: 
"Neither the State of New Jersey nor any of its 
officers, agents, or employees, are, or will be, 
in any way involved in connection with the acci­
dent in q'l:).estion, or any proposed or pending liti­
gation resulting therefrom." 
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· c. Accounting 
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1. The Supervising Electrical Engineer may furnish 
information on traffic signals onzy if the above 
requirements are observed. 

2.. For official· use only, infonnation may be provided 
to State Government Agencies without complying with 
requirements 2 and 3 above. · 

1. The Supervising Electrical Engineer shall transmit 
. all monies received to the individual designated 

to receive such funds. 

2. The Supe~ising Electrical Engineer shall maintain 
such records of receipts as may be required by the · 

.comptroller. 

3. .All such records shall be made available to the 
Comptroller for audit at the end of each month. 

. I 
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mi~ DEPARTMENTAL 
Series 

ADMINISTRATIVE 
~ .,, 
• .c 
;, ,: 

OPERATING PROCEDURE - No. 1. 109 '~ + ... ,,,.~ 
Title E ffectl ve Dote 

REQUESTS FOR SERVICES FROM SOURCES OUTSIDE TH E 
DEPARTMENT 

Supersedes 

AD-21 

Related Procedures 

NONE 

I. PURPOSE 

II, RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHOR! TY 

9-9-64 

I 
Approval •Jr ( 

~\ \ · . 

Distribution 

· ... : - , .{ ' -· (_ (_ ~ ( ( r 
I 

Forms Requir~d 
.... ) 

Page 
....,__ \ 

NONE i A" 1 of 1 
' <;. 

To outline the procedure to be used for 
processing requests from other State 
Departments, public officials, or any 
other source outside the Department for 
"services" to be performed by the 
Department. 

Recipient of Request 

The term "serv i ces" includes the use or 
release of Department personnel, 
materials, or equipment. 

General authority of the State Highway 
Commissioner under Title No. 27 • 

. . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
v. PROCEDURlii Requests shall be processed in the 

following manner: 

1 • Ordinarily, .reques t s for services shall be 
submitted in writing, outlining the 
service to be performed. 

2. In those exceptional cases where verbal 
requests are made, me morandum of record 
shall be prepared by the recipient. 

3. All requests shall be forwarded to the 
Office of the Commiss i oner with the 
recommendation of the recipient. No 
service shall be rendered until the 
approved request is returned. 

VI. DISTRIBUTION 

Standard Distribution List "8" 



m D E P·A RT M E NT A L 
Serles 

~ .. All1INISTRATIVE . .. 
;, ,: 

OPERATING PROCEDURE No. 1.110 ,.,. ~ ... ,.,.~ 
Title Effective Dote 

TRAFFIC REGULATI01JS - AOOPTION OF 8-11-64 · 

Supersedes 

PT-1 

Related Procedures 
I 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHORITY 

Approvals . ~ Distribution 
"\· 

n~ . -·. \ ~~ l?~-t--\..i.2.A-/ 

Forms Req~ired 
I > 1 ' 

Page , 

PT-D-1 Adoption of Regulation l of 3 
AD-12 Department Action Slip 

To outline the procedure for preparation and 
adoption of traffic regulations pertaining t o 
State Highways. 

Supervising Engineer, Bureau of Planning & 
Traffic 

Not Required 

Traffic regulations are authorized by Titles 27 
and 39 of the Revised Statutes • 

•••••••••••••••••• •••• •• •••• •••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. FRO CEDURE 

A. Requirements l. All matters concerning traffic regulations shall 
be referred to the Bureau of Planning and 
Traffic for investigation. 

2. Regulations are to govern, but are not limited 
to, the following: 

LS 
NP 
RP 
ow 
TS 
SMT 
LAP 

Speed Zones 
No Passing Zones 
No Parldng Zones 
One Way Streets 
Through Streets 
Slow Moving Traffic 
Use of Limited Access Highways 
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v~ PROCEllJRE (Continued) 

A. Requirements 3. Reg~lations shall be identified by letters and 
numbers indicatine type of regulation, year of 
adoption and assigned numbE;r. Numbers shall be 
assigned sequentially, by type, within each 
calend8r year. 

B. Surveys 1 . The Bureau of Planning and Traffic shall make 
& Criteria fiE:ld investigations and assemble data relative 

t o traffic conditions and problems. 

2. Traffic regulations shall be prepared on the 
basis of surveys and criteria set forth in the 
current edition of the "Manual on Uniform 
Traffic Control Devices" and other accepted 
engineering practices. 

c. Recommendations 1. Recommendations for adoption of regulations 
shall be submitted for approval to the Director 
and Chief Engineer, Division of Plan.ning Research, 
Soils and Tests by the Supervising ~ngineer, 
Bureau of Planning and Traffic. 

2. Following approval of the recommendation for 
adoption of proposed regulations by the Directer 
and Chief Engineer, Division of Planning, 
Research, Soils and Tests, the recommendation 
shall be submitted to the Conunissioner for 
approval on Form AD-12. 

D. .Approvals 1 • Regulations adopted by the Commissioner shall 
be forwarded by the Secretary of the Highway 
Department to the Director, Division of Motor 
Vehicles for approval. 

2. When approval is received from the Director, 
Division of Motor Vehicles, the approved 
regulation shall be sent to the Bureau of 
Planning and Traffic. 

E. Notification Copies of the regulation with letters of trans-
mittal (Form PT-D-1) indicating dates of adoption 
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E. Notification 

F. Signing and/ or 
Markings 

VI. DISTRIBUTION 
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an~ approval shall be prepared by the Bureau of 
Planning and Traffic and forwarded to the following: 

Department of Law and Public Safety 
County Clerk 
Municipal Clerk 
County Traffic Safety Coordinator 
Bureau of Maintenance (N.J.S.H.D.) 
Deputy Attorney General " 
Sign Engineer " 
Central Files " 

1. Signs required to effect a regulation shall be 
erected by the Bureau of Maintenance at the direc­
tion of the Sign Engineer. 

2. If markings are required, the Bureau of Maintenance 
shall make the necessary markings as indicated on 
a map or a detailed description furnished by the 
Bureau of Planning & Traffic. 

J. The Bureau of Maintenance shall notify the Bureau 
of Planning and Traf fie and the Sign Engineer, 
giving the date of the completion of the signing 
and/or marking. 

Stand.a.rd Distribution List "B" 
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DEPARTMENTAL 

OPER ATING PRGCEDURE 

s.,, .. 
ADMINISTRATIVE 

No. 1.111 

HIGHWAY IOCATION AND DESIGN - PURPOSE, CLASSIFICATION, TYPE, 
LOCATION & JUSTIFICATION 

Effective Date 

11-18-64 

EN-4 

Rt ated Proeeduret 

NONE 

I. PURPOSE 

lle RESPONSIBILITI 

III . DEFmITION 

IV• AtrmORITI 

011trf Lutlon 

Pag• 
NONE l of 3 

1. To outline the .functions or the Division or Planningl­
relating to the determination or basic design 
characteristics, classification, priority, general 
location, and economic value of State Highway 
constru.ction projects. 

2 • To set f'orth the procedure to be followed in such 
projects. 

Director, Di~ion of Planning. 

Not Required. 

General authority of' the State Ri,ghway Commissioner 
under '.l'itle No. 21 • 

••••••••••••••••••••••••••••••• •••• ••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V • PROCEDURE . l . Prior to directing the preparation or construction 
plans on any State Highway, or portion thereof, 
the State Highway Engineer shall obtain from the · 
Director of' Planning a report which shall contain 
the following ini'onnation: 

a) Purpose of the Project including: 

1) Present and future functions of road. 
2) Predominant type of traffic to be carried 

(through or local). 
3) Type, of area to be developed (industrial, 

agricultural, recreational, residential). 
4) List of plarmed routes or traffic generators 

that would have an effect upon route. 
,) Preliminary estimate or right-of-way cost. 

(To be provided by the Division of Right-ot­
Way). 
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6) Effect on existing urban planning. 
. 7) Pertinent accident facts. 

b) Recommended Classification of Highway (if new) 
i n accordance with American Association of 
St ate Highway Officials' Classifications based 
upon: 

1) Average Daily Traffic (initial and 20 
years hence). 

2) Design Hourly Volwne· (initial and 20 years 
hence). 

3) Percentage of heavy trucks. 
4) Initial and future -provisions needed for 

a) pedestrians; b) left turns; c) U-turns; 
d) parking restrictions; e) service and 

· rest areas. 
5) Design speed. 
6) Directional distribution. 

c) Reconnnended Type of Roadway in terms of: 

l) Nwnber of lanes - island and shoulder widths. 
2) Freeway, Parkway, land serivce - also divided 

or non-divided. 
3) Intersections at grade or separated. 

d) Recommended Termini Locations 

e) Recommended General Location of Route together 
'With reason therefor. 

f) Recommended Interchange Locations. 

g) Justification of Project, including: 

l) Benefit-Cost Ratio. 
2) Priority. 
3) Place in comprehensive plan. 
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2 • Wh~n the State Highway Engine er has reviewed 
· the I report and is in agreement with prelim:.LJlary­

~$:lgn features, he shall confer with the . 
Coiimdssioner regarding the desirability ot 
prqceeding with surveys and the preparation of 
co*~truction plans. Upon authorization by the_ . 
Commissioner, the State Highway Engineer shall 
so instruct the Direc·tor and Chief Road Engineer 
and/or Director and Chief Bridge Engineer by 
letter, with a duplicate copy forwarded to the 
Co~ssioner. The letter shall inclllde salient 
job features, date of approval by the Commissioner, 
and ·aey other necessary informatton. 

I, I 

i' * 1Note: , I 

I ! 

I ! 

The Division of Planning is to be · 
created from the present Division ot 
Planning, Soils & Tests in the near 
future. Until this action is formalized, 
all references to the Division or 
Planning and/or titles within it, shall 
refer to the Division of Planning, Soila 
and Tests. 

Stamard Distribution List "A" 



. Title 

DEPARTMENTAL 
OPERATING .PROCEDURE 

Series 

ADMINISTRATIVE 

No. 1. 112 

STATEMENTS OR TESTIMONY AT LEGAL HEARINGS OR TRIALS 
Effective D~te 

8-19-64 

Supersedes 

AD-31 

Relot&d Procedures 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

IV• AUTHORITY 

Of stri hu tlon 

Page 

1 of 2 

Jo ~~tablish a uniform ~rocedure to be followed 
when:':, Department employees are requested or 
sub~~:enaed to testify at legal hearings or 
tri~ls pertaining to Departmental functions or 
prod ·· ce Departmental records by an outside party. 

Dep~~y Attorney General, State Sighway 
Depa)ttment. · 

Not :!Required. 

Gene~al authority of th~ State Highway 
Comm~ssioner under Title No. 27 • 

. . . . . . . . . . . . . . . . . . . . . . . . . . ~ .... •.•. ~ ................... ........................ ~ 
V • PROCEDURE Requ~rements: 

1. HIGHWAY EMPLOYEES SHALL NOT ATTEND ANY OUTSIDE 
HEARINGS OR TRIALS, PRODUCE ANY DEPARTMENTAL 
RECORDS AT SUCH HEARINGS OR TRIALS OR MAKE ANY 
VERBAL OR WRITTEN STATEMENTS AT SUCH HEARINGS 
OR TRIALS, CONNECTED WITH OR RESULTING FROM 
THEIR EMPLOYMENT WITH THE DEPARTMENT, 
VOLUNTARILY OR UPON REQUEST OF ANY OUTSIDE 
PARTIES. SUCH HEARINGS OR TRIALS SHALL BE 
ATTENDED, RECORDS PRODUCED, AND STATEMENTS MADEa 
ONLY AFTER PROPER SERVICE WITH A LEGAL SUBPOENA 
OR AT THE DIRECTION OF THE ATTORNEY GENERAL OR 
DEPARTMENTAL LEGAL COUNSELOR. 



Administrative 1.112 

Page 2 of 2 

V. PROCEDURE (cQntinued) 

VI. DISTRIBUTION 

2. All requests received by employees to 
testify or produce departmental records 
shall be submitted to their Division Head; 
followed by consultation with the 
Department's Deputy Attorney General whose 
advice in the matter will be followed. 

Standard Distribution List "B" 



Title 

DEPART E TAL 
OPERATI G PROCEDURE 

Serles AlliINISTRATIVE 

No. 1.113 

Effective Date 
PHOTOGRAPHIC SERVICES 

Supersedes 

AD-J.4 

Related Procedures 

NONE 

I. PURP()SE 

II,. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

8-11-64 

Approvals Distribution 

Form• R~qulred 

NONE 

Page 

l of l 

To establish a uniform procedure to be followed 
in initiating and processing requests for 
photographic services. 

Director, Bureau of Public Infonnation 

Not Required 

General authority of the State Highway Commissioner 
under Title No. 27. 

••••••••••••••••••••••••• ••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Req~rements 

B. Assignments 
and Records 

VI. DISTRIBUTION 

.All requests for audio-visual and photographic 
services, including prints of file negatives, 
shall be submitted in duplicate to the Comnunity 
Relations Section, Bureau of Public Information. 

The Bureau of Public . Information, Community Re­
lations Section, shall make all assignments 0£ 
audio-visual and photographic services, provide 
for the distribution of photographs, and shall 
maintain all files and records in cormection there­
with. 

Standard Distribution List 11B11 



DEPARTMENTAL 
Series m~ ADM IN I STRATI VE ~ .,, . "" 

C, ..: 

OPERATING PROCE DURE No. 1. 114 " ~ ~ ... , ·tt-'-

T itle Effective Dote 

CODES - INITIATION AND MODIFICATION 2-24-65 

Supersedes 

NO NE 

Related P rocedures 

NONE 

I . PURPOS E 

II. RESPONSIBILI TY 

III . DEFINI TI ON S 

IV. AUTHOR I TY 

Approvols •~ Distribution 

)1--- >: \. { l C t l 
\ 

Forms Required 

NONE 

., ~~ 
Page 

1 
of 2 

To centralize authority for the approval 
of new codes or the modification of 
existing ones in order to maintain an 
integrated coding system within the 
Department. 

A review committee consisting of a 
representative from the following 
organizational units: 

Bureau of Planninr. and Traffic; 
Bureau of Data Processing; 
Division of Maintenance and Operations; 
Division of Accounting and 
Administrative Services; and Division 
requesting a new or modified code. 

The term "code" shall include any system 
of numbers, letters, and/or symbols used 
to represent physical objects or data 
items. 

Cteneral authority of the State Highway 
Commissioner under Title No. 27. 

oe•••••••••••• • ••• ••••••••~••••••••••••••••••••e•o•••• •• •••••••••••••••••••••• 

V. PROCEDURE 1. Requests for new or modified codes shall be 
prepared by the ori ginating Division and 
shall state the title, purpose, structure, 
extent and any other significant facts 
concerning the proposed codes. The 
oriRinatine Division shall forward the 
request to the Bureau of Data Processing. 



V • P RO CE DU RE ( c on t i nu e <l ) 

B. Review 
Committee 

c. Implementation 

VI. DISTRIBUTION 

Administrative 1.114 

Page 2 of 2 

1. A review committee is established to 
review all requests for new or modified 
codes with respect to the following: 

1) Effect on existing or planned 
reporting systems and/or 
mechanization. 

2) Compatability with existing or 
proposed construction or maintenance 
codes. 

2. The review committee shall consist of 
a representative from the following 
organizational units: 

1) Division of Maintenance & Operations. 
2) Uivision of Accounting and 

Administrative Services. 
3) Bureau of Planning & Traffic. 
4) Bureau of Data Processing. 
5) Orip.inating Division. 

3. The Chief, Bureau of Data Processing 
shall be Chairman, of the committee. 

4. If the committee cannot come to an 
agreement, the State Highway Engineer 
shall determine the course of action 
to be followed an<l so direct the 
committee. 

After committee a pp roval, the 
ori~inatinR Division shall be 
responsible for implementing new or 
modified codes. 

Standard Distribution List "A" 



DEPARTMENTAL 
. OPERATING PROCEDURE 

It. 

s.r, •• 
ADMINISTRATIVE 
No. 1.11.5 

DIVISIONAL OPERATING PROCEDURES MANUALS 

Effective Dote 

2-18-65 

• ated Proetdur•• 
NONE ·. 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHORITY 

Pofflll 

Ol 1t,f1,utl«Ht 

Pao• 

To provide centralized written procedures to 
assist in accomplishing Divisional objectives. 
These procedures aid in uniform interpretation 
of Divisional policies, assure continuity as a 
result of personnel changes, and aid in training 
new personnel. 

All Division Heads 

Not Required 

General authority of the State Highway Commissiomr 
under Title No. 27. 

·~················· ································································· 
V. PROCEDURE 

VI• DISTRIBUTION 

1. Requirements: 

Divisional operating procedures shall not be pre­
pared that conflict with any of the following: 

a) Federal or State laws 
b) Regulations applicable to the Department 
c) Departmental Regulations and Directives 
d) Departmental Operating Procedures 

The above items tak:e precedence over Di vis ional 
op~rating instructions and must be adhered to if 
a conflict exists. Divisional procedures in 
conflict with Departmental procedures shall be 
revised within .JO days from the effective d~te 
of this procedure. 

2. Divisional operating procedures shall be prepared 
in accordance with all statutes and regulations 
applicable to or promulgated by the Department. 

3 • . Three copies or all Divisional operating procedures 
shall be filed in the Bureau or Data Processing. 

Standard Distribution List 11A" 



Title 

DEP AR MENTAL 
OPERATING PROCEDURE 

Series HIGI-rvJAY 
FINANCE 

No. 1.1151 

E ffec ti ve Dote 
DIVISION OF ACCOUNTING AND ADMINISTRATIVE SERVICES 
"ACCOUNTING PRACTICE AND PROCEDURE MANUAL" 11-4-64 

Supersedes 

NONE 

Related Procedures 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

II I. DEFINITION 

IV. AUTHORITY 

Approvals Distribution 

"B" 

Forms Required Page 

NONE 1 of 2 

The purpose of the Division of Accounting and 
Administrative Services Accounting Practice and 
Procedure Manual is to provide uniform written 
policies and _procedures for the guidance of person­
nel in carrying out the Division's responsibili­
ties,to make available information required in the 
training of new personnel, and aid in maintaining 
continuity of effort during personnel changes and 
during the regular course of business. · 

It is the responsibility of each section head to 
see that policies and procedures included in this 
manual are followed. 

Not Required 

Departmental:Operating Procedure 1.115 entitled 
"Divisional Operating Procedures Manuals" • 

••••••••••••••••••••••••••••••••••••••••••••••••••• •••••••••••••••••••••••••••••••••• 

V. PROCEilJRE 

A. Requirements 1. All matter to be contained in this manual 
shall ~e prepared in accordance with all laws 
and regulations applicable to or promulgated 
by the Department. 



V • PROCEDURE (Cont'd) 

A. Requirements 

B. Contents 

VI. DISTRIBUTION 

Highway Finance 
1.11,1 

Page 2 of 2 

2. If a conflict in accounting policy or 
procedure arises, it is to be brought 
to the immediate attention of the 
Comptroller. The Comptroller shall be 
responsible for the disposition of 
same. 

The attached Table of Contents 
indicates the subject matter included 
in this manual. 

Standard Distribution List "B"·• 



CHAPTER 

I. 

II. 

III. 

IV. 

v. 

VI. 

VII. 

Highway Finance 1.1151 
Exhibit 

TABL E Q...! CONTE NTS 

PAGES 

FOREWORD 

INTRODUCTION 

CHART OF ACCOUNTS 1-54 

CONSTRIJCTION ACCOUNTING 1-29 

BUDGETARY ACCOUNTING 1-29 

FEDERAL AID ACCOUNTING 1-16 

MAINTENANCE & OPERATIONS COST 1-27 

DIVISIONAL BULLETINS 

EXHIBITS 

None 

'A-L 

A-L 

A-L 

A-K 



DEP 
OPERAT 

s ... , .. 
Administrative 

No. 1.1152 

Effective Date 
DIVISION OF RIGHT OF WAY "POLICY AND PROCEUURE MANUAL" 

NONE 

Related Procedurea 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

Approval, .---~ 

Form ■ Required 

NONE 

(' 

DI 1trf Lutlon 

"B" 

Page · c 1 o, 2 

-----The purpose of the Division of Right of Way 
"Policy and Procedure Manual" is to provide 
uniform written policies and procedures for 
the guidance .of personnel in carrying out the 
Division's responsibilities, to make available 
information required in the training of new 
personnel, and aid in maintaining cont i nuity 
of effort during personnel changes and during 
t he regular course of business. 

I t is the responsibility of all supervisory 
personnel to see that policies and procedures 
included in this manual are followed. 

Not Required. 

Departmental Operating Procedure 1.115 entitled 
"Divisional Operating Procedures Manuals" • 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 4 

V. PROCEDURE 

A. Requirements 1. All matter to be contained in this manual 
shall be prepared in accordance with all l aws 
and -regulations applicable to or promulgated 
by the Departm3nt. 



V. 1JROCEDURE ( Cont I d) 

A. Requirements 

B. Contents 

VI. DISTRIBUTIUN 

Admi nistrative 
1.1152 

Page 2 of 2 

2. If a conflict in divisional policy or 
procedure arises, it is t o be brought 
to the i mmediate attention of the Director. 
The Direct or shall be responsible for the 
disposition of same. 

' The attached Table of Contents indicates 
the subject matter included in this manual. 

Starrlard Distribution List "B" 



I. 

II. 

III. 

IV. 

v. 

SUBJECT 

DIVISION OF RIGHT OF WAY 

"POLICY AND PROCEDURE MANUAL" 

TAB i E O:F CONTENTS -

Operational Guide Lines for Right of .Way 
Appraisals and Appraisal Review :Procedures 

Opera~ional Guide Lines for Fee Appraiser 
Contracts and Fees 

i 
Operational Guide Lines for Relocatton Advisory 
Service and Reimbursement of Moving 1Costs 

Guide Lines for Preparation of Appraisals for 
Right of Way Purposes and Supplemental Format 
Instructions 

Operational Guide Lines for Property SectionT 
Improvement Disposition Office 

Administrative 
1.1152 
Exhibit 

DATE APPROVED 

August 28, 1963 

May 27, 1963 

Janliary, 1963 

· September, 1962 
(Revised November 

·15, 1963) 

October, 1961 



\ 'JI 

DEPARTMENTAL 
SerlH ADMINISTRATIVE 

. OPERATING PR.OCEDU RE 
REQUISITION AND INSTALLATION OF PROPERTY OBTAINED 
AS THE RESULT OF RIGHT-OF-WAY ACQUISITION 

111 

Effective Dote 

10-7-64 

AD-29 

Re ated Procedure• 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

011trf Lutlon 

Page 

PS-31 - Tool & Supply Requisition l of 2 

To outline the procedures to be followed in 
requisitioning property acquired in the process 
of right-of-way acquisition by the Department. 

As outlined below 

"Property" as used herein includes air conditioners 
or any other tangible real or personal pr9perty. 

1 
General authority of the State Highway 
Connnissioner under Title No. 27. 

t •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• ••• 

V. PROCEilJRE 

A. Requirements 1. All requests shall be submitted on Fonn PS-31 
by the Division Head at interest. Comptroller 
shall act as recommending officer. 

2. Commissioner must approve all such re91ests. 

3 • · "Property" may only be installed on State pro­
perty or property leased by the Department. 

4. Installation and maintenance shall be scheduled 
and perfonned by the Division of Maintenance and 
Operations. The requesting Division shall set 
up with the Comptroller the necessary funds required 
to install and maintain this property. The Cost 
Accounting Section shall provide a job number under 
which costs shall be accumulated. 

5. Complete records shall be maintained by the Bureau 
of Purchase and Stores of inventory, installation, 
location, and disposition of all "property". 



y. PROCEllJRE ( Continued) 

B. Request 

c. Appro~ · 

VI. DISTRIBUTION 

Administrative 1.116 

Page 2 of 2 

· 1. The initiating Division shall forward completed 
PS-31 to the Supervisor, Bureau of Office Services. 

2. The Supervisor, Bureau of Office Services shall 
request the Division of Maintenance and Operations 
to provide a qualified individual to inspect the 
proposed .location and1 if satisfactory, recommend 
the installation. 

J. The Supervisor, Bureau of Office Services shall 
submit Form PS-31, and the recommendation from 
the Division of Maintenance and Operations, to 
the Comptroller for review. If approved, the 
Comptroller shall forward the request and recom­
mendation to the Commissioner for approval, if' 
disapproved, the Comptroller shall return the 
request (PS-31) to the initiating Division with 
the reasons for disapproval. 

Those requests approved by the Commissioner shall 
be forwarded to the Supervisor, Bureau of Office 
Services for distribut~on as follows: 

white · - Fernwood Stockroom 
blue •- Comptroller 
pink - Retained for recording 
yellow- Initiating Division 
copy - Bureau of Building & Grounds 

Standard Distribution List "B" 



Title 

DEPARTMENTAL 
OPER ATING P·ROCEDU RE 

Serles 

ADMINISTRATIVE 
No. 1.117 

E.ffectlve Date 

MONTHLY DIVISIONAL REPORTS 11-18-64 

Superse es 

AD-20 

Related Procedures 

NONE 

I. PURPOSE 

. II. RESPONSIBILI'll 

m • DEFINITIONS 

IV • .lUTHORITI 

Distribution 

Page 

. AD-39 - Monthly Divisional Report 1 of 2· 

To provide tor mont~ 'reporting ot the 
principal activities am accomplishments of 
each Division • 

All Division Heads, 'Where there is no permanent 
or acting Division Bead, Bureau Beads shall assume 
responsibilit7. 

Not Required 

General Authority of the State Highway 
Commissioner ·under Title No. 27 • 

••••• • •••••••••••••••••• • •• •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V • PROCEDURE 

.a.. Requirements 1. Reports shall be prepared in a brief, 
concise manner. 

2. The report must contain a narrative summary 
of the major activities, accomplishments, and 
significant problems encountered during the 
month • 

.3. Reports of each Division shall be prepared 
on a Bureau basis with no more than one sheet, 
as far as possible, devoted to a Bureau. 

4. Bureau reports, within a Di vision, shall all 
be presented in the same format. 

S. Reports shall be prepared so as to facilitate 
comparisons betweens 

a) · Current and prior months 
b) Effort expended and results accomplished 



V • PROCEDURE {Oonbinued) 

B• Speoif'i oationa 

c. Distribution 

VI• DISTRIBUTION 

Page 2 or 2 

Administrative 1.117 

l• Repb'rts shall be submitted on Form AD-39 

R~pLrts shall be typewritten on one a:l.de of 
Fonn .AD•39 in single spacing and with non­
ind~~ed paragraphs and one and one-quarter 
(l-,1/4) inoh le.rt-hand margi~• 

'1 ·, 

I 

3. Subj~ot headings shall be o~pitalized. conf'onn. 
with marginal requiremerxts and be separated 
f'roro. 'the preceding paragraph by two spaces. l , 

1. Original and one copy of tho report shall 
be in the Office of the Commissioner on the 
third working day of each montp.. 

2 • One {1) additional oopy of the report; of the 
following divisions shall be in the Office or 
the State Highway Engineer on the third 
working day of each month. 

a) Division of Planning, Research, Soils and 
Tests 

b) Division of Roads• Design and Conatruotion 
o) Di vision of Bridges 
d) Di vision of State Aid 
e) Dl.ri sion of Maintenance & ·Operations 

Standard Distribltion List "A" 



D PAR ~JAL 
OPERATI G PR OC DU RE 

Title 

Serles 

ADMINISTRATIVE 
No. 1.118 

Effective Date 

REPORTING LOSSES, THEFTS, OR VANDALISM 8-11-64 

Supersedes 

PR-8 

Related Procedures 

NONE 

I. PURPOSE 

II. RESPONSIB~ITY 

lll. DEFilU TION 

IV. AUTHORITY 

Forms Requi red 

PR-52 - Loss, Theft, and Vandalism 
· Report 

0 I stri bu ti on 

Page 

1 of 2 

To establish procedures for reporting losses, 
thefts, or vandalism to Department property, 
and personal property if and when the owner is 
on duty for the Department at the time such a 
loss occurs. 

As outlined below 

Not Required 

General authority of the State Highway Commissioner 
under Title No. 27 • 

••••••••••••••••••••••••••••••••••• ••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Reporting 1. All employees shall report immediately to their 
immediate supervisor the loss, theft, or act of 
vandalism to any property upon such act becoming 
lmown to them. 

2. Upon receipt of such information, the supervisor 
shall forward immediately a report of the loss, 
theft, or act of vandalism t o the Office of 
Investigation, Safety and Security, Division of 
Personnel on properly executed Fonn PR-52. The 
Bureau and Division Head concerned shall be sent 
copies of the report, and if State Property is 
involved, a copy shall be forwarded to the Comp­
troller. 



V. PROCEDURE ( Continued) 

B. Investigations 

c. Disciplinary 
Action 

VI. DISTRIBllrION 

Page 2 of 2 

Administrative 1.118 

Upc,n receiving Form PR-52, the Office of 
Investigation shall conduct an investigation 
of ·the incident and report to the Division or 
Bureau Heads any resulting recommendations that 
seem pertinent to the prevention of such acts in 
the future. 

If evidence of misuse or theft of State property 
is obtained, the Office of Investigation, Safety 
and Security shall report such to the Commissioner 
and follow through on any recommendations the 
Commissioner may have. 

Standard Distribution List "B" 



DE PA RT M ·EN 1·A L 
·. OPERATING PR·OCEDURE 

· Serl•• .AIMINISTRATIVE . 

No. · 1.119 

DEFINITIONS OF COMMONLY USE DEPARTMENT TERMS 

. Effec:tlw Oat• 

4-2-6S 

NONE 

Rt otecl Procedur•• 

NONE 

. I. PURPOSE 

II. RESPON3IBILITY 

III. DEFINITION 

. IV. AUTHORll'Y 

~ 
DI 1trlwtfon 

NONE 1 of S 

To provide a bas.is tor uniformity in usage and 
common understanding of terms normally used in 
the Department. 

Not · required 

Not required 

Genera1 authority of the State Highwq 
Commissioner under Title No. 27 • 

. ....•......... ~ ....•........• , .... ~ ........•..............••.•... ~ .........••.•.•.•. 
· V. PROCEDURE 

A. Changes 

. . ·_B. Terms 

.. , 

Any additions, deletions or changes to the follow­
. ing list or terms shall be made in the same man­

ner as a change to a Departmental -Operating Pro--. 
cedure. 

l. Allocation - An authorization by eithe·r legisla­
tive act or adm:i,nistrative authority desigriat.ing 
amo'Wlts or an appropriation which may be made avail­
able to accomplish a major expendi tu.re program 
du.ring a specific period. · 

2. Allotment-· An authorization by administrative 
authority, subject to the limitations imposed by 
legislative a.ct, making a portion or an appro- · 
priatiori, allocation, or apportionment available 
for commitments and expenditures for specified 
purposes and/or for a certain period ·or periods. 

' 



Ve PROCEIORE (Continued) . 

B. Terms 

Adndnistrative 1.119. 

Page 2 of S 

3. · Apportionment - An allocation of funds by a 
governmental unit to another governmental unit 
baaed on a prescribed formula for the accomplish­
ment of specific purposes and/or for a certain 
period or periods. 

· 4. Appropriation - An authorization by an act of 
the legislative body to make expenditures and 
incur liabilities, commitments, etc., with spe­
cific limitations as to amount, purpose and 
period. 

5. Appropriation Reserve - That portion of an ap­
propriation held or set aside for future opera­
tions, contingenqies, or other pur,:ioses, and 
with respect to which administrative authoriza- ­
tions incur commitments, or obligations have 
been withheld •. 

6. · Approved Program - . The distribution, to a particu­
lar route and section, of the Federal Aid allot­
ment for Highway construction after approval by 
the Bureau of Public Roads. 

7. Betterment - The improvements, adjustments, or 
additions: to a highway whieltli more than restme it 
to its .ff"0!t1!1le-r good eoncldrtl.:it0.am an.d which result in 
better traiff£ic semcem~i]ityrw!llthout major changes 
in its original construction,., 

8. Commitment - Obligations in the form of orders 
issued, contracts awarded, commitments for sertices, 
or any other transactions which reserve such , 
amount of an appropriation to oover pa~ent there~ 
for. Such items cease to be commitments when 
paid or when liability therefor is cancelled. 

9. Commitment Cancellation - To remove the obliga­
. tion or restriction against an appropriation a 

com.mi tment may be cancel~ed if=~ 

a) an excess exists which will not be required 
(savings). 

b) it is desired to make funds available for 
transfer to another account. Administrative 
approval must be obtained to effect this 
cancellation. 



() 

V. PROCEDURE ( ~ntinued) 

B. Terms 

Adninistrative 1.119 

Page 3 of _S 

10. CuITent Audit - The billing, examination and re­
vi:ew, on a current basis, of those costs applic­
able to Federal Projects. Current basis as used 
·above would normally mean the month following the 
recording of the expenditure by the Department. 

11. 

12. 

13. 

Construction and Reconstruction - The construction 
of a new highway or the reconstruction of a high­
way, or its component parts, to a degree that new, 
supplementary, or substantially improved traffic 
service is provided, and signiricant geometric 
or structural improvements are effected. 

Constructibn Program - A financial plan showing 
estimates of the .costs of proposed activities 
for the forthcoming fiscal year, based on State 
budget appropriations and Federal allocations. 

Expenditures - Where accounts are kept on the 
'. accrual basis, this term designates total charges 
incurred, whether paid or nnpaid, including ex­
penses, provision for retirement of debt and 
capital· outlays. If a·ccounts are kept on a cash 
~asis, the term covers only actual disbursements. 

14'. ~: Fund - A sum of money or other resources segregated 
· for the purpose of carrying on specific activi­
ties or attaining certain objectives in accordance 
with special regulations, restrictions or limita­
tions and constituting an independent fiscal and 
accounting entity. 

15. Internal Control - The plan of organization and 
all of the coordinate methods and measures adopted 
within a business to safeguard its assets, check 
the reliability of its accounting data, promote 
operational efficiency, and encourage adherence 
to prescribed management polic_ies. 

16. Physical Maintenance - The preservation and upkeep 
of a htghway, including all of its elements, in 
as nearly as practicable its original as constructed 
condition or its subsequently improved condition. 

17. Project - The work perfonned or to be performed 
within a length and width of a segment of highway 
which is described in a contract agreement between 
the Department and another contracting agency. 



V • PROCEDlltE ( continued) 

B. Terms 

Administrative l.ll9 

16. Project Agreement - An agreement between the 
Department and the, Bureau .of Public Roads 
· obligating Federal funds to a specific project. 
Thi·s agreement may be modified as the project 
cost increases or decreases. 

19. Traffic Services - The operation of a highwq · 
facility, and services incidental thereto, to 
provide safe, convenient, and economical high'W81' 
transportation. 

20. -. Transfers 91!1 The movement of funds between 
appropriation accounts. 

21. a) Stage 1 · - Preliminary Engineering or 
Right-of-Way Acquisition - Indicates prel.imina.ry­
engineering or acquisition of right-of-way that 
the State intends to proceed with such _ 
programmed work as may be approved and authorized 
by the Bureau of Public Roads, but will defer . 
requesting reservation of available Federal-aid 
funds. 

b) Stage l - .construction - Indicates that 
the State intends if the programmed work is 

· approved by the Bureau of Public Roads, to 
advance later the construction to contract or 
force account status, if approved in Stage 2, 
and authorized by the Bureau of Public Roads, 
and will at the time or Stage 2 submission, 
request reservation of available Federal-aid 
funds. 

c) Stage 
1
2 - Preliminary Eneering or Right• 

of~Acquisition - Indicates insofar as 
pre ·· nary engineering or acquisition or 
r.i.ght-of-way is concerned that the State has 
requested reservation of available Federal­
aid funds for work that was approved in a ~tage 
l program or as may be approved initia.111' in 
Stage 2 program. 

d) ·stage 2 - Construction - . 'Indicates insofar · 
as . construction is concerned that the State 
ru;a.a requested approval and reservation of . 
available Federal-aid funds :r or work approved 
in a Stage l program or as may be approved 
initial~ in Stage 2 program. 



. V. PROCEDURE . (continued) 

B. Terms 

VI. DISTRIBUTION 

22 . 

Administrative 1.119 
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e ) Stage ,3 - Indicates that the Bureau ot 
· Public Roads may be billed· tor the expenditures 
tha~ have been incurred in the project., and · 
that the Bureau will reimburse the State on a· 
prorated basis tor the monies that the -State 
has spent, subject to audit amtverlfication of 
these expenditures. 

As-Bull t - When the project is completed and 
accepted by the Commissioner, a final certificate 
of cost ot the Project will be made by the 

· Engineer based on the actual quantities of 
authorized work done under each item scheduled. 
in the Proposal and under supplementary 
agreements., if aey, at the unit price or prices 
stipul.ated therein. 



Title 

DEPARTME TAL 
OPER ATING PROC DURE 

SeriesADMINIS TRATIVE 

No: 1.120 

Effective Dote 

PROPERTY DAMAGE REPORTS, CLAIMS & COLLECTIONS 8-17-64 

Supersedes 

MT-1 

Related Procedures 

4.501 Cash Receipts­
Invoicing 

I. FURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

Forms Required 
AD-12 Department Action SHp 
MT-4 Property Damage Report 
EL-3 Report - Marine Accidents 

Distribution 

Page 

1 of 4 

To establish a uniform method of reporting damage 
to N. J. State property and equipment under the 
jurisdiction of the Department, and to outline 
the procedure to be followed in processing claims 
resulting from such damage. 

As outlined below. 

Supervisor, as used herein shall refer to an 
employee's immediate supervisor. 

General authority of the State Highway Commissioner 
under Title No. 27 • 

••••••••••••••••••••••••••••••• ••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEilJRE 

A. Report of 
Damage 

Highway employees shall report all damage to 
Department property or equipment to their super­
visor, who in turn shall report such damage on 
the applicable form to the Bure·au having juris­
diction over the property. Injuries to Depart­
ment employees in connection with the· above shall 
~e noted on this report in addition to the pro­
cedures to be followed which are outlined in 
Departmental Operating Procedure 2.202 (Report­
ing Personal Injuries). 

Motor vehicle accidents resulting in personal 
injuries to Department employees or property 
damage of $100 or more, shall be reported to 
the Department of Law and Public Safety, 
Division of Motor Vehicles on Motor Vehicle 
Fom SR-1 by the Bureau involved. 



V. PROCEDURE (Continued) 

B. Determination If 
Claim Exists 

c. Processing 
Of Cla.im 

Administrative 1.120 
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1. 'l'he Bureau having j ur1sdic:tti6n over the property 
shall, if no report of the accident causing the 
damage has been received from local police, request 
an official report including charges preferred, if 
any, or the result of any hearing held. If the 
New Jersfy State Police investigated the accident, 
they will automatically forward a report to the 
Bureau of Claims, 

2. The Bureau having jurisdiction shall then forward 
the accident report and police report, if appli­
cable, to the Bureau of Claims for review and action 
as follows: 

a) Return the report notifying the Bureau Head 
to proceed with processing the claim as out­
Uned in section C. of thi.s procedure. 

b) Return the report informing the Bureau Head 
that the damage is not a justifiable claim. 

1 . If the Bureau of Claims detennines that a justifiable 
claim exists, the originating Bureau shall notify 
the pa.rty or parties indicated that they have been 
identified with damage to State property and that 
a claim for such damages will be presented as soon 
as the cost of repairs can be determined. 

2. After repairs have been completed, the cost of 
such repairs shall be certified by the appropri­
ate supervisor and forwarded to the originating 
Bureau, who shall transmit the entire claim file 
to the Deputy Attorney General in charge of Claims 
for review and authorization to proceed with bill-: 
ing. If the Deputy Attorney General approves of 
the billing, the claim shall be returned to the 
originating Bureau, who shall then request a bill­
ing from the Accounts Receivable Section in ac­
cordance with Departmental Operating Procedure 
u.501 (Cash Receipts-Invoicing). The Accounts 
Receivable Section shall prepare and mail the 
invoice and record the transaction in the Accounts 
Receivable Ledger. Followup and action on past 
due accounts shall be taken in accordance with 
Departmental Opera_ting Procedure 4 .501 ( Cash 
Receipts-Invoicing). 



V. PROCEDURE (Continued) 

n. Special Items 

E. Partial 
Settlements 

F. Set tlenent 
Agreements 

G. Release from 
Claim 

Administrative 1.120 
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1. The following matters concernjng claims shall be 
referred to the Deputy Attorney General in charge 
of Claims for actton: 

a) Where liabiljty is denied. 
b) Request for approval of installment payments. 
c) Upon receipt of offer less than the full 

amount of claim. 
d) Request for release. 
e) Where salvage or depreciation allowance is 

requested. 
f) All checks received for Accounts Receivable 

relating to claims involving personal injuries 
shall be recorded and then referred to the 
Deputy Attorney General in charge of claims 
prior to deposit. 

1. All recommendations of the Deputy Attorney General 
in charge of Claims for settlement of less than 
the full amount of any claim must be approved by 
the Commissioner on a Department Action Slip (Form 
AD-12) originating in the office of the Deputy 
Attorney General, and bearing the prior approval 
of the Deputy Attorney General assigned to the 
De par tmen t. 

New Jersey Motor Vehicle Security-Responsibility 
settlement agreements between uninsured motor 
vehicle operators and/or motor vehicle owners and 
the Department shall be executed for the Department 
by the SecretAry upon the recommendation of the 
Deputy Attorney General in . charge of Claims. Such 
agreements shall be prepared or reviewed by the 
office of the Deputy Attorney General in charge 
of Clfiims. 

When any claim has been fully satisfied, the 
Deputy Attorney General in charge of Claims 
shall prepare a release - or approve a release 
prepared by others - and submit sane to the 



V. PROCEIDRE (Continued) 

G. Release from 
Claim 

VI. DISTRIBUTION 

Administrative 1.120 
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Accounts Receivable Section for certification 
as to correctness of amount and then forward 
same to the Secretary for execution on behalf 
of the Departroont. The executed release shall 
be returned to the Deputy Attorney General in 
charge of Claims. 

Standard Distribution List "B11: 



Tltle 

DE AR MENTA 
.OPERAT NG PR.OCEDURE 

Serl•• 
Administrative 

No. 1.121 

Effective Date 
NOTIFICATION OF HIGHWAY ALIGNM~T APPROVAL 

NONE 

R•lated Procecfure• 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHORITY 

Approval ■ DI 1trlLutlon 

Form ■ Required 

·NONE 

Pog• · 

l of 2 

To provide timely information regarding highway 
alignment to municipalities and counties in order 
to .facilitate economical advance planning. 

I 

Supervising Engineer, Bureau of Location and · 
Design, Division of Roads, Design and Construction. 

Not Required. 

General authority of the State Highway Conmissioner 
under Title No. 27. 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• •••••••••••••••••••••••• 

V. PROCEDURE 

A. Requirements 1. The Bureau of Location and Design shall 
send to the Clerk of every municipality, 
township, and County Planning Board (if 
any) involved anofficial notice and 
alignment map when the U.S. Bureau of 
Public Roads approves any highway alignment. 



V. PROCEDURE (Cont'd) 

A. Requirements 

VI. DISTRIBUTION 

Administrative 
1.121 

Page 2 of 2 

2. This notice shall be sent within five 
' (5) working days after the U.S. Bureau 
of Public Roads approval. 

Standard distribution List "B"• 



· DEPARTMENTAL 
'OPERATING PR·ocEOURE 

s.r, •• 
ADMINISTRATIVE 

No. 1.122 

Effective Dote 

CONTROL SECTION CODING IMPLEMENTATION 

R• oted Procedure• 

1.114 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

!V. AUTHORITY 

V. PROCEDURE 

A. General 
Provisions 

DI 1trll,utlon 

Pav• 

1 of 3 

To implement a unified-control section - job number 
coding system for the entire Highway Department. 

As outlined below. 

1. Code - The term code shall include any system.of 
nU1T1bers, letters, and/or symbols used to repre­
sent physical objects o~ data items. 

2. Coritrol Section - The control section is for the 
Primary State Highway System and is a subdivision 
of this Highway System with the following 
characteristics: 

a) A unit with reasonably uniform Traffic 
Volume throughout its length. 

b) A logical development to the same general 
type and standard. 

c) A practical unit for reporting maintenance 
costs. 

d) A convenient and reasonably permanent unit fo 
the compilation of statistical and research 
data. · 

General authority of State Highway Commissioner under 
Title 27. 

1. Effective July 1, 1965, all information being 
reported will have the applicable control section 
or job code reported with it. All management · 
reporting systems will .have the . control section 
or job code as its basis. This pertains to all 
time, labor, expenditure, and equipment reporting 



vr. PROCEDURE 

A. General 
Provisions (contd.) 

Pa_ge 2 of 3 

Administrative 1.122 

. 2. Translation of control section or job codes 
into Federal Project numbers, year and item 
numbers, etc., will be done by Data Processing 

· via table look-up procedures. 

3• Assignment of new job codes will follow the 
following procedure: 

a) When a new job -is_ implemented and a new 
location code is required therefor, 
a new job number will be assigned by the 
Code Coordinator in the Division of 
Accounting and Administrative Services . 

b) to reduce the communications between 
Accounting and the requesting division, 
a Code Coordinator will be designated within 
each division. This division Code Coordinato1 
will request a job code assignment from 
the Accounting and Administrative Services 
Code Coordinator. 

c) The Code -Coordinator within Accounting and 
Administrative Services will inform the 
requesting division, Bureau of Data Processil1€ 
and all other divisicns in writing of the 
new job code number, plus all related codes 
or numbers. 

Control Section Codes will be updated in 
the following manner: 

a) As soon as center line has been established, 
Planning and Traffic will have the responsi­
bility to convene the Control Section 
Committee, made up of the following members.: . 

1) . Ope member from Planning and Traffic. 
2) One member from Accounting and Adminis-

trative Services. 
3) One member from Maintenance •. 
4) One member from __ the Roads Divisim. 

Planning and Traffic will Chairman the 
Committee. 

b) The Committee will establish the control 
section numbers for all new center lines. 

Planning and Traffic will be responsible 
for providing the Code Coordinator, Division 
of Accounting and Administrative Services, 
with all necessary materials to update all 
control section code books. This will 
include repnoduction of maps, codes, pages, 
etc. 



V. PROCEDURE 

A. General 
Provisions (contd.) 

VI. DISTRIBUTION 

Page 3 ot 3 
Administrative l.122 

4. b) · The Code Coordinator will be responsible 
for sending ·out all updated pages. 

5. Any changes in structure of any codes · will be 
in accordance with Deparimental Procedure 
No. 1.114', 

Standard Distribution List "An 



DEPARTME NTAL 
OPERATING PROCEDURE 

Serl•• 
ADMINISTRATIVE 

No.· 1. 12 3 

TOLL ROADS, TRAVEL 
Effective Date 

3~30-65 

NONE 

Related Procedure• 

4.301 Travel 
Expense 

I. PURPOSE 

II. RESPONSIBILI TY 

III. DEFINITION 

IV. AUTHORITY 

Approval a _/· \ \ 

Form• Requlr4"d 

AC-6 Expense Vouc er 

DI 1trf Lutlon 

Pao• 

l of 2 

To - establish the procedure to be used in 
requesting approval for the use of Toll 
Roads within the State, and the method 
of receiving authorization for 
reimbursement for same. 

As Outlined Below. 

Toll Roads as used herein shall mean the 
New Jersey Turnpike, The Garden State 
Parkway and the Atlantic City Expressway. 

General authority of the State Highway 
Commissioner under Title No. 27, and 
the Standard State Travel Regulations • 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . - .................. ................... . 
V. PROCEDURE 

Employees may use Toll Roads under the 
following circumstances: 

a) In order to meet definite time 
schedules. 

b) To expedite the return home after 
normal work hours. 



V, PROCEDURE (continued) 

B. Approval 

VI. DISTRIBUTION 

Administrative 1.123 

Page 2 of 2 

Permanent approval, in writing , from the 
appropriate office of the Divisi on Head 
is necessary b~fore an individua l is 
permitted to be reimbursed for use of Toll 
Roads. These permanent approvals will be 
kept on file in the Division of Accounting 
and Administrative Services. 

Reimbursement will be made upon presentation 
and auditing of expense vouchers, 
accompanied with Toll Roads re~eipt. 

A statement of explanation and justification 
should accompany each expense voucher. 

See Standard Distribution List "B" 



Tftle 

DE ART MENTAL 
'OPERATING PROCED URE 

s., •• 
ADMINISTRATIVE 

No. 1.201 

ORGANIZATIONAL CHARTS - RESPONSIBILITY 

Effective Dote 

2-18-65 

NONE 

Rt ated Procedure• 

NONE 

I. PURPOSE 

n. RF,SPONSIBILI'l'I 

III. DEFINITION 

IV. AUTHORITY 

011trf Lutlon 

NONE 1 of l 

To establish responsibility for maintaining the 
Department organizational chart, and to make provision 
for adequate distribution or that chart Within the 
Department. 

As outlined below 

Not required 

General authority of the State Highway Commissioner 
under Title No. 27 • 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Requirements 

VI. DISTRIBUTION 

1. The Bureau or Data Processing shall be notified 
when any changes in the Departnent 1s organizational 
structure are approved. 

2. The Bureau of Data Processing shall update the 
master copy of the organizational chart and 
distribute the necessary changes. 

3. An up to date copy or the organizational. chart 
shall be attached to this operating procedure as 
Exhibit A. 

Standard Distribution List "A" 



Title 

Supersedes 

AD-19 

Related Procedures 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

DE 
OPERATI 

TELEGRAMS 

T L 
G P OC DURE 

Forms Required I , 

AD-21 - Outgoing Telegram Report 

Serles 
ADMINISTRATIVE 

No. 1.::.\u l 

Effective Date 

8-20-64 

Distribution 

Page 

1 of 2 

To eatabli sh a unifonn procedure for sanding 
telegrruns in conneoti. on with Department work 
and processing such invoioes for payment;. 

Supervisor, Bureau of Office Services 

Not Required 

General authority of the State Highway 
Commissioner under Title No. 27 • 

•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• ••••••••••••••••• 

V. PROCEDURE 

A• Requirements 1. Personal telegrams may not, under aey ciroum­
stanoes, be charged to the Department. 

2. Telegrams may be sent in those circumstanoes 
when other means of communication are not 
adequate to meat the emergency or cannot be 
utilized eoonomioally. 

3. Properly executed Form AD-21 shall be forwarded 
to the Supervisor, Bureau or Office Services, for 
e1ioh telegram sent. Form AD-21 shall be initialed 
by the originating Division, Bureau, or Section 
head. 



V • PROCEDURE (Continued) 

A. Requirements 

VI • DISTRIBUTION 

Page 2 or 2 

Administrati ve 1.301 

4. All invoices for telegraphic• services 
shall first be forwarded to the Super­
visor. Bureau or Office Services, who 
shall attach applicable Form. AD-21 to 
the duplicate invoice before approving 
and transmitting same to the ·Chief 
Accountant for further processing. 

Distribution List "B" 



DEPARTMENTAL 
OPER ATING PROCEDURE 

Serles 

ADMINISTRATIVE 

No. 1.302 

Title Effective Dote 

DEPARTMENT ACTION SLIPS AND OFFICIAL RECORD 
8-.20-6 4 

Supersedes 

AD-3 

Related Procedures 

NONE 

I. PURPOSE 

II. RESPONSIBD..ITY 

III. DEFINITION 

IV• AUTHORITY 

Approval s Distribution 

Forms Reguired - . l 
1

- RE-2"( Department Action Slip Page 

AD-12 Department Action Slip 1 of J 

To establish a uniform procedure to be followed 
in t he use of Department Actions Slips, and place 
the responsibility for maintaining an official 
record of such actions. 

As outlined below 

"Action Slip" as used herein shall mean Form AD-12 
f or all Divisions except the Right-of-Way Division, 
in which case "Action Slip" mall mean Form RE- 27 e 

General authority of the State Highway Commissioner 
under Title No. 27 • 

•••••••••••••••••••••••••• • ••• •••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEOORE 

A. Requirement 

B. Preparation 

All matters requiring formal action by the 
Commissioner shall be presented to him on 
an "Action Slip" for· .. his approval or dis­
approval. 

1 . Action slips shall be prepared by' the 
initiating Division or Bureau. 

2. The following color code shall be used by 
the Divisionss 

a) Green - Right of Way Division · 
b) Blue - Division ot State Aid 
c) Pink - All other Divisions 
d) Yellow - Duplicate copy - all Divisions 

3. Action Slips shall be prepared 1n duplicate, 
and in such a manner as to show in su.ttioient 
detail the matter being presented tor formal 
action. 



V. PROCEDURE ( Contirmed) 

c. Approvals 

D. Commissioner's 
Action 

Administrative 1.302 
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All "Action Slips" must be approved by the 
Dirtsion Head concerned. In addition, approvals 
must be secured as outlined below: 

1 . Right-of-Way Division 

a) Deputy Attorney General shall approve 
as to fonn all items of a legal nature. 

b) Supervisor, Appraisals and Negotiations 

2. The State Highway Engineer shall approve all 
"Action Slips" originating in Divisions that 
report directly to him. 

1. The Commissioner shall indicate favorable action 
by initialing the original Action Slip. Both 
original and duplicate shall then be forwarded, 
together with any executed agreements, plans, 
papers, or other pertinent material attached 
thereto, to the Department Secretary. 

2. If, for any reason, the c·omrnissioner: does not 
approve the action desired as indicated on the 
Action Slip, he may either hold the entire 
file for further investigation or return it, 
di sappr-oved to the originating di vision or 
bureau. 

3. The Dep~tment Secretary shall stamp the dupli­
cate copy with the date of approval and return 
it to the initiating Division or Bureau Head 
along with all attached executed agreements, 
plans, papers, and other pertinent material. 
The original copy 0£ the action shall be entered 
on the Schedule of Official Actions and forwarded 
as follows: 

l. Actions pertaining to contracts or the com­
mitment of funds shall be forwarded to the 
Comptroller. 

2. All other actions shall ·be forwarded to the 
initiating Division or Bureau Head. 



V~ PROCEDURE (Continued) 

E. Schedule of 
Actions . 

I 

VI. filSTRIBUTION 

A~inistrative 1.302 
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l. The Department Secretary shall prepare at intervalls 
of not less than one week or more than two weeks, 
a Schedule of Official Actions in which all items 
approved by the Commissioner shall be listed by 
originating division and indicating the date on 
which approval was made. 

2. , The Department Secretary shall retain one copy of 
the Schedule of Actions, signed by the Commissioner, 
in ·the Official Record Book in his office. Addi­
tional copies shall be distributed in accordance 
with a list prepared by the Department Secretary 
and approved by the Commissioner. Additions to, 
or deletions .from this list shall be made on.1¥ at 
the direction of the Commissioner. 

Standard Distribution List "B11 



Serfet ADMINISTRATIVE 

No. 1.303 

Tl tie 

CORRESPONDENCE 

Effectfvo Dote 

8-25-64 

AD-28 

Related Procedure• 

1.304 

I. PURPOSE 

II-. · RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHORITY 

ApprovaJ,, ,. . · DI otrU,utlon 

Page 

See V-A Below 1 of 7 

To establish a uniform method of handling 
Departmental correspondence. 

Division and Bureau Heads. 

1. Correspondence shall mean all written communica­
tions to, from, or within the Department. 

2 . External correspondence is any written communica­
t i on with a destination outside the Department. 

J. Internal correspondence is any written communica­
tion within the Department. 

General authority of the State Highway Commissioner 
under Title No. 27 • 

•••••••••••••••••••••••••••••••••• • • •••••••••••••••••••••••••••••••••••••••• •••• •••• 

V. PROCEDURE 

A. Fonns Required 

B. Requirements 

AD-2 - Blue Memorandum Ref ere nee Slip 
AD-15 - Red Letterhead - Copy For 
AD-37 - Correspondence Referral Form 
AD-40 - White Memo Pad 

1 . Correspondence requiring a reply shall be 
acknowledged or answered within forty-eight 
(48) hours after receipt. 

2. Correspondence shall be prepared in such a manner 
that a clear, clean, neat and accurate letter is 
produced, with particular emphasis on proper 
margins and spacing. 



V. PROCEUJRE (Continued) 

B. Requirements 

C. Commissioner's 
Correspondence 

Administrative 1.303 
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3. Copies shall be kept to a minimum. 

4. The official Departmental copy shall be on 
yellow copy paper. 

5. Subject of correspondence shall be placed in the 
upper right hand corner, excluding printed forms. 

6. · On external correspondence, the recipients of 
copies shall not be indicated on the original, 
unless so instructed by the dictator. 

7. On internal correspondence, the recipients of 
copies shall be indicated on the original and 
all copies . 

8. Referral of correspondence shall be on Form AD-37 
in accordance with Departmental Operating Pro­
cedure 1.304. 

1. Receipt of any communication (telephone calls 
included) from Senators, Assemblymen, Cabinet 
Members, U.S. Senators and Congressmen, or their 
representatives shall be brought to the immediate 
attention of the Commissioner. All replies thereto 
shall be through the Commissioner unless other­
wise delegated by him. 

2. Blue engraved stationery shall be used in pre­
paring letters for the Commissioner's signature. 

3. Letters prepared for the Commissioner's signature 
shall be typed block style, date in the upper 
right hand portion, name and address shall be 
typed exactly as the addressee signs it or as it 
appears on his letterhead. When titles of respect 
are known they shall be typed in full. No com­
plimentary closing is to be used. Typed signature 
shall be "Dwight R. G. Palmer" with title "Com­
missioner" centered under the name. Letters pre­
pared for the Commissioner's signature are to con­
tain no erasures, and careful attention shall be 
gi ven to spelling, punctuation and grammar. 

4. The subject matter and the recipients of copies 
shall not be indicated on the original or the 
copy. 



V. PROCEDURE ( Continued) 

C.. Commissioner's 
Correspondence 

D. Paper 

E. Envelopes 
External 

Page 3 of 7 

Administrative 1.303 

5. Any infonnation required for the correct 
preparation of the Commissioner's correspondence 
shall be pr ovided by the Secretary to the 
Commissioner • 

. 6. All correspondence prepared for the Commissioner• s 
signature shall first be forwarded to the 
Secretary to the Commissioner for proper 
presentation to the Commissioner. 

1. The regular Departinental bond letterhead shall 
be used for all official correspondence. 

2. Yellow copy paper shall be used for the 
Department's official file copy. 

3. Form AD-15 "Red Copy For" letterhead shall 
be used for all other copies. 

4. · Memoranda, instructions, notices and other 
i nternal messages may be written on Department 
forms AD-2 11Blue Memorandum Reference Slips11 , 

, AD- 40 11Whi te Memorandum Pads" or mimeograph 
· paper. 

5. Legal ruled bond and onion skin paper may be used 
for legal documents. 

l. The No. 11 white envelope with the Departmental 
return address shall be used for external mailing 
of correspondence from the Trenton headquarters . 

2. Correspondence, (specifications, forms, plans, 
maps, supplies, etc.) that will not fit in the 
No. 11 envelope shall be mailed in the proper 
size manila gummed flap or clasp envelope, or 
wrapped in brown wrapping paper. 

3. The duplex string tie and button envelope shall 
be used whenever 1st class mail is sent with 
other correspondence~ (fonns, plans, specifications, 
maps, supplies, etc.) 



V. PROCEUJRE ( Continued) 

E. Envelopes 
External 

F. Envelopes 
Internal 

G. Copies 

H. Files 

Page 4 of 7 

Administrative 1.303 

4. The No. 8 white 5¢ stamped envelope with the 
appropriate return address shall be used by 
field offices, garages, bridges, etc. for external 
mail. 

1. The distribution of internal correspondence shall 
be made in the manila interoffice messenger 
envelope or the pink 11 To and From" envelope. 

2. The No. 11 white envelope may be secured from 
the Office Supply Stock Room, addressed in the 
Duplicating Room, metered in the Mail Room and 
distributed to field employees for use in 
returning reports and correspondence to the 
Trenton headquarters. 

1. The official yellow copy shall indicate the 
recipients of copies, the subject matter, 
enclosures, approvals, notations, attachments if 
any, the initials of the signer, the dictator and 
the transcriber separated by colons. 

2. Copies shall be provided on "Red Copy For" Form 
AD-15 only for individuals directly responsible 
for executing the subject or having a definite 
relationship with the matter 

J. Copies shall include the infonnation required on 
the official yellow copy, except enclosures and 
attachments. 

4. Informational copies on ttRed Copy For" paper 
shall be destroyed after they have served their 
usefulness. 

l. The official files copy shall be delivered to the 
Central, Division and/or Bureau File Rooms in 
accordance with Departmental Operating Procedure 
1.505. (Records Retention and Destruction of 
Obsolete Records). The official yellow copy shall 
have attached to it by stapling all incoming 
correspondence, plus all internal papers, maps, 
agreements, contracts, memos, approvals, etc. 



V. PROCEUJRE (Continued) 

I .. Reproducing 

J~ Mailing 

K,. Schedule of 
Daily Pick-up 
& Delivery of 
Correspondence 

Page 5 of 7 

Administrative 1.303 

The method of reprom.1.cing numerous copies of 
correspondence shall be at the discretion of the 
Head of the Duplicating Section, Bureau of 
Office Services, with the approval of the 
requesting Division Head. 

1. Correspondence sh.all be placed in the proper 
envelope or wrapped securely as set forth under 
paragraph D above. The envelope or wrapping 
shall be clearly addressed and marked "F. C. "' 
or 11P .P." as to the method of mailing defined 
below. 

a) . "F.C." - First Class: Letters and all 
written matter (including carbon copies 
sealed against inspection.) 

b) np .P" - Parcel Post: I•ameograph copies, 
plans, specifications, merchandise, supplies, 
books, and all printed matter, etc. 

c) Air Mail, Special Delivery, Special Handling, 
Insured, Certified or Registered. 

2. Letters may be enclosed with wrapped parcel post 
package~ if marked "Letter Enclosed." 

3. Correspondence from and to the Department Head­
quarters, State House, and Bureau of Public 
Roads shall be delivered by employees of the 
Mail Room. 

4. Corre~pondence from Department Headquarters 
with destination to Department Field Offices and 
Garages shall be forwarded to the Mail Room, from 
where it shall be delivered each day at 9:30 
A.M. 

Correspondence from Department Field Offices, 
Garages-, Bridges and outside employees shall be 
mailed to Department Headquarters once each day. 

Department Headquarters Building: 9:00, 10:00, 
11:30 A.M.; 1:00, 3:00, 4:00 P.M. - Delivered 
and Picked up. 



V. PROCEDURE (Continued) 

K. Schedule of 
Daily Pick-up 
& Delivery of 
CoITespendence 

L. Courier Service 

1. South Jersey 

Stops 

Trenton 
Cherry Hill 
Haddonfield 
Newfield 
Vineland 
Hammonton 
Freehold 
Trenton 

2. North Jersey 

Stops .. 

Trenton 
Metuchen 
Avenel 
Newark 
Parsippany 
Netcong Office 
Netcong Garage 
Clinton Garage 
Trenton 

Administrative l.303 
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Fernwood & Laboratory: 9:15, 11:15 A.M.; 
3 :{)Q P . :M . - Delivered & Picked up. 

Suburban Square, State House & Bureau of Public 
Roads: 10:15 A.M.; 1:15 P.M. - Delivered & Picked 
up. 

Post Office: 8:00 (pick-up), (10:15 A.H.; 1:15 P.M.­
Delivery and Pick-up), 4:30 P.M. (Delivery) 

Corresrondence shall be ready for mailing one-
half (2 ) hour before pick-up time: Correspondence 
not ready at that time shall be dated the follow-
ing working day. 

Summer hours ·shall be one-half(½) hour earlier 
on P,M. pick-up and delivery schedule. 

The following courier service schedule is presently 
in effect: 

Arrive 

10:40 a.m. 
10:55 a.m. 
11:45 a.m. 
12:05 p.rn. 
1:15 p.m. 
2:45 p.m. 
3:45 p.m. 

Arrive 

10:30 a.m. 
10:45 a.m. 
11:10 a.m. 
12 :50 p.m. 
1:45 p.m. 
2:00 p.m. 
2:50 p.m. 
3:50 p.m. 

Leave 

9 :30 a.m. 
10:1.i.5 a.m. 
11:00 a.m. 
11:50 a.m. 
12:40 p.m. 
1:20 p.m. 
2:50 µ.m. 

Leave 

9:30 a.m. 
10:35 a.m. 
10: 50 a.m. 
11: 20 a.m. 
1:00 p.m. 
1:50 p.m. 
2:05 p.m. 
2:55 p.m. 



V. PROCEDURE ( Continued) 

L. Courier Service 

VI. DISTRIBUTION 
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Page 7 of 7 

3. This service will be available for mail, plans, 
supplies, parts, equipment, etc. between these 
points. IX) NOT use stamped envelopes or postage 
on any ofthI's'.'"material. Use interoffice envelopes, 
messenger envelopes or packaee this material. 
Deliver to a central pick-up point in the building 
15 minutes bef ore scheduled departure. The mail 
for various destinations should be sorted and 
made into one package. All offices will follow 
the procedure outlined above. 

Standard Distribution List "B" 



Tltle 

NONE 

R• ated Proeedu,ee 

NONE 

I. P·URPOSE 

I I • RESP ON SI B I LI TY 

III. DEFINITION 

IV. AUTHOR I TY 

DEPARTMENTAL 
. OPERATING PROCEDURE 

·CORRESPONDENCE REFERRAL 

AD-37 - CORRESPONDENCE REFERRAL 

s.r, •• 
ADMINISTRATIVE 

No. 1. 3·0 4 

Effective Date 

10-14-64 

DI 1trf l,utlon 

Page 

1 of 1 

To provide a standard form and 
procedure for the referral of . 
correspondence within the Department. 

Not Required 

Not Required 

General authority of the State Highway 
Commissioner under Title No. 27 • . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

V. PROCEDURE . 

VI. DISTRIBUTION 

Form AD-37 shall be used as the cover 
letter for all eorrespondence referred 
to someone else within the Department . 

Standard Distribution List "B" 



DEPARTMENTAL 
·OPERATING PROCEDURE 

Serf•• 
ADMINISTRATIVE 

No. 1.305 

STANDARD DISTRtBU';L'ION ~ISTS 

E ffectlve Date 

3-5-65 

NONE 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFDUTION 

IV. AUTHORITY 

DI 1t,tl,utfon 

To ':~stablish uniform di.stributlon lists to expedite 
th,:. :distribution of correspondence, and other material 

· of ~nterest, within the Department. 

Cfu;jef, Bureau· of Data Processing 

No~: Required 

Ge~. ral authorl ty of the State Highway Commissioner 
~er Title No. 27 • 

.................................... .. ~ .................................................. . 
V. PROCEDURE A. All1 requests for additions or deletions to the 

Distribution Lists shall be submitted to the 
Chief, Bureau of Data Processing, after approval 
by ~he Division Head concerned. 

I 

B. Distribution Lists shall be identified by a 
capital alphabetic character. 

c. Distribution of List 11B11 shall include those 
employees on List II A 11 • 

D. The following distribution lists shall become 
effective upon the approval of this procedure. 

l. Distribution "A" - See attached list 

2. Distribution 11B11 - See attached list 



DISTRIBUTION LIST "A" 

State Highway Commissioner 

· State Highway Engineer 
I 

Executive Assistan-tsto the Commissioner 
•' I 

I 

.Chief ·Counsel & Deputy Attorney General 
I 

Secretary, State Highway Department 

Directpr of Public Ini'orma~on 

Comptroller 

Director & Chief Engineer, Division of Bridges 

Pagel o! 1 

Director & Chief Engineer, Division of Maintenance & Operations 

Director, Division of Personnel 

Director, Division of Railroad Transportation 

Director, Division of Research & Evaluation 

Director & Chief Engineer, Division of Planning, Soils&. Tests 

Director & Chief Engineer, Division of Roads, Design & Construction 

Director, Di vision of Right-of-Way Acquisition and Titles 

Director & Chief Engineer, Division of Local Government Aid 



DISTRIBUTION LIST 11B11 

DIVISION OF ACOOUNTING & ADMINISTRATIVE SERVICES 

Assistant Comptroller 

Pagel of 2 

Chief Accountant, Bureau or Audi ting and Accounting 
Chief,- Bureau of Data Processing 
Supervisor, Bureau or Purchase & Stores 
Supervisor, Bureau or Office Services 
Chie.i' Paymaster, Bureau or Hourly Payrolls 
Contractor's Classification Officer 
Assistant Chief Accountant, Bureau or Auditing 
Principal Accountant, Cost Accounting Section 
Supervising En~ineer, Industrial - Bureau -of Industrial Engineering 

DIVISION OF BRIDJES 

Supervising Bridge Engl.near, Bureau of Design 
Supervising Bridge Engineer, Bureau of Construction 

DIVISION OF MAINTENANCE & OPERATIONS 

Assistant Director & Chief Engineer 
Supervising Engineer, Bureau of Electrical Operations 
Supervising Engineer, Bureau of Maintenance 
Chief, Bureau of Equipment 
Chief, Bureau of Buildings & Grounds 
Acting District Superintendent - District #1 
District Superintendent - District #2 
Acting District Superintendent - District #3 
Acting District Superintendent - District #4 

DIVISION OF PERSONNEL 

Assistant Director 
Chief Investigator 
Safety Supervisor 

DIVISION OF PLANNING, SOILS & TESTS 

Supervising Engineer, Bureau of Planning & Traffic 
Supervising Engineer, Bureau of Testing & Materials 
Soils Engineer, Bureau of Soils 



DISTRIBUTION LIST "B" 

DIVISION OF RIOHT-OF4-J'AY ACQUISITION & TITLES 

Supervisor, Bureau of Appraisals & Negotiations 
Title Officer, Bureau of Titles 
District Supervisors (5) 

DIVISION OF ROADS, DESIGN & CONSTRUCTION 

Assistant Director & Chief Engineer 
Supervising Engineer, Bureau of Location & Design 
Supervising Engineer, Bureau of Construction . 
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District Engineer, Bureau of Roads, Location & Design (2) 
District Engineer, Bureau of Roads Construction (.3) 
Chief, Engineering Computer Bureau 
Assistant Supervising Engineer, Office or Program Control 

DIVISION OF LOCAL GOVERNMENT All> 

Assistant Supervising Engine er 
Federal Aid Seconda:cy Engineer, Bureau 'of Federal Aid 
District Engineers (4) 



Tttle 

DEPARTME NTAL 
'OPERATING PROCEDURE 

Serl•• AIMINISTRATIVE 

DEPARTMENT CARS - ASSIGNMENT, USE AND STORAGE 

Effective Dote 

8-19-64 

AD-1 

Re ated Procedl.r•• 

3.901 

I. PURPOSE 

II. RESPONSIBil,ITY 

III. DEFINITIONS 

IV. AUTHORITY 

AD-7 Department Car Assignment 
Request 

Dl1t,fl,utlon 

Page 

1 of 3 

To establish the procedure to be used in requesting 
assignment of Department Cars and to outline the 
regulations governing their use and storage. 

As outlined below. 

"Department Cars" shall include all Department 
1 

cars, Carryalls, Travelalls, and Station Wagons. 

General authority of the State Highway Commissioner 
under Title No. 27 • 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Requiranents 1. Requests for assignment or use of a Department 
car on a temporary, or pennanent basis shall be 
made only by Division or Bureau Heads on Form· 
AD-7 and forwarded for approval to the Chief, 
Bureau of Equipment. All requests shall con­
tain the number of the request in the upper right · 
hand corner, using the same system and suffix 
letter presently used for Order Requests. 

2. All requests for Department cars shall specify 
the following information: 

a) Name and title of person requiring car. 
b) Assignment for which car is requested. 
c) Origin and destinantion of trip. 
d) Approximate length of time car will be 

required. 
e) Estimated mileage of trip. 
f) Storage location. 



V. J>ROCEDURE ( Continued) 

B. Temporary 
Assignment 
Request 

c. Permanent 
Assignment 
Request 

D. Extension 
of time 

E. Storage 
Requirements 

F. Storage 
Reimbursement 

Administrative 1.401 

Page 2 of 3 

Requests for temporary assignment shall be made 
on Fonn AD-7 (Department Car Assignment Request), 
signed by the Division or Bureau Head concerned, 
and submitted to the Ghief, Bureau of Equipment 
for approval. If approved, the Chief, Bureau of 
Equipment shall determine availability of Depart­
ment cars from the Equipment Dispat'cher. The 
Chief, Bureau of Equipment shall then immediately 
notify applicant by telephone as to the avail­
ability of a Department car. 

1. Requests for pe nnanent assignments shall be made 
on Form AD-1, in duplicate, signed by the Division 
or Bureau Head concerned, and submitted to the 
Chief, Bureau of Equipment. 

2. If approved, the Chief, Bureau of Equipment, 
shall forwartl one copy of Form AD-7 to the 
Dispatcher. If car is available, the Dis­
patcher enters on the fonn the car license 
number, date and mileage of the assigned car, 
return duplicate copy of AD-7 to applicant 
and notifies the Chief, Bureau of Equipment, 
who shall telephone applicant notification 
of availability of car. 

3. Should a request not be given approval, the 
Chief, Bureau of Equipment, shall notify the 
applicant promptly and return the duplicate 
copy of the Request (Fonn AD-7) giving reason 
for rejection thereon. 

Extension of the -approved duration of car assign­
ment shall be requested in writing from the Chief, 
Bureau of Equipment. 

1. Departmental cars shall be stored off the street 
and not on any public thoroughfare. The car may 
be stored in any public or private parking area. 

2. Failure to comply with the requirements in 
paragraph 1 above shall result in Departmental 
action against the individual assigned the 
vehicle. 

1. If necessary, Department cars may be stored on 
leased premises. Such leases shall be negotiated 
in accordance with Departmental Operating Procedure 
3.901 (Lease Agreements). However, storage charges 



V. PROCEDURE (continued) 

F. Storage 
Reimbursement 

· o. Regulat.1..ons 
on Use 

H. Report for 
Commissioner 

VI. DISTRIBUTION 

Administrative 1.401 
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·shall not be reimbursed if storage is on property 
owned by the employee or a member of his immediate 
family, or if the garage is part of the premises 
.rented to the employee and included in his total 
rent. 

l. All drivers of Department owned vehicles mu.st 
possess a valid State of New Jersey driver's 
license. 

2. All Department owned vehicles must be driven in 
strict conformity with the motor vehicle laws of 
New Jersey. Failure to observe this requirement 
shall cause the cancellation of the car 
assignment by the Commissioner. 

3 • Only Department or State employees are penni tted 
to drive a Departmental vehicle. Non-d.epartmental . 
employees may not ride in departmental vehicles, 
except in special cases where they are involved in 
the work of the Department. Arq deviation from 
this requires prior approval of the Commissioner. 

·semi-annually, January 15 and July 15, a listing 
shall be forwarded to the Commissioner by the 
Bureau of Equipnent of all pennanently assigned 
Department cars (including station wagons) w.i. th 
the following infonnation: 

a) Vehicle number. 
b) Name of individual. 
c) Title of individual. 
d) Division and Bureau where individual is assigned. 
e) Mileage of vehicle• 

Standard Distribution List "B" 



Tftle 

DEPARTMENTAL 
OPERATING PROCEDURE 

SerlH AIMINISTRATIVE 

No. 1.402 

USE OF PRIVATELY CMN~D AUTOMOBILES 

Effective Date 

9-3-64 

Superaedee 

AD-15 (Rev. 1) 

Related Procedure• 

4.301 

I. PURPOSE 

II. RESPONSIBILITIES 

III. DEFINITIONS 

IV. AUTHORITY 

F1J~• Required ,: AG- -Travel E~ense Voucher 
AD- 8 Mileage Abproval of A~tomobiles 
KD- 6 Excess Mil~age Authorization 
AD- Deoartment Car Assignment Request 

DI 1trfl,utlon 

Page 

1 of 3 

To outline procedure for requesting approval to 
use privately owned automobiles on a mileage basis 
for Department work. 

All individuals named below. 

Not Required 

State of N. J. Standard State Travel Regulations • 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 1. Requests for approval to use privately owned 
automobiles shall be made by Division or Bureau 
Heads only in instances where State owned cars 
cannot or should not be utilized for economy 
reasons. Exceptions to this requirement shall be 
authorized in writing by the Commissioner. 

2. The Comptroller shall act as approval officer on 
all requests for use of privately owned automobiles. 

3. The Comptroller shall act on all requests, and 
approval must be obtained before any reimburse­
ment shall be allowed. 

4. The Comptroller shall have the authority to question 
an employee concerning his charges for mileage on 
his privately owned automobile to detennine that 
the most economical route was used. 



V. PROCEDURE ( continued ) 

B. Initiating 
Requests 

C. Approvals 

D. Insurance 

E. Excess Mileage 

Administrative 1.402 
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Requests for approval of use of employees' 
privately owned automobiles for Department 
work shall be prepared on Form AD-48. If 
initiated by a Bureau Head, requests shall 
also be recommended for approval by the 
Division Head. Original and two copies 
shall be forwarded to the Comptroller for 
his approval. All requests shall be 
accompanied by a rejected Fonn AD-7(Request 
for Assignment of Department Cars) to 
indicate that Department Cars are not 
available or cannot be utilized economically. 

1. The Comptroller shall indicate action taken 
as provided for on Form AD-48 and return the 
original and one copy to the originating 
Division. 

2. The Division Head, after reviewing approved 
AD-48, shall forward the original form to the 
Approval Officer, Accounts Payable Section 
and the copy to the Assistant Chief Accountant, 
Bureau of Auditing. 

Privately owned automobiles shall carry 
liability insurance of at least: 

Personal injury 
Property damage 

$10,000/$20,ooo 
$ s,ooo 

In instances where actual mileage used during 
a month exceeds maximum monthly mileage 
authorized, Division and Bureau Heads may 
recommend reimbursement for same by executing 
Form AD-46 and forwarding two copies to the 
Comptroller for approval. If approved the 
Comptroller shall return the original Form 
AD-46 to the Division who shall attach same 
to the Expense Voucher invoice and forward to 
the Assistant Chief Accountant, Bureau of 
Auditing, for processing. 



V. PROCEDURE (continued) 

F. Renewals 

G. Changes 

H. Reports 

VI. DISTRIBtrrION 
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Requests for approval of renewals shall be 
forwarded to the Comptroller not later than 
June 25th of each year and shall be processed 
as outlined herein. Requests for approvals 
for seasonal or occasional users, even though 
some may be renewals, may be initiated at 
other times as required. 

1. Where there has been a change in status due 
to reassignment, or t.he individu~l has been 
assigned a Department car, the Division or 
Bureau Head shall initiate a revised request 
on Fonn AD-48 in the manner outlined above. 

2. Where because of varying project locations, 
mileage requirements for an individual change 
and are expected to remain in a changed status 
for several months, the Division or Bureau 
Head shall initiate a revised request to bring 
the authorized mileage in line with the change. 

Requests for reimbursement shall be submitted 
on Form AC-6 (Travel Expense Voucher) in 
accordance with Departmental Operating 
Procedure 4.301. 

Standard Distribution List "B" 



Tl tie 

DEPARTMENTAL 
OPERATING PROCEDURE 

Serles 

AIMINISTRATIVE 

No. 1.403 

EQUIPMENT TRANS~R RECORD 

Effective Date 

9-3-64 

Superse es 

MT-7 
Approval Dlstrfl,utlon 

Related Procedures 

NONE 

Fonn• Re Page 
I . 

I. PURPOSE 

II. RESPONSIBILITY 

Ill • IEFINITION 

IV. AUTHORITY 

EQ-25 - Equipment Transfer Record 1 of_ 3 

To establish custodial responsibility for 
Department Equipment at all times by requiring 
that transfers be reported on Fonn EQ-25 
(equipment Transfer Record). 

Equipment Custodians 

The term "Equipment" includes all Department 
, cars and trucks, and those pieces of road equip­

ment assigned Department equipment numbers. 

: General authority or the State Highway 
Commissioner under Title No. 27 • 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 

V. PROCEDURE . 

A. Preparation and 
Distribution 

1. Form EQ-25 shall be initiated in quintuplicate 
( original and, 4 copies) by the person trans­
ferring equipment and signed by him and by_ the 
person receiving the equipment. The person 
transferring equipment shall forward immediately 
by mail or messenger all copies to the person 
or office indicated at the bottom of each copy. 

2. Division of Maintenance and Operations foremen 
or other Department supervisory personnel shall 
be held responsible for equipment in their cus­
tody and the necessary reporting of same (Daily 
Time and Cost Report or Equipment Utilization 
Report, whichever is applicable). Any foremen 
or other supervisory personnel relinquishing _ 
custody of equipment must execute Fonn EQ-25 
to properly relieve himself of custodial respon­
sibility. 



V. PROCEDURE (Continued) 

A. Preparation and 
Distribution 

B. Special 
Operations 

Administrative 1.403 
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J. The following are classified as a transfer: 

a) A transfer in the field between foremen or 
other supervisory personnel within or betwem 
Bureaus. 

b) Transfer to a garage for repair or storage. 
c) Transfer fran a garage to a 'foreman or other 

supervisor. 
d) Taxi cars assigned for a period of one week 

or more. 

4. Form EQ-25 is .!!Q! to apply to the following: 

a) Taxi cars assigned for less than one week. 
b) Equipment from the Bureau of Plant and 

Equipment used for pick-ups to and from the 
field. 

c) Equipment from the Bureau of Plant and Equip­
ment used for making emergency rE;i:)airs. 

d) Equipment from the Bureau: of Plant and Equip­
ment used for delivery between stock locationse 

NOfE: Use Form No. EQ-10, Dispatch 
Order, for the above purposes. 

Equipment "Unit Numbers" shall be formulated by 
the Bureau of Plant and Equiproo nt for all equip­
ment assigned for maintenance work, such as oiling, 
resurfacing, emergency repairs, etc. These "Unit 
Numbers 11 shall be treated in the same manner as 
a piece of equipment for transfer purposes. One 
set of Form EQ-25 sha~l be executed for all equip­
ment included in the "Unit Number". The "Unit 
Number" shall be mown in the place provided for 
''Equipment Nwnber 11 and each piece of equipment 
shall be li.sted under "Remarks". The foreman 
in . po.ssession of a Unit" is responsible for execut­
ing Form EQ-25 for each piece of equipment trans­
ferred to or from that "Unit". 



V • PROCEDURE ( Cont inued) 

c. Exit From 
Fernwood 
Service 
Stat.ion 

D. Records 

VI. · DISTRIBUTION 
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The driver of equipment transferred from Fernwood 
Service Station shall surrender the "pink copy" 
of the Equipment Transfer Record to the guard 
on duty at the gate house before leaving Fernwood. 

The Bureau of Plant and Equipment, each Division 
and/or Bureau whose personnel are in· custody of 
Department equipment, and foreman or other super­
vising personnel having custody of equipment shall 
establish and maintain adequate files or records 
of equipment transfers. ' 

Standard Distribution List "B" 



DEPARTMENTAL 
OPERATI NG PROCEDURE 

s...t .. 
ADMINISTRATIVE 
No. 1. 40 4 

DEPARTMENT EQUIPMENT - REPORTS 

Effective Date 

9-15-64 

NONE 

R• ated Procedure• 

NON E 

I. PURPOSE 

I I • RESP ON SIB IL I TY 

III. DEFINITION 

IV. AUTHOR! TY 

DI 1trfl,utton 

F~nn• Page 
E Q - 3 1 Equipment U t i li z at ion Report 1 of 2 MT-23 Daily Time & Cost Report 

To establish a uniform policy for the 
reporting of financial and operating 
data _relative to "Department Equipment". 

As outlined below 

"Department Equipment" as used herein 
shall include all Department owned 
cars, carryalls, travelalls, stati·on­
wagons, trucks and road, snow and 
parts equipment. 

General authority of the State Highway 
Commissioner under Title No. 27 • 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • C. •••••••••••••• 

V. PROCEDURE 

A. When Reported 

B. Forms 

Department Equipment shall be reported 
as follows: 

Permanent assignment - Weekly (Saturday 
. through Friday) 

One day or temporarily assigned - Daily 
(Taxi) 

1. All equipment custodians shall submit 
Form EQ-31 (Equipment Utilization Re­
port) as indicated in paragraph A above. 
For "Equipment" which has been reported 
on Form MT-23 (Daily Time & Cost Report) 
~he portion of Form EQ-31 pertaining to 
cost accumulation codes and hours shall 
not be filled out, however, the remainde 
'or"the form shall be fully c~mpleted. · 



Ii _ PROCEDURE (Continued) 

B. Forms 

C. Flow 

D. Information 

VI. DISTRIBUTION 

Administrative 1. 404 
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2. For "Equipment" not reported on the 
"Daily Time & Cost Report" (Form MT-23), 
all sections of Form EQ-31 shall be com­
pleted. 

1. Form MT-23 shall be routed to the Divisior 
of Accounting & Administrative Services 
in the manner indicated by the Director, 
Division of Maintenance & Operations. 

2. Form EQ-31 shall be routed by the pre­
parer to his immediate superior for 
review and approval, and then forwarded tc 
the Bureau of Equipment, who shall then 
send it to the Division of Accounting & 
Administrative Services (Equipment Cost 
Section). 

Questions relating to the back of the 
above forms should be directed to the 
Bureau of Equipment, questions relating 
to the front of the form {work class, 
codes, etc.) should be directed to the 
Division of Accounting & Administrative 
Services {Cost Section). 

Standard Distribution List "B" 



Title 

DEPARTMENTAL 
OPERATIN G PROCEDURE 

Series 

ADMINISTRATIVE 

No.· 1.405 

DEPARTMENTAL CARS - MAINTENANCE AND REPAI R 

Effective Date 

ll-6-64 

Supersedes Appro vaJs 

NEW 

Related Procedures 

I. PURPOSE 

I I, • RESP ON SI B I LI TY 

III. DEFINITION 

IV. AUTHOR! TY 

Olstri bution 

Page 

1 of 2 

To establish a procedure to be used to 
schedule Department Cars for 
Maintenance and Repair. 

As Outlined Below. 

"Department Cars" shall include all 
Department Cars, Carryalls, 
Travel~lls and Station Wagons. 
"Custodian" shall be the individual 
to whom the car is assigned. 

General authority of the State 
Highway Commissioner under Title No. 27. 

• • e e e • • • e • e • e • 0 I O I O • 0 • I • • I • 0 0 0 0 0 0 ~ 0 0 0 0 0 0 0 0 0 0 0 0 0 • 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 • 0 0 0 0 0 0 0 0 0 

V. PROCEDURE 

I l 

Inspection Scheduling 

1. Department Cars shall be scheduled 
at specific garages for 
inspection, maintenance and repair 
on specific days. 

2. The Chief , Bureau of Equipment 
shall specify the inspection dates 
and inspecting garages for all 
Department Cars. 

3. The Chief, Bureau of Equipment 
shall notify the custodian of 
each vehicle of the next inspection 
date at least one week in advance 
of the date of the inspection. 
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4. Department Car Custodians shall 
be responsible to make their cars 
avai lable for the required 
inspection. maintenance and repair 
on the dates specified and at the 
garages specified by the Chief, 
Bureau of Equipment. 

s. · Replacement cars will be provided 
as necessary. 

Standard'Distribution List "B". 



Tltle 

DEPARTME·NTAL 
OPERATING PROCEDURE 

S«tH AIMINISTRATIVE 

No. 1.501 

OFFICE FURNITURE - TRANSFER OF, OBSOLESCENCE OF, AND ON TRIAL 

Effective Date 

9-15-64 

AD-7 (Rev. 1) 

Related Procedure• 

NONE 

I. PURPOSE 

II. RESPONSIBILI TY 

III. DEFINITION 

IV. AUTHORITY 

Ol1trfl,utlon 

Form, Required Page 
AD-4 Request"!t'or Transfer of Office 

Furniture, Accessories or Machines 1 of 3 

To establish the procedure to be followed in 
transferring Office fumi ture and declaring 
such furrli ture obsolete. 

Supervisor, Bureau of Office Services 

"Central Storage Pool" shall mean the Department's 
storage area for surplus office furniture. 

"Transfer" as used herein shall mean the movement 
of office furniture from one location to another 
except on a temporary loan basis of not more than 
five (5) working days. This shall include ship­
ments from an outside vendor. 

"Office Furniture" shall mean all Department 
owned Office furniture, accessories and machines. 

"Surplus" as used herein shall mean office fur­
niture and ma.chines that are not necessary for 
the proper functioning of a Department Office. 

"Obsolete" as used herein shall mean office 
furniture and machines that are no longer useful 
to the Department or their condition is beyond 
repair. 

General authority of the State Highway 
Conmissioner under Title No. 27 • 

•••••••••••••••••••••••••• • •• •••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V • PROCEDURE 

A. Transfer l. Division or Bureau Heads shall initiate a 
request for the transfer of office furniture 
on Form AD-4, in triplicate, and forward to 
the Supervisor, Bureau of Office Services for 
action. 



V. PROCEllJRE ( Continued) 

A. Transfer 

B_. Central 
Storage Pool 
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2. A transfer may also be initiated by the Super­
visor, Bureau of Office Services, after confer­
ring with the Division or Bureau Head concerned, 
if such a transfer would be in the best interests 
of the Department. 

3. Upon the receipt of Form AD-4, the Supervisor, 
Bureau of Office Services shall proceed as 
follows: 

I 

a) Indicate his approval by signing the three 
copies of Form AD-4. 

b) Arrange for the transfer. 
c) · Secure on Form AD-4 the signatures of the 

transferor and the recipient. 
d) Forward the duplicate copy of AD-4 to the 

Insurance Coordinator, and the third copy 
to Division or Bureau who initiated the 
request. 

e) Retain the criginal for file. 

1. All surplus or obsolete office furniture shall be 
transferred to the ncent1·al Storage Pool11 as out­
lined in A above. Order requests for office fur­

: niture shall be filled from the surplus pool if 
the items requested are in stock. 

2. Office furniture may be declared "surplus" by 
Division or Bureau Heads. The Supervisor, Bureau 
of Office Services may recommend to the Division 
or Bureau Head that items be transferred to the 
11 Centra..l Storage Pool" as surpl.us in accordance 
with V~B-3 of this procedure. 

J. The Supervisor, Bureau of of fice Services shall, 
at various times during the year, make an inspec­
tion tour of Department Offices noting the quality, 
quantity, and condition of Office furniture. He 
shall notify the Division and Bureau Heads of the 
results of such inspection. 



V. PROCEOORE (Continued) 

c. Obsolescence 

D. Office Machines 
on Trial 

VI. DISTRIBUTION 
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1. Items of dffice furniture maybe declared o~solete 
only ·by th.~. Supervisor; Bureau of Office 
Services. . lli. vision or Bureau Heads may recom­
mend that an item be declared obsolete when it 
is transferred as surplus to ·the "Central Storage 
Pool". · 

2. The Supervisor, Bureau of Office Services, shalJ. 
initiate Fonn AD-4 to transfer obsolete office 
furniture from the "Central Storage Pool" to the 
Division of Purchase and Property, Department of 
the Treasury. Distribution of the fully executed 
lt"orm AD-4 shall be as follows: 

a) Original - Insurance Coordinator 
b) Copy - Comptroller 
c) Copy - Division of Purchase and Property 
d) Copy - File-Bureau of Office Services 

l. Office machines received on a· trial basis must 
be cleared .through the Supervisor, Bureau of 
Office Services prior to the machine arriving 
on the premises. 

2. Office ma.chines received on trial shall not under 
any circumstances be kept on a trial basis for 
more than JO days. 

Standard Distribution List "B19 



DEPARTMENTAL 
OP ERATING PR·ocEOURE 

Serie• AlliINI STRATIVE 

No. 1.502 

OFFICE MACHINES & EQUIPMENT -SERVICE AND REPAIRS 
Eflectlw Date 

9-23- :.6.4 

R•lated Procedure• 
4.304 

I. PURPOSE 

II. RESPONSIBnrrr 

A. Processing of 
Requests 

B. Payment of 
Invoice 

III. DEFINITION 

IV. AUTHORITY 

Appro 01 at,tl,utlon 

Fo,,.,, Po1• 
PP~2 e ase Order 

1 of 2 AC-8 Vendor's Invoice 

To establish a unifonn procedure relative to 
the submission of requests for service and/or 
repairs to office machines and equipment, and 
the subsequent processing and payment of these 
requests. 

Bureau of Office Services 

Bureau of Auditing & Accounting 

Not Required 

General authority of the State Highway 
Commissioner under Title No. 27 • 
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V. PROCEDURE 

All requests for service and/or repairs ~o 
office machines shall be made by telephone to 
the Bureau. of Office Services. The following 
information shall be given: 

1. Name and division of individual making the 
request. 

2. Machine or equipment make, type and serial 
number. 

3. Reason for request. 



V. PR0OEIDRE (Continued) 

B. Processing and 
Pa,ment 

VI. DISTRIBUTION 
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1. After approving the request, the Bureau of Office 
Services shall place an order for the necessary 
service and/ or repairs. 

2 • . Upon completion of the service and/or repairs, 
the requesting individual shall sign the "Service 

1 Report" presented by the service agency and for­
ward it to the Buieau of Office Services. Upon 
receiving the "Service Report,n the Bureau of 
Office Services shall c ,,.mplete Fonn PP-2 "Direct 

, Purchase Order''. 
I 
l 

3. up6n receipt of the vendor's invoice (Fonn AC-8)., 
thii Bureau of Office Services shall verify the 
information it cor.diains and sign as to "Materials 
Received or Services Performed". 

' 4. The Bureau of Office Services shall forward the 
Service Report, Fonn PP-2, . and Form AC-8 to the 
Bureau of Auditing and Accounting for payment in 
accordance with Departmental Operating Procedure 
4.304 (Vendor's invoices - Processing for Pa~ent). 

Standard Distribution List "Bta 



Title 

DEPARTMENTAL 
OPERATING PROC DURE 

Serles 
ADMINISTRATIVE 

No. 1.503 . 

'f ' 

TELEPHONES - REQUEST FOR INSTALLATION OR 
CHANGE IN SERVI~E 

Eff~hive Date 

9-27-64 

Supersedes 

AD-l2 

Related Procedures 
NONE 

·I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHOR I TY 

Approvals Distribution 

Forms R~qulred . Page 
' ·AD-56 - Reqtre'st for Telephone 

Ins ta 11 at ion or Ch an g e in . 1 of l 
Se vice 

To establish procedures to be followed 
in arranging for the in~tallation of· 
telephones or changes in telephone service. 

Supervisor, Bureau of Office Services 

Not Required 

General authority of the State Highway 
Commissioner under Title No. 27. 

·······································•·••······························ 
V. PROCEDURE 

A. Requests 

B. Appr'?val 

VI. DISTRIBUTION 

Requests for installation of telephones 
or changes in service shall be made by the 
Division or Bureau head to the Supervisor, 
Bureau of Office Services, on Form AD-56. 

The Supervisor, Bureau of Office Services, 
shall, after determining that a request is 
reasonable and necessary, approve the ·re­
quest and distribute executed copies of 
Form AD-56 as required . 

Standard Distribution Li st "B" 
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D PA ENTAL SerlH AIMINISTRATIVE 

OPE RATING PROCEDURE No. 1.504 

TUI• 
DEPARTMENT FORMS: APPROVAL, ASSIGNMENT OF NUMBERS, 

REPRODUCTION AND REQUISITIONING 

Effective Date 

11-5-64 

Dl1trfLutlon 

AD-6 (Rev. 3) 

Re ated Proeedur•• 

1~507 
4.201 

!B:l' R•mr~if1Plbflfuf~9K LEVEL NarI CE 
PS-18 ORDER REQUESTS 
PS-21 OFFICE SUPPLY EQUISITION) 

Page 

1 of 3 

I. PURPOSE 

II. RESPONSIBil,ITY 

A. Bureau of Data 
Processing 

B. Head, Dupli~ating 
Section 

C. Head, Office Suppl y 
Stockroom 

III. DEFINITION 

IV. AUTHORITY 

To establisn. a uni:f'onn procedure f or approving., 
assigning numbers, reproducing and requisitioning 
Department fonns. 

Approval of design and j ustification. 

Form numbers, files, and all technical dupli­
cating aspects. 

· Control of paper stock, inventory and cost records, 
and initiation of ·Forms AD-5, Fonns Minim.um Stock 
Level Notice, and PS-18 Pink Order Request for 
outside printing. 

nFonns" as used herein shall be defined as printed, 
multilithed or stenciled material which will be 
forwarded to individuals outside the Department, 
Division or Bureau of origin, or constitute a 
pennanent Division or Bureau record. 

Department Action Slip dated October 15,1963 
Subject: Bureau of Data Processing - Administration 

•• • • • ••••••••••••••••••••••• •• •• ••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Requirements 1 . No form shall be ordered or reproduced until it 
has been approved by: 

a) Bureau of Data Processing 
b) Head, Duplicating Section 
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V. PROCEDURE ( Continued) 

A. Requirements 

B. New Forms 

c. Production 

Administrative 1.504 
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2. The Head, Duplicating Section shall assign form 
numbers and maintain adequate records thereof. 

J. Form Numbers shall appear in upper left hand 
corner of each Form. 

4. Forms to be stocked shall be stored and made 
available for requisitioning only from the Office 
Supply Stock Room. 

5. Division and Bureau Heads or other properly 
authorized persons may, in accordance with 
Departmental Operating Procedure 1.507, 
requisition fonns from the Office Supply Stock­
room. Quantities requisitioned shall not 
exceed a 60 day supply. 

1. Division or Bureau Heads shall initiate draft 
of proposed form, complete Form AD-6 (Approval 
of Forms) and forward with draft to the Bureau 
of Data Processing for approval. 

2. The Bureau of Data Processing will forward ap­
proved Form to the Head of Duplicating Section 
for assignment of a Form Number and subsequent 
processing. 

J. The Head, Duplicating Section shall present a 
proof copy of the proposed form to the originating 
Division or Bureau for editing. Upon approval of 
the proof, the Head, Duplicating Section, a repre­
sentative of the originating Division or Bureau 
and the Head of the Office Supply Stockroom shall 
detennine quantity, quality, method of production, 
and minimum stock level point. 

l. The Head, Duplicating Section shall be responsible 
for the production of all internally produced forms. 
Forms to be produced within the Department shall 
be completed in the ·Duplicating Section, and if to 
be stocked, forwarded to the Office Supply Stockroom. 



v.· PROCEDURE {Continued) 

C. Production 

D. Requisitioning 

E. Reordering 

F. Files 

VI. DISTRIBUTION 

Administrative 1.504 
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2. If it is detennined that approved forms are to be 
produced outside the Department, the Head, Dupli­
cating Section shall forward a copy of new Fonn 
and approved Form AD-6 to the Head, Office Supply 
Stockroom, who shall prepare the necessary Order 
Request in accordance with Departmental Operating 
Procedure 4.201 (Order Requests, Purchase Orders, 
an_d Agency Orders) • 

3. Vendor's shall ship completed orders to Office 
Supply Stockroom. Storekeeper shall forward 
three copies of the new Fonn to the Duplicating 
Section for their files. 

The Office Supply Stockroom shall issue Forms 
upon requisition as provided for in Departmental 
Operating Procedure l.507 and shall keep records 
of requisitions in order to determine extent and 
rate of use. 

When a form has reached the minimum stock level, 
the Head of the Stock Room shall forward Form 
AD-5 (Minimum Stock Level Notice) hereinafter 
referred to as 11MSLN 11 with a copy of the depleted 
form attached, to the originating Division or 
Bureau for ,reprint or revision. Such Division 
or Bureau Head shall complete 11MSLN 11 and forward 
to Bureau of Data Processing. If the depleted 
form is to be changed in any manner, submit a 
copy of the revised f onn together with 11MSLN11 to 
Bureau of Data Processing. If approved, the 
Bureau of Data Processing will forward "MSLN" or 
"MSLN" and revised form to Duplicating Section. 

All multilith plates, stencils, etc., from which 
Fonns or other m'aterial are reproduced shall be 
filed in the Duplicating Section and suitable 
indices shall be maintained by the Head of that 
Section. 

Standard Distribution List ttB11 
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III • DEFINITIONS 

Publio 
Reoorda 

State Reoon\a 
Comnittee 

, .Administrator 

Bureau 

Reoorda 
Center 

Retention 
Schedule 

Retention 
PeriC>d 

Reoord 
Series 
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Administrative 1.505 

the information contained therein" 
(Chapte~ 410, Laws 0£ 1953) 

The State Treasure11, the Attorney 
General, the State Audito'r, the 
Director of ,the Division of Looal 
Government and the Head of the Bureau 
of Archives a.n:l History 01• thier desig­
nated representatives. 

bused under FEDERAL .REGULATIONS refers 
to the Federal Highway Administrator, 
Bureau of Publio Roads, Deparilnent of 
Commerce. 

As used under STATE REGULATIONS refers 
to the Bureau of Archives and History, 
Division of the State Library, Archives 
and History in the Department of Education. 

A location in Trenton where field and 
district offices send their inactive 
records £or storage in an a.ooessible 
manner until authorized for disposal. · 

A comprehensive 11st of records indicating 
the authorized action to be taken in 
relation to their retention and dis­
position. 

The specified period of time or event that 
must elapse before the reoords are -dis­
posed of' in acoorda.noe with approved 
retention schedules. 

Any group of related records . which are 
normally used and filed as a. unit and 
which permit evaluation as a. unit for 
disposition purpoaes. 



III• DEFINITIONS 

Current 
Records 

(Continued) 

. Semi-Current 
Records 

Permanent 
Beoorda 

IV• AUTHORITY 

' I 

Pa~e 3 of 10 

Administrative 1.505 

Records which must be retained in the · 
off'ioe for the oonduot of its currenb 
business, and whioh normallt will be 
referred to at regular intervals. 

.Any reoo~a that are needed infrequently 
for the oonduct of current operations, 
and prior to termination of the retention 
period, records are not required to be 
retained in · ,the orf'ice in which they 
accumulate. 

Records which have a permanent or enduring 
administrative, legal, fiscal, research · 
or historioal value, and in consequence 
thereof shall be retained and preserved. 
indefinitely. 

"Destruction of Publio Records Lawft, 
Chapter 410 Laws of 1953 provides 
authority for this procedure in con• 
junction with State and Federal regule.ticns. 

•••••••••••••••••••••••••••• ••••••••••••••••••••••••••• ••••••••••••••••••••••••• 

V • PROCEDURE 

A• Federal 
Regulations 

The pres~nt Federal Regulation is 
found in "Regulations for .Administration 
of Federal Aid for Highways - Title 23 : · 
Highways Chapter 11 Bureau of Public . 
Roads, Department of Commeroe - Part 1 • 
Administration of Federal Aid for High­
ways"• 

It reads: 

11 FAl.ch State Highway Department shall 
maintain or oausa to be maintained all 
records and documents rel.a ting to the 
undertaking, carrying out and maintaining 
of each projeot in suoh form am manner aa 
will enable the St~te to make available . 
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Regulations 
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to the Adminis.tra.tor suoh information 
and data as he mar require and shall 
be retained for a period or not less 
than three years from the date of the 
final payment 0£ Federal funds to the 
State with respeot to the particular 
project.'' 

The present State Regulation is foun~ 
in "State Records Manual - Rules and 
Regulations - Rule II General 
Provisions"• 

It reads• 

"No State agency shall destroy, sell or 
otherwise dispos_e of any publio reoorda, 
arohivaa or printed publio doouments 
whioh are under i-ts oontrol or in its 
oare or custody, whether or not they 
are in currant use, without having 
first secured from tha Bureau of Arohives 
and History authorization to do so in 
aocordanoe with the provisions of the 
"Destruction of Publio · Records Lo-w. ": 

"Ea.ch Sta.to agency shall secure from the 
Bureau of Arohi v.es and HiatorJ, in the 
manner and form prescribed by it, 
authorization to destroy or othenvise 
dispose of those reoords in its possessicn 
whioh are considered by it to have no 
further administrative. legal, fiscal 
or historical value suf£ioient to warram; 
their continued retention. 11· 

"lfo destruotion authorization shall be 
issued by the Bureau of, Archives and 
History to a State agency unless a 
reoords retention schedule has been 
prepared am approved for the particular 
agenoy or department." 
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l• The Department is required to 
establish al1d maintain an aotive records 
disposition program.. 

2. No person shall destroy, sell ·ar other• 
wise dispose of .any public records or 
record series without approval of the 
State Records Committee, and all records 
shall be retained, t ran.sf erred and dis• 
posed in aocordanoe with approved retention 
schedules. 

s. The Records Officer, shall be responsible 
for direoting oompliance with the 
provisions of this prooedure. 

The Head, Celli; ral Files is designa. ted the 
Records Officer an:l is responsible to the 
Comptroller for maintaining Department records. 
He shall mainl; ain an aoti ve program for the 
economical and efficient management of 
Department records. He shall also serve 
as liaison with the State Records Conmdttee, 
review retentions schedules before submission 
and issue instructions for disposal of 
approved records• 

Division and Bureau Heads• shall appoint 
Records Liaison Officers far ·eaoh office, 
including districts-, seotiona, units• 
fields, etc., 8.lld record names, looations, 
am telephone ntnnbers with the Department's 
Records Officer. Each Records Liaisai 
Officer shall be responsible to th~ 
Re.oords Offioer for direotinr the 
application of approved records control 
schedules within his offioe and to his 
Blir.eau, Head for normal duties. 

There is hereby established a State 
Highway Departn.ent Records 'center, located 
in the area or 1035 Parkway Avenue, Trenton. 
The Cent er will operate under the direction 
of the Records Officer and shall provide 
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storage, servicing, seourity for permaneat 
and semi-current record.SJ furnish the 
necessary reference service on files in 
their custody and dispose of them after 
their retention period has expired. {See 
TRANSFER AND DESTRUCTION of reoords for 
details). 

1.· Prior to an approved retention schedule, 
Records Liaison Officers shall inventory 
records under their jurisdiotion and 
prepare Form AH-1 as outlined in the 

"State Reoords Inventory and Appraisal 
Manua.1 11 • Forms AH-1 shall then be 
presented to the Bureau or Division 
Head for recommendation and justification 
for retention, disposal or miorofilming 
of hia records, signed and forwarded to 
the Reoords Officer. 

2. Upon receipt of Forms AH-1 the · Records 
Officer shall ooordinate and evaluate the 
retention periods and prei:are applications 
for record retention schedules on Form 
AH-3. 

All retention sohedules for records 
involving F6deral Funds shall oonform, 
as a minimum. requirement, with the 
Federal Regulation cited herein, and 
shall be revised to caiform with any 
future amendments of this regulation. 

a. Recommended records retention schedules 
shall be presented to Bureau and Divisiai 
Heads who will indicate approval by 
initialing the farm. Sohedules shall be· 
presented to the Comptroller for his 
signaturo as ·approval officer for the 
Department• 

4. Upon approval by the Comptroller, the 
Reoords Officer shall forward recommended 
records retention schedules to the State 
Reoorda Committee. 
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5• -Proposed reoord retention schedules 
will be reviewed by the State Reoords 
Committee _and either approved, disapproved 

, or amended• If approved, the record retm -
tion schedule shall be signed by the 
Seoretary of the State Reoords Committee 
and returned to the Reoords Officer who 
shall furnish Bureau aDd Division Heads 
with approved aohedules. 

a. ; Approved schedules shall be reviewed 
and revisions made whenever new programs 
or functions are added to the operations 
of a division or bureau, or whenever 
existing programs or functions require new 

1 or revised reoords • Regardless of whether 
revisions are ff1W' or many, the retention 
schedule must be kept current. The 
Records Liaison Officers shall report 
any new records series not covered by 
the approved sohedule, identify any 
items that should be dropped £ran the 
sohedule because the reoor.da covered are 
no longer created or maintained and rocommend. 
changes in retention on the basis of 
past experience• · 

·1 . Rtcords shall be packed £or transfer i'n 
standard 1511 x 1211 x 1011 cardboard 
containers available at Department stook-· 
rooms. Tracings, maps, drawing, pl.ans, 
eto., that are official recqrds shall be 
rolled and placed m·a tube, or wrapped 
securely. Each box and paokage will 
be labeled using Form. AD-54 signed by 
the shipping ~eoords Liaison Officer. 

2. When reoards a.re transferred fra.n one 
office to another. the receiving Records 
Liaison Officer will report to the Records 
Offioer a full dasoription of the records, 
their volume and why they were transferred. 
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3 • When records are trans!.'erred £ran 
District, Bureau and Division headquarters·. 
to the Reoords Center, it shall be at 
suoh times · and in the manner e.nd form 
prescribed by the Reoords Officer. 

4 • . The Records Of'fioer shall recommend, am 
with approval of the Comptroller, transfer 

· the Depa.rtm.enb •s permanent and archival 
records to the State Arohives, in the 
Bureau of Archives and History tor per• 
mane:n:b preservation. 

f 

5e rer:m.anent and semi-ou·rrent r&oords shall 
be ,transferred from.Distriot Offices ~o 
the Records Center in Trenton for oustody 
and disposal in aocordanoe with approved 
reoord retention schedules. 

·6• Current records shall be transferred 
from field offices to district offices at 
the close of the office or an event that 
makes it unnecessary to keep the records 
in the field. · District offices shall main• 
ta.in these field reoords in a manner that 
will enable ready ao9ess until their 
transfer to the Reoo'rds Center. 

·7 ~ All offio.ial personnel files and. other 
records pertaining to personnel activities 
sha. 11 be maintained . by the Director of 
Personnel in Trenton in accordance with 
approved retention schedule·s. Copies 
of personnel records shall not remain_. 
in office files for a period of more than 
two (2) years. 

a. All original fisoe.l . records shall be. 
fils d with the Highvay Comptroller at the 
Reoord.s Center• . Copies are to be des• 
troyed after their retention period has 
expired. 
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1. Records must be destroyed in fact and 
· not be allowed to fall into unauthorized 

hall.ds. Nan-oanfidentie.l records may 
be ~old for waste, providing that they 
will eventually be processed to destroy 
their identity. Confidential records 
must be destroyed by burning, shredding 
or pulping in the Records CeIIber and the 
Records Officer or Raoords Liaison · · 
Officers shall supervise such destruotion. 

2. •All reoord holdings shall be reyiewed by 
Records Liaison Officers at least onoe 
each year and Fonn ED-6 initiated to 
seoure permission of the State Reoords 
Committee to dispose of those eligible 
for disposal in accordance with approved 
reoords retention schedules. Forms 
ED-6 are forwarded to the Records Officer 
£or action by the Department;. 

3 • Upon receipt; of approval for disposal, 
notification will be sent by the Records 
Officer to each Reoords Liaison Officer 
who shall be responsible for destroying 
those records in his custody. · 

4• Records must not be he~d within the 
Depa.rtment after their destruction is 
authorized without written justifioation 
to the Reoords Officer for their further 
retention. 

l• ReoQrds approved for retention shall be 
studied by the Records 0££ioer who will 
recommend to Division Head a method of 
retention. If microfilming is agreed upm• 
the Records O.ffioer shall mako applioaticn 
to the State Records Committee for 
permission. 



V • PROCEDURE·" (Continued) 

J. Jfi.oroi'ibning 

i ' 
VI• DISTRIBUTION 

Page 10 of .10 

Administrative l.$0S 

~. If permission is granted the Records 
. Office shall instruot Record.a Liaison 

Officers on the regulations to be 
f'ollowed and the method of preparing 
records for microfilming. 

3. No qriginal reoords may be destroyed 
af'ter m.iorofilming unless the Department 
obtains permission to do so from the 
State Records Comrni ttee. Form ED-6, 
Request & Authorization for Records 
Disposal, shall be used for this purpose., 

Standard Distribu~on List _11B11 



Title 

DEPARTMENTAL 
O.PE RATING PROCEDURE 

Serles ADMINISTRATIVE 

Effective Date 

DIRECTORY OF PERSONNEL, MAINTENANCE OF 

Supersedes 

PR-9 

Related Procedures 

NONE 

'I• PURPOSE 

II• RESPONSIBILITY 

I II • DEFINITION 

IV• AUTHORITY 

10-19-64 

DI strlbutlon 

Page 

PR-50 - Inform.at ional Sheet 1 of 1 

To provide the means of, informing the Bureau 
of Office Services or any changes in th~ 
physical location of Trenton area employees. 

Di vision, Bureau, and Seotim Heads 

Trenton area employees shall include all High­
way employees, t€1D.porary or pennanent, in the 
State Highway Building, the Laboratory. Fern­
wood Garages and Shops, and all other offices 
in the· Trenton area:. 

General authority of the State Highway 
Commissioner under Title No. 27. 

~~ .............••••....••••.• ....••.•..........•......•.....................•..•.• 
V • PRC'CEDURE 

VI• DISTRIBUTION 

All Division, Bureau and Section Heads shall 
complete Form PR-50 whenever employees are 
assigned to the Trenton area, or whenever a 
change in status relocates a ·Trenton area 
employee and causes a change in telephone 
extension or room number. This "Informational 
Sheet" (Form PR-50) shall be forwarded, in 
dup~icate, t .o the Supervisor., Bureau of Office 
Services. 



Tltle 

DEPART E · TAL 
OPER ATI G PROCEDURE 

Serlet AI:MINISTRATIVE 

No. 1. 5 o 7 

REQUISITION I NG OFFICE SUPPLIES 

Effective Date 

10-21-64 

PS-3 

Related Proeeduret 

NONE 

I. PURPOSE 

I I • RESP ON SIB I LI TY 

III. DEFINITION 

· IV. AUTHOR! TY 

01,trll,utlon 

F«»ml~ equ edv ... / I;, I 
. . 

PS-21 Office Supply Requisition 1 of 2 

To outline the procedure to be followed 
in requisitioning supplies from the 
Office Supply Stockroom. 

Supervisor, Bureau of Purchase and 
Stores 

Not Required 

Ge ne ral authority of the State 
Highway Commissioner under Title No. 27• 

.............. .. ........... ...... ......................................... 
V. PROCEDURE 

A. Re qui re men ts 1 . Office Supplies may be requisitioned 
for Department use only. 

2. The Office Supply stockroom shall issue 
supplies only upon receipt of a properly 
executed Office Supply Requisition 
(Form PS-21). 

3. The Head of the Office Supply Stock 
Room shall have the authority to delete, 
or limit quantities on any requisition. 

4. The Head, Office Supply Stock Room 
shall be responsible for the maintenance 
and issuance of a catalog of items 
normally stocked and available for 
requisition. 



· V. PROCEDURE (Con ti nue d) 

B. Requis i tionin g 

C. Reports 

VI . DISTRIBUTION 

Administrative 1. SO 7 

Page 2 of 2 

;l. Supplies (including items not normally 
stocked) shall be r~quisitioned on 
Form PS-21 signed by either the Division, 
Bureau, Section Head, or other authorized 
person (see paragraph 2 below). Items 
needed shall be listed on the requisitio~ 
and a diagonal line drawn down from the 
last item through the last line. 

2. Division, Bureau and Section Heads may 
each designate one other person to 
sign requisitions. Notification of such 
authorization sha11 be made by memoran­
dum, in duplicate, to the Head~ Office 
Supply Stockroom, who shall transmit 
duplicate, after initialing same, to 
the Comptroller. 

The Head of the Office Supply Stockroom 
shall be responsible for preparing 
monthly a report showing the dollar 
amount of supplies requisitioned during 
that month by each organizational . unit 
assigned a Budget Code. This report 
shall be forwarded to the Chief Account­
ant promptly after the end of the month. 

Standard Distribution List "B" 



Tltl• 

DEPARTMENTAL 
·. OPERA-TIN G. PR.OCEDURE 

Serteo AIMINISTRATIVE 

No.· 1.601 

DRAFTING PROPOSED LEGISLATION 

E f feetlve Dot• 

10-27-64 

AD-13 (1) Rev.l 

Rtlatecl Procedure• 

NONE 

I. PURPOSE 

II~ RESPONSIBILITY 

· III. DEFINITION 

IV. AUTHORITY 

DI 1trll,utlon 

Page 

NONE 1 of 3 

To set forth procedure for drafting bills 
relative to proposed Highway Legislationo 

As outlined below 

Not Required 

General authority of the State Highway 
Co11111issioner under title No. 27e 

••••••••••••••••••• ••••••••••••••••••••••••••••••••••••••••••• •••••••••••••••••••••• 

V. PROCEWRE 

A. Requirements 

B. Suggesting 
Legislation 

l. Only the Commissioner or persons · authorized by 
him on specific occasions shall transmit drafts 
. of bills to oth~r agencies or to ihdi viduals who 
are not Departmental employees. 

2. All bills shall be drafted by the indi viduil 
designated by the Commissioner and hereinafter 
referred to as the Legislation Coordinator. The 
Legislation Coor

1
dinator shall be appointed _by a 

memorandum signed by the Commissioner. 
I 

1. Suggestions for proposed legislation 



v. PROCEDURE (Continued) 

B• Suggesting 
Legislation 

c. Drafting 

f 

Adm.Lnistrati ve 1. 601 

Page 2 of 3 

shall be directed to the Commissioner 
in memorandum form setting forth the 
purpose of suoh legislation and the 
benefits to be derived therefrom. 

Distribution of the memorandum. shall be 
as followss 

a. State Highway Commissioner 
b. Legislation Coordinator 
c. State Highway Engineer for all 

Highway Activities . 
d. Director, Division of Railroad 

Transportation for railroad 
transportation activities 

1. When so authorized by the Commissioner 
the initiator shall contact the Legislation 
Coordinator who shall prepare a draft 0£ 
bill and forward oopies of same to the 
Commissioner, State Highway Engineer or 
Direotor of Railroad Transportation. 
Supervising Engineer, Bureau of Planning 
and Traffic, and the initiator. 

2. Follow-ing a review of the o.raf'lis, they 
shall be returned to the Legislation 
Coordinator with comments for the 
purpo~e of preparing a final draft. In 
the event signifioant changes are suggestecl 
in the original draft, a seoand draft 
incorporating suoh changes shall be prepared 
and forwarded as above. 

3. When reviews of drafts have been com­
pleted_ the Legislation Coordinator sha ll . 
prep:1. re the final draft and distribute 
copies as follows: 

a. 5 copies to the Commissioner 
(£or transm.i ttal to the 0££1oe 
of' the Counsel to the Governor)o 



V • PROCEDURE (Continued) 

C• Dratting 

VI• DISTRIBUTION 

Page 3 of S 

Administrative l.6ol 

be loopy to the COlIIIlissioner (file) 
O• l copy to the Division or 

Bureau Head ocnoerned. 
d. 1 oopy for the Legislation 

Coordinator·' s files. 

Standard Distribution List "A11 



Mr. Philip A. Donnelly was '. appoin~ed 

as Legislature Coordinator by 

Commissioner Dwight R. G. Palmer 

on December 30• 1963. 



Title 

· DEPARTMEN AL 
OPERATING PROCEDURE 

Serles 

.ADMINISTRATIVE 
No 1.602 

COMMENTING OlJ PROPOSED LEGISLATION 

Effective Date 

10-6-64 

Supenedes 

AD-13 

Related Procedures 
NONE 

•ix·. !!SPONSIBILITY 

III• DEFINITION 

IV. J.zy,rHORITY 

.Dlstrlhutlon 

Fo~, Required 

NOD · 
Page 

I 

fo outline the prooed~e to be used for 
distributing and obtaining comments on 
proposed legislation which may affeot the 
Department• 

. AB outlin~d 'below 

Nat Required 

General authority 0£ the State Highway 
Commissioner under Title No. 27. ..... ~ •.•.......... ~ ..••.•..••.....................•.................•••..••...• 

V • PROCEDURE 

··A• Requir~ellts 1. The Legisl.e.tion Coordinator shall maintam 
at all times complete lists of pending 
legislation for the purpose of informing 
the Commissioner, State Highway Engineer, 
Director, Division of Railroad Transportation. 
and ittberested division a.Dd bureau heads 
concerning bills which may affect the 
Department. 

2. · The Legislation Coordinator shall maintain 
a complete file of all printed bills aDd 
comments received thereon. 

3 . The Bureau of Planning e.nd Traffic shall 
provide listings of Highway and Motor 
Vehicle legislation to the Bureau ot 
Public Reeds, copy to the Legislation 
Coordinator• 



V'• PROCEDURE (Continued) 
I 

J.• Bequiremen:l;a 

B • Bequests tor 
·Printed Bil la 

C• Analysi s and 
Ccmnent 

VI• DISTRIBUTION 

Page 2 of 2 

Administrative 1.602 

4. Written approval of th$ Conmissioner is 
required before ordering aey materials 
and/or services pertaining to activities 

.,. ot the Legislature other than necessary 
. to i\tltill the REQUIREMENTS of ttii a prooedure • 

l e The Legislation Coordinator shall upon 
rec.~ipt circulate lists of all pending 
legislation to the Commissioner, State 
Highway Engineer, DirciJotor. Division ot 
Railroad Transportation, heads of 
divisions or bureaus, or others. whose 
Departmental f'unctio ns might be affected . 
by ell8.otment of such bills, and such 
persons shall indicate from lists Which 
bills they desire to review. 

2 • The· Legislation Coordinator shall secure 
printed copies of bills am transmit same 
in accordanoe with requests. 

1. Persons receiving printed bills shall 
analyze same without delay and shall make 
appropriate comments by memorandum• in 
dupl_ice.te, to the Legislation Coordinator• , 

2. The Legislation Coordinator shall prepare, 
in duplicate. summary of comments received 
8.Xld forward original, together with original 
copies of all comments, to the COJDD.issioner. 
The Legislation Coordinator shall retain 
the duplicate of the summary and comment; 
memoranda for his files. 

Standard Distribution List "B" 



·oEPARTMENTA 
·.OPER ATING PR.OCEDURE 

s.r, .. 
AIMINISTRATIVE 
No. 1. 701 

TRANSMITTING SAMPLES FOR TESTING 
Effective Oat• 

10-27-64 

EN-9 (Rev. 1) 

R•latecl Procedur•• 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

A. Engineer 

B. Inspector 

c. Materials 

IV. - AUTHORITY 

Approval ■ Dl1trlLutlon 

- V Pao• 
See V-A Below 1 of 4 

To establish policy and procedures to ensure 
that samples of materials for laboratory tests 
are truly representative of materials incorporated 
in the various items of construction, and to 
prevent substitution or tampering with those 
items prior to testing. 

It shall be the responsibility of all duly 
authorized representatives of the Department 
who are responsible £or procuring, packaging, 
transporting, rece:Lving and testing material 
samples to comply with the provisions of this 
procedure. 

Violation of this procedure shall be cause ·for 
immediate suspension pending a hearing of charges 
for dismissal from State Service. 

The State Highway Engineer or his duly authorized 
representative. 

The authorized representative of the Engineer 
assigned to inspection of work and materials. 

All raw or prepared materials and manufactured 
or fabricated produc·t;s entering into the finished 
product. 

General authority of the State Highway 
Conmissioner under Title No. 27 • 

••••••••••••••••••••••••••••••••• •••••••••••••••••••••••••••••••••••••••••••••••••••• 



V. PROCEDURE 

A, Forms Required 

B. Requirements 

c. Preparation for 
Delivery 

DC-3 
BR,-,5 
SA-7 
LB-.53 

LB-64 
LB-79 
LB-88 
LB.:152 
S0-1 
LB-97 

Administrative 1.701 

Page 2 of 4 

- Daily Construction Inspection Report 
- Bridge Inspector's Daily Report 
- Daily Construction Inspection Report 
- Inspection of Butuminous Material at 

Shipping Point 
- Daily Report - Asphalt Inspection Plant 
- Report of Material Inspection 
- Shipping Tag 
- Supply Requisition 
- Report on Analysis of Soils 
- Notice of Receipt of Improper Sample 

1. Materials for samples shall oe made available to 
the Engineer in accordance with the provisions of 
the Standard Specifications of the Department, 
and any supplementary specifications. 

2. · Samples shall be procured, packaged, sealed and 
forwarded to the Laboratory under supervision of 
the Engineer. 

3., Samples received at the Laboratory without sea.ls., 
not properly sealed, or received with damaged or 
broken seals, or samples obviously unsuitable for 
testing, shall not be tested and the originating 
source shall be notified of the condition of the 
samples and directed to take another sample and 
submit same properly. · 

· 4. · This procedure sha.11not apply to those soil samples 
submitted by the Soils Bureau or outside Consulting 

· Engineers when such samples a.re taken for the pur­
pose of prospecting soils or foundation conditions 
prior to design • 

.5. In special cases, the Supervisor, Bureau of Testing 
and Materials may expressly waive the above require­
ments. 

1. Samples shall have attached an official NJSHD 
serially numbered seal as follows: 

a) Canvas bags· mall be tied and sealed wi. th the 
Corded Bag Seal. 



V~ PROCEDURE (Continued) 

c. Preparation for 
Delivery 

D. Delivery 

E. Receiving 

Administrative 1.701 

Page 3 of 4 

b) .Samples submit t ed i n cartons or wrapped 1n 
paper shall be bound securely with cord or 

, string and have attached the Cordless Seal 
' next to the knot with the loose ends of the 

string or cord running through the seal. 

c) ' Samples not packaged shall have attached a 
seal in such a manner that it cannot be re­
moved without destroying the seal. 

d) ; Material sample l'Shipping Tag" (Form LB-88 >' 
, shall be properly executed, attached to sample 

l and used as an address label. 
I 

1. The Engineers and Inspectors shall have samples 
delivered to the Laboratory by one of the means 
listed·below. Samples sent by other means shall 
not be accepted. 

a) Highway Department vehicles 
b) Parcel Post 
c) Railway Express 
d) Testing Laboratory under contract with the . 

Department · 
e) Privately owned vehicles of Department employees 

authorized in accordance with Departmental 
Operating Procedure 1.402. 

2. Under no circumstances shall samples be trans­
ported or delivered to or via a contractor or 
his agent. 

3. Samples shall be delivered to the Receiving Section, 
Laboratory Building, 999 Parkway Ave., Trenton, 
between the hours of 7:00 AM and 5:30 PM on normal 
worldng days and on Saturdays between 7: 00 AM and 
10:00 .AM. Deliveries at other times may be made 
by applying at the Fern~od Gatehouse. 

1. Samples received at the Laboratory shall be in~ 
spected for proper 'sealing. Samples meeting the 
requirements of this procedure shall be recorded, 
seal number identified, and samples distributed 
to the proper testine section. 



V. PROCEWRE (Continued) 

E. Receiving 

· F. Reporting 

O. Packaging · 
Materials 

VI. DISTRIBUTION 

Administrative 1.701 

Page 4 of~ 

2. Samples received at the Laboratory not meeting 
· the1 requirements of this procedure shall be dis­

carded without test. 
I 
I 

3. The'. Laboratory shall by the quickest practicable 
means notify the Division or Bureau concerned of 
any, violation of this procedure which shall be 
confirmed in writing on Fonn LB-97 with copies 
to the Commissioner and the State Highway Engineer. 

1. Samples shall be reported on date taken in the 
proper spaces provided on the Daily Report Fonns 
(DC-3, SA-1, BR-5, LB-53, LB-64, LB-79, or S0-1) 
applicable to a particular Bureau or Division with 
one copy sent dlrectly to the Laboratory. 

2. The serial number of the seal attached to the 
sample shall be clearly indicated on the daily 
report on the same line with the sample entry. 

3. Seal numbers shall also be recorded on the ship­
ping tag, Form LB-88. 

4. The Supervising Engineer, Testing Laboratory, may 
allow the sutmission or samples by letter or memo­
randum in special cases, in such case, the require­
ments may be waived. 

1. Canvas bags, cartons, and other sample packaging 
materials shall be requisitioned on Form LB-152 
at the Laboratory during normal -working hours. 

2. Corded Bag Seals and Cordless Seals are available 
in serially numbered lots and may be requisitioned 
as outlined in paragraph l above. 

Standard Distribution List 11Bn 



. Tltle 

DEPARTMENTA L 
·. OPERATING PROCEDURE 

s., .. 
ADMINISTRATIVE 

No. 1.702 

MATERIAL TEST AND INSPECTION CERTIFICATE 
E ffectlve Date 

10-27-64 

R•latecl Procedure• 
NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

DI 1trf Lutlon 

i=o""• Requlr t Page 
LB-95 - Laboratory Materials Certi.ficati 
LB-96 - Bureau of Public Roads Materials 1 of 2 

To establish a unifdnn method for providing 
certification oft he ·results of testing and 
inspection of materials ·ttsed for each con­
struction project financed in whole or part by 
Federal funds. 

As outlined below 

Not Required 

Bureau of Public Roads Policy and Procedure 
Memorandum 20-6.2 issued July 28, 1964 • 

•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• ••••••••••••••••••••••• 

V. PROCEDURE 

A. Request 

B. Preparation 

Prior to the preparation of the final request 
for reimbursement on a Federally financed 
construction project, the Federal Aid Engineer 
concerned shall request, by memorandum, a 
Bureau of Public Roads Material Certification 
(Form LB-96) from the Supervising Engineer, 
Bureau of Testing and Materials. 

1. Upon receipt of the above memorandum, the 
Supervising Engin~er, Bureau of Testing and 
Materials, shall forward Form LB-95 to each 
engineer in charge of a specific phase of 
operation on the project. 



V. PROCEDURE (Continued) 

B. Preparation 

c. Issuing 

VI. DISTRIBUTION 

Page 2 of 2 

Administrative 1.702 

2. Upon receipt of Form LB-95, the responsible 
engineer shal l review the records for the 
project to determine compliance or exception to 
the necessary requirements. The Form LB-95 
shall be signed, dated, and returned to the 
Laboratory on or before the date indicated. 

1. The Supervising Engineer, Bureau of Testing and 
Materials, shall then prepare Form LB-96 in 
five copies after reviewing all records of 
testing and inspection, listing any exceptions 
and items not meeting requirements and stating 
the condition under which they were accepted. 

2. Four (4) copies of Form LB-96 shall then be 
signed by the Supervising Engineer and forwarded 
to the Federal Aid Engineer who shall retain one 
copy and attach three copies to the Final Voucher 
submitted to the Bureau of Public Roads. 

3. A copy of Form LB-96 shall be placed in the project 
file in the Laboratory and have attached, as 
supporting documents, the completed Forms LB-95. 

Standard Distribution List 11Bn 



DEPARTMENTAL 
:OPERATING . PR·ocEOURE 

Serl•• PERSONNEL 

No. 2. 1 o 1 

TIiie 

WORKING HOURS AND THEIR OBSERVANCE 

Effective Date 

11-18-64 

AD-23 

~•lated Prctcecfuret 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III • . DEFINITION 

IV. AUTHORITY 

Dl1trlLutlon 

Pov• 
NONE 1 of 4 

To establish and define the regular 
working hours for all Department em~ 
ployees and set forth rules for their 
observance. 

As Outlined Below 

Not Required 

General ~uthority of the State Highway 
Commissioner under Title No. 27 • 

• • • • • • • • • • • • • • • • . ••• 0 •••••••••••••••••••••••••••••••••••• ••••••••••••••• 

V. PROCEDURE 

A. Compliance 

B. Enforcement 

c. Normal Work 
Week 

All employees shall comply with pro­
visions of this procedure. 

The person in • charge of any work unit, 
section, bureau or division shall be held 
responsible for observance and enforce­
ment of this procedure. 

1. Normal work week for all employees shall 
consist of five (5) working days Monday 
through Friday inclusive, except in those 
weeks in which a legal holiday falls, or 
in which special time off is granted by 
the Governor, President, Department of 
Civil Service, or the State Highway Com-
mi s s ion er ., 



V. PROCEDURE (Continued) 

C. Normal Work 
Week 

D. Normal Work 
Day 

Personnel 2.101 

Page 2 of 4 

Le .g a l ho l id a y s fa 11 in g on a S at u rd a y -
do not affect the normal work week. 
Legal holidays falling on Sund~y are ob­
served the following day. 

2. Work week for employees on shift opera­
tions, such as bridge operators and 
plant security guards, shall also con­
sist of five(S) working days to be de­
termined by pre-arranged work schedule 
and shall include normal work on Saturdays, 
Sundays and holidays. 

1. Normal work day for all office and 
laboratory personnel at Trenton Head­
quarters and all field offices shall 
be seven (7) hours. 

2. Normal work day for shop . and warehouse 
personnel at the Fernwood Service Sta­
tion, outlying garages and field per­
sonnel of all divisions shall be eight 
( 8) hours, 

E. Normal Working 1. Working hours for all office, laboratory 
Hou~s arid field office personnel shall be: 

Starting time, 9:00 A.M.; 30 minutes 
lunch between 11:30 A.M. and 2:00 P.M. 
(A systematic staggered agreement is to 
be provided so offices will :; be occupied 
the entire luncheon period); closing 
time, 4:30 P.M. 

2. Working hou~s for all garages, service 
stations, shops, warehouses and all field 
personnel, except the Bureau of Maintenance 
and the Bureau of Electrical Operations, 
shall be: Starting time, 8:00 A.M.; 30 
minutes lunch; ciosing time, 4:30 P.M. 

3. Working hours for field personnel of 
the Bureau of Maintenance and the Bureau 
of Electrical Operation$, with the exception 
of Bridge Operating Personnel, shall be: 
Starting time, 7:30 A.M.; 30 minutes lunch; 
closing time, 4:00 P.M. 



V. PROCEDURE (continued) 

Normal Working 
j 

Hours 

F. Summer Hours 

G. Emergency Work 

4. 

s. 

Personnel 2.101 

Page 3 of 4 

Personnel assign e d to inspection work on . 
;construction contracts shall work the 
same hours as the cpntractor. 

. ' . 
field personnel of the Bureau of Equipment 
~ssigned to work with the Bureau of 
~aintenance or the Bureau of . Electrical 
~perations shall conform their working 
~ours to these Bureaus. 
'' 

Working hours of employees on shift 
·operations where 24 hour service is 
~ecessary, such as bridge operators and 
plant security guards, shall be assigned 
~n accordance with the following schedule: 

(1) 8:00 A.M. to 4:00 P.M. 
(2) 4:00 P.M. to 12:0-0 Midnight 
(3) 12:00 Midnight to 8:00 A.M. 

No employee on shift operations shall 
leave his post until properly relieved 
1by his successor. No authorized time off 
1

is allowed for a lunch period. 

7 • . Working hours for employees of the Mail 
Room in the Trenton Office Building shall 
be: Starting time, 8:30 A. M.; 30 minutes 
lunch between 11:30 A.M. and 2:00 P.M. 
(Systematic arrangement is to be 
provided ·so ·the · office wi 11 be occupied 
the entire luncheon period); closing 
ti me, S : 00 P. M. 

Summer hours or any other general change 
in normal working hours will be . established 
by the State Highway Commissioner and will 

_be effected only by written notice 
prepared and circulated by the Division 
of Personnel. 

Emergency working hours may be declared 
by the Division Head or his authorized 
representative. Employees required for 
the emergency shall work the necessary 
hours as directed. When emergency · 
situations are declared, written notice 
shall be filed with the Commissioner and 
the Division of Personnel. 



V. PROCEDURE ( Continued) 
' H. Variations Prom 

Norm,al Hours 

I. Conduct While 
At Work 

J. Penalty For 
Early Departur e 

VI. DISTRIBUTION 

Personnel 2.101 

Page 4 of 4 

i ' 
Variations from normal hours because of 
s p 1·.c i a 1 c i r cums t an c e s · in j ob s i tu at i On s 
ma be established by any division or 
bu eau, but such variations ·shall be 
re brted and filed with the Commissioner 
an1 ~the Division of Personnel. The re­
por~ shall explain the reasons for the 
vatiation, and the duration thereof. · 

., I 
I 

Emtloyees are to confor~ faithfully and 
st ,~ctly to the working hours ettab-
li hed herein. They shall remain at 
de!~, st~tion, post or place of assign­
ment during the aforementioned hours 
of .'~ork , and shal 1 not leave except with 
the :approval of their superior. Con­
duct at all times shall be consistent 
with and be~oming to the status. of a 
public employee. 

The following cautionary notice is 
directed to all employees at all levels. 
It has been the practice of a limited 
number of employees to "duck•out" ahead 
of time or be fully prepared to exit 
the building as the "quitting time" 
gong rings. This practice is not per­
mitted and all are warned that those 
varying from the Standard Work Hours 
as herein outlined are subject to dis­
missal from the Department. 

Standard Distribution List "B" 



Title 

VACATION LEAVE 

Supersedes 

PR-3 

Related Procedures 

NONE 

I. PURPOSE 

II. RESPONSIBILITIES . 

III. DEFINITION 

IV. AUTHORITY 

DEPARTMENTAL 
OPERATING PROCEDURE 

Serles PERSONNEL 

. No. 2.102 

Form, 

E·ffectlve Date 

9-29-64 

01 strlbutlon 

Page 

NONE l of 2 

To establish policy and _outline the procedures for 
the taking of vacatio~ leave. 

As outlined below 

Not Required 

General authority of the State Highway 
Commissioner under Title No. 27 • 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• •••••••••••••••••••••• 

V. PROCEDURE 

A. Requireioonts 

B. When Taken 

1. Department personnel shall be entitled to, and 
shall take, vacation leave in accordance with the 
provisions of applicable State statutes and Civil 
Service rules, and in confonnity with Department 
policy and procedure established herein. 

2. The Personnel Officer shall issue to each Department 
employee infonna~ion folder No. A-122, "Your Leaves 
of Absence", for .the purpose of acquainting employees 
with provisions of State statutes, Civil Service 
rules and Department policy concerning vacation 
leave. 

;l. Vacation leave shall be taken during the calendar 
yea:r in which it is earned unless prevented by work 
requirements. Whenever possible, leave shall be 
taken between April l and December l. 

2. Unused vacation leave may be accumulated and carried 
through, but not beyond December 31 of the following 
year. 
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c. j 

How Requested 

D. Records 
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1. Di-vision and Bureau Heads shall make requests for 
their own vacation leave by memorandum to the Com­
missioner as far in advance as is practicable. 

2 • . All other Departmental personnel shall make requests 
for vacation leave to their immediate superior as 
far in advance as is practicable. 

3. Di vision and Bureau Heads shall establish and main­
tain employee vacat_ion schedules within their 
respective work units. 

4. Division and Bureau Heads shall grant vacation 
leave as r equested whenever -work requirements 
permit. 

5. Division and Bureau Heads shall not approve the 
taking of vacation leave unless request for same 
has been made in confonnity with #2 above. 

6. If too many request~ for the same dates are re­
ceived within a particular work unit., Division am 
Bureau Heads shall endeavor to effect a revision 
of such requests satisfactory to the employees con­
cerned. · Beyond this point., however., they shall 
give preference for requested dates to employees 
with seniority after giving primary consideration 
to work requirements of the affected unit or units. 

The Office of Personnel shall maintain a record of 
vacation leave taken by Department personnel. Such 
record shall be based upon information contained 
in bi-weekly time reports of the · employees submit­
ted to the Division of Personnel by all Divisions 
and Bureaus. 

Standard Distribution List 11B" 



DEPARTMENTAL Serie• PERSONNEL 

. OPERATIN G PR·OCEDURE No . 
2.10s 

SICK IEAVE 

Effective Date 

8-20-64 

R•lated Procedur•• 
NONE 

J• PURPOSE 

II• RESPONSIBILITY 

III• DEFINITION 

IV• AUTHORI'.fY 

DlatrfLutlon 

f!om• R -20 - Notif'ioation and 
Request for Approval of S1ok Leave 
PR-62.. - Daily Abseatee Report 

Page 

1 of 3 

To establish policy ani reporting procedures 
for sick leave. · 

As outlined below 

Not Required 

General authority of the ·sta.te Higbwq 
Commissioner under Title No. 27. 

························~··············· ········································ 
V • - PBOCEDURE 

.l• Requirements 

Be Initial Notice 
of Absenoe 

1. Departmental personnel shall be entitled 
to. and may take. sick leave in aooordanee 
with the provisions of applicable statutes 

· and Ci 'Vil Service rules• a.Di in conform• 
itywith Department. polioy and prooedure 
established herein• 

2 • The Personnel Offioer shall issue to 
ea.oh Departme:at employee the information 
folder. "Your Leaves of .Absence'!, for 
the purpose of acquainh ing employees 
with provisions of statutes, Civil Servioe 
rules arxl. Department policy concerning 
sick leave. 

Employees shall notify their immediate 
superior by telephone. or other personal 
message, of their inability to report to 



V • PROCEDURE · (Continued.) 

B• Initial Notioe 
of Absence 

C• Reporting 

D• , Request for 
Sick Leave 

E• Dootor•s 
Certificate 

F• Approvals 

Personnel 2.103 
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work as soon as such incapacity becomes' 
apparent . This notice shall b·e given 
not later than the beginning hour for 
the day's work• 

Bureau Heads shall c am.plete Form PR-62 
daily, listing 'all absentees. This 
report shall be delivered to the 
Di vi sicn of Personnel not 1 a ter than 
10 s30 A .M. each workixg day• Employees 
not accounted for or who leave their 
assignment; arter the normal starting 
time shall be reported on the following · 
work day. Employees absent on 
authorized vacation, military leave, XP 
o'Ve~ime, antiqipated sick allor,anoe eto •• 
shall not . be listed on this f'onn. 

1. In addition to the initial notice· of aJl. 
absence., employees shall make a formal 
request for sick leave to their immediate 
Supervisor on Form PR-20., ,regardlees ·of 
the duration of the sick leave. 

2. ;r.r i ncapaoi tat ion from work is 
anticipated. completed Form. PR-20 shall 
be submitted in advance. 

A oe~tification from the attending 
physician ·must be submitted in support 
of sick leave under either 0£ the condi tlO na. 
belows 

a) If suoh. leave is five (5) or more 
consecutive working days• 

b) If required by the employee's 
immediate superi or. 

i. If the request is. valid, the Division 
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o. Records 

VI• DISTRIBUTION 
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or Bureau Head, or persons aut~orized 
by him, shall indicate such approval by 

· signing in the proper sp.oe on1 the form. 

2 • If £ornal request is ,not furnished, or 
furnished 8.l'ld not approved, employees 
abse:noe shall be charged to vacaticn 
leave, 1£ anyJ otherwise employee's 
·pay shall be adjusted for such unauthorized 
absei;ioe. 

a. All requests submitted by employees,. 
whether approved or not approved,. shall 
be attached to the applicable bi1'eekly 
time report for transmittal to the . 
Division of Personnel. 

I 

The Personnel Offiee shall maintain a 
record of sick leave _talmn by Departmental. 
personnel. Such rec~rd shall be 
based upon information contained in the 
bi-weekly and daily time reports ·or the 
employee. · 

Staniard Distribution List 0 Bn 
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DEPARTMENTAL 
OPERATING PROCEDURE 

Serles PERSONNEL 

. No. 2.10,5 

Effective Date 

PERFORMANCE RATINGS 

Supersedes 

PR-1 

Related Procedures 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINTION 

IV. AUTHORITY 

8-19-64 

Distribution 

Page 

See v. - A. Below 1 of .5 

1. 

2. 

3. 

To outline the procedure ·to be followed in 
preparing performance rating reports for all 
permanent and temporary employees of the 
Department. 

As outlined below 

Raters - Shall mean the employees immediate 
superior. 

Rating Supervisor - The rater's immediate 
superior. 

Adjective Perfonnance Ra.ting - Means the total 
numerical rating received by an employee on 
Form PR-10. 

Statutes RS 11:12-1, 11:13-1, 11:1.5-1, 11:15-4, 
11:1.5-6 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Forms Required CS-29 - Report of Progress of Probations 
cs-86 - Appeal of Perfonnance Rating 
CS-22 - Notice of Separation or Transfer 
PR-10 - Perfonnance Rating 



V. PRQCEDURE {Contirmed) 

B. Requirements 

C. Basis of Ratings 

D. Regular Ratings 

Personnel 2.105 

Page 2 of S 

l. Regular performance ratings shall be prepared as 
reqµired by Statute (R. s. 11:13-1) and in I 
accordance with instructions contained in the 
"·P-er.formance Rating Manual"' (1964). Per-
.fo~mance ratings shall be prepared on Form PR-10 
(P~rformance Rating), supplied by the •Division of 
Pei;-~onnel. 

2. Spe·qial performance ratings for probationers · 
sh~~ be prepared as required by Statute (R. S. 
ll:Jt2-l) on Form PR-10 (Performance Rating) by 
Supervisor and on Form cs:-29 by the Commissioner 
or ,;his designated representative. 

Ra~:uigs shall be based on five levels: 

Adjective · 
Equivalent 

Outstanding 
Above Average 
Average 
Below Average 
Unsatisfactory 

Numerical 
Rating 

4.67 - 5.oo 
4.00 - 4.67 
3.00 - 3.99 
2.00 - 2.99 
o.oo - 1.99 

l. Ratings shall be prepared for each Department 
employee twice each calenda~ year: on April 
15th, covering the period from the previous 
Oct9ber.:· 1 to March 31, and on October 15, 
covering the period from Aprill to September 
30. 

2. The Director of Personnel shall forward a 
sufficient supply of Form PR-10 (Performance 
Rating) to division or bureau heads not later 
than March 15 and September 15 of each year. 

3. Ratings shall be prepared by Raters and Rating 
Supervisors as provided for on the form and shall 
be reviewed by di vision and bureau heads, and 
forwarded to ·the Director of Personnel not later 
then April 22 and October 22 of each year. 

4. Ea.ch employee shall be informed of his rating on or 
before the last day of the month following th,e rating 
period by his department. This notification may be 
accomplished by having the employee review and 
initial •his own rating f'orm or by sending him a 
statement similar to the one contained in the 
"Performance Rating Manual" (1964) • 
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D. Regular Rat ings 

E. Special 
Ratings 

F. Appeals 

Personnel 2.105 
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5. The \ Director of Personnel shall review and 
tab'11ate numerical ratings and, with the 
apptoval of the Commissioner, send tabulations 
to he Department of Civil Service. 

l. Rating Supervisors in divisions and bure~us 
shall prepare perfonnance ratings for each new 
appo:tntee on Form PR~lO (Performance Rating) in 
duplicate as outlined in "Regular Ratings, 
Paragraph 0-3" at the end of the second month 

·and/at the end of the third month of the new 
App9intee' s service, and shall transm.i t same to 
the i' Director of Personnel immediately upon 
comp~etion of each rating. 

I 

2. Upon ~eceipt of these successive perfonnance 
ratings from Rating Supervisors, and based 
upon the information indicated thereon, the 
Director of Personnel shall prepare Form CS-29 
(Report on Progress of Probationers) in tripli­
cate for approval by the Commissioner or his 
designated representative. Upon such approval, 
the Director of Personnel shall forward the 
original CS-29 to the employee concerned and the 
duplicate to the Department of Civil Service if 
and as required by Statute (R. s. 11:12~1). He 
shall retain the triplicate for Personnel Office 
reoords. 

l. Any employee dissatisfied with the ratirg given 
may request and shall be granted an interview 
with the Rating Supervisor. 

2. Any employee dissatisfied with the result of 
prior interview with Rating Supervisor may 
request and shall be granted a further interview 
with the division or burequ head. 

3. Any employee dissatisfied with result of prior 
interviews with Rating Supervisor and Division 
or Bureau head ~y request and shall be granted 
a further interview with the Commissioner or his 
designated representativeo 

I 
\, 
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o. Transfers 

H. Special 
Notations 
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4. Any employee dissatisfied with the decision of 
the Commissioner, or his designated representative, 
shall be furnished Form CS-86 for the purpose of 
further appeal to the Department of Civil Service. 
An employee may only appeal his total numerical 
rating to Civil Service. 

l. In. the case of intra-Departme.ntal transfers 
during a rating period, both the old and the new 
Rating Supervisor shall prepare a performance 
rating for the period. Final rating shall be 
determined by .pro-rating the two ratings. 

2. In the case of .inter-Departmental transfers · 
·during a rating period, where the employee is 
being transferred from the Department, he shall 
be rated up to the elate of such tr~fer and a 
copy of sucll. rating shall be forwarded by the 
Director of Personnel with executed.Fenn #CS-22 
to the new Department. If being transferred to 
the Department and CS-22 is received from another 
Department, the employee shall be rated for the 
balance of the rating period and his rating for 
the whole period shall be determined by pro-rating 
both forms. If no CS-22 is received from the 
other Department, he .shall be rated for the 
remaining portion of the rating period in the 
usual manner. 

1. Any employee in the Classified Service (Civil 
Service) may be removed or demoted for ineffi­
ciency if the numerical average of his last two 
perfonnance ratings is "Unsatisfactory", subject 
to the provisions of R. s. 11:15-1, 11:15-4, 
and 11:15-6 "Removal and Demotions". 

2. Increments: 

a) Employe.es with the highest performance ratings 
· receive first consideration for salary increments. 

b) Employe·es whose last two ratings average 11Below 
Average" may be eligible for salary increments 
if the Commissioner considers it advisable in 
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H. Speci_al Notationa 

VI. DISTRIBUTION 

Personnel 2.105 

Page 5 ot 5 

the best interests of the Service. It is 
the responsibility of the Commissioner or 
his designated representative to inform the 

- Department of Civil Service in writing of the 
names of the employees with a rating of 
"ilelow Average" who are considered eligible £or 
increments~ 

c) Employees whose la.st two ratings average 
"Unsatisfactofy" are not eligible for 
salary increments. 

· Standard Distribu. ti.on List "B" 
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DEPARTMENTA L 
·. OP ERATING PR·OCEDURE 

Serie• PERSONNEL 

No. 2.106 

EMPLOYEE GRIEVANCES 
Effective Dote 

10-27-64 

PR-11 

Rt ated Procedur•• 

NONE 

I. PURPOSE 

II. RESPONSIBil,ITI 

III. DEFINITION 

IV• AUTHORITY 

F«>rm• Requlr~ 

NONE 

DI 1trf Lutlon 

1 of 5 

To provide a .uniform procedure for the 
_submission, consideration, and disposition of 
employee grievances. 

As outlined below 

"Grievance" as used herein., shall mean any cause 
of complaint arising between the Department and 
1an employee, or between the Department and a 
group of employees, with reference to a 
,condition of employment. 

'Civil Service Law, Title II, Revised 
, ·statutes of 1937, as amended and supplemented • 

..............•........ ~ ....... ~······~······························ ········ ·········· . , 

V • PROCEDURE 

A. Causes In general, if an employee has a gr.lava.me 
which re1ates to a safety hazard, physical. 
facilities, discriminatory supervisory practices, 
unreasonable assignment of work hours or. unfair 
work loads, it may be considered a cause for 
a grievance under this procedure. 



V • PROCEDURE ( continued) 

. ... 

B. Employees• Right·s 
and· Responsibilities · 

c. Group 
Grievances 

I 

Page 2 of 5 · 
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All employees are assured the right of freedom 
of association., sel.f'-organization, . the .right 
to join or to continue as members of any 
employee or labor organization., and the 
designation of representatives of their own 
choosing for purposes of consideration and 
disposition of their grievances at all stages, 
free r rom interference, restraint, discrimination, 
coercion or reprisal. Since all hearings under 
·this procedure shall be informal., it shall not 
be necessary ·for an aggrieved employee to have 
counsel or an employee representative. 
However., he may be so represented if ·he wishes . 
The term "employee representative" means the 
agent seJe cted by the employee to act in his 
behalf in the processing of a grievance. The 
aggrieved employee shall identify his 
representative., if any, at all stages, giving 
name, address and formal designation or, 
if also a Department employee, his title, 
work address and division. 

1. Group grievances shall be presented to the 
appropriate supervisor by the representative 
or representatives chosen by the group • . It 
is expected that the designated representative 
shall use reasonable judgment in handling the 
grievance and that the case will be thoroughly­
investigated., prior to presentation, · to 
eliminate any possible misrepresentations. 

2. .Any employee 1or labor organization will be 
guided by Civil Service Law, Title II., Revised 
Statutes of 19371 as amended and supplemented. 
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c. Group 
Grievances 

, :d. Time Off For 
Processing of 
Grievances 

B, Grievance 
Procedure Steps 

Page 3 of ; 
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3. Any proposals by individuals or employee 
groups requesting consideration of 
grievances contrary to the provisions in 
tne above-mentioned 0ivil Service Law, 
Revised Statutes of i937 as amended and 
suppleme~te~ will not be acceptable for 
hearing. · 

An employee or his authorized representative 
shall be allowed such time off from his or · 
her regular duties as may be deemed necessary 
and reasonable for processing of a grievance 
without loss of pay or other time credits. 
Such allowance, however, shall include only 
reasonable time ·for discussion between the 
employee ~nd his employer, and such reasonable. 
Pravel time as may be deemed necessary to 
present his grievance. All discussions and 
hearing between an employee and his super­
visors shall, as far as practicable be con­
ducted during regular world.ng hours within the 
Department and the time and place shall, as far 
as practicable, be mutually agreeable to the · 
appropriate parties. Group grievances shall be 
presented to the appropriate supervisor by a 
,representative chosen by the group. 

The following steps are established whereby 
ah aggrieved employee, or employees, may 
present complaints to manage.rnent for considera­
tion and .di$position. The designation of 
supervisory personnel to whom complaints should 
be made under Steps l, 2, and 3 are purposely 
made general. Each division shall be required 
t o issue a supplemental procedure in which such 
supervisory personnel shall be named specifically 
to satisfy the particular organizational structure 
of the divi.sion tconcerned. 

Step 1 - A complaint shall be made 
informally and orally to the 
employee's immediate supervisor, 
and prompt effort made by the 
superviso.r to reach an amicable 
settlement. 

No complaint shall be more than 
two weeks old. 
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E •1 Grievauo•­
Prooedure Stepa 
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Step 2 - It the complaint ia not settled 
aatistaotorilywithin three 
working days, the employee or 
employees may, within two 
working days thereafter• present 
the matter~ in writing., at · 
whioh stage it is now considered 
a grievanoe, to the level of 
supervision next in line, with 
a deoision at this level being 
re.Ddered within three working 
days after receipt of the 

, complaint• 

·step 3 - If the oomplain:t is not settt ed 
satisfactorily within these -
three working days., the eroployee 
or emp~oyees may., within two 
working days thereafter, present 
the matter, in writing, to the 
Bureau and/or Division .Head wh? 
shall, within f'i ve working day• 

. after receipt; of the complaint, 
render a decision in writing. 

Step 4 - If the grievanoe is not settled 
satisfaotor ily at this stage• , 
the employee or employees may, 
within ;three days thereaf'te·r, . 
present the matter, in writ·ing. 
to ~he Director., Division ?f 
Personnel. The Director, t 
Division of Personnel_ shall• 
within _five working d~ys after 
the receipt; or the grievance. i 

\. ·hold a group ~eating between 
· the State Highway Engineer. or 
his authorized represen. tative• 
the employee a.nd/or his .represen­
tative ·and himself. (By author­
ized representative is meant 
a designation, in writing,. by' 
the State Highway Engineer to · 
the Director,. ·Division of Per~ 
soxmel settillg fori;h the name .of 
said representative• . Such author• 
ized representative shall be 
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E• Grievaaoe 
Procedure Step• 
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.t'rom a supe~sory level not 
below that o~ a Division Head.) 

. ~ At this meeting, the D~reotor ot 
Personnel will act as a. media tor 
in an effort to solve the grievance 
to the satisfacticn ot both partiea. 

Step 6 -The Direct.or of Personnel will 
present a report, in writing, to 
the State Highway Conmiesioner 
completely covering the :nature of 
the grievance am the result ot the 
oonf'erencth The decision of' the 
Commissioner shall be final and 
such decision shall be ma.d·e knowa 
to the proper partiea. within three 
weeks from the date wbmitted to 
the Commissioner• 

Standard Distribution List "B" 
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Tltle 

FILLING OF VACANT POSITIONS 
Effective Date 

9-29-64 

Supersedes 

PR-7 

Related Procedures 

'NONE 

I . PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

Distribution 

Page · 

1 of 3 

To i establish the procedure to be followed in 
filling vacant positions in the Department, 
wh~ther with new employees or by promotion. 

As · outlined below 

Not Required 

General authority of the State Highway 
Conmissioner under Title No. 27 • 

•••••••••••••••••••••• •••••• ••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Requirements 
and Appr ovals 

1. Form PR-43 (Personnel Request) shall be prepared 
by Division or Bureau Heads whon any vacant posi­
tions are to be filled in any manner whatsoever. 

2. Form PR-43 shall be forwarded for approval, or 
disapproval, as follows: 

a) Division reporting directly to the State Highway 
Engineer. 
l) Bureau Head 
2) Division Head 
3) State Highway Engineer 
4) Commissioner 

b) All other Divisions (Including Bureau of 
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. A. Requirements 
and Approvals 

B. Preparati on of 
Form PR .. 1i3,. -
New Employments 

'"\ 
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1 Public Inf'ormation) 
j 1) Bureau Head 
,2) Division Head (if applicable) 
!J) Commissioner 
[ 

A.t'ter action by the Commissioner, requests will 
be forwarded to the Division of Personnel for 
processing. If the form is not properly com­
pleted, the Division of Personnel will return with 
applicable comments. 

When the employment of new personnel is recom­
mended, Divislon or Bureau Heads will initiate 
the action by preparing "riersonnel Request", 
(Form Pll-43 (a))., supplying all necessary 
information as follows: 

a) Name of Division 
b) Date of recommendation 
c) Civil Service job classification 
d) · Number of vacancies., both pennanent and 

temporary 
e) Starting salary 
f) Nature of employment 
g) Submit supporting data as directed below: 

l) When a pennanent appointment on a pro­
bationary basis from a Civil Service 
Certification is recommended, a complete 
list of all applicants certified shall 
be furnished and reasons for selection 
given. 

2) When a permanent appointment on a pro­
bationary basis to a non-competitive 
position is reoommended, give name and 
address of e:n.y applicants and state how 
they were obtained. 

3) When a temporary appointment to a permanent 
position pending qualification th~ough 
an open competitiye Civil Service 
examination is recommended, give name and 
address of applicants and state how they 
were obtained. 
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B. Preparation ot 
Form PR-43 
New Employments 

C. Preparation or 
Form PR-4.3 -
Promotions 

VI. DISTRIBUTION 
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4) When a temporary appointme nt to a temporary 
vacancy is recommended, give name and address 
of applicants and state how they were obtained. 

When pro mot ions are recommended to fill vacancies, 
Bureau Heads will initiate the action by preparing 
"Personnel Requa st", Form PR-43 (b), supplying 
all necessary information as follows: 

a) Name of Di vision 
b) Date of recommendation 
c) Civil Service job classification 
d) Number of vacancies, both permanent and 

temporary 
e) Starting salary 
f) Nature of promotion to be made 
g) Submit supporting data as directed below: 

1) When a permanent promotion from a Civil 
Service Certification is recommended, 
show names and addresses of all certified 
and give reasons for select ion of particular 
employee or employees. 

2) When a temporary promotion to a temporary 
vacancy is recommended, state reasons for 
the reconnnendation, explain the circum­
stances under which the temporary vacancy 
developed, and furnish complete name and 
address as well as a brief work background 
of the employee recommended. 

Standard Distribution List "B" 
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DEPARTMENTAL 
:OPERATING PR·OCEDURE No. 2.108 

J.OCEPrANCE OF GIFTS, ENTERTAINMENT, MEAIB. ETC e 

Effective Date 

Dec. 11, 1964 · 

Rtlatecl Procedure• 

NWE 

l• PURPOSE _ 

II• RESPONSIBILI!Y 

III• DEFINITION. 

IV• AUTHORI1 Y 

Approval• ,,. , , DlatrlLutlon 

....... ,... ..... \ __,. ,,. _ __._ :. . . .., . 
.... i' --~ ~ ---<---<-·.,,- --< A . __ 

~. i. .............. ' -

Fotma Required 

NONE 

Page 

1 of 2 

To set forth Departme~ pol1oy regarding . 
the tender of Gifts, Eu:berbaimnem; • Meala, 
Eto. 

As outlilled below 

Ne-b Required 

General. authority of the State Highway 
Commissioner upder Title No. 27 • 

.......••..••...• ~ .• .•••................... ~ ............................•.••..•. 
V • t PBlCEDlJRE 

A• Polic.y 1. Depa.rtme:at;~l employees shal 1 not, under 
any oiroumstanoes, aooept gitta, meals, 
gratuities, entert~imnent or favors trau 
persons. agenoies, or firms who have done, 
are doing, or des ire to do business with-
the Highway Departn&ntJ or fran individuals, 
represe:atatiyes, fi~, partnerships, companies 
or assooiations promoting the use of their 
produots or services. 

2. Such gra.tui ties as may be received from 
persons, agencies, fi:nns or othera, shall · 
be returi,.ed to the donor with tu.11 
explanation. of the Depa.rtmsnt I a polio y in 
such matters. 
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' A• · Polioy 

B• Penalty 

VI• DISTRIBUTION 
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S • It is the deola. red pol1oy or the 
l)epa.rtment that no employees shall 
be• under obligation to individuals, 
f'inns or businesses. or repreaeuhativea 
of anyone with whom the Departmen.t ha.a, 
does. or :may do business, nor ahall uy 
employee, group or organization affiliated 
with the Department solicit oontraotora, 
auppllera, or ca:isul tanta to participate in · 
dinners or group gatherings or e.ooept 
gratuities or funds in any form or tor any 
purpose f'rao. them• 

4• ~here ~y be certain. oocasions such as 
Association gatherings:when an individual 
or ·a number of anployees may be invited .· 
as guests aDd where their atte.nda.n.oe wo11ld 
be in furtherance of the. ~epart-nenb's intereno 
Ill suoh instances, permission. to atteDl may 
only be authorized by the Commission.er, hi1 , 
Exeoutive Assistant, or. the State Highway 
·hgineerJ the names of suoh approved attend••• 
and the ocoasion shall be made a memoraaia 
of record torvra.rded to the Commiasioner•a 
Ex:eoutive .Assistant. 

Failure to c~ply w1 th thi 1 : pro·oedure shall 
result in the £~.ling ot charges against auch 
persom. or persona with oonsequen'b penalty. 

Standard Distribution List ttBH 



DEPARTMENTA 
. OPERATI NG PR·OCEDU RE 

s.r, •• 
PERSONNEL 

No. 2.109 

l!ffectlve Dote 
DEPARTMENT EMPLOYEES • OUTSIDE EMPLOYMENT 

NONE 

· R• atecl Procedure• 

NONE 

I. PURPOSE 

II. RESPONSIBll.ITY 

III. DEFINITION 

IV$ AUTHORITY 

Approval • Dl1trll,ut1on 

t=onn• Required 

NONlit ol l 

To outline the procedure governing Departi:nent 
personnel in securing outside employment. 

As outlined below 

Contractor - Persons, agencies, or fi:nns who 
are directly connected with the design, 
construction and maintenance of roads or 
bridges. 

General authority of the State Highway 
Commissioner under Title No. 27. 

·······················~······· ···················································· 
V. PROCEDURE 

A. Policy-

B. Penalty-

VI.· DISTRIBUTION 

Departmental employees shall not under any­
circumstances work on a full, part time, or 
any other basis, for arr., company, firm or 
vendor who renders goods or services 
directly or indirectly to the Highway 
Department. 

Failure to comply with this procedure shall 
result in the filing of charges against 
such person or persons with consequent 
perialty. 

Standard Distribution List 11B11 



DEPARTMENTAL Serlet 
PERSONNEL 

. OPERATIN G PROCEDURE No • 
2.110 

THEFT OR MISAPPROPRIATION OF DEPARTMENT PROPERTY 
Effective Date 

10-7-64 

NONE 

Rtlated Procedure• 

1.118 NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

Ol1trlLutlon 

Page 

1 of 2 

To establish Department policy concerning· employees 
guilty of theft or misappropriation of Department 
property. 

As outlined below 

Not required 

General authority of the State Highway Commissioner 
under Title No. 27 • 

••••••••••••••••• •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Department 
Policy 

1. No employee of the State Highway Department shall 
remove any supplies, materials, goods or chattels, 
or any other property of the State Highway 
Department from _the offices, garages, maintenance 
buildings or storage locations of the State 
Highway Department, unless such removal has been 
properly authorized in order to carry out 
departmental work or activities. 

2. Any' employee or the State Highway Departm3nt who 
embezzles, converts, disposes ot, or unlawfully 
loans or withholds any money or property or the 
State Highway Department, or who steals any money, 
goods or chattels, or otherwise destroys, carries 
away or unlawfully appropriates, with intent to 
steal, any real or personal property of the State 
Highway Department shall be immedia~ely suspended. 



V • PROCEDURE (continued) . 

A. Department 
Policy 

B. Action to Be 
Taken 

VI. DISTRIBUTION 

Personnel 2.110 

Page 2 of 2 

. The charge or charges shall be rere~red to the 
Prosecutor or the County where the act or acts 
above referred to occurred and the employee shall 
be suspended until the charge or charges are 
disposed of. 

3. Any employee or the State Highway Departm.,nt., 
including supervisory personnel, who has lmowledge 
that any other employee is doing or has done any 
of the matters and things mentioned in Para.graphs 
land 2 above., and who has not notified his 
superiors of the derelictions shall~ suspenied 
immediately and charges filed with the Civil 
Service Commission for the employee's permanent 
discharge. 

1. The Office of Safety., Security and Investigations 
shall cause such investigation as may be necessary 
to be made of any of the matters recited in Section_ A; 
paragraph 11 2 and 3 above, and carry on in 
accordance with Departmental Operating Procedure 
1.118. 

2. The Office of Safety., Securi.ty and Investigations 
shall subnit a written report to the Commissioner 
and file a copy thereof with the Director., Dlvision 
of Personnel., of the indi v:Ldual concerned and the 
circumstances of the case. The Director, Division 
of Personnel shall., with the approval of the 
Commissioner., initiate action to immediately 
suspend the indi v:Ldual and to file charges with 
Civil Service for the employee's pennanent 
dismissal. 

Standard Distribution List "B" 



Title 

DEPARTMENTAL 
OPER ATING PROCEDURE 

Serles P}t:RSONNEL 

No.· ·2.201 

Effective Date 
SAFETY INSPECTIONS 

Supersedes 

PR-6 

Related Procedures 

NONE 

I. PURPOSE 

II. RESPONSIBil..ITY 

III. DEFINITIONS 

IV. AUI'HORITY 

Approv 

8-23-64 

Distribution 

Page 

1 of J 

To provide for periodic safety inspections 
and the initiation of action to remedy conditions 
not confonning to generally accepted safe prac­
tices. 

Division of Personnel, Safety Supervisor 

The tenn "safe practices" as used hereih refers 
to such methods used, or that are prescribed, 
to eliminate present or potential hazards to the 
safety of life, limb, eye sight, and the gen­
eral health and welfare of Department employees 
and the public, in all departmental activities. 
Included also is work performed for the Depart­
ment by contract or work performed on or immedi­
ately adjacent to the highways under pennits 
issued by the Department. 

General authority of the State Highway 
Commissioner under Title No. 27 • 

•••••••••••••••••••••••••••••• •• ••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Requirements .1. The Safety Manual of the New Jersey State High­
way Department shall govern the safety conduct 
of all Department employees. 

2. The Safety Supervisor shall conduct safety 
surveys on all phases of Department activities; 
whether carried on in offices, shops, garage~, or 
in the field. The results of such surveys shall 
be submitted in duplicate on Fonn PR-44(B) to 
the Chief of the Bureau in which the surveys were 



V. PROCEDURE ( Continued) 

A. Requirements 

B. Department 
Work 

c. Contract 
Work 

D. Responsibility 

Personnel 2.201 

Page 2 of 3 

made. He also shall conduct safety surveys on 
work covered by permit or contract, and make 
recommendations to the District Engineer re­
sponsible on Form PR-37 for any necessary re­
medial action. 

On receipt of Fonn PR-44(B) from the Safety 
Supervisor, the Division or Bureau Head in­
volved shall immediately initiate steps to 
correct the safety violations. Within one 
week after receipt of this form, it shall be 
completed stating what action was taken, or 
what remedies are proposed, to alleviate the 
condition. One copy shall be returned t,o the 
Safety Supervisor, and the other retained for 
the Bureau files. 

On receipt of Form PR-37 from the Safety Super­
visor, the District Engineer in charge of the 
project shall immediately initiate steps to 
correct the safety violation.- Within one week 
after receipt of this form, a written memorandum 
outlining the action taken, or remedies which are 
proposed, to correct safety conditions shall be 
sent to the Safety Supervisor. 

1. The Safety Supervisor shall be responsible for 
evaluating such remedial measures and shall, if 
necessary, con.fer with persons of interest to 
determine the effectiveness of the action taken 
or proposed. 

2. The Safety Supervisor shall maintain records of 
all safety reports, inspections, suggested 
recommendations and the action taken thereon. 
He shall submit to the Director, Division of 
Personnel a report swnmarizing same on January 1st 
and July 1st of each year. 

3. The -Safety Supervisor shall conduct or supervise 
the t~sting of varied types of safety gear and 
supplies which may be purchased by the Department. 



V. PROCEDURE ( Continued) 

D. Responsibility 

VI. DISTRIBUTION 

Persqnnel 2.201 · 
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4. The Safety Supervisor shall be responsible 
for the preparation and distribution of ap­
propriate safety bulletins and materials, 
including safety rules and regulations govern­
ing every category of employment within the 
Department. 

Standard Distribution · List "B" 



Thie 

DEPARTMENTAL 
OPERATING PROCEDURE 

Serles PERSONNEL 

No •. 2.202 

Effectlv• Date 

REPORTING PERSONAL IN JURIES 

SuperaedH 

PR-10 

Related Procedures 

NONE 

I. PURPOSE 

II, RESPONSIBILITY 

II I. _DEFINITION 

IV. AUTHOR! TY 

Forms R6qulred ·..- . 

PR-6 Accident Report - Injury to 
Departrnm t _Enployee 

011trf butlon 

Page 

1 of 4 

To establish a uniform method of reporting 
injuries resulting from accidents arising out 
of, ·and in the course of employment with the 
Depar:t1nen t. 

As outlined below 

The tenn "Supervisor" as used herein shall refer 
to an employee's immediate superior. 

General authority of the State Highwq 
Camm.ssioner under Title No. 27. 

······································································~~ .•........ 
V. PROOEDURE 

A. Requirements 

B. Reporting 

1. .All p ersonaJ. injuries shall be repor:ted to the 
injured employee's supervisor immediately upon 
occurrence. 

2. Form PR-6 (Accident Report .. Injury to Depart­
ment Employee) shall be executed for all employees 
receiving personal injuries, Copies of Form PR-6 
shall be forwarded to the Division of Personnel 
and the Department of Law and Public Safety, 
Claims Bureau. 

1. Form PR-6 is a two-part report that must be 
completed by the injured employee and his 
supervisor. Part A shall be filled out by 
tho Supervisor, Part B shall be filled out by 
the employee in his own handwriting describing 
the accident and injury in detail. 



V • PROCEDURE ( Contirmea) 
I 

B. Reporting 

c. 

Page 2 of 4 

Personnel 2.202 

a) If the injured employee i s unable to write, 
then he shall dictate the report and that 
person shall indicate therein the employee's 
incapacity in regard to writing. 

b) If the injury to the employee is such that 
he is unable to ~anplete the report, the 
Supervisor shall complete Ferm PR-6 (Part A) 
and forward immediately. When the employee 
is sufficiently recovered to make state­
ments, he will be requested to complete 
Form PR-6 (Part B). 

2. Upon completion of Form PR-6 (Part B) the 
employee shall then deliver it to his supervisor. 

3. Form PR-6 (Part A) shall then be completed by the 
employee's supervisor who, before signing it, 
will check Part B to make certain that all 
questions have been answered and it jg complete. 

4. By signing Part A the supervisor· indicates to 
the Department that he concurs with the etate­
ment made by the employee. If the supervisor 
did not witness the accidf.:nt causing the injury, 
he should investigate and report any information 
contrary to or in addition to that which has 
been submitted by the employee. 

5. The completed Form PR-6 shall be forwarded by 
the supervisor to the head of the respective 
Division or Bureau within 24 hours after the 
accident. The Division or Bureau will have two 
copies made of the Form PR-6. The original shall 
be forwarded to the Claims Bureau, Department of 
Law & Public Safety, and a copy to the Di vision 
of Personnel. One copy will remain in the 
Division or Bureau. 

1. The employee has the right to choose any 
qualified physician to treat him, but once com­
menci ng treatment with the doctor, he shall not 
change doctors without prior permission from 
the Claims Bureau. 



V. PROCEDURE ( Continued) 

C. Physicians 

D. Instructions 

E. Poison Ivy 

Page 3 of h 

Personnel 2. 202 

2. Should the treating physician require X-rays 
or consultation with a specialist, this is 
permissible without approval of the Claims 
Bureau, but, the empl oyee shall request the 
treating physician t o communicate with the 
Department of Law & Public Safety, Claims 
Bureau, concerning the need f or this service. 

3. Should an employee change physicians during the 
course of treatment without obtaining permission 
from the Claims Bureau, payment for services 
rendered shall be refused by the Claims Bureau. 

h. The .injured employee, in no event, shall pay 
the treating physician, the X-ray technician, 
or consulting physician, for services. · 

1. The injured employee shall be i nstru cted by 
his supervisor that, should there be any 
question pertaining to his medical treatment, 
compensation, or other matters pertaining to 
the injuries he suffered, he may call upon the 
Claims Bureau for advice and counseling. 

2. In the event that the i njury sustained by the 
employee is the resul t of action or negligence of 
a third party, the empl oyee shall be specifically 
instructed not to talk to or give statements 
to any insurance representative of the third 
party, without the presLnce of a member of the 
Claims Bureau. If aey inquiry is made, the 
employee shall refer the i nquirer to the Claims 
Bureau. 

1. In cases where employees cl aim they have 
contacted poison ivy or other poisonous 
substance in line of duty, they shall be 
required to complete Form PR-6 (Part B) the 
same as they would for any other accident or 
personal injuries. 



V. PROCEDURE (,Continued) 

E. Poison Ivy 

VI. DISTRIBUIION 

Page h of 4 

PersOIH'.lkel. 2. 202 

2,,. I~ c ses w ere ployete's report poison ivy or 
other poisonous substance, it sba11 be the 
dimy of the super-visor to i~estigate the area 
reported to make, certain that the emp1oyee vas 
working in poisonous· substances b-e.tore coa­
pleting Form PR-6 (Part A). 

See Standard D:istribut:ion List "B"• 



Tltle 

DEPARTMENTAL 
OPERATING PROCEDURE 

Serlet PERSONNEL 

No. 2:.203 

Effective Date 
DISPENSARIES AND FIRST AID ROOMS 

peraedea 

PR-2 

R•lated Procedure• 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

Approval ■ Dl1trll,utlon 

Form• Required I 
I . 

~ NONE ./ 

Page 

f 

1 of 2 

To establish the procedures governing operation 
and use of Dispensaries and First Aid Rooms. 

As outlined below 

Dispensary - an installation containing 
prescription and non-prescription medinations, 
sufficient equipment to enable continuing 
as well as emergency care, and a full time 
registered nurse under the direction of a 
licensed physician. 

First Aid Room - a location containing a 
minimum of, a medical-surgical cabinet, non­
prescription medication, and a person trained 
in first aid. 

General authority of the State Highway 
Commissioner under Title No. 27 • 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PID CEDURE 

A. Supervision The Department Dispensaries and First Aid 
rooms are under the direction of the Division 
of Personnel, supervised by the Safety Super­
visor. 

B. Use of Facilities 1. Division, Bureau or section heads shall send 
injured, ill or indisposed perso.rmel to a 



V. PROCEDURE ( Continued) 

B. Use of Facilities 

Page 2 0£ 2 

Personnel 2.203 

Dispensary or a First Aid Room for treatment. 

2. Persons other than Departmental personnel who 
may become injured, . ill or indisposed while on 
Department premises may, in an emergency, be 
di re cted to a Dispensary or a First Aid Room for 
treatment. 

3. On emergency calls, when persons cannot be 
sent to a Dispensary or a First Aid Room with­
out . endangering them, division, bureau or sectim 
lieads, or other Department personnel, shall 
immediately notify either a Dispensary, a 
First Aid Room, or a doctor and ambulance 
depending upon the area of the emergency. 

C. Treatment When any injured, ill or indisposed person 
reports, or is brought, to a Dispensary or 

D. Pre-Employment 
Examinations 

E. Recor ds 

VI. DISTRIBUTION 

a First Aid Room, he shall be treated by 
trained First Aid Personnel or a Registered 
Nurse. If in the judgment of the trained 
First Aid Personnel or the Nurse a physician 
is needed, he shall be called or the patient 
shall be sent to a hospital. 

Pre-employment medical examinations shall be 
scheduled by the Director of Perso nnel and con­
ducted at the Dispensaries by Department Physicians 
whenever possible. 

The Safety Supervisor shall be responsible for 
keeping medical records as to persons treated 
and supplies issued and expended, and may issue, 
with approval of the Director of Personnel, such 
supplementary op•:J rating rules as he deems necessary. 

See Stand.a.rd Distribution List 11B11 



Tltle 

DEPARTM·E TAL 
OPERA-Tl NG PROCEDURE 

Serie• PERSONNEL 

FIRST A,ID STATIONS - EQUIPMENT AND SUPPLIES 

Effective Date 

l0-14-64 

penedea 

PR-]3 

R•lated Procedurei 

2.203 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHORITY 

Approva'l ■ · DI 1trf Lutlon 

. .. . _:,f!'-c c.. e-e,~. 
Form, Requ!.!!-·---··· Page 

PR-45 First Aid Report, l of 4 

To outline the procedures to be used in 
establishing First Aid Stations, and in the 
Distribution of First Aid Equipment and 
Supplies. 

Division of Personnel, Safety Supervisor 

·Not Required 

General authority of the State Highway 
Commissioner under Title No. 27. 

••••••••••••••••••••••••••••••••••••••••• •••••••••••••••••••••••••••••• ••••••••••••••••••••••••• 

V. PROCEDURE 

A. First Aid 
Locations 

B. Supervision 

C • Equipment Available 

In addition to the dispensaries located in 
the Department Office Building (1035 Parkway 
Avenue, Trenton), the Fernwood Service 
Station (999 Park Avenue, Trenton) and the 
Department's Field Office and Garage in 
Newark (at the intersection of Routes 
211 u.s. l & 9, u.s. 22) there are at 
present time aid rooms and medical facilities 
listed on the attached sheets. 

The Department1s first aid and safety program 
is under the guidance of the Division of 
Personnel, directed by the Safety Supervisor. 

First Aid equipment is availabie at 
locations other than the dispensaries 
consists of First Aid Packets, First Aid 
Kits., Wal1 Cabinets, and Medical-Surgical 
Cabinets. 



V. PROCEDURE (continued) 

D. Requests 

Personnel 2.204 
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1. Request for first aid services, equipnent and 
supplies shall be made to the Safety 
Supervisor by Division and Bureau Heads. Such 
requests may be made for any location where a 
number of employees report or work together. 
Request may also be ma.de for the placement 
of first aid facilities in Department 
automobiles and equipment. 

2. The Safety Supervisor shall have each request 
investigated to determine the- type of first 
aid services required and the equipment and 
supplies necessary for that service; and · 
shall make any necessary arrangements for 
instruction in the proper use of such first aid 
equipment. 

E. Records The Safety Supervisor shall at all times 
maintain proper records relative ·to the purchase 
distribution, and inventory of all first aid 
items. 

F • Forms Fonn PR-45 "First Aid Report" shall be 
supplied with all first aid units. This form 
will be completed and forwarded to the Safety 
Supervisor each time an employee is treated 
with supplies from the unit. 

VI. DISTRIBUTION 

See Standard Distribution List "B" 
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FIRST AID STATIONS 

NAME LOCATION 

1. Avenal Garage Jansen Ave. & Rt. 35, Avenel 

2. Clinton Garage Old Rt. 28, Clinton 

3. Cherry Hill, Dist. Office Rt. 10, Cherry Hill 

4. Netcong Garage Rt. 206, Netcong 

5. Toms River Garage Rt. 37, Toms River 

6. Vineland Ge.rage Delsea Drive, Vineland 

FIRST AID CABINETS 

1. Loe. & Des. Office 

2. Branchville Garage 

3. Hammonton Garage 

4. Lodi Garage 

5. Loe. & Des. field office 

6. Cherry Hill, Dist. Office 

7. Const., field office 

8. Const., field office 

9. Maintenance Yard 

10. District #1 Office 

11. Right of Way, field off. 

12. Maintenance Yard 

13. Maintenance Yard 

14. Loe. & Des., field off. 

15. Const., field office 

Rt. 46, Parsippany 

Rt • . 206, Branchville 

Egg ~arbor Rd., Hammonton 

Es sex St. , Lodi 

Rt. 95, Teaneck 

Rt. 70, Cherry Hill 

Rt. 3, Secaucus 

28 Avenel Ave., Edison Twp. 

Rt. 295, Bridgeport 

Netcong 

Rt. 46, Parsippany 

Rt. 66, Neptune 

Rt. 69, Flemington 

117 w.-washington St., Pleasantville 

Rt. 20, Secaucus 



16. Newark Garage (downstairs) 

17. Const., field office 

18. , Const. , field office 

19. Const., field office 

20. P&T, office 

21. Bridge Div., Supv. Off. 

22. Maintenance Yard 

23. Const., field office 

24. Maintenance Yard 

25. Loe. & Des. office 

26. Right of Way 

21. Maintenance Yard 

28. District #3 Office 

29. Maintenance Yard 

30. Const., field office 

.31. Maintenance Yard 

32. State Aid, field office 
(', 

33. Research & Evaluation 

34. Const., field office 

35. Const., field office 

36. Const., field office 

37. Const., field o.f.fice 

38. State Aid, field of.fice 

39. Const., field office 

40. Test. & Mat., field o.f.f. 

Personnel 2.204 
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Jct. Hts. 22, 21 &l, Newark 

Rt. 38, Cherry Hill 

,19 Morris Ave. , Burl ington 

Rt. 22, E/bou.nd, Somerville 

Ewing Shopping Center 

Rt. 35 Wall Twp., Belmar 

Rt. 130, Edgewater 

135 Main St., Belleville 

Rt. 72, Manahawkin 

Ewing Shopping Center 

Ewing Shopping Center 

Jct. Rts. 38/35 West Belmar 

22 Throckmorton St., Freehold 

Rt. U.S. #1, Sand Hills 

Rt. 9, Freehold 

Rt. 206, Somerville 

Main St., Chester 

Ewing Shopping Center, 12 Farrell Ave. 

Rt. 29, Ewing Twp . 

142 Rochele ,Ave., Rochele Park 

Rt. 10, Cherry Hill Twp. 

Rt. 42, Turnersville 

Rt. 47, Newfield 

33 Main St., Woodbridge 

Rt. 18, East Brunswick 



Title 

DE P-ARTM ENTAL 
OPERATING p-ROCEDURE 

Serles PIBSONNEL 

No. 2.901 

Effective Date 

NOTICE OF DEATH OF EMPLOYEE 
10-14-64 

Supersedes 

PR-12 

Related Procedures 

NONE 

I. PURPOSE 

IL. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

DI strfbutlon 

Page 

NONE· 1 of l 

To establish a unifonn procedure for the noti­
fication to be sent by Di vis ion or Bureau · Heads 
upon learning of the death of an employee. 

Divisi~µ ·and Bureau Heads 

Not Required 

General authority of the State Highway Commissioner 
under Title No. 27 • 

....................................................................................... 
V. PROCEDURE 

VI. DISTRIBUTION 

Requirements: 

1. Upon knowledge of the death of an employee, the 
Division or Bureau Head to whom the deceased 
reported shall immediately notify the Commissioner 
by letter, describing such pertinent information 
as residence,_ title, length of service, nearest 
of kin, . and if known, how death occurred, i.e., 
accident or illness. 

2. One copy shall be forwarded to the Di vision of 
Personnel. 

Standard Distribution List "Bu 
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PARKING AREAS 

per1ede1 

AD-16 (Rev, 1) 

Rtlotecl Procedure• 

NONE 

I. PURPOSE 

II'. RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHORITY 

DEPARTMENTAL 
.OPERATING PROCEDURE 

Serie• PERSONNEL 

No. 2,902 

NONE 

Effective Dote 

8-23-64 

DI 1trf Lutlon 

Page 

1 of 2 

To ,establish regulations governing the use .or 
patking areas adjacent to the Department Of.f'_ice 
Building at 1030 Park.way Avenue, Trenton, N. J. 

Safety Supervisor, Division of Personnel 

The parking areas are designated as follows; 

Area #1: 
Area #2: 
Area #3: 

Front of' building off Parkway Ave. 
Rear of building ad.j~cent to west wing. 
Main parld.ng area in rear of building. · 

General authority of the State Highway 
Comnissioner under Title No. 27. 

••••••••••••••••••• • •••••• ••• ••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Responsibility 

B. · Parking Areas 

l . The Safety Supervisor, Division of' Personnel, 
shall be responsible for the establishment and 
enforcement of regulations, approved by the Com­
missioner, for parking in the area of the Depart­
ment Office Building. 

1. Area #1 shall be reserved for visitors, taxis, and 
busses having.business in the Department Office 

· Building. . 



F. PROCEDURE (Continued) 

B. Parking Areas 

VI ~ DISTRIBUTION 

Personnel 2.902 
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·2. · Parl4ng in Area #2 shall be restricted to the 
State Highway Engineer, Assistant State Highway 
Eng~eer, Division heads, Department daily taxis 
and !other cars approved by the Commissioner. 

3. Requests for parking privileges in Area #2 shall 
be directed to the Safety Supervisor, Division of 
Personnel, who shill assign such parking space upon 
approval of the Commissioner. 

4. Area #3 is reserved-for Department personnel other 
than those authorized to use Area #2. 

Standard Distribution List 11B" 



Tttle 

DEPARTM N AL 
.OPERATING PR·OCEDURE 

Serlet PERSONNEL 

No.2.903 

STAFF TRAINING 
Effective Date 

2-18-65 

R•lated Proeedur•• 
NONE 

I. PURPOSE 

II• · RESPONSIBILITY 

III. DEFINITION 

Dl1trf1,utlon . 

Request 
Pav• 

l of 2 

To ensure Departme·ntal coordination or all 
·training efforts e.nd to ensure oanplie.noe with 
Civil Service Circular :j/!'14. · 

Division or Bureau Heads 

In order to provide for common understanding in 
the area of staff tre.ining, the following 
definiticns shall be used 1 

1. Staff Training - the planned development of' 
employee knowledge, skill and attitudes. 

2. Employee - a person who is legally an 
incumbent of e. position in the State Service. 

3. In-Service Trai ru.ng - staff training con­
ducted at a State facility. 

4. State Facility - any property owned or sub­
stantially controlled by the State. 

6. Out-Service Training - staff training con­
ducted in a non-state tacility-

6. Non-State Facility - any property which is 
not owned or controlled by the State. 

7. Management Training - traffting in the field or 
administration or management for employees at 
the organizational level of Bureau chief or 
above. 



III. DEFINITIONS (Continued ) 

IV• AUTHORITY 

Personnel 2. 903 

Page 2 of 2 

a. Supervisory Training - training in the field 
of management or supervision for employees 
below the organizational level of Bureau chief' 
who are anployed in Supervisory capacities. 

9. Professional or Technical Training - eta££ 
training at the college level or the technical 
training of employees whose job specifications 
require a oolleg degree. 

10. Trade Training - staff training in the skilled 
or semi~skilled trades. 

11. Clerical Training - staff training in clerical 
skills. 

12. Orientation - staff training or employees in 
the hisbory, organization·· or functions of the 
State or any unit · thereof. 

1 Civil ·s~rvioe Ciroular # 74 

••••••••••••••••••••••••••• •••• •••••••••••••••••••••••••••••••••••••••••••••••••••• 

v.. PROCEDURE 

VI. DISTRIBUTION 

I . • . 

A• · Di vision or Bureau Heads shall submit all 
requests for staff training, on Form-PR-12, to 
the Training Section, Division of Personnel at 
least thirty (30) working days prior to the 
start of any training aotivi~Y• 

B• Upon receipt of Fonn PR-12, the Training Section, 
Division of Personnel shall arrange a meeting with 
the requesting Division or Bureau Head to discuss 
the necessary detail arrangements• 

Standard Distribution List "B" 



DEPARTMENTAL 
·. OPER ATING PR·OCEDURE 

Serl•• CONTRACTS, 
LEASES & AGREEMENTS 

No. 3.lOl 

PUBLIC HEARINGS 

. R•latecl Procedure• 
NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

Fot111 
NONE 

Effective Date 

10 - 14 -64 

Dl1trlLutlon 

Pov• 

l of l 

To establish a uniform policy for setting the 
dates of Departmental Public Hearings on High­
way Projects. 

State Highway Engineer 

Not Required 

General authority of the State Highway Commissioner 
under Title No. 27 • 

• •••••••••••••••••••••••••••• •••••••••••••••••••••••••••••••••••••••••••••• •••••••••••••••••••••••• 

V. PROCELURE 

A. Approval 

B. Notification 
of Approval 

VI. DISTRIBUTION 

No date for a Public Hearing shall be fixed with­
out the approval of the Commissioner. Requests for 
approval shall be made by the State Highway Engine er, 
in memorandum form and approval will be indicated 
thereon. 

When approval has been obtained and the time and 
place of hearing determined, the State Highway 
Engineer, or his representative, shall notify the 
Department Secretary and the Bureau of Public 
Relations in order that the required advertisements , 
official public notices and press releases may .be 
prepared. 

Standard Distribution List 11B11 



DEPA RTMENTAL 
OPERATING .PROCE DU RE 

Serles CONTRACTS, 
LEASES &.A~REmENTS 

No. 3.102 

Effective D~te 

CLASSIFICATION OF CONTRACTCRS ~- 11-18-64 

Supersedes 

Related Procedures 

1.302 

1. PURPOSE 

II• RESPONSIBILITY 

III. DEFINITIONS 

IY. AUTHORI'l'I 

Distribution 
. ,. 

::----'11'....__i,, ,~~-t t e -l .... ,_ 
Page 

See V-A Bel..Jw 1 of 6 

To establish policies and procedures for the 
classification of prospective contractors to enable 
the Department to detennine the contracts on 'Which 
they are eligible to submit bids. 

Contractor's Classification Officer 
Pre-Qualification Committee 

1. Classification - shall mean the rating given a 
contractor that denotes the type of contracts · 
on which the Department will allow him to subnd. t 
bids and the total amount of additional work 
which he may undertake. 

2. Contractor - means an individual, partnership or 
corporation classified, or requesting 
classification, to perform work under contract with 
the Department. 

3. Net Liquid Assets - shall mean the excess of current 
quick assets over current liabilities as shown 
on page 7 of Form AD-26 (a). 

4. Pre-Qualification Committee - a committee 
appointed by the Commissioner to perform the du.ties 
indicated below and composed of 

State Highway Engineer 
Deputy Attorney General 
Comptroller 
Assistant Director & Chief Road Engine er 
Contractor's Classification Officer 

Revised Statutes 52:31-1 et seq. and the regulations 
fonnally adopted by the Commissioner on 
January 271 1965, effective March 4, 1965. 



V. PROCEDURE 

A. Foms 
Required 

B. ,~equirements 

Contracts, Leases & Agreements 3.102 
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AD-26 - Cont~actor s Financial and Equipment State­
ment (Commonly referred to as a "Question­
naire"). 

AD-34 - Acknowl edgement of Receipt of Financial 
Statanent. 

AD-35 - Confidential Inquiry. 
AD-41 - Contractors Classification and Rating 

Recommendation. 
AD-55 - Prequalif ication Record Card 
AD-9 - Questionnaire Return Check List 
A(PQ) - 91A - log 
AD-12 - Department Action Slip 

lo Contractor's Financial and Equipment Statement, 
Form AD-26(a) and Experience Questionnaire and 
Past Perfonnance Record, Form AD-26(b) are to be 
furnished by the Contractor's Classification Of­
ficer to any contractor who desires to be clas­
sified to perform work for the Department. 

2. Completed questionnaires, submitted to the Con­
tractor's Classification Officer, shall be 
stamped with the date of receipt, entered chrono­
logically in a log (Form A(PQ) - 91A) designed 
to show the progress of the questionnaire, and 
also recorded on the alphabetical card record 
(Form AD-55) maintained for each applicant. Form 
AD-261s submitted by mail shall be acknowledged 
on 'Form AD-34 • 

.3. Forni AD-41, Contractor's Classification and Rating 
Re~ommendation, shall be typed in t~iplicate, 
listing the name and address of the,• applicant, the 
date of the questionnaire, the date received, the 
last approved rating and date of the approval, the 
rating requested and the net liquid assets claimed. 
The original shall be attached to Form AD-26, one 
copy to the New Jersey Turnpike Authority and the 
other to the New Jersey Highway Authority~ 



Cont racts, Leases & Agreements 3.102 

Page 3 ot 6 
v. PROCEDURE ( Continued) 

;B. Requi-rements 4. If the first examination of the Questionnaire 
(Form AD-26) shows incomplet e infonnation, tpe 
page or pages involved are retunied, with Fo:nn 
AD-9 (Questionnaire Return Check List), a copy 
of which is attached to the balance of the 
Questionnaire and filed. 

c. Application 1. The following detail examination shall be made 
Review for all items listed by the applicant: 

a) All tabulations shall be taped to verify 
extensions and totals. Any errors shall be 
listed on Fonn AD-41 • 

. b) Items which shall not be allowed as assets 
include: 

l) Those which are not in the name or the 
applicant. 

2) Past due accounts (Located by com-
parison with previous statements). 

3) Items which are not liquid, such as pre-
paid expenses and fixed assets. 

4) Securities which are not listed in 
"Bank and Quotation Record. n 

S) Securities which have been pledged to 
secure loans or the release of retainage. 

6) .Cash surrender value of life insurance 
policies which are. not verified by a 
letter from the insurance company. 

7) Outdated lines of credit. 

2. When all deductions, items C-la and C-lb above, 
have been listed on Form AD-41, they will be 
totaled and subtracted from the net liquid 
assets claimed on Form AD-26(a). 

D. Computation of l. The net liquid assets, as determined in C-2 
Classif'ication , above, shall be multiplied by the appropriate 

figure from the following table: 



V • PROCEilJRE ( Continued) 

D. Computation of 
Classification 

Contracts, Leases &'Agreements 3.102 
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Range of Net Liquid 
Assets Allowed 

$ · 0 to $20,000 
$20,001 to $80,000 
$80,001 and $ over 

Multiplier 

6 
8 

10 

The theoretical capacity so obtained is multiplied 
by an efficiency factor. If a contractor has com­
pleted a recent contract with the Department, a 
Confidential Pas ·i; Performance Report, Fto:m AD-51 
is on file for the prime contractor and for each 
sub-contractor. The information on this report 
is used to establish the percentages for the 
Equipment Allowance and for Past Performance • 

. The maximums used for these contractors are as 
·follows: Equipment Allowance 25%, Past Perfonnance 
50%, and Finance 25%, thereby placing greater 
emphasis on Past Performance. Equipment is rated, 
by applying a facto~ of .625 to the rating given 
by the Engineer for Item 4 on Form AD-51. This 
converts a possible 40% to the 25% desired. The 
reason for using a rating of "equipment on the job" 
is that a yard-full of equipment is of no value 
to us unless the contractor has the proper equip­
ment working on our project. 

2. For contractors who have not been working for the 
Department the maximum used is 33 1/3%., each on 
Equipment, Past Performance & Finance. Equipment 
is rated on a "have or have not" basis. Past 
performance is rated on the average yearly dollar 
value given for the projects listed as completed 
within the past two years, divided by the Theoretical 
Capital. The finance rating is 33 1/3%. The sum 
of these three percentages is the efficiency factor. 
The efficiency factor is applied to the theoretical 
capital to obtain the dollar value of the addi­
tional amount of work 11hidi.it·is felt the contractor 
can undertake. This ... establishe,s the class letter 
from 0 An to ttRtt which is given t,o the applicant. 
The type of work for which he is rated is detennined 
by the projects which he has completed and by 
the experience of the personnel in his organization. 



V. PROCEDURE ( Continued) 

D. · Computation of 
Classification 

E. Notice or 
Classification 

Contracts, Leases & Agreements 3.102 

Page 5 of-6 

J. The effective date of t he classification is 
eight days after it is received in the classi­
ficatiori office. The · expiration date is seven 
months after t he date of the financial information 
supplied. 

4. Form AD-41 is signed by the Contractor's Classi­
fication Officer and the rating and date are 
recorded on the alphabetical index cards in the 
daily receipt log. The "package" (Forms AD-26(a), 
AD-26(b), and AD-41) is then forwarded to the . 
members of the Prequalification Committee for 
their consideration and approval. The members 
of this Committee are the Comptroller, the Assis­
tant Director and Chief Road Engineer, the Deputy 
Attorney General and the State Highway Engineer. 
The Assistant Director and Chief Road Engineer 
shall forward the "package" to those engineers 
having charge of the work for which the applicant 
is qualified. This list includes the Director 
and Qlief Bridge Engineer; the Supervising Engineer, 
Construction Division; the Supervising Electrical 
Engineer; the Supervising Engineer, Bureau of 
Maintenance; the Parkway Engineer, Landscaping; 
and the Engineer, Special Assignment, Signs. After 
all members of the· Committee have signed, indicat­
ing approval of the recommended rating, the ttpackage" 
is returned to the classification office. The 
date returned is recorded on the alphabetical index 
card as the date of approval by the Connnittee. 

1. Fonn AD-36, Notice of Classification is now typed 
in quintuplicate. The original is signed and 
mailed to the -applicant by certified mail return 
receipt requested together with blank fonns for 
his use in filing for renewal of his rating. · Copies 
of the notice are sent to the N. J. Highway Authority 
and the N~ J. Turnpike Authority. Another copy is 
coded for IBM card punching but is held until the 
end of the month. At that time · these copies will 
become the reference data from w.ich-the Form AD-12, 
(Department Action Slip) listing the actions of the 
Prequ.alification Committee for the month are pre­
pared. The Department Action Slip is signed by the 
Contractor's Classification Officer, Comptroller, 
and State Highway Engineer recommending approval by 
the Commissioner. The other copy is stapled to the 
"package" and placed in the contr actor's file. 



V. PROCEDURE ( Continued) 

F • Request . for 
Verification 

VI. DISTRIBUTION 

Contracts, Leases & Agreements 3al02 
Page 6 ot 6 

l. For all new applicants, Form AD-35 {Confidential 
Inquiry) shall be used to confirm cash amounts 
together with spot checks of other amounts claimed 
as· receivables. 

2 • Of all Questionnaires (F,o,:,n .AD--2.6) · ( new and renewal) 
submitted, a sample shall be selected for test­
ing. The Contractor's Classification Officer shall 
perform a teat of certain items on these Question­
naires by conf'irmation. 

Standard Distribu.tion List "B18 
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DEPART MENTAL 
.OPERATING PR·OCEDURE 

Serf•• Contracts, 
Leases & Agreements 

No. 3.103 

AWARD OF CONTRACTS FOR PROFFSSIONAL SERVICES 
Effective Dote 

2-18-65 

pettedea 

?:ONE 

R•lated Procedurei 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

IV. ·AUTHORITY 

Approval a DI 1trfLutlon .. 

t)_ Q t~i ~ ~/·l .. ~ 
· Fotma Required Page 

AD-12 DEPARTMENT ACTION SLIP 1 of 3 

To establish policy and procedures relative to 
the award of contracts for professional services. 

As outlined. below. 

Consultant - Those colleges, universities, 
individuals, finns or businesses who render 
professional services directly connected with the 
design, construction, maintenance and operation of the 
State Highway System, including financial, budgetary 
staffing, and adID1:nistrative matters relating to 
management of the Departrrent. 

General authority o:r the State Highway Commissioner 
under Title No. 27 • 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Policy 

It is the policy of the Depart:roont to utilize the 
services of consultants for work which is either 
in excess of the workload which can be efficiently 
performed by the Department's own staff or is of such 
unusual nature that the assistance of specialists 
is clearly required. In general, the services of 
consultants are to be utilized to supplement the 
efforts of the Highway Department's staff, and not 
to substitute for them. 



V • PROCEDURE 

B. Initial 
Determination 

c. Selection of 
Consultants 
Qualified to 
Submit 
Proposals 

D. Proposals 

E. Award of 
Contract 

Qontra.cts, Leases 
8f 'Agreements 

Page 2 of 3 
3.103 

As soon as possible af~er any work program is 
approved for action, recdnut1endations shall be made 
to the Commissioner by the ·· state Highway Engineer, 
Comptroller or Division Directors for those portions 
of. the program on whi ch supplementary assistance is 
required. In making this initial determination, 
careful consideration shall be given to the status 
of all approved work programs and the current and 
projected workloads of the Department's staff. 

On the basis of known past ·performance, professional 
reputation, type of work previously performed for the 
New Jersey State Highway Department, and capability 
to complete the project on a timely basis in light 
of current staff and volume of work, the State 
Highway Engineer, Comptroller or Division Director 
shall recommend for approval by the Commissioner 
a particular consultant or consultants as qualified 
to submit a proposal or proposals on the work to 
be performed. 

The consultant or consultants selected shall be 
requested by the Comptroller, Division Director, 
or State Highway Engineer to appear for discussions 
to coordinate with their designated cognizant official 
in order to obtain the scope of work required. The 
consultant or consultants,· after understanding the 
scope of work involved, shall submit a proposal letter 
to the departnent outlining the scope of· work to be T 

done and the fee for that work. Upon receipt of the 
consultant's or consultants• proposal letter, the 
designated official shall negotiate with the consultant 
or consultants as to fee and scope of work. Rejections 
of a proposal shall be done in writing and consultant 
notified that the services of others shall be sought. 

Upon acceptance of the proposal, a legaJ. contract is 
drawn based on the proposal letter. This contract 
is then reviewed and approved as to legal format by 
one of the Deputy Attorneys General. After approval 
of the legal format the contract is then forwarded 
to the consultant for signature. When Federal Funds 
are involved, the Bureau of Public Roads concurrence 
is required before the mailing of the contract is made 
by the related division to the consultant. 



V. · PROCEDURE (con' d. ) 

E. Award of 
Contract 

F. Reports 

VI. DISTRIBUTION 

Contracts, Leases 
& Agreements 
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The consultant or consultants shall return the 

\ 

signed contract to the Division concerned. A 
Departmental Action Slip (Form AD-12) shall be 
prepared by the Division concerned and attached to 
the contract. The contract shall then he forwarded 
to the Comptroller for certification of funds. If 
funds are available, the Comptroller shall forward 
the contract to the State Highway Engineer or 
Division Director for approval. After approval by 
the State Highway Engineer, the contract is forwarded 
to the Commissioner for his approval. After approval 
by the Commissioner, the original contract is sent 
to the: Comptroller for disposition and filing. The 
r ~ma.ining contracts are distributed by the cognizant 
division to the consultant and appropriate Bureaus 
and Sections related to the proposed work. 

The Comptroller (Bureau of Data Processing) shall 
prepare a report of all outstanding agreements with 
consultants showing agreement amounts, expenditures, 
and balances for the current month and year to date. 
Distribution of this report shall be as follows: 

1 1. Commissioner 
2. State Highway Engineer 
3. Executive Assistant to the Connnissioner 

.4. Cognizant Division 

Standard. Distribution List "A" 
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DEPARTMENTAL 
:OPERA-TING PR.OCEDURE 

Serie• CONTRACTS., 
LEASES & AGREEMENTS 

No. 3!104 

DISTRIBUTION OF STANDARD SPECIFICATIONS 

Effective Date 

11-18-64 

AD~5 (Rev. 2) 

R•latecl Procedure• 

NONE 

I. PURPOSE 

II. RESPONSIBil.ITY 

III. DEFINITIONS 

·rv. AUTHORITY 

Dl1trll,utlon 

f:orm Page 

AD-1 - Specification Receipt 
PS-21- Office Supply Requisition 

1 of4 

To outline the procedure to be followed in .the 
distribution of "New Jersey State -Highway Depart­
ment Standard Specifications for Road and Bridge 
Construction", and "New Jersey State Highway 
Department Standard Specifications· for Materials". 

As outlined below 

l.1 "Standard Specificationa-Construction° as used 
herein refers to the book titled "New Jersey 
State Highway Department Standard .Specifications 

, for Road & Bridge Construction". 

2. "Standard Specificatio~-Materials" as used herein 
refers to the book titled "New Jersey State High-
way Department Standard Specifications for Material~". 

3. The tenn "Standard Specifications" shall include 
both of the above. 

General authority of the State Highwq Commissioner 
under Title No. 27. · 

, •..•.•••••.•..••.•.••.......••.•••..••.•.••.•.•..•.................................. 
V. PROCEDURE 

A. Requirements 1. The Department Secretary shall distribute copies 
of "Standard Specifications-Construction", and 
"Standard Specifications-Materials". 



V. PROCEilJRE (Continued) 

A~ 0 Requirements 

Contracts, Leases & Agreements 3.104 

Page 2 of 4 

2~ The selling price of "Standard Specifications­
C0nstruction" shall be $.5.00o 

3. The selling price of "Standard Specifications­
Materials" shall be $2. 00. 

4. Approval of the Di vision Head concerned is re­
quired for distribution to Department employeese 

5~ The signature of the employee is required on 
receipt of Specification. The returned copy 
or J,5.oo is required on tennination of employment. 

6. Approval by State Highway Commissioner or, in his 
absence, State Highway Engineer, is required for 
distribution without charge. 

7. All copies of "Standard Specifications" shall be 
serially numbered by the supplier. This provision 
shall be included in the printing specifications. 

8. Complete and accurate records shall be maintained 
of receipt and disbursement of all copies of 
"Standard Specifications" and the -amount of monies 
received. 

B. Supply Upon receiving a supply of "Standard Specifica­
tions" the Office Supply Stock Room shall record ' 
the following in.formation on the perpetual inventory: 
card: date received, name of vendor, quantity re­
ceived, unit price, total cost and order number. 

c. Issuance The Office Supply Stocl<:room shall issue "Standard 
Specifications" only to the Department Secretary. 
Such issue shall be made upon receipt 0£ Form 
PS-21 ( Office Supply Requisition)• 



t. PROCEDURE ( Continued) 

D. ,Distribution To 
Employees 

Contr acts , Leases & Agreements 3 0104 
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lo Copies of "Standard Specifications'' shall be 
assigned to Department employees only upon 
receipt of request approved by Division Head. 
Such requests shall be submitted to the Depart­
ment Secretary in duplicate and shall include 
the name of each employee for whom requested. 

2. · "Standard Specifications" for enployees shall be 
stamped "Property of State Highway Department", 
Form AD-1 inserted, and holder's llaille and book 
number recorded in the Office of the Department 
Secretary. "Standard Specifications", Form AD-1 
and copy of request with assigned number shall be 
returned to the requesting Division. 

3. Di vision Heads shall arrange distribution and be 
responsible for securing signature of employee, 
and returning signed receipts to the Department 
Secretary. 

4. Upon return of signed receipts {Form AD-1), the 
Department Secretary shall complete his records 
and then forward receipts to the Division of 
Personnel. 

5. Division of Personnel shall file all receipts 
{Form AD-1). The applicable selling price, as 
outlined in A-2 and A-3 above, shall be · deducted 
from the employee's severance pay if specifica­
tion is not returned. 

6. Returned .copies shall be made through the Secre­
tary who shall notify Division of Personnel and 
have credit recorded. Usable returned copies 
shall be reissued :under the old nwuber, unusable 
ones shall be disposed of as directed by the 
Comptroller. 

7. "~tandard Specifications" when missing shall be 
reported at once by the employee to his immediate 
superior. Replacement shall be made by the Depart­

' ment Secretary upon written request of Division 
Head accompanied by the sale price. 



Vo PROCEDURE ( continued) 

E. Distribntion of 
. Free Copies 

F • Accollllting 

VI. DISTRIBUTION 
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l. The Department Secretary is authorized to 
distribute "Standard Specifications" without 
charge to the following: 

a) New Jersey County Engineer's Office 
(1 copy each) 

b) Chief Engineer of other State Highway 
Departments (1 copy) 

c) American Association of State Highway 
Officials (3 copies) 

2e · All requests for free copies shall be 
approved as stated under paragraph A-6. 

1$ The Department Secretary shall maintain records 
of distributions and receipts as required by 
the Comptroller. 

2. Cash, checks, or money orders received for the 
sale of "Standard Specifications" shall be 
transmitted directly to the Cashier by the 
purchaser. Duplicate copies of the invoices 
shall be forwarded to the Comptroller month],y 
for posting to the accounting records. The 
total cash received by the Cashier for "Standard 
Specifications" shall be agreed by the Bureau 
of Accounting to the total or the duplicate 
invoices forwarded by the Department Secretary. 

3. The Comptroller shall, at least once a year, 
have an audit made of all records pertaining 
to 11Standa.rd Specifications"• 

Standard Distribution List "B" 
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OPE RATING PR-OCEDURE . 
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Effective Date 
CONSTRUCTION PLANS AND SUPPLEMt1'TTARY SPECIFICATIONS 

DISTRIBUTION AND SALE 10-18-64 

AD-11 (Rev. 2) 

Related Procedurei 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

Form, equlred--~·­
PS-21 Office Supply Requisition 
AD-61 (A & B) Distribution & Sale of P 

0 

DI 1trlLutfon 

Page 

s 1 of 6 

To establish the policy and procedures . for 
the distribution and sale of construction 
plans and supplementary specifications for 
contract work. 

As indicated below 

np1ans" as used herein shall mean con­
struction plans, supplementary specifi­
cati ons and proposal forms. 

General authority of the State Highway 
Comnissioner under Tit le No. 27 • 

····································· ··············································· 
1· • 

V. PROCEDURE 

A. Requirements 1. A charge shall be made for each set of 
nplans 11 distributed for non-departmental 
purposes in accordance with the follow­
ing schedule except as otherwise author­
ized herein~ 

a) Set of 11plans 11 of 100 sheets 
or less•·••••••••••••••••••••••$15.00 

b) Set of ttplansn of 101-150 '!.. 25.00 
c) Set of ttplan.s 11 of 151-200 'J.. 35 .00 
d) Set of 0 plans 11 of 201-250 'J.. 45 .oo 
e) For each additional multiple 

f) 

~f 50 sheets, or pa.rt thereof, 
an additional charge of ••• ~ •• 
Advertised work not requirin·g 
construction plans, a charge 

10.00 

shall be made for -the key sheet, 
supplementary specifications and 
proposal forms in the am~unt 
of ••••••••••••••••••••••••••• 



V. PROCEDURE (continued) 

A. Requirements 

B. Requisitioning of 
Plans 

3.105 
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g) A charge shall be made for supplementary 
specifications unaccompanied by 
construction plans in the 
amount of••••••••••••••••••••••••• $1.00 

2. Sets of construction plans shall be serially 
numbered by the supplier prior to deli very 
to the Department. 

3. Sets of supplementary specifications shall be 
serially numbered by the respective originating 
division or bureau prior to issuance. 

4. The originating Division or Bureau and the 
Department Secretary shall record on either 
Fonn AD-61.A or Fonn AD-61B respectively, the 
distribution of each set of supplementary 
specifications and plans or portion 
thereof. 

5. The first five (5) sets of plans, numbers 
one to five, received from the supplier shall 
be distributed within the Department on a 
priority basis, the originating division 
or bureau keeping the first set as their 
official office copy. 

6. The Secretary shall im.media tely receive 
from the origina·liing division or bureau _ 
the next twenty (20) sets of "plans" received 
from the supplier., numbers six to twenty-five 
inclusive, for non-departmental distribution 
and sale. 

7. Unissued plans shall be retained by the 
originating division or bureau for a minimum 
of three (3) months. If required, unissued 
plans may be retained beyond the three (3) 
months. 

1 The di vision or bureau in which "plans" for 
contract work originate shall estimate the 
number of sets required for the project, and 
request the necessary plans from the supplier 
using !1anif old Purchase Order Book No. S-9746-3, 
available in the Office Supply Stock Room, 
original to suppl.i.er, copy to Bureau of Audi ting 
(for invoice audit) and copy for initiating 
division or bureau. 
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B. Requisi tioning 
of Plans 

3.105 
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2. Form No. S-9746-J shall contain the 
following information: 

a) Number of sets 
b) Consecutive serial numbers required 

for each project 
c) Date 
d) Name and address of supplier 
e) Number of square feet of plans 
f) Route and section numbers 
g) Signature of requesting authority 

J . Upon receipt of plans from the supplier., 
the above information shall be verified and 
recorded on Form AD-61A, a copy of which 
shall be forwarded to the Chief Accountant 
within 5 working days after the receipt of 
bids. 

C. Non-Departmental 1. Only t he Secretary of the Department 
shall requisition such quantities of 
"plans" for contract work as may be 
required for non-departmental distri­
bution from the respective originating 
division or bureau using Form PS-21. 

Distribution and Sale 

2. Cash receipts for 11 plans 11 shall only 
be given to the Cashier, who shall record 
the cash and issue a receipt authorizing 
the Secretary to release the "plans". 

J. Requests for non-departmental purposes for 
individual sheets or any portion of a set 
of plans shall not be honored during the 
advertising period due to the problems involved 
in breaking up the original set of plans for 
duplicating purposes. Plans or any portion 
thereof may be requisitioned and sold by the 
Depart:rre nt Secretary after receipt of bids 
at the scheduled price per set, or at fifty 
cents ($.50) per sheet, not to exceed the 
scheduled price per set. 

l.i. The Secretary shall issue one set of 11 plans 11 

without cost to the following: 

a) To each successful bidder on advertised 
work upon award of contract if requested. 

b) To each Utility specifically listed 
in t he respective Supplementary 
Specifications as having any interest 
in the work to be performed. 
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c) To the County Engineer when the 
proposed ·construction intersects_ with 
or otherwise affects county roads, or 
upon request when any part of such work 
is located within the county. · 

d) To the Township, Borough or Municipal 
Engineer of each Township, Borough or 
Municipality wherein any part of the 
work on a given project is located. 

e) The Division or Bureau in which the 
plans originate shall .furnish the 
Secretary with a list of names and 
addresses of those who are to receive 
plans under (b), (c) and (d). 

S • The Secretary shall return to the di vision 
or bureau from 'Which they are originally 
secured all undistributed sets of ttplans" 
immediately following opening of bids on a 
given project. Returned "plans" may be 
distributed for Departmental use by . the 
originating bureau. 

Division, Bureau, District and Section 
Heads may obtain such quantities of plans 
and specifications for Department use that 
are essential to their needs from the 
originating unit. Receipt of such plans 
shall be aclmowledged by the receipient by 
signing PS-21 prepared by the issuer. 

The PS-21 will be reviewed by the 
. Comptroller• s Office on a periodical basis 
to ensure that no Department is receiving 
excess' sets 0£ plans. 
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. 1. Originating Divisions and Bureaus shall 
maintain a complete file on contract plans for 
each project including completed Forms 
AD-6lA and B, PS-21 and their copy .of S-9747-3. 

2. Within five (5) world.ng days after the receipt 
of bids on each project, the Department 
Secretary shall submit a report covering the 
distribution and sale of plans on Fonn AD-61B 
to the Comptroller, copy to the originating 
division or bureau. 

~• The Comptroller shall verify that receipts 
per the Cashier's report are in agreement 
with sales as reported on Fonn AD-61B by the 
Secretary. The Comptroller shall then attach 
his copy of Form AD-61B to the appropriate 
journal voucher for filing. All records shall 
be made available to the office of the 
Comptroller for audit. 

All invoices for plans shall be coded with a 
distinctive Capital Account Code by the Cost 
Accounting Section for identification 
purposes. 

An audit of the records pertaining to 
"plans" shall be made by the Internal Audit 
staff under the direction of the Comptroller. 
The audit shall include the following steps 
and such others as are considered necessary 
by the Comptroller to conduct a satisfar.tory 
audit. 

a ) Select invoices for "plans" from the 
final expenditure run and verify the records 
maintained in the originating Division 
or Bureau as to receipts, authorization 
for free distribution, sales (including 
tracing of all "cash receipts" through 
the accounting records into the bank), 
and quantity of plans still on hand by 
physical count. 
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b) Select certain 11 cash receipts 11 for 11 plans 11 

from the accounting records and reconcile 
same to the related invoices from the 
suppliers. 

c) Ascertain that Divisions and Bureaus 
originating "plans" are keeping proper 
records on Form AD-61A & B, supported by 
Form PS-21 as required, for all "plans" 
purchased. 

Standard Distribution List stB" 
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AD-12 Department Action Slip 1 of 4 

To establish the procedure to be followed in 
advertising for bids on Department projects. 

As outlined below 

"Key sheets" as used herein refers to the top­
sheet of a set of plans containing a brief 
description of the project and the necessary 
approve.ls. 

Revised Statute 27 ,7-291 and general authority of 
the State Highway Colll1lissioner under Title No. 27 • 

.................. ~ ....•...•...................................... ................. 
V •· PROCEDURE 

A• Requi remeJJI;; s 

B• Processing 

1. Advertisements shall be placed for Department work 
as required by the Revised Statutes of New Jer·sey. 
as amended; in accordance with this procedure; 
and policies and procedures of the u.s. Bureau of 
Public Roads when apf licable. 

2. Advertisements shall be plaoed by the Department 
Secretary upon authorization of the Commissioner. 

1. The Bureau or Division concerned shall initiate 
a Department Action Slip. as specified in Depart­
mental Operating Procedure 1.302. requesting 
approval. (a) of the plans and specifications 
for the project. for submission to the Bureau ·of 
Public Roads, if necessaryJ and (b) of advertising 
for bids, af'tor Bureau approval, if required. The 
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To establish the procedure to be followed in 
advertising for bids on Department projects. 

As outlined below 

11 Key sheets" as used herein refers to the top 
sheet of a set of plans containing a brief 
description of the project and the necessary 
approve.ls. 

Revised Statute 27 ,7-291 and general authority of 
the State Hie}lway Col1111issioner under Title No. 27 • 

.................. ~ .•.•••..•.•........•.... ........................................ 
V •· PROCEDURE 

A• Requiremenbs 

B• Processing 

1. Advertisements shall be placed for Department work 
as required by the Revised Statutes of New Jer·sey • 
as a.mended; in accordance with this procedure; 
and policies and procedures of the u.s. Bureau of 
Publio Roads when applicable. 

2. Advertisements shall be placed by the Department 
Secretary upon authorization of the Commissioner. 

1. The Bureau or Division concerned shall initiate 
a Department Action Slip., e.s specified in Depart­
mental Opera.ting Procedure 1.302, requesting 
approval., (a) of the plans and specifications 
for the project, for submission to the Bureau of 
Public Roads, if necessaryJ and (b) of advertising 
for bids, after Bureau approval, if required. The 
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source of funds shall be specified on the action 
slip, such as Construction Program Year and item 
Number. The date of receipt of bids shall be 
shoym for all projects which do not require Bureau 
approval. This date shall be entered on the Action 
Slip by the Department Secretary when the advertise­
ment for bids is placed. The key sheets for the 
project, signed by the Bureau and Division Heads, 
and the State Highway Engineer, shall accompany 
Form AD-12. 

2. After approval of the Department Action slip and 
signing of the key sheets by the Commissioner,the 
Forms AD-12 shall be sent to the Department Secre­
tary, and the signed key sheets to the Bureau of 
origin. The Secretary shall retain the original 
AD-12 until the Schedule of Action is completed 
and then forwards it to the general files. The 
duplicate shall be forwarded to the Bureau of 
origin. 

J. After receipt of the signed key sheets for non­
Federal projects, the Bureau concerned shall fur­
nish the Department Secretary with all information 
on the project necessary to prepare the advertise­
ment. At the same time the Bureau shall furnish 
the Comptroller with confidential information as 
to the projected cost of road work, bridge work, 
or other, and whether or not costs have been in­
curred for Right-of-Way, utilities, etc. At the 
same time, the Chief Accountant shall be notified 
if the plans and specifications were prepared by 
the Department or by an engineering consultant. 

a) If Federal funrl s are involved in the project, 
the Bureau of origin, upon receipt of the signed 
key sheets, shall prepare a complete set of 
the plans, specifications , estimate and other 
necessary documents which shall be forwarded to 
to the Office of Pro gram Control for 
submission to the Bureau of Public Roads. 

b) The Office of Program Control shall obtain from the . 
Director, Division of Right-of-Way, a letter 
indicating the availability of the right of way 
for the project. This statement of availability 
is necessary to obtain the authorization of the 
Bureau of Public Roads to advertise. 
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c) After having obtained all of the necessary 
documents, the Office of Program Control shall 
submit the documents outlined in a) and b) 
above to the Bureau of Public Roads request­
ing their approval to advertise. 

d) After review by the Bureau of Public Roads, 
the Office of Program Control shall receive 
approval of the documents submitted and 
authorization to advertise. He shall then 
notify the State Highwa.v Engineer, with copies 
to the Di visions concerned . of the approval by 
the Bureau of Public Roads. 

e) After having received this notification of ap­
proval, the Bureau concerned shall proceed as 
in paragraph 3 above. 

4. The Department Secretary shall prepare the adver­
tisement in proper form for insertion in newspapers 
as a classified public notice. Adequate copies 
shall be duplicated for distribution to the required 
newspapers; to the list of classified contractors; 
to all interested Department personnel and to the 
Bureau of Public Roads. 

5. The advertisement shall be published for at least 
three weeks, at least once a week in each of two 
newspapers in the county or counties where the 
roads are located, and in one other newspaper in 
Trenton, and 'may be inserted in one or more American 
engineering .periodicals. The advertisement shall 
give a brief description of the work and materials 
required, specify where plans and specifications 
can be seen or had, the hour, date and place where 
the sealed proposals will be received and publicly 
opened and read, and such other pertinent informa­
tion as the Commissioner may include. 

6. A list of the newspapers to which advertisements 
have been sent, together with the date of insertion 
and an identification of the project, shall be main­
tained by the Department Secretary for approving 
invoices as to publication, and for the certification 
of the award of contract. 
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If an emergency occurs which requires the immediate 
repair of portions of the State Highway System, the 
Comr.j_ssioner may contract with a competent organiza­
tion to perform the necessary repairs on a cost plus 
or fixed fee basis without advertising for bids. 
The Commissioner shall notify the Governor and the 
State Treasurer of the emergency, the estimated 
cost of the repairs and the contractor who will do 
the restoration of the facilities. 

See Stan:lard Distribution List 11 B" 
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If an emergency occurs which requires the immediate 
repair of portions of the State Highway System, the 
Comr.d.ssioner may contract with a competent organiza­
tion to perform the necessary repairs on a cost plus 
or fixed fee basis without advertising for bids. 
The Commissioner shall notify the Governor and the 
State Treasurer of the emergency, the estimated 
cost of the repairs and the contractor who will do 
the restoration of the facilities. 

See Standard Distribution List 11 B" 
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To establish the procedure to be followed in 
receiving bids on Department projects. 

As outlined below 

Not Required 

1. 2. 7 Standard Specifications, and general authority 
of the State Highway Commissioner under Title No. 27 • 
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V. PROCEDURE 

A. Requ~ements 

I 
I 
I 

1. Bids shall be received at the hour, date and 
place specified in the advertisement. 

2. The following Department personr1el, or their 
authorized representatives, shall participate: 
The State Highway Engineer, as Presiding Officer; 
the Department Secretary as narrator; his Head 
Clerk, as recorder; the Contractor's Classification 
Officer and his 1secretary; the Assistant Supervis­
ing Engineer, in charge of specifications; a micro~ 
film machine operator; a Deputy Attorney General 
assigned to the Department; a representative of 
the Public Infonnation BureauJ a representative of 
the Office of Program Control, and a representative 
of the Bureau of Public Roads, if a Federal ProjectJ 
a representative of ~e Division of Local Govermnent 
Aid, if a Secondary Road Project. 
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1. All bids shall be delivered to the Department 
Secretary. If addenda have been issued, he 
shall indicate on each proposal enyelope whether 
all bidders have acknowledged such addenda in 
writing. He shall then transmit the seal~d 
envelope to the Contractor's Classification 
Officer. 

2. The Qontractor•s Classification Officer shall 
check, or cause to be checked, the information 
concerning the bidder's current classification 
status appearing on the proposal envelope with 
the Department's records of the bidder's effec­
tive classification and rating, retaining the 
proposals in the same order as presented to him. 

3 . The estimated cost of the project, prepared by 
the specification section of the Bureau of origin, 
will be opened by the Presiding Officer and made 
available to the Department Secretary, the Deputy 
Attorney General and the Contractor's Classifica­
tion Officer. 

4. The Presidinr Officer shall open the meeting, as 
near to the hour specified in the advertisement as 
is practical. He shall announce the projects 
on which bids are being received and ask if any 
other bids are to be presented. He shall then 
declare the bidding closed. No bid~ shall be 
accepted after the bidding has been closed. 

5. The Contractor's Classification Officer shall 
compare the bidder's classification rating with 
the engineer's estimate of cost for the project. 
If the rating is below the estimate, he shall notify 
the Deputy Attorney General that the bid is being 
opened provisionally. He shall open the proposal 
envelope and remove the contents. He shall place 
the bidder1s code number on the title page of the 
proposal, and check the total amount of -£he bid 
against the rating of the bidder. If the bid is 
actually higher than the classification rating, 
it shall be announced that the bid is rejected 
and the amount not read. The Contractor's Clas­
sification Officer shall also ascertain that the 
certified check required by RS 27:7-31 and that 
the proposal bond required by 1.2.7 of the Standard 
Specifications are of adequate amount. 
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He shall deteimine that the Contractor• s Financial 
and Equipment Statement meets the requirements of 
the adve~tisement as to date, and that both Parts 
I and III are properly signed and notarized. After 
examining these portions of the contents of the 
proposal envelope, he shall deliver the envelope 
and its contents to the Deputy Attorney General 
informing him of any error or omission which could 
cause rejection of the bid. 

6. The .Deputy Attorney General shall detennine that 
the proposal has been properly signed and notarized, 
that · the non-collusion affidavits and the appoint­
ment of registered agent by non-resident contractors 
are in proper order; that the proposal guarantees 
meet the Department•s requirements. Having satis­
fied himself that_ all items are in proper form, 
he shall deliver the proposal and all other docu­
ments submitted to the Department Secretary for 
reading. In the event t hat a bid must be rejected, 
he shall inform the Presiding Officer and the 
Department Secretary, of the reason for rejection, 
which shall then be announced to the meeti~g. 

7. The Department Secretary shall announce the 
bidder's name and the nrunicipality in which his 
office is located, and read the t otal price bid 
for tb.e project. He shall then hand the proposal 
to the microfilm machine operator for photographic 
recording. After each sheet has been photographed, 
the operator shall return the proposal to the 
Department Secretary. 

8. If only one bid is received on a project, it shall 
be opened. If the contents are in proper order, 
it shall be read. 

If a bidder submits bids on two or more projects 
at the same meeting (letting), a single revised 
Contractor's Financial and Equipment Statement, 
Form AD-26(a), submittP-d in a separate envelope 
marked to show that it is a financial statement 
to accompany the proposals on the projects being 
bid,shall be accepted in lieu of a separate 
questionnaire for each project. 
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A bid, after having been submitted, may be with­
drawn by a bidder prior to the opening of any 
bid on that project, upon request and the execu­
tion of Fonn AD-57. 

1. After all acceptable bids on the project have 
been read and photographed, the Department 
Secretary shall repeat the name and the total 
written price of the apparent lowest and the 
apparent next lowest bidder. The Presiding 
Officer or the Department Secretary shall then 
make the following announcement: 

11All mathematical calou.lations of each pro­
posal will be checked to determine the cor­
rect total price; and in the case of a dis­
crepancy between the unit prices written in 
words and those written in figures, the writ­
ten words shall govern. Proposal guarantees 
will be returned to all except the actual 
lowest and next lowest bidders after all bids 
have been checked and corrections made." 

2. If bids are received on more than one project at 
the same letti.ng, the announcements specified shall 
be repeated for each project. 

3. While the announcements are being made at the end 
of the final project for the meeting, the mocrofilm 
machine operator shall remove the photographic 
film, seal it in a container and deliver it to 
the Department Secretary for filing. 

4. The Presiding Officer shall announce that is all 
of the bids to be received at this meeting (let­
ting), and then ~adjourn the meeting. 

1. The Department Secretary shall check all bid pro­
posals to determine if there is any discrepancy 
between the unit prices as written in words and 
inf igures. If a discrepancy does exist, ·he shall 
write the proper fieures above the incorrect fig~ 
ures and initial the correction. He shall then 
deliver aj_l proposals to the Comptroller for veri­
fication of calculations. 
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2. The Comptroller shall have the extensions and 
dditio oh c d.J errors, if any, corrected; and 

the actual total price certified as bc9:f.ng correct. 
Copies or the cert1£ied printed calculations shall 
h6 distributed as follows: 

a) One set to the D partment Seer taey with the 
propos ls. 

b) One set to the As 1 tant Supervising Engineer 
in charge ot sp cif1oations. 

c) One set to the Bridge Specifications Section. 
d) If the proj ot is either Interstate, Primary 

or Urban F de~ l A1d., an additional 
distribution of !our sets shall be ma.de to 
the Offio of Program Control. They ehall 
retain one set for their file and send 
th. · eete to the Bureau of Public Roads 
together w1 th th followings Or.Lginal 
Non-collusion AffidavitJ three copies of the 
engineer•e etimat J three oopi sot 
Fann AD-27 "Tabulation of Bids" J three copies 
of a letter .t'rom the Di vision or Bureau Head 
at interest with inf'onnation as the Engineer­
in-Charge assign d to the projectJ one copy 
o.t' a work sheet of excerpts from the 
Classification Que -tionnaireJ and a letter 
requesting concurreno in the award of the 
contract to the low bidder. 

e) If the project i Federal Aid S condary, an 
additional distribution of four ts shall be 
made to the Divi ion of Local Government Aid., 
who shall send one set to the Bureau of Public 
Roads, The Division of Local Government Aid 
then prepare an invoice billing the County · 
concern d for .$0% of the awn of the 
certifi d total price bid plus the amount 
of the conting ncies., and shall deliver it to 
the Chief Accountant for signature. Upon re­
ceipt of the invoice ign d by the Chief 
Accountant, the Division ot Local Government 
Aid Shall send a letter to the County Engineel 
concerned enclosing th 1nvoice and one set oj 
the printed caloulations and notifying the 
County that a. resolution .from the Board of 
Freeholders reoonuMnding the award to the lw 
bidder must be received, together with a ohecl 
for the amount of the in"V'Oice, betore the 
award of the contract can be made. 
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3. Tabulations of t,he correct total price of each 
bidder and the correct unit prices of the lowest 
and next lowest bidders shall be furnished by the 
Department Secretary to all bidders on the project 
and to others upon request. 

4. The certified check, proposal bond and financial 
questionnaire of all but the certified lowest and 
next lowest bidders shall be returned by the Depart­
ment Secretary within three days after the bids 
are received. (RS 27:7-33) All proposals shall be 
retained. The Contractor's Financial and Equip­
ment Statement and the Plan and Equipment Question­
naire for Engineering Construction of the lowest 
and next lowest bidders shall be delivered to the 
Contractor's Classification vfficer with the de­
tails of any changes in total price bid from those 
which were read. 

5. The Contractor's Classification Officer shall 
analyze the financial information submitted by 
the low bidder. He shall report promptly to the 
Comptroller, with copies to the Commissioner, the 
State Highway Engineer, the Division Head or Heads 
interested in the project, the details as to the 
names and the total prices bid by the lowest, next 
lowest and the highest bidcter, and the reasons for 
the rejection of any bid. He shall inform the 
Comptroller of the type and amount of work on which 
the low bidder is classified to bid; and, to show 
that the bidder's capacity has not decreased danger­
ously, the date of the financial information supplied, 
the net liquid assets claimed and any deductions 
therefrom, with the allowable liquid assets and the 
revised capacity after allowing for the uncompleted 
work on hand. 

See Standard Distribution List "A" 
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To establish the uniform procedure to be followed 
in the award of contracts. 

Individuals named belo:w. 

Not required 

General authority of the State Highway 
Commissioner under Title No. 27 • 

•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Requirements 1. Recommendation to the Commissioner for · the award · 
of a contract shall be made on Form AD-12; Depart- . 
ment Action Slip, accompanied by two signed copies 
of Fonn AD-49, Certificate of Award.· 

2. Form AD-49, Certificate of Award, shall consist 
of the following: 

a) Designation land description o.r the project. 
b) ,, Certification as to Publication and Notice. 
c) Summary of Bids Received. 
d) Recommendation concerning the contract by the 

Division and/or Bureau Heads involved in the 
contract to the State Highway Engineer •. 

e) Certification of Concurrence by the Bureau of 
Public Roads (For Interstate, Primary & Urban 
Projects). 



V. PROCEDURE ( Continued) 

A. Requirements 

B. Processing of 
Certificate of 
Award 

Contracts, Leases & Agreements 3.108 

Page 2 of 3 

f) •Certification of Concurrence by County (For 
Federal Aid Secondary Projects). 

g) Status of Funds . 
h) Certification and Recommendation of Award. 
i) Certification of Award. 

1. · The Department Secretary, upon receipt from the 
Comptroller of the proposals and certified printed 
calculations, shall prepare Form AD-49, Certificate 
of Award, in duplicate. He shall supply the in­
formation necessary to complete Form AD-49 items 
(a), (b), and (c), s~n both copies and, for pro­
jects other than Federal Aid Secondary, send the 
copies to the Division and/or Bureau Heads involved 
in the contract. For Federal Aid Secondary pro­
.iects, he shall send both cop:Les to the Division of . 
Local Government Aid for p:rocessing as in paragraph 
(4) below. . 

2. The Division and/or Bureau Heads shall complete 
item (d), Recommendation to State Highway Engineer, 
and sign, if award to the low bidder is recom­
mended. If the project is either Interstate, Pri­
mary or Urban Federal Aid, both copies shall be _ 
sent to the Office of Program Control for processing 
as in paragraph 3. If the project is non-Federal, 
both copies shall be sent to the Comptroller for 
processing as in paragraph 5. 

). For Federal Aid Interstate, Primary, and Urban pro-· 
jects, the Office of Program Control shall complete 
item (e), Certification of ConcuITence by Bureau 
of Public Roads, upon receipt of their agreement 
to the award. He shall sign both copies and for­
ward to the Comptroller for processing as in para­
graph 5. 

4. ?or Federal Aid Secondary projects, the Division of 
Local Government Aid shall complete item (f), 
Certification of Concurrence by County, upon 
receipt of their resolution recommending award to 
the low bidder and their check for their share af 
the project. He shall sign both copies and for­
ward to the Comptroller with the check for the 
County's share of the project and a copy of the 
letter to the County aclmowledging the receipt ar 
their resolution and check. 

5. The Comptroller shall sign item (g), Status of 
Funds, and, for projects other than Federal Aid 
Secondary, transmit both copies to the Division 
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and/or Bureau Head at interest. For Federal 
Aid Secondary proj ects he shall return Fo:nn 
AD-49 to the Division of Local ,Government Aid. 

6. Form AD-12, Department Action Slip, recommending 
. the award of the contract shall be prepared by 

the Division or Bureau Head involved in the con­
tract, or by theDivision of Local Government; Aid 
in the case of Federal Aid Secondary projects, and then 
shall be signed by the required personnel and 
forwarded to the State Highway Engineer with both 
the signed copies of the Certificate of Award 
attached. · · 

7. The State Highway Engineer shall sign both copies 
of the Fonn AD-49 anci the Form AD-12 and forward 
to the Commissioner for approval. 

8. After approval by the C-Ommissioner, the Department 
Secretary shall complete item (j), Certification 
of Award, and shall sign both copies. The original 
and duplic~te shall be made a part of the respective 
original and signed copy of the contract (Department 
Operating Procedure J.109, Preparation, Execution 
and Distribution of Contracts). The original 
Department Action Slip shal l be forwarded to the 
Comptroller for filing in the pennanent file for 
the project. 

See Standard Distribution List "A" 
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DEPARTME NTAL 
·.OPERATIN G PROCEDURE 

Serlet CONTRACTS 
1 

LEASES I: AGREEJtiE N'l'S 
No. 

3.109 

CONTRACTS - PREPARATION, EXECUTION & DISTRIBUTION 

Effectlw Dote 

9-16-64 

Rtlatecl Procedure• 

NONE 

I. PURPOSE 

II. RF,SPONSIBILITI 

III. , DEFINITION 

IV. AUTHORITY 

Approval• Dl1trtl,utlon 

Page 

See V.-A.-2. 1 of .3 

To establish the procedure to be followed in the 
preparation, execution and distribution ot contracts 
tor department work. 

Department Secretary 
Deputy Attorney General 

None Required 

General authority of the State Highway Commissioner 
under Title No. 27 • 

•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Requirements 1. Contracts for Department work shall be executed by 
the Commissioner af'ter certification by the Deputy 
Attorney General as to proper form aDi execution. 

2. A Contract shall consist or the tollowing documents: 

a. Description of the Project (Form AD-18, AD-hh) 
b. Certificate of ~ward (Farm AD-49) 
c. Supplementary Specifications 
d. Accepted addenda, if ·any 
e. Prevailing Wage Rates, as promulgated by the 

Department or Labor and Industey. 
t. Contractor's Proposal 
g. Non~collusion affidavit (Form DC-4) 
h. Appointmmt of Agent by Non-Resident Contractors 

(Form DC-5), when required . 
1. Contract Form (Form AD-17A, AD-17B) 
j. Surety Bond Form (Form AD-50A, AD-50B) 
k. Certification of Deputy Attorney General as to 

proper form and execution (Farm AD-20) 
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B. Preparation 

c. Execution 
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1. Immediately after approval by the Commissioner ot the 
Form AD-12 awarding the contract, the Department 
Secretary shall prepare copies of the contract as 

.follows: 

a. Original am 3 copies for Road, Bridge, 
Maintenaooe Bureau, Electrical Bureau or 
Landscape Contracts. 

b. Original and 4 copies for Federal Aid Secondary 
or for combined Road and Bridge Contracts. 

c. For Federal Aid Contracts other than Federal Aid 
Secondary, copies of these completed documents 
as detailed under requirenents: l copy . each of 
2(b), 2(d), 2(f), 2(h), 2(j), and 2(k); and 
2 copies of 2(i). 

2. The Department Secretary shall forward the original 
and one copy of the contract to the contractor for 
signature with a letter of transmittal, calling the 
contractor's attention to the specified time in 
which the contract must be executed and returned. · 

). If the contractor returns the executed contract a.rd 
bond within the specified time, the Department 
Secretary shall return the certified check which 
was tendered by the low bidder as proposal guarantee. 
He shall at this tine also return the certified 
check of the second low bidder. 

If the contractor fails to return the executed 
contract and bond within the tine specified, the 
Department Secretary shall notify the State Highway 
Engineer by memorandum. The State Highway Engineer 
shall recommend to the Conmissioner the appropriate 
action to be taken consistent with the requirements 
of statute and specifications. 

4. The Department Secretary shall transmit the original 
arxi duplicate signed copy of the Contract to the 
Deputy Attorney General for certification as to form 
and proper execution using Form AD-20. A:tter 
certification, the Deputy Attorney General shall 
transmit -the original and duplicate signed copy to 
the Commissioner for execution. 

The Commissioner shall sign both the original and 
the duplicate signed copy of the contract and 
return to the Department Secretary for attestation. 
The Department Secretary shall conform all other 
copies necessary. 
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l. The Department Secretary shall distribute the copies or 
each contract as follows: 

a. The . original and one confonned copy to the Comptroller • 

. l. The original shall be retained by the Comptroller 
in the permanent file of the project. 

;2. The Comptroller shall transmit the conf onn.ed copy 
~ the office of the State Treasurer, together 
with the contract order committing funds for the 
arhount of the Contract plus the amount estfmg,ted 
fqr contingencies. 
'l I 1: . 

b. The ~ll:plicate signed copy to the contractor. 
I 

o. One eonfonned copy to each Di vision or Bureau Head 
conce,rned, if the project is _other than Federal Aid 
Secondary. 

d. Two conformed copies to the Federal Aid Secondary 
Engi~eer for Federal Aid Secondary projects. 

l. The Federal Aid Secondary Engineer shall transmit 
one conformed copy of the contract to the County 
concerned. 

2. The other copy shall be retained· by the Federal 
Aid Secondary Engineer !or his file. 

e. ·The copies of the documents specified in Paragraph 
1.-c; above shall be forwarded to the Federal Aid 
Engineer. He shall furnish these copies to the 
Bureau or Public Roads so that -they shall have in 
their file all of the material which makes up the 
contJ;"act. 

Standard Distribution List II An 
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Seri•• CONTRACTS, 
LEASES & AGREEMENTS 
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SUBLETTING OF WORK UNDER CONTRACT 

Effective Dote 

9-27-64 

EN-.5 

Rt ated P_roeedur•• 

3.109 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHORITY 

DI 1trf Lutlon 

equ red Pao• 
Reques for Approval of Subletting 
Department Action Slip 1 of J 

To ~stablish the procedure to be followed in 
processing requests from contractors for per­
mission to sublet portions of a contract covering 
Department work. 

State Highway Engineer 

Not Required 

Article 1.3.7 of Standard Specifications, 
Subletting and Assigning Contract. 

••••••••••••••• • •• • •• •• • • • •••••••••••••••••••••••••••••••••••• • •• •• •••••••••••••• 

V. PROCEDURE 

A. Requirement 1. All requests for permission to sublet mu.st be 
approved by the Commissioner upon recommendation 
of the State Highway Engineer. Such reconnnendation 
shall be made only when a request conforms to 
departmental requirements in all respects. 

2. Not more than ,50% of the total value of a contract 
(less designated specialty items) may be sublet 
unless otherwise specified in the supplemental 
specifications. 

3 . When the contract value of work proposed to be 
sublet is $25,000 or more, permission to sublet 
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B. Processing 
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may be reoanmended for approval only if the 
proposed sub-contractor is properly classified 
by the Deparl>ment in accordance with Departmental 
Opera.ting Procedure 3•102 (Classification of 
Cont ra.oto rs) • 

4. Requests for permission to sublet shall be ma.de 
by the contractor• in duplicate, on Form DC-18. 
and approved before any work is done by the 
proposed sub-contractor. 

6. Except for specialty items and lump sum items, 
when the contractor proposes to sublet a po.r-
tion. of the work included in the unit of measure-
ment of an item, the total unit price bid in the 
proposal for that item shall be used in opmputing 
the cost or the work to be sublet. 

a. Requests to sublet shall inolude an acknowledgment . 
that the proposed sub-contractor has received the 
appropriate Federal labor Regulations and that 

. they will be made a part of the subcontract which 
is to be executed with the prime oaitractor. 

1. The District Engineer concerned shall furnish 
contractors, upon request, with o opies of Form 
DC-18 a.od shall instruct them as to proper use. 

2. The prime contractor shall submit two (2) oopies 
of For.m DC-18 properly completed to the appropriate 
District Engineer. 

3. The Distr.iot Engineer shall complete Page 4., 
Section A, Compilation of Values and Percentages, 
sign both copies at Section B-1, reoanmending 
approval, and forward them to the Contraotor·•s 
Classification Officer. 

4. The Contractor's Classification Officer shall certify, 
on both copies, Section B-2l' as to the classification 
and rating of the proposed subcontractor. lie shall 
then forward b-oth copies to the proper Bureau or 
Division. Head. 
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5. If the request complies with all of the requirements 
of·this procedure, the Bureau or Division Head may 
rec.ommend for approval by signing Section B-3. 
Form AD-12, recommending approval shall be sub­
mitted in accordance with Departmental Operating 
Procedure 1.302. Lf the project involves more 

· t han one Di vision, two extra copies of Fonn AD-12 
i -sh~l be prepared and sent to each other Di vision 

concerned, one for the Division file, the other 
fotr the District Engineer. 

6. I 

I 

I . . . 
After the Department Action Slip has been approved 
by lthe Commissioner, the Secretary, State Highway 
De~artment, shall send the original AD-12, after 
pr ~paration of the schedule of Action and copy for 
the Bureau of-Public Roads, if Necessary, to the 
Comptroller. The duplicate AD-12 with a copy 
of the DC-18 shall be sent to the bureau of origin. 
The Secretary, State Highway Department, shall 
notify the prime cont ractor of the approval of 
his request to sublet, sending a copy to the sub­
contractor, a copy to the Comptroller w~th the 
other DC-18, and a copy to the bureau of origin •. 

Standard Distribution List liBn 
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Supersedes 

EN-1 

Related Procedures 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III• DEFINITION 

IV o AUTHORITY 

V. . PROCEilJRE 

A. Requirements 

Distribution 

· Page · 
I 

DC-12 ;CHANGE ORDER 
! 

1 of .3 
I 

To 1outline the procedure to be followed in ~ing 
changes of construction plans and implementing 
change orders. 

State Highway Engineer 

DIRECTOR - as used herein shall mean the division 
head involved in the Change Order. 

SUPERVISING ENGINEER - the Bureau Head involved in 
·the Change Order. 

DISTRICT ENGINEER - that person having direct 
su.pervision of the project. (In the Division or 
Bridges - the head of the Bridge District where 
·the structure involved is located.) 

General authority of the State Highway 
Commissioner under Title No. 27 G 

~11 change orders covering changes or plans 
resulting in increases or reductions or work, 
supplemental work, changes in specifications, 
or ch snges in other conditions, shall be sub­
ject to the following approvals prior to con­
tracting for such changes: 

a) Recommendation of District Engineer 
b) Recommendation of Supervising Engineer 
c) Approval by: 

1) Director of Division concerned 
2) State Highway Engineer 
3) Comnd.ssionar 
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and Approvals 

1. 
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A change of plan shall be initiated by the District 
En~neer _after consultation with the Bureau repre­
sentative who is responsible for the promulgation 
of plans in the affected Division. 

When an agreement is reached, the Bureau of Location 
& Design, or other responsible Bureau shall prepare: 
plans, where necessary, covering the proposed change 
or changes and submit them to the Supervising Engineer 
together with a draft of the change order (Form DC-12) 
for approval. · 

After approval has been obtained, the plans and pre­
liminary draft of the change order shall be ·submitted 
to the District Engineer for his approval. 

2. All changes of plan shall be augmented by a change 
order whether or not plsns are required to accom­
plish the desired action. A preliminary draft of 
the change order describing in detail the proposed 
change or changes, including plans where required, 
shall be submitted by the District Engineer ·to his 
supervisor for recommendation to the Director for 
approval. 

3. When approved by the Director, the Supervising 
Engineer. shall direct the District Engineer to 
immediately prepare the formal change order (Form 
·nc .. 12). 

For changes involving the Division of Bridges, para­
graphs 1, 2, and 3 above shall be replaced by para­
graphs lA, 2A, and 3A below. 

l'.A. When an agreement is reached, the Bridge Division 
shall prepare plans where necessary. 

2A. The revised plan shall be delivered to the District 
Bridge Engineer for distribution to the Contractor, 
together with instructions to negotiate with the 
Contractor if new prices are needed. 

3A. When the Contractor has agreed to do the work on the 
revised plan at established unit prices; or when ac­
ceptable supplemental prices have been determined by 
the District Bridge Engineer, together with the Super­
vising Bridge Engineer, Construction, and Supervising 
Bridge Engineer, Planning & Design, the District 
Engineer will prepare Change Order(DC-l2)and submit 
it to the Supervising Bridge Engineer, Construction, , 
for approval. 
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4. When the formal change order has been prepared, it 
shall be forwarded to the contractor for his ac­
ceptance ~ ,, The order shall then be returned to the 
District Engineer for his recommendation and then 
transmitted to the Comptroller for auditing and 
approvals by the following: 

a) Chief Accountant - for certification of funds 
and audit. 

b) The Supervising Engineer concerned. 
c) The Director of the Division concerned. 
d) State Highway Engineer. 
e) Commissioner. 

,. After the Conunissioner has signed the Change Order, 
it shall be returned to the Assistant Chief Accountant 
for recording in the "Contract Ledger". The original 
copy of the Change Order shall be filed with the con­
tract original and the conformed copies forwarded to 
the Supervising Engineer concerned. 

• On Federal Aid Projects, proposed changes of plans 
shall be discussed with representatives of the Bureau 
·of Public Roads by the District Engineer responsible 
prior to the preparation of plans and/or Form DC-12. 
Notation shall be made of such discussions and the 
decistons reached on the ty-ped Change Order. 

Proposed changes of plans on Federal Aid Secondary 
Projects shall be prepared by the County Enginee.r 
and must be recommended for approval by him. Addi­
tional approvals are required in- the following order: 

1) Federal Aid Secondary Engineer 
2) Supervising Engineer of the Bureau of 

Location & Design · 
2t) (For Bridge work the approval of the 

Director & Chief Engineer, Di.vision 
of Bridges is required.) 

3) State Highway Engineer 
4) Commissioner 

Standard Distribution·List 0 B11 
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Page 

.ID-12 DEPARTMENr ACTION SLIP 1 of 3 

To establish the procedure to be followed in 
processing claims trom contractors performing 
work tor the Department. 

Chairman, Claims Commi. ttee 

The term ttclaim" as used herein shall refer to 
time extensions, or items or reimbursement, that 
remain unsettled after conferences and negotiations 
between contractor and Department construction 
persormel, at the District, Engineer's level, have 
fl'.iled to produce an agreenent. 

General authority of the State Highway 
Commissioner under Title No. 27 • 

•••••••••••••• •• •••• ••••••••••••••••••••• ••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Claims 

B. Committee 

. The Contractor shall submit all claims in writing, 
with supporting data, to the State Highway Engineer. 

1. The Claims Coimni ttee shall consist or the 
following Department employees: 

a) Assistant Director & Chief Road Engineer, 
Chairman 

b) Director & Chief Road Engineer, or designated 
substitute. 

c) Supervising Engineer, Road Construction 
d) Director and Chief Bridge Engineer 

2. A brief but complete record of all meetings shall 
be kept by either the Director & Chief Engineer 
ot the Bridge Division or his representative, or 
by the Supervising Engineer, Road Construction, 
as designated by the Chairman. 
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~. The District Engineer responsible for the 
project shall be informed ot the claim by the 
Chairman, and proceed w1 th investigations · 
necessary- to prodnee written reports tor 
presentation to the Canmittee on the 
validity or the claim. 

2. Upon receipt of the reports, the Chairman 
shall arrange a meeting of the Claims 
Comittee with ·nepartment persomel involved, 
tor review of the reports and to ascertain 
it further supporting data is necessary before 
meeting with the contractor. 

3. After the Claims Committee is satiefied with 
the reports, the Chairman shall provide an 
opportunity for the contractor and his 
representatives to present their case before 
the Committee. 

1. The "Hearing" shall be comuoted by the 
Chairman with the contractor and Department 
personnel. essential to the claim present. 

2. An Assistant Deputy Attorney General shall 
also be present. 

3. It Federal Funds are involved, a representative 
ot the Bureau of Public Roads shall be _inri.ted 
to attend. 

4. No decision or agreement concerning the claim, 
either for approval or disapproval, shall be 
announced or made known at the 11hearingn. 

S. Following the hearing the Chairman shall prepare 
a memorandum in duplicate addressed to the 
State Highway Engineer, with sufficient copies 
tor each member of the Committee. 

This memorandum shall contain the following 
information: 

a) Description of each item involved 
b) Claim pertaining thereto 
c) Recomnended disposition of the claim 
d) Adequate reasons for approva1 or 

disapproval 
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1. Rec<1DJDended disposition ot the claim shall be 
signed b7 the Chairman and presented to the State 
Highway E~ineer tor concurrence. space 
shall· also be provided for the State Highwa;r 
Engineer's signature and reoomnendation to the 
Commissioner. 

2. Upon determination by the Commissioner, the 
District Engineer shall notify the contractor 
of the results. 

1. It disposition of the claim is acceptable 
to the contraotor, a change order shall be 

, prepared in accordance with Departmental 
Operating Procedure 3 .111 , and presented 
to the Commissioner on Form AD-12 in accordance 
with Departmental Operating Procedure 1.302 • 

It disposition of claim is not acceptable 
to the contractor he may appeal to the 
Legislative Appropriations Committee (Claims 
Sub-Conmittee). 

standard Distribution List 11 Bn 
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Title Effective Date 

CONSTRUCTION PROJECT OPENINGS 11-18-64 

Supersedes 

AD-27 (Rev. 1) 

Related Procedures 
I 

NONE . 

I -. PURPOSE 

II~ RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHORITY 

Approvals ! ' Distribution 

I: 
! I 

\ 

Form, Required I 
·-··· -

Page 
f \ 

· NONE 
: 

1 of 2 

To outline the procedures necessary to provide for 
advance notice concerning construction project 
ope~gs. 

l 
I 

. ! 

Director, Bureau of Public Infonnation 

1. Where traffic is to be carried on roadways or 
bridges during the period of their construction, 
the term "opening" shall mean opening· portions 
of the project to public use in substantially 
completed form. 

2. Where traffic is not to be carried on roadways or 
bridges while under construction, the term "opening" 
shall mean opening portions of the project to 
public use. 

General authority of the State Highway Commissioner 
under Title No. 27 • 

••••••••••••••••••••••••••••••• •• • •••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEllJRE 

A. Determination The Director, Bureau of Public Information shall 
confer with the Commissioner at the time bids are 
taken on any project to detennine if it is or suf­
ficiently major proportions, or possesses such 
l ocal significance, as to merit a formal opening 
ceremony or other unusual recognition upon com­
pletion. 
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v. PROCEIIJRE ( Continued) 

B. Approvals 1. Immediately following project designation, as 
outlined above, the Director, Bureau of Public 
Inofrmation, shall furnish written notification 
to the appropriate Division head concerned, of 
the Commissioner's determination. 

2. For each project determined by the Commissioner to 
merit fonnal opening or special recognition, the 
Director, Bureau of Public Information, and the 
appropriate Division head concerned, shall confer 
and arrive at a schedule of notifications to be 
furnished by that Division head. 

J. The opening of any construction project, or por-
tions thereof, specifically requiring notification 
in the schedule referred to in 2 above, shall re-
quire the approval of the Commissioner and no pro-
ject shall be opened prior to the date approved by 
him. 

4. The Director, Bureau of Public Information shall 
be informed by the appropriate Division head con-
earned when each project under his jurisdiction 
is approximately two·months from completion. 

5. The proposed date of opening shall be presented in 
writing to the Commissioner by the Director, Bureau 
of Public Information. If approved, the Commissioner 
will so indicate thereon. 

6. In case it appears a Project cannot be completed by 
the approved date, the Director, Bureau of Public 
Information shall be informed by the appropriate 
Division head concerned, and shall indicate the 
required course of action after consultation with 
the Commissioner. 

VI. DISTRIBUTION 
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Effective Dote 

11-9-64 

SA-1 (Rev. 1) 

Re ated Procedure• 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

DI 1trll,utlon 

Page 

See V-A 

To set forth procedure for receiving and 
processing applications for Municipal Aid 
Construction Funds and the recommendation 
of allotments. 

Supervising Engineer, State Aid Division 

1 Municipal Aid Construction Funds are those 
moneis appropriated by the Legislature as 
the State's share of the cost for con­
struction and reconstruction of Municipal 

: Roads. · 

New Jersey Revised Statute #27:15-1.l.4 

o••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 
, 

A. Forms Required 

B. Requirements 

1. SA-5 - Application and Agreement for State 
Aid to Municipalities 

2. SA-10 - Report of Application for Municipal 
Aid. 

3. SA-12 - Municipal Aid Contract Card 

1. Allocation of Municipal Aid Construction 
Funds shall only be made with the approva1 
of the Commissioner. 
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c. Applications 
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Contracts, Leases & Agreements J.201 

2. Application Form SA-5 shall be sent by 
registered mail to all -municipalities 
by.the Supervising Engineer, State Aid 
Division, during the month of July. 
This application shall be for funds to 
become available during the next calendar 
year. 

l. Requests for Municipal Aid Construction 
Funds shall be made by the municipality, 
on properly executed Form SA-5 in dupli­
cate, on or before October 1st, to the 
District Engineer, State Aid Division, 
as directed in letter of transmittal. 

2. The District Office shall then complete 
a Report of Application for Municipal 
Aid (Form SA-10) based on an examination 
and evaluation of the project offered at 
the site. Two copies of the application 
and one copy of the report shall be for­
warded to the Supervising Engineer, State 
Aid Di vision. 

J. Applications received from the munici­
palities shall be recorded and arranged 
alphabetically by Counties. They shall 
then be checked against existing records 
to determine whether they represent: 

a) Continuation of previous projects 
b) Requests for additional funds for 

approved projects 
c) New projects 

4. After reports and data are compiled, 
the Supervising Engineer shall review 
all applications and have prepared a 
list of the projects submitted. Projects 
are to be listed by County including 
suggested allotments. 
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Contraots, Leases & Agreements 3.201 

Request for approval shall be recommended by 
the .Supervising Engineer, 00:0,ourred in by the 
St-ate Highway Engineer, and 'submitted as pre• 
·•o~ibed in Depart-mental Opera.ting Prooedure 
1.~02. 

; II 

1. Upon mtifioation c,f the approved allotments 
by :'.b,he Commissioner,, in.di vidue.l reoord oards 
(!t.,o'.rpi SA-12 ). shall be prepared by the Division 
of ::$\;ate Aid. , 

2. Ap~,roved applications shall be signed by the · 
Supem si :og E~ ineer, State Aid Di via ion, for­
wa~ded to the Bureau of Auditing a.nd Accounting 
(Co~y and Munioipal Aid Seotion) £or recording.I> 
certification or funis, and signature., a.nd the:m. 

. sari~ to the Depa.rbme nt Secretary for Certifioatioa 
1·· 

of 1:;he Cammi ssi oner's approval. The Secretary 
wiljl then return it to t~e Superv¥3i-ng Engineer, 
State Aid Division. , 

3. Original Application (Form SA-6), will be retained 
by the state Aid Division, the duplicate shall be 
-returned to the Munioipal Clerk fully executed • . 

Standard Distribution List "A" 
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OPERATING PR.OCEDURE 

Serlet CONTRACTS, 
LEASES, .. & AGREEMENTS 
No. . 
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Tttle 
STATE AID CONSTRUCTION PLANS AND 
SUPPLEMENTARY SPECIFICATIONS 

1 - Processing 
2 - Checking 

Effective Date 

11-9-64 

SA-2 (Rev.l) ( 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

Ill. DEFINITION 

IV. AUTHORITY 

, 3 - Approvals 

\ DlatrfLutlon 
'\ 

. c :.X -e.Lt&/ ( ___ _ 
Page 

See V - A Below l of 6 

To set forth "procedures for processing, checking, 
and approving State Aid Plans and Supplemen.tary 
Spec'ifications. 

Supervising Engineer, State Aid Pr9jects 

State Aid as used herein means grants in aid 
to Counties and Municipalities for Road and Bridge 
work. Grants are made by the Department as 
provided for by the L3gislature. 

General ·authority of the State Highway Commissioner 
under Title No. 27. 

·······································~·············································· 
V. PROCEDURE 

A. Forms Required 

B. Requirements 

1. SA-23 - Engineers Estimate of Quantities and 
Costs, and Financial Statement. 

2. SA-25A-SA-25E6 inclusive - State Aip. Supplementary 
Specifications, Contract and Bond 

3. AD-12 - -Department Action Slip 

4. DC-4 - Non-Coll us ion Affidavit 

All State Aid Plans and Supplementary 
Specifications shall be recommended by th~ 
Supervising Engineer, State Aid Projects and 
concurred in by the State Highway Engineer, 
before being presented to the Commissioner for 
his consideration. 
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1. All Plans and Specifications received from a 
County or Municipality must include the 
following : 

a) For County Road Work (County Aid) 

1) Original Title Sheet Tracing 
i) Three (3) complete sets of Plans 
3) Three (3) complete sets of Supplementary 

Specificationss (Fonns SA-25A to 
SA-25E6 and DC-4) 

4) One (1) set of Earthwork Calculations 
5) Two (2) copies of Engineer's Estimate of 

Quantities and Cost (Form SA-23) 

b) For County Bridge Work (County Aid) 

l) Original Title Sheet Tracing 
2) Four (4) complete sets of Plana 
3) Four (4) complete sets of Supplementary· 

Specifications. (Forms SA-25A to 
SA-25E6 and DC-4) 

4) Two (2) copies of Engineer's Estimate 
of Quan ti ti.es and Cost (Form SA-23) 

· 5) One (1) copy of Permit, duly certified 
by Water Policy Commission. 

c) For Municipal Road Work 

1) Original Title Sheet Tracing 
2) Three (3) complete sets of Plans 
3) Three (3) complete sets of Supplementary 

Specifications. (Forms SA-25A to 
SA-2SE6 and DC-h) 

4) Two (2) copies of combined Engineer 1s 
Estimate of Quantities and Costt and 
Financial Statement (Form SA-23). 

5) One (1) copy of Earthwork Calculations 

All P]_ans and Specifications are submitted for 
review by the County or Municipal Engineer to 
the Division of State Aid District Office in 
the District the project is located. Upon 
completion of the review, the Plans and 
Specifications are forwarded to the Supervising 
Engineer, Division of State Aid, recommending 
approval. 
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2 • Upon receipt or Plans and Speoifioations f or 
road am bridge projeots the Di vision of State 
Aid (Engineering and P'lanning Secti011!) shall 
oheok to determine whether: 

a) sufficient funds are available, 
b) aey previous aeotions of road are completed.,. 
o) type of pavement;, width., length of projeot, 

etc., agree with original application. 

When this check is sa.tisf'e.otory, each project ia 
given a number for processing sequence. Ee.oh 
project ahall be reviewed for engineering design 
sequentially according to the num.ber assigned 
above. County Bridge Projeota shall be forwarded 
to the Bridge Division for a detailed engineering 
check. 

1• 1 All Plans and Speoifioations shall be checked by 
the District engineering group £or conformity 
with design sta.Diards of' the Department. Where 

, drainage work is iIIVolved, plans shall be sub-
. mitted to the Drainage Engineer., Bureau of Looatia1 
and Design, 1--or his review and recommerdations. 
Where a project interseots a State Highway~ the 
intersection design shall be submitted to tho 
District Superintendent., Division of Maintenance 
and Operations., for his oonourrenoo. When con­
struction may affeot the faoili·t;ios ereoted and 
maintained by the Electrical Bureau, plans shall 
be submitted to the Supervising Eleotrioa.l Engineer 
tor his approval. All Plans and Specifications 
must be recommended for ap proval by the Division 
of State Aid District Engineer in whose District 
the projeot is located prior to forwarding to 
the Division Office. 

1. When the checking of Plans and Specifications has 
been completed to the satisfaction of the Super­
vising Engi neer, one (1) set of Plans am one (1) 
set of Specifioationa shall be signed and forwarded. 
along with Form. AD-+2., to the State Highway Engineer 
for his conourrenoa. In addition» all Bridge Plans . 
a.lld Specifications mall be reviewed and signed by 
the Director and Chief Bridge Engineer. 
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2. The State Highway Engineer, after reviewir..g and 
signing the plans, specifications, title sheet 

· tracing, and action slip, shall forward the 
Department Action Slip (Form AD-12) to the 
Commissioner for his consideration. The balance 
of material shall be returned to the Supervising 
Engineer, Division of State Aid. 

l . When a project has been approved by the Com­
missioner, the Department Action Slip shall 
be returned to the Supervising Engineer, Division 
of State Aid, who shall direct that the following 
steps be taken: 

a) For County Work: 

l) Title Sheet Tracing, one (l} set of 
Plans and one (1) set of Supplementary 
Specifications shall be returned to the 
County Engineer together with a letter 
notifying him of the Commissioner's 
action and .requesting two (2) additional 
sets of specifications confonning with 
the approved specifications to be forwarded 
to the District Office. 

2) A copy of the letter shall be sent·to the 
Clerk of the County where the project is 
located. 

3) A copy of the letter to the Supervising 
Engineer, Bureau of Testing and Materials. 
Two (2) copies of Supplementary Specifi­
cations to be forwarded to the Laboratory 
by the District Office when additional copies 
are submitted by the County Engineer. 

4) One (l) copy of the letter, one (1) com­
plete set of plans, one (1) copy of the 
Supplementary Specifications and Engineer• s 
Estimate are filed with ·the District Engineer 
in whose District the project is located. 

5) A copy of the letter to the District Material 
Inspector of Bureau of Testing and Materials. 
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6) Original copy of ·Supptementary 
Specifications, one (1) complete set 
of Plans, one (1) copy of Engineer's 
Estimate of Quantities and Cost, and 
all other papers are retained in the 
files of the Division of State Aid 
Projects. 

7) For Bridge Projects only one (1) com­
plete set of Plans and one (1) complete 
set of Supplementary Specifications 
are filed with the Division of Bridges. 

b) For Municipal Work: 

1 ) Title Sheet Tracing, one (1) set of 
Plans and one (1) set of Supplementary 
Specifications shall be returned to t 'he 
Municipal Engineer, together with a 
letter notifying him of the Comrnissioner 1 f 

act~onmd requesting two (2) additional 
sets of Specifications conforming with 
the approved specifications. 

2) A copy of the letter shall be sent to 
the Clerk of the Municipality where the 
project is located. 

3) A copy of the lett~r to the Supervising 
Engineer, Bureau of Testing and Materials. 
Two (2) copies of the Supplementary 
Specifications to be forwarded to 
Laboratory by the District Office 
when additional copies are submitted by 
the Municipal Engineer. 

4) A copy of the lettert one (1) complete 
set of Plans, one (lJ copy of 
Supplementary Specifications and one 
(1) copy of the combined Engineer's 
Estimate of Quantities and Cost and 
Financial Statement (Form SA-23) are 
filed with the District Engineer in whose 
District the project is located. 

5) Original Specifications, one (1) copy of 
the combined Engineer's Estimate of 
Quan ti ties and Cost and Financia.l 
Statement (Form SA-23), and one (1) 
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set o~ Plana and all other papers shall 
be retained in the files of the Division 
of State Aid. 

l. Wlien for any reason Plans or Specifications 
~~tted by a County or Municipality cannot 
b~i tavorably recommended, the Supervising 
E~~l.118er., Division of Sta~e Aid, shall notify . 
tqe[ County or Municipal Engineer immediately 
b$1 1letter giving .full and complete reasons why 
taivbrable recommendation cannot be made. . 
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STATE AID - ADVERTISING, RECEIPT OF BIDS, AND 
AWARD OF CONTRACT 

Effective Dote 
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NONE AD-12 D~PARTMENT ACTION SLIP 
· SA-41 SUMMARY OF BIDS 1 of 3 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

IV o AUTHOR I TY 

To set forth the procedures for pro­
cessing bids received by counties and 
municipalities, and concurrence of the 
Department in County or Municipal action 
in awarding such contracts. 

As outlined below 

Not required 

General Authority of the State Highway 
Commissioner under Title No. 27. 
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V. PROCEDURE 

A.. Re qui remen t 

B. Processing of 
Bids 

All awards of contracts shall be su~­
mitted to the Commissioner for approval 
or rejection after recommendation of 
the Supervising Engineer, Division of 
State Aid Projects, and concurrence of 
the State Highway Engineer. 

1. Upon receipt of advertisement ·indicat­
ing bids for a State Aid project are 
to be received, a Summary of Bids 
(Form SA-41) shall be prepared by the 
District Office, Division of State Aid. 
A member of the District Staff shall 
be assigned to attend the contract 
letting for the purpose of listing the 
bids as read and recording the action 
taken by the local governing body. The 
Bid Summary shall .be returried to the 
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District Office for verfication of the 
clerical accuracy, the Engineer~s Esti­
mate of Cost entered, reviewed by the 
District Engineer and forwarded to the 
Supervising Engineer, Division of State 
Aid for action by the Commissioner. 

2. At the time the advertisement is received 
in the Division headquarters in Trenton, 
a brief notice of the pertinent informa­
tion shall be extracted. Twice a week 
a list of these notices shall be pre­
pared and mailed to contractors on the 
State Aid mailing list in order to pro­
vide a wider distribution of advertise­
ments requesting bids on Department pro­
jects. 

When all information relative to the 
biddirig has been reviewed by the Supet­
vising Engineer, he shall submit his 
recommendation to the Commisiioner on 
Form AD-12 as prescribed in Departmental 
Operating'Procedure 1.302. 

Upon determination by the Commissioner, 
the Supervising Engineer, State Aid 
Division, shall advise the County or 
Municipal Engineer by letter of the 
action taken. Copies of this letter are 
sent to the County or Municipal Clerk, 
District Engineer and the Contractor. 

1. After approval of award of contract by 
the Commisjioner, the County or Munici­
pal Engineer shall submit four (4) com­
plete copies of the contract and bond 
on forms supplied by the Department. 
If the project is bridge construction, 
five (5) complete copies of the contract 
and bond are required. When contracts 
are received in the Division of State 
Aid they shall be recorded on Division 
card records. 
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2. Contracts and bonds shall then be 
checked for proper form and correctness 
of data by the Engineering and Planning 
Section. If errors in the form or sub­
stance of the contract or bond are found, 
they shall be returned to the County or 
Municipal Engineer for correction. 

~. Contracts determined to be in proper 
form and with correct contents shall 
be presented to the Supervising Engineer, 
Division of State Aid for signature, 
forwarded to the Bureau of Auditing and 
Accounting for certification of funds, 
then to the Secretary of the Department 
for certification as to the approval 
of tQe Commissioner. 

Upon return to the Division of State 
Aid, the original copy of the contract 
and bond shall be retained for the Divi­
sion file. Other copies shall be dis­
tributed as follows: 

Second copy returned to the County or 
Municipal Engineer. 

Third copy returned directly to the 
Contractor. 

Fourth copy returned to the District 
Office, State Aid. 

Fifth copy forwarded to the Department's 
Bridge Division for their file. 

Standard Distribution List "A" 
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III. DEFINITION 

V. PROCEDURE 

A. Forms Required 

DI 1trf Lutlon 

Page 

See V-A Below 1 of 6 

To establish procedures for processing applica­
tions, executing agreements and awarding contracts 
for the construction or reconstruction of roads 
and bridges in the Federal Aid Secondary System. 

Division of Local Government Aid 

Bureau, as used herein shall mean the Bureau of 
Public Roads, Department of Connnerce. 

Clerk, as used herein shall mean the Clerk, 
Board of Freeholders. 

Engineer, shall mean the Federal Aid Secondary 
Engineer, or his duly authorized representative. 

AC-8 
AC-38 
AD-12 
FA-3 

FAS-1 
FAS-2 
FAS-3 
FAS-4 
PR-1 
PR-2 
PR-9 

PR-21 

- Vendor 1 's Invoice 
- Receipt for Federal Aid Cash 
- Department Action Slip 
- Notice to Bureau of Public Roads -

Starting Date of Contractor 
- Application 
- Re port on Application 
- Agreement 
- Record Completion and Acceptance 

· - Federal Aid Program Data 
- Bureau of Public Roads Forms Agreement 
- Request for Approval of Individual 

Project Program Change 
- Voucher for Payment under 1954 Secondary 

Road Plan 
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1. The Department shall at all times comply with 
Federal Aid Highway Acts, regulations, policies 
and procedures under the 1954 Secondary Road 
Plan. 

2. The County and accredited officials sh.all conform 
to all State laws, regulations, policies· and pro­
cedures adopted thereunder by the Department. 

J • . Funds appropriated by Congress, allotted by the 
·Bureau of Public Roads, artd committed by the 
Department, supplemented by funds provided by 

. ·State, County or Municipality, shall be used to­
finance projects on the Federal Aid Secondary 
System. 

4. Not later than November 1st of each year the 
Engineer shall notify ea.ch County, that funds 
are available for improvements on the Federal 
Aid Secondary System. ( letter to be sent to Clerk. 

1. Upon request the Engineer shall provide applicatior 
(Form FAS-1), for execution by the County and 
submission to the Department. 

2. Upon receipt all applications shall be investigated 
by the Engineer as to traffic data, present and 
future, compiled by the Bureau of Planning and 
Traffic. 

J. Field inspection by the Engineer shall be made 
to study physical conditions of each proposed 
project, detennine need, justify 'the expense 
and determine that the project will meet re­
quirements as outlined by Department memorandum 
8 Highway Classification & Basic Design Standards 
on -Federal Aid Secondary Projects11 • 

I 

4. Form FAS-2 (Report on Applications) shall be com­
pleted by the Engineer after completion of the 
field inspection and filed with the application. 
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1. Projects meeting the above requirements shall be 
presented to the Commissioner for approval through 
the State Highway Engineer on Form AD-12 (Depart­
ment Action Slip). 

2. Projects, when approved by the Commissioner, 
shall be returned to the · Engineer for prepara­
tion of Form PR-1 with necessa.ry maps, descrip­
tions and justifications for submission to the 
Bureau of Public Roads to request programming of 
Funds. 

3. Advancement of a project from Stage 1 to Stage 2 
ma.y be accomplished h~.r submitting the necessary 
information on Fo:nn PR-9. Requests for program 
changes after receipt of authorization to proceed 
with the work sh2.ll be submitted to the Bureau 
in letter form. 

4. On appro ral by the Bureau of Public Roads, the 
Engineer shall notify the Clerk of the action 
with instructions to have the necessary surveys 
made and plans prepared. 

1. The Engineer shall furnish the Cl~rk with agree­
ment (Form FAS-3) for execution. 

2. On receipt of executed agreement the Engineer 
shall present it to the Deputy Attorney General 
for approval as to form. 

3. If approved, the Engineer then shall prepare Form 
AD-12 (Department Action Slip) a~ set forth in 
Departmental Operating Procedure 1.302. 

4. The original and one copy of the fully executed 
agreement shall be sent to the Comptroller, one 
copy to the _Clerk and one copy to the Engineer. 

1. Plans shall be prepared under the direction of 
the County Engineer and submitted to the Division 
of Local Govermoont Aid for Department approval. 
Where Preliminary Engineering agreements are 
involved, the agreements are with the Department. 
Plans and specifications a.re prepared by a 
consultant under the direction of the Department. 

2. Current Standard Specifications, as amended, 
shall apply to all projects. Supplemental 
Specifications shall be prepared at the direction 
of the Engineer in accordance with State Standards . 
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3. When plans and specifications are satisfa.ctory 
to both the County and the State and are in ac­
cordance with the approved Federal Aid Program, 
the Engineer shall request project apnroval and 
authorization to advertise from the Commissioner 
on Form AD-12 in accordance with Departmental 
Operating Procedure 1.302. 

1. After bids have been received, the Comptroller 
shall prepare and sign invoice (Form AC-8) in 
amount of the County's share as computed by the 
Engineer and forward to the Clerk. 

2. Before any award is made the County shall, by 
resolution, recommend award of contract to the 
lowest responsible bidder and shall also deliver 
a check in the amount requested to the individual 
within the Department authorized to receive cash. 

The Engineer shall prepare Department Action Slip 
(Form AD-12), recomrnending award of contract. 

1. The Engineer shall request a project agreement 
from the Bureau of Public Roads by letter, using 
a revised estimate based on bid prices plus an 
amount for engineering and contingencies not 
exceeding 10% of the bid price. 

2. The Engineer shall also submit evidence that a 
public hearing has been held or the opportunity 
for such a hearing was afforded and that economic 
effects of the location were considered. 

3. Upon the receipt of project agreement (Form PR-2) 
the Engineer shall present it to the Commissioner 
for execution on Form AD-12 as outlined in Depart- . 
mental Operating Procedure 1.302. · 

4. After execution by the Department, the agreement 
(Form PR-2) shall be returned to the Bureau of 
Public Roads for execution. 

S. The fully executed copy shall be referred to the 
Comptroller for recording, and then filed with 
the Engineer as pa.rt of the project file. 
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1. All materials shall be furnished, supplied, 
inspected, tested and approved Bs provided 
for in the Standard and any supplemental Speci­
fications for each project. 

2. All necessary construction engineering shall be 
provided by the County. 

3. The Department shall provide the necessary 
inspection personnel, laboratory facilities and 
materials inspection. 

4. The Engineer shall supervise all work, including 
construction engineering and inspection, on the 
project. 

1. 

2. 

3. 

1. 

2. 

3. 

Permission to sublet may be granted in accordance 
with Standard Specifications and Departmental 
Operating Procedure 3.110 (Subletting Work under 
Contract). 

Payment shall be made to the Contractor by the 
Department on the basis of monthly estimates of 
the actual quantity of work perfonned under each 
item in accordance with the Specifications. 
Monthly estimates shall be prepared by the County 
Engineer, and certified by the Federal Aid 
Secondary Engineer. 

The County's share of the project shall be paid 
as set forth in paragraph G-2. 

All changes of Plans and other modifications of 
the contract shall be prepared and recommended 
for approval by the County to the Engineer. If 
the change is justified the Engineer shall prepare. 
and intiate processing of Fom AD-12. 

From the monthly estimates submitted by the 
County and after payment has been made to the 
Contractor, the Engineer shall prepare and sub-
mit consolidated progress vouchers to the Bureau 
of Public Roads for reimbursement. These 
vouchers shall be prepared on Form PR-21. 

Checks received from the Federal Government 
shall be delivered to the Comptroller for 
recording and processing in accordance with 
Divisional Operating Procedures, and then 
forwarded to the State Treasurer by the Comp-
troller using the State Treasurer's Form 111. · 

The Comptroller shall notify the Engineer of 
payments by using Form AC-38 (Receipt of Federal 
Aid Cash). 
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1. On notice f rom the County Engineer or con­
struction engineer in charge of the proj ect 
that the work has been completed in accordance 
with the requirements of the plans and 
specifications, the Engineer shall make a 
detailed inspection of same. 

2. The Engineer shall notify the Bureau by letter 
of the completi on of the Contractor's work, so 
that a final i nspection by the Bureau may be made. 

J. On receipt of a resalutton from the Board of 
Freeholders r ecommending acceptance of the pro­
ject, and if worlananship and materials meet wi th 
approval of the State, the Engineer shall process 
Form DC-20 and then recommend acceptance t o the 
Commissioner on Form AD-12 in accordance with 
Departmental Operating Procedure 1.302. 

4. Upon approval by the Connnissioner, the Engineer 
shall notify the County and the Bureau of Public 
Roads of such approval as follows: 

a ) CoW1ty - by l etter 
b ) Bureau of Public Roads - on Fonn FA-3 
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I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 
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Approval• 011trfLvtton 

f:4,nn• Required Page 
AD-12 Department Action Slip 
EL-34 Agreement 1 of 3·. 

To establish uniform procedures for the execution 
of agreements to reimburse counties and municipali­
ties, on a participating basis, for costs incurred 
in the maintenance of highway safety lighting at 
certain locations within counties and municipalities. 

Supervising Engineer - Bureau of Electrical 
~~~~~ . . 

The tenn "reimbursed highway safety lighting", 
as used herein, shall mean the commitment of 
State Funds to counties, municipalities, or 
other political bodies for the maintenance of 
street lighting. It shall be considered only 
for hazardous locations au.ch as intersections 
of roadways, railroad crossings, dangerous curves 
and headwalls. · 

General authority of the State Highway Commissioner 
under Title No. 27 • 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PRO CEIDRE 

A. Requirements 1 . All inquiries regarding reimbursed highway safety 
lighting shall be referred to the Bureau of 
Electrical Operations. 
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2. The Bureau or Electrical Operations shall 
make field investigations of all circwnstances 
and contingencies bearing upon the installa­
tion, maintenance and operation of the highway 
lighting. 

3. The results of all investigations, together with 
recommendations and the final disposition thereof, 
shall be ma~ known to all parties concerned, and 
a complete file of all transactions shall be a 
part or the Bureau of Electrical Operations records. 

4. The reimbursement rate for counties shall not be 
more than 50% of the maintenance cost for an ap­
proved highway lighting unit, nor shall it exceed 
$45.00 per unit, per annum. · 

5. The established utility rate of 2500 lumen lamp 
shall be the maximum amount allowable to munici­
palities for the maintenance ·of reimbursed safety 
lighting for intensities of illumination at or in 
excess of 4000 lumens. Maintenance costs of safety 
lighting for inte?l$ities of illumination less than 
4000 lumens are not reimbursable. , 

6. The Bureau of Electrical Operations shall not 
enter into any contract obligations with utility 
companies on reimbursed safety lighting agreements. 

7. Reimbursed highway safety lighting shall conform 
to the specifications of the Bureau of Electrical 
Operations as to location, lamp intensity, mounting 
height and the type of luminaries. 

1. If the lighting meets the above requirements, the 
Bureau of Electrical Operations shall request per­
mission to enter into an agreement by preparing 
Fonn AD-12 ( Department Action Slip) for submission 
to the Commissioner in compliance with Departmental 
Operating Procedure 1.302. If approval of Form AD-12 
is received froin the Commissioner, the Bureau of 
Electrical Operations shall prepare the agreement 
on Form EL-34 in triplicate, and shall submit it 
to the Supervising Electrical Engineer, Bureau of 
Electrical Operations, who shall indicate approval 
by signing in the appropriate space. 



V. PBOCEDURE ( Contimed) 

B. Execution 

c • . Termination 

D. Extension qt 
Agreement 

E. Form EL-34 
(Distribution) 

VI. DISTRIBUTION 

Contracts, Leases & Agreements 3.205 

Page 3 of 3 

2. After the Supervising Electrical Engineer's 
signature has been aff ixed, the agreements shall 
then be forwarded to the Secretary, State Highway 
Department, for execution. The Secretary shall 
execute the original and two copies of all approved 
agreements and return to the Bureau of Electrical 
Operations. 

l. If the Department decides to terminate the agree­
ment in accordance 'With.the terms of the agreement, 
the Supervising Electrical Engineer shall send writ­
ten notice of intent to terminate to the munici­
pality or county. A copy of such notice shall also 
be forwarded to the Comptroller and a copy retained 
on file in the Bureau of Electrical Operations. 

·2. If ·the mwrl.ci.pality or county terminates the 
agreement in accordance with the terms of the 
agreement, the Supervising Engineer, Bureau of 
Electrical Operations shall forward notice of 

1 such action to the Comptroller. 

Agreements shall be executed to terminate on the 
31st day of December and may be extended, after 

' complying with the tenns of the agreement, on· an 
annual basis providing conditions warrant the 
extension and sufficient funds are available. 

Copies of the agreement (Form EL-34) shall be 
distributed as follows: 

a) Original-Comptroller 
b) First Copy-Municipality or County involved 
c) Second Copy-Supervising Electrical Engineer 

Standard Distribution List ttA" 



DEPARTMENTAL 
'OPER ATING PR·OCEDURE 

s.r, .. 
ADMINISTRATIVE 

No. 
3.901 

LEASE AGREEMENTS FOR LAND, BUILDINGS AND OFFICE SPACE 

l:fleetlvt Dote 

8-23-64 

AD-18 

Rt at Proetdur•• 
NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

· IV. AUTHORITY 

bl 1trf Lutlon 

Pao• 
I , 

AD-12 Department Action Slip 
AD-30 Lease Agreement (Short form) 

1 ., , 

I 

To )establish procedures to be followed in 
ne~otiating and executing lease agreements. · 

• I 

As ·outlined below. 

A. The term "Lease Agreement• as used herein shall 
refer to agreements fors 

1. Land, buildings, or garages tor the storage 
ot Department .equipment and/or materials. 

2. Office space to be used by Department personnel. 

B. •Lease Agreements11 shall be classified as "Class 
A" or "Class B" as follows: · 

·1. "Class A11 agreements are those for which the 
armual cost amounts to twenty-five hundred 
dollars ($2,500) or more. 

2. "-Class B" agreements are those for· which the 
annual cost amounts to less than twenty-five 

, hundred dollars ($2,500). 

R.S. 52:34-6 et; seq. and related Department of the 
Treasury, Division of Purchase and Property regulations! 

••••••••••••••••••••••••••• ••••••••••••••••••• ••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

· .A. Requirements 

1. Basic standards for all rental agreemants: 

a) The property must be adequate to meet the 
Department's needs. 

b) The rental to be paid must be fair and 
· reasonable, as substantiated by a comparison 

with other rental rates for comparable 
facilities in the same general area. 



V • PROCEDURE 

A. Requirements 
(continued) 

B. Class A Leases 

Page 2 of 5 
Administrative - 3.901 

2 • . Funds must be available as evidenced in writing 
; by ~he Department Comptroller. 

3.'· \ Inquir ies and investigations may be initiated 
by any division or bureau head or his authorized 
representative, but no negotiations or commitments 
shall be made by such division or bureau heads or 
their authorized representative unless as noted 

1 
, herein. 
l 

1. :Requests to make application for "Class A" lease~ 
shall be submitted to the Commissioner by letter, 
with the recommendation of the Division Head and 
concurrence of the State Highway Engineer indicated 
thereon. 

2. If approval is received from the Commissioner, 
the bureau .or division head shall provide all 
information as required by the Department of 
the Treasury, Division of Purchase and Property, . 
by completing their standard application form, 
"Request for Rented Premises". · 

3. Application form shall be forwarded to the 
Comptroller for approval as to availability 
of funds who in turn shall forward same to the 
Director, Division of Purchase and Property, 
Department of the Treasury. 

·4. The Division of Purchase and Property will 
handle all negotiations, develop the necessary 
information on available properties, comparable 
rentals, etc. and will review this information 
with the division head to develop a satisfactory 
rental proposal. The Division of Purchase and 
Property shall _also prepare the appropriate lease 
agreement, secure the necessary signatures, furnisl 
the required notice to the Department of the 
Treasury (audit section), and furnish copies of 
the executed lease agreement to the lessor, the 
Divisions and Bureaus concerned, and the ComptrollerJ 
New Jersey State Highway Department. 

5. The Division of Purchase and Property shall follow 
up in conjunction with the Department in seeing 
that the facilities are made available in 
accordance with the provisions of the ' lease as 
to alterations, facilities, services and 
occupancy dates. They shall also notify the 
Department of lease expirations and renewal 
options, requesting recommendation for the 
exercise of options or re-negotiation of lease. 
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B. Class J. Leases 
(continued) 

c. Class B Leases 
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6. All controversies or disputes arising in the 
case qf 11 Class A" leases shall be referred to 
the Division of Purchase and Property for 
adjustment with the lessor. The Department 
shall be consulted for recommendations. 

l. Division or bureau heads may designate an 
individual to regularly negotiate, coordinate, 
and record execution of agreements. 

2. An accredited representative shall conclude 
negotiations, prepare the lease agreement on 
Form AD-30 (copies as indicated in paragraph 
C-8), and submit the agreement to the prospective 
lessor for approval and signature. 

3. Executed agreements from the lessor shall be 
submitted to bureau or division heads· concerned, 
who shall indicate approval by signing the form 
in the appropriate space. 

4. Following approval by division or bureau 
heads (paragraph 3 above), and after review 
and approval as to legal and contract form 
by the Deputy Attorney General (or his designated 
representative), the accredited representative 
shall transmit original and copies to the 
Comptroller. (Lease agreements for office 
space shall also ·be approved by the State Highway 
Engineer.) 

5. The Conptroller shall certify in writing as to 
the availability of funds on the applicable 
Department of the Treasury Form and forward 
same together with all copies of the lease, 
and a memorandum report thereon to the Commissioner 
for approval. 

6. Approval of the proposed lease agreement by 
the Commissioner shall be indicated by signature 
or initials after which original and all copies 
shall be forwarded to the Department Secretary 
for execution and transmission to the Division 
of Purchase and Property, Department of the 
Treasury. 

7. A standard form cover letter should accompany 
the lease stating that the facilities meet 
the conditions outlined in paragraph V.-A-1 · 
above. 



V. PROCEDURE 

O. Class B Leases 
(continued) 

D. Renewals and 
Terminations 
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8~ Copies of t he completed lease agreement shall 
be distributed by the Division of Purchase and . 

. Property as f ollows: 

a) 
b) 
c) 

d) 

One copy t o Division of Purchase and Property. 
One copy to lessor. 
One copy to the Department of the Treasury 
if they are to pay the invoice. 
Original and balance of copies to Department 
Secretary. 

9. Upon receipt of the completed lease agreement, 
the Department Secretary shall forward the 
original to the Comptroller, copies to Bureaus 
or Divisions concerned, and others as required. 

1. One month prior to the date on which notice 
must be given of intention to renew or terminate 
a lease agr eement the bureau or division head _ 
concerned shall have the -leased premises surveyed·. 
to determine t he need for continued occupancy. 
As a result of such survey, division head shall 
certify to the continued need or recommend 
termination of lease agreement, and forward the 
original and one copy to the Comptroller. The 
Comptroller shal l forward the original to the 
Division of Purchase and Property. Mo~th-to­
month leases which are subject to thirty (30) 
days notice shall be surveyed as indicated above 
at least once a year. 

2. Lease agreements initially executed for a term 
of one year may be automatically extended on a 
month to month basis, if so permitted by the 
terms of the agrgernent, only if, as a result of 
a survey made not less than one month before the 
terminal date, the need for continued occupancy 
of the leased premises is so certified by the 
heads of t he using Divisions or Bureaus. Copies 
of such certifications shall be transmitted to 
the Connnissioner and the Comptroller~ 

3. Extension of l eases, as described in D-2 above, 
shall not be continued for more than one year 
unless a survey and certification, similar to 
that described in D-2 above, is made yearly and 
approval given by all parties at interest including 
the office of the Commissioner. · 
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Terminations 
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E. Payment 

VI. DISTRIBUTION 
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If the lessor terminates the lease in accordance 
with the terms of the lease agreement, notice of 
such action, when received, shall be immediately 
t r ansmitted to the Comptroller by the party 
first receiving it, as well as to the other 
divisions or bureaus concerned, and to the 
accredited representative. The Comptroller shall 
notify the Department of the Treasury, Division 
of Purchase and Property of such cancellatione 

Invoices for payment of lease rentals shall be 
given preliminary approval by the State Highway 
Department as to occupancy but such invoices must 
be given final approval by the Department of Treasury 
when payments are chargeable against Department 
of the Treasury appropriation accounts. The only 
exceptions to this are garage rentals for cars, 
trucks, and road equipment, or rentals which are 
reimbursed by the Federal Government, which are 
processed as regular State Highway Department invoices. 

Standard Distribution List ttBR 



Tltle 

DE AR MENTAL 
OPERATING PROCEDURE 

Serl•• CONTRACTS, 
LEASES & AGREEMENTS 

No. 3.902 

PUBLIC UTILITY REARRANGEMENT .AGREEMENTS 

Effective Dote 

11-9-64 

EN-2 (Rev. 1) 

Re ated· Procedure• 

NONE 

I. PURPOSE 

II. HESPONSIBil,ITY 

III. DEFINITIONS 

IV. AUTHORITY 

Ol1trll,utlon 

Pao• 
Department Action Slip l of 3 

To outline the procedures to be followed in the 
negotiation and execution of agreements between 
Public Utilities and the Department for work in 
connection with Highway construction. 

Engineer of Utilities 

, Not Required 

General authority of the State · Highway Commissioner 
: under Title No. 27 • 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Requirement 

B. Plan Approval 

Agreements shall be executed for the Department 
only by the Connnissioner after preliminary approval 
by the Director & Chief Road Engineer, and/or the 
Director & Chief Bridge Engineer, and the State 
Highway Engineer. 

Schematic plans developed jointly by the Utility 
Company and the Department are reviewed by the 
Utility Engineer and the most feasible plans approved 
for more detailed engineering study and cost 
analysis. After final approval of a mutually 
acceptable scheme of rearrangement by the iUtillty 
Engineer, the Company is requested to prepare 
detailed plans and estimates. Utility work may 
be incorporated in the road contract in which case 
plans and specifications are jointly prepared for 
incorporation in the road contract plans. 



V. PROCEWRE (Conianued) 

c. Agreements 

Contracts, Leases & Agreements 3.902 
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l. The Engineer of Utilities shall prepare an Agree­
ment of Order covering the proposed work for exe­
cution by the Utility, based on the detailed plans 
and estimates su.bmi tted by the Utility. The Agree­
ment shall specify the following items: 

' 
a) Description of work to be performed and specifi-

cations pertaining thereto. 
b) Regulations to be followed in performance of 

liork ·~d billing procedure where State and 
Federal reimbursement is allowed. 

c) Responsibility for the cost of the work and 
the degree of any cost sharing. 

d) The timing of work relative to coordination 
with the roadway contract. 

e) Provision~ for insurance coverage if required. 
f) Provisions for temporary utility reroutes 

around construction areas if required. 
g) Property rights required and procedure for 

acquisition. 
h) Any other provisions required. 

2. The Engineer of Utilities shall forward the pre­
liminary Agreement or Order to the District Engineer, 
Location & Design; and the Director & Chief Road 
Engineer or the Director& Chief Bridge Engineer 
for approval. 

3. After approval of the preliminary Agreement or 
Order, the Engineer of Utilities shall forward 
two copies to the utility for execution, and as 
many copies as required for their files. Two copies 
shall be returned fully executed by the utility. 

4. Following execution of the Agreement or Order by 
the Utility, the Engineer of Utili:l,ies shall for­
ward the Agreement or Order to the Deputy Attorney 
General for approval as to form and execution, after 
which it shall be initialed by the Director & Chief 
Road Engineer and/or the Director & Chief Bridge 
Engineer, and -the State Highway Engineer. The 
agreement shall then be recommended for approval 
and execution to the Commissioner on Fom. AD-12, 
which -shall be prepared by the initiating Division. 



V. PROCEDURE ( Continued) 

c. Agreements 

VI. DISTRIBUTI0H 
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5. Upon favorable action by the Commissioner, except 
for Public Utility Orders (see paragraph 6 below), 
one fully executed copy shall be sent to the Comp­
troller and the other returned to the utility. 
Copies shall be made with photo reproduced signa­
ture sheets and distributed as required to all 
parties concerned. 

6. If the Agreement is in the form of an Order, upon 
favorable action by the Commissioner, two copiEts · 
of the Public Utility Order shall be forwarded ·'to 
the Board of Public Utility Commi,ssioners for their 
approval before the Order can be considered effec­
tive. Upon approval by the Board of Public Utility 1 

Commissioners, one fully executed oopy shall be 
· sent to the Comptroller with the Boards approval 
certificate attached, ani one fully executed copy 
with Boards approval certificate attached shall be 
returned to the Utility, and copies with photo re-

. produced signature sheets and facsimile Board ap­
proval certificates distributed, as required, to 

1 all parties concel'I\ed. 

Standard Distribution List "A" 
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Tltle 

Serio CONTRACTS, 
LEASES & AGHEEMENTS 

No. 3 .903 

EUectlv• Dote 

ROAD BQUIPMr.;NT iU::NTAL AGLE.l11ENTS 

.MT - 2 

Related Procedure• 

NJNE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

01,trfLutlon 

Fonn• Required HT--68 - Application for 
Pennission to Rent Equipment 
MT-47 - Equipment Rental Agreement 1 of 2 

To establish a uniform procedure to be used in 
negotiating and executing rental agreements for 
the use of road equipment. 

District Superintendent, Division of Maintenance 
and Operations. 

Not Required 

General authority of the State Highway 
Connnissioner under Title No. 27 • . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

V. PROCEDURE 

A. ~e quiremen ts 

B. Negotiation 

1. Road equipment rental agreements shall be 
executed on Form MT-47. If a lessor insists 
on the use of his rental agreement fonn, the 
agreement so drawn must be submitted to, and 
approved by, the Deputy Attorney General. 

2. Equipment under 1 rental agreement may be requisi­
tioned only by District Supervisors, and then 
only with the approval of the District Super­
intendent, Division of Maintenance and Opera­
tions. 

1. Inquiry and negotiation may be initiated by 
District Supervisors, field representatives, 
or others on form MT-68, but no commitment 
may be made by these individuals. 



V. PROCEDURE (Continued) 

B. Negotiation 

C. Copies 

VI. D!STRIBUTION 

Contracts, Leases & Agreements 

Page 2 of 2 

2. Agreements covering t he Division of Maintenance 
and Operations shal l be recommended for approval 
by the District Superintendent concerned. 

If more than one Division or Bureau is to be 
covered by the agreement , all affected Division 
or Bureau heads shall approve. Division or 
Bureau heads may designate an individual to act 
as coordinator in the negotiation and recording 
of the agreements. This coordinator shall con­
clude negotiations begun by him or others and 
submit the agreement t o prospective lessor for 
execution. 

3. Upon receiving an executed agreement from ·the 
lessor, the Coordinator shall submit the agree­
ment to Division and Bureau Heads who, if they 
approve, will initial the agreement in the ap­
propriate space provided under "recommended for 
approval 11 and forward as follows: 

a) State Highway Engineer - for approval 
b) Commissioner - for execution 

1. Original and three copies of an executed agree­
ment are required to be distributed as follows: 

a) Original to the Chief Accountant 
b) First copy to lessor 
c) ·second copy - Supervisor of Records, Division 

bf Maintenance and Operations 
d) Third copy - District Superintendent request­

ing rental. 

See Standard Distribution List "A" 



DEPARTMENTAL 
OPERATING PRGCEDURE 

Settee CONTRACTS, 
L~ASES, AGREEMENTS 
No. 

3.904 

MAINTENANCE AND JURISDICTION AGREEMENTS 

Effective Dote 

8-10-64 

EN-3 

Related Procedure• 

None 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

DI 1trlwtlon 

Pao• 

None 1 of 3 

i 

To ~stablish the procedures to be followed in 
establishing limits of control and maintenan~e between 
the: Department and other jurisdictions, such as · 
counties, municipalities, authorities, and commissions, 
involved in the control and maintenance of adjoining 
roads. 

As outlined below. 

Not required. 

General authority of the State Highway Commissioner 
under Title No. 27. 

·································-·····························~···················· 
V. PROCEDURE 

A. Requirement · 

B. Types of 
Agreements 

Such definition of limits of control and maintenance 
shall be deemed necessary where limits of jurisdiction 
are not defined by law, right of way agreements, or 
construction agreements. 

Agreements on the limits of control and maintenance 
may be established in one of two manners, depending 
upon the complexity of the conditions to be agreed 
upon: 

a. A map or plan showing definite limits of control 
and maintenance, approved by the Supervising 
Engineer, Bureau of Maintenance, the Director and 
Chief Road Engineer, and tile State Highway Engineer 
may be used as the basis of agreement in instances 
where conditions are normal, i.e., simple-inter­
sections and connections with no unusual problems 
involved. Copies of this map or plan shall be 
submitted to the other party, or parties, of interest 
for approval and signature prior to approval and 
signature by the State Highway Engineer. 



V. PROCEDURE 

B. Types of 
Agreemants 
(continued) 

c. Preliminary 
Conferences and 
Map Preparation 

D. Preparation 
of Agreements 

Page 2 of 3 
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After approval, copies shall be forwarded to the 
Supervising Engineer, Bureau of Maintenance for 
distribution within the Department and to other 
parties at interest. 

b. · A formal agreement between the Department and 
1

other party, or parties, of interest shall be 
required where the Department takes over roads 
from other jurisdictions for use as ramps, 
marginal roads, or connections; where divided 
responsibility exists in cooperative projects; 
or where understandi.ngs require clarification 
prior to abandonment. A map approved by the 
Supervising Engineer, Bureau of Maintenance, and 
the Director and Chief Road Engineer, and showing 

'limits of control and maintenance; shall be 
attached to all such formal agreements. 

The District Engineer of Location & Design shall 
initiate preliminary conferences with the other 
party, or parties of interest, as well as with 
interested division heads, during the design stage of 
improvements, if possible, in order to work out a 
mutually satisfactory basis for final agreement. He 
shall consult with the Assistant Director and Chief 
Road Engineer in all instances presenting unusual 
problems and be responsible for the preparation of 
all plans or maps used in designating the limits of 
control and maintenance. 

When preliminary conferences have reached a 
satisfactory s;tage, the District Engineer shall review 
the results with the Director and Chief Road Engineer, 
who, if approving, shall direct the District Engineer 
to obtain the a-pnroval of maps or plans from the 

-Supervising Engineer of -lfairrt.enance. If a formal 
agreement is deemed necessary, the District Engineer 
shall request the Special Contracts Engineer to prepare 
such instrument for execution. "Where no formal 
agreement is required, the District Engineer shall 
present the approved maps or plans to the Supervising 
Engineer of Maintenance for transmission to the other 
party, or parties, of interest. 



V. PROCEDURE 

E. Formal 
Agreements 

F . Execution and 
Disposition of 
Agreements 

VI. DISTRIBUTION 
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Fonnal agreements shall be reviewed by the Supervising 
Engineer, Bureau of Maintenance, and the Director and 
Chief Road Engineer prior to forwarding to the Deputy 
Attorney General for initialled approval as to form, 
after which a sufficient number of copies of the 
agreement with maps attached shall be forwarded to the 
party, or parties, of interest, by the Supervising 
Engineer, Bureau of Maintenance for certification and 
return. 

1. Upon the return of agreements executed by other party, 
or parties of interest, they shall be submitted to the 
Supervising Engineer, Bureau of Maintenance, who shall 
prepare an Action Slip upon which he recommends approval 
by the Cormnissioner and forwards to Director and Chief 
Engineer, Division of Maintenance and Operation and 
the State Highway Engineer for his concurrence in the 
reconnnendation. 

2. When executed by the Commissioner, the desired number 
of executed copies of the agreement with map attached 
shall be sent to other interested party or parties, and 
to the following Departmental offices: 

a. Central File Section. 
b. Supervising Engineer, Bureau of Maintenance. 
c. Chief Auditor & Acc~untant. 
d. Deputy Attorney General. 
e. Special Contracts Engineer. 
f. Title Officer (if required). 

Standard Distribution List "B" 



Tttle 

DEPARTMENTAL 
o,ERATING PROCEDURE 

Serlet CONTRACTS, 
LEASES & AGREEMENTS 

No. 3.905 

AGREEMENTS, SNOW REMOVAL AND ICE CONTROL 
' 

Effective Dote 

10-14-64 

MT-4 

Related Procedutet 

NONE 

I. PURPOSE 

II. RESPONSIBILITIES 

III. DEFINITIONS 

IV. AUTHORITY 

Dl,trfLutlon 

-Page 
' See V-A Below· 1 of 3 

To establish procedures for negotiating and 
executing agreements with private contractors 
for snow removal and ice control. 

As Outlined Below 

Not Required 

General authority ar the State Highway 
Commissioner under Title No. 27 • 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••• ••••••••••••••••••••••••••• 

V. . PROCEDURE 
I 

A. · Forms /Required MT-18 - Snow Removal Agreement 
MT-47 - Equipment Rental Agreement 
MT-38 - Snow Removal Questionnaire 
MT-68 - Application For Pennission to Rent 

Equipment 

1. Agreements with private Contractors for snow 
plowing shall be executed for the Department 
on Form MT-18. Agreements for spreading abra­
sives, for fully-manned loaders and graders, 
and for bare-machine rental shall be executed 
on Form MT-47. All agreements shall be executed 
by the Department Secretary upon the recommenda­
tion of the Supervising Engineer, Bureau of 



v. PROCEWRE (continued) 

B. Requirenents 

c. Negotiation 

Contracts, Leases & Agreements 3.905 
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Maintenance and approval by the Director and Chief 
Engineer, Division or Maintenance and Operations, 
and the State Highway Engineer. 

2. The Director, Division of Maintenance and Operations 
may designate an individual to regularly negotiate, 
coordinate and record the execution of agreements. 

l . Inquiry and negotiation may be initiated by supervisors, 
f i eld representatives, or others, but no commitment may 
be used. 

2. Contractors under consideration for Snow ,Plowing shall 
furnish details as to plant, equipment, organization 
and experience on Questionnaire Form MT-38. 
Contractors under consideration for spreading abrasives, 
for r enting fully-manned loaders and graders, and for 
r enting bare equipment shall furnish the required 

. information on Form MT-68. 

3 • The Supervising Engineer, Bureau of Maintenance shall 
f orward to the Commissioner a listing of private 
cont ractors with whom it is proposed to enter into 
agreements for snow plowing work• The list mall be 
compiled and supported by such pertinent data as 
deemed necess~r.r• The list shall be forwarded under 
the Supervising Engineer• s signature not later tilan 
September 15th of each year. 

4. An accredited Department representative shall conclude 
negotiations, prepare the agreenent on Fonn MT-18 or 
MT-47 in quadruplicate and submit all copi es to the 
contractor for approval and signature. 

5. Executed copies o:( the agreeme:r:rt, .from the contractor 
shall be submitted to the Director of the Division of 
Maintenance and Operations., mo shall indicate approval 
by signing all copies in the appropriate place. 



V. PROCEDURE. (Continued) 

c. Negotiation 

D. Executi on 

E. Termination 

VI. · DISTRIBUTION 

·- .. ,. 

I 

Contracts, Lea$eS & Agreements 3.905 
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7. Any additions to the list of contractors that 
may be required after September 1$ shall be made 
in accordance with steps 3 through 6 above. 
(The time requirement in step 3 will be eliminated). 

Following approval of the agreement by the Director 
of the Division of Maintenance and Operations, an 
accredited representative shall transmit the agree­
ment to State Highway Engineer for approval, then 
to the Secretary, who shall execute all copies of 
the agreement. Copies shall then be sent to the 
Supervisor of Records, Division of Maintenance and 
Operations, who will transmit the original to the 
Chief Accountant, the duplicate to the contractor 
involved, while retaining the third copy. The 
fourth copy shall be forwarded to the District 
Superintendent concerned. 

The Supervising Engineer, Bureau of Maintena~ce1 
may terminate snow removal agreements by written 
notice to the contractor in accordance with te:nu 
of the agreement. If this action is taken, a 
Department action slip shall be prepared so that 
all concerned parties within the Department are 
notified of the tennination of said agreement. 

See Standard Distribution List "A" 



DEPARTMENTA L 
OPERATING PROCEDURE 

Sert.. HIGHWAY 
FINANCE 

No. 4.101 

Effective Date 

PREPARATION OF ANNUAL BUIDET 
/ 

9-8-64 

AD-22 

Re ated Procedure• 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

01 atrf wtlon 

Pao• 

PROVIDED BY OOMPTROLLER l of 2 

To esta~lish the procedure to be followed in the 
preparation of the Department's annual budget 
request. 

The Comptroller has the responsibility of insuring 
that the annual budget, request is prepared along 
the guide lines established by the Department of 
the Treasury. 

Not Required 

General authority of the State Highway 
Commissioner under Title No. 27. 

I 

••••••••••••••••••••••••••••• • ••••••••••••••••••••••••••••••••• • •• ••••••••••••••••••• 

V. PROCEDURE 

A. Instructions 
and Foms 

1. The Comptroller shall issue instructions to 
Division and/or Bureau Heads for preparation 
of t heir Budget Requests. 

2. The Comptroller shall supply Division and/or 
Bureau Heads with the following infonnation 
by object account on or before August 1: 

a) Appropriations for the previous year ended 
June 30. 

b) Expenditures for t i1.e previous year ended June 30. 
c) Appropriations for the current fiscal year 

which began July 1. 
d) Blank Column for Budget Request for fiscal year 

starting next July 1. 



V. PROCEilJRE ( Contirmed) 

B. Preparation . 

c. Review 

D. Approval 

VI. DISTRIBUTION 
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l. Division and/or Bureau Heads will be responsible 
for providing the following information by object 
account on the forms provided: 

I 
a ) ; 1'\mds requested shall be shown in the column 

labeled "Budget Request" 
b) ; Written justification for the amounts requested 

2. Divi.sion and/or Bureau He~ds will. return original 
and three :copies of the Budget Request along with 
th~ written 'justifications to the ' Comptroller on 

, or; before August Jl. 

Th~ Budget shall be reviewed by the following 
i ndividuals prior to submission to the Director 
ofi t he Di vision of Budget and Accounting, Depart­
me~t of the Treasury in the following sequence: 

i 
·1 ! .. 
2. 
J. 

Assistant Comptroller 
Comptroller 
Executive ., Assistant to the State Highway 
Connnissioner 
Other persons designated by the Commissioner 
State Highway Commissioner 

: .The completed Budget; Reqtie.st, with the signed 
· approval of the Commissioner,. shall be forwarded 

to the Director of the Division of Budget and 
Accounting, Department of the Treasury, on or 
before October 1. 

Standard Distribution List "B" 
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DEPARTMENTAL 
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FINANCE 
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ORDER REQUESTS, PURCHASE ORDERS, AND AGENCY ORDERS 
Effective Date 

9-10-64 

Rtlatecl Proeeclur•• 

NONE 

I• PURPOSE 

II. RESPONSIBILITY 

III• DEFINITION 

IV• AUfHORITY 

Approval . 01 ■trf Lutlon 

Page 

1 of ~ 

To establish procedures · for ordering materials. 
equipment -, supplies, . or services. 

As outlimd below 

ORDER REQUEST - a request by a Division or Bureau 
for authorization to purchase :aaterials, equip­
ment, supplies, or services. 

PURCHASE ORDER - an authorization, from the 
Division of Purchase and Property, Department 
of the Treasury., to purchase materials, equip­
ment ., . supplies, or services. 

AGENCY ORDER - a request by a Division or Bureau 
for the delivery::of mAterials, equipment, 
suppl_ies, or services ordered under annual oontra.ot. 

General authority of the State Highway 
Coxmnissioner under Title No. 27 • 

•••••••••••••••••••••••••••••••••••• ••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A• Order Request . 1. Origin 

a) 

b) 

Division or Bureau Heads · shall initiate Order 
Request (Form P$-18) in quintuplicate, oon­
seoutively numbered alld showing the Division •a 
Order Request two (2) letter ocxle. 

The Bureau Head shall sign the Order Request and 
forward to the Division Head for approval. 



v. PROCEDURE (co'ntinued) 
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· A. Order Request When one Bureau orders goods to be used by 
another Bureau, both Bureau Heads SJ.all sign 
before forwarding to the Division Head. 

c) Order Requests for Invenrory must be approved 
by the Division of Maintenance & Op~rations. 

d) Duplicate and quintuplicate copies shall be 
retained for Bureau and Division files -
Balance of copies shall be forwarded for 
processing as outlined below. 

2. Surplus Pool 

All order requests for Office furniture, acces­
sories, or machines shall be sent to the Supervisor, 
Bureau of Office Services, for certification that 
the requested items cannot be supplied from the 
surplus pool, and that the items are necessary and 
are compatible with other items in the office. 

3. Approval as to Funds 

All Order Requests shall be forwarded, either by 
the originating Bureau or the Supervisor, Bureau 
of Office Services, to the Chief Accountant for 
approval as to the availability of funds. 

4. Approval 

a) If the estimated cost of an Order Request is 
less than $2500, it must be approved by, the 
State Highway Engineer before submitting to 
Bureau of Purchase and Stores. 

b) If the estimated cost is $2500 or more, the 
Order Request must be _approvect ·by the State 
Highway Engineer and the Commissioner before 
forwarding to the Bureau of Purchase and Stores. 

5. Distribution of Approved Order Request sball be 
made by the Supervisor, Bureau of Purchase and 
Stores as follows: 

a) 
b) 

c) 

Original 
Triplicate 

- Bureau of Purchase and Stores 
- Approval Officer, Accounts Pay-

able Section 
Quadruplicate - Initiating Division 



V. PROCEllJRE ( Continued) 

A. Order Request 

B. Purchase Order 

c. Agency Orders 

VI. DISTRIBUTION 
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6. Di:mpproved Order~equests shall be returned to 
the initiating Division by'the disapproving agent 
together with the reasons for disapproval. 

I 
I 

7. Budget Co de 

The Budget Code of the initiating Division or 
1 Bureau must appear in the column labeled "Distri­

bution111 on the same line as the total dollar 
amount. · 

The Bureau of Purchase and Stores, upon receipt 
of; an approved order request, shall be responsible 
fo~ initiating and forwarding all Detail Applica­
tions for Purchase Orders to the Division of Pur­
chase and Property. A Detail Application shall be 
prepared only for those items that are not presently 
avfilable under a blanket order. 

Upon receipt of the approved Purchase Order from 
the Di vision of Purchase and Property, the Super­
visor, Bureau of Purchase and Stores shall make 
distribution of same as follows: 

a) Approval Officer, Accounts Payable Section -
l copy (Route through Appropriation Control 
Section) 

b) Cost Accounting Section - l copy 
c) Initiating Division or Bureau - 2 copies 
d) Other copies as required. 

1. When a purchase order is received from the 
Department of the Treasury for goods to be 
delivered under annual contract, the Bureau 
of Purchase and Stores shall initiate (Form 
PS-6) indicating that goods are available for 
requisition under annual contract and dis­
-tribute in accordance with paragraph B.above. 

2. Division or Bureau Heads may, upon receipt of 
Form PS-6, request delivery of goods under 
contract by initiating an Agency Order and for­
warding to the Bureau of Purchase and Stores 
for processing. 

Distribution List 11B11 
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DEPARTM ENTAL 
OPERATING PRO CEDURE 

,-
Series HIGHWAY 

FINANCE 

No. 4.202 

E Hee ti ve Dote 

MATERIAL PURCHASED - INSPECTION AND ACCEPTANCE 

Supersedes 

PS-2 

Related Procedures 

. NONE 

I. RJRPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY f 

Distribution 

Page 

NOIE 1 of 2 

To establish responsibility for the inspection or 
all materials purchased and outline the procedures 
to be used in reporting receipt of material which 
is defective .and/or not in accordance with the 
specifications contained in the purchase order. 

As outlined below 

Materials, as used herein, shall include any raw 
or prepared materials, manufactured or fabricated 
products, parts, or supplies. 

General authority of the State Highway 
Commissioner under Title No. 27 • 

•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• • •• • ••• •••• • •• • •••••••••• 

V. PROCEllJ RE 

A. Responsibility 

B. Inspection 

The Division or Bureau originating the Order 
Request shall be responsible for inspection and 

. acceptance of all "materials" received there­
under, except that Highway maintenance materials 
shall be inspected and approved for use (or dis­
approved) by the Bureau of Testing and Materials. 

1. All ''materials" shall be inspected upon delivery 
as to correct quantity and conformity with speci­
fications as set forth in the Purchase Order. 



V. PROCEilJRE (Continued) 

B. Inspection 

C. Reporting 
Incorrect or 
Defective 
Materials 

D • Di&eO-Ul'i'ts 

VI. DIS 'ffiIBUTION 

Highway Finance L.202 

Page 2 of 2 

2. Construction materials for maintenance and recon­
struction of roads, bridges, and appurtenances 
shall be subject to inspection and testing in ac­
cordance with the Standard State Highway Department 
Specifications for Roads and Bridges. 

If inspection discloses incorrect quantities or 
deviation from specifications, the initiator of 
the order shall immediately notify the Supervisor, 
Bureau of Purchase & Stores, by _phone or in writing, 
giving a full explanation of the incorrectness or 
defects in materials. This provision does not 
apply, however, to defective or incorrect highway 
maintenance materials which shall be reported 
immediately to the Supervisor of Materials, Bureau 
of Maintenance. If the materials are satisfactory 
in all respects, the invoice s·hall be approved as 
to "Materials Received or Services Performed" by 
the :individual(s) within the Division or Bureau 
assigned this responsibility. No invoice for 

. material shall be approved for payment by a Di.vi­
sion or Bureau head, or his authorized representa­
tive, until he is satisfied that it is correct as 
to quantity, quality, conformance to specifications 
and freedom from defects. 

In order to take advantage of discounts, payment 
shall be made for all acceptable items on an invoice. 
Discounts on the disputed amount shall be taken 
upon'settlement of sare. The vendor will submit 
a new invoice for the disputed a100unt. 

See Standard Distribution Lia t "B" 
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OPERA-Tl NG PRO CE OU RE 
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No. 

H[GHWAY 
FINANCE 
4.301 

Effective Date 
TRAVEL AND SUBSISTENCE EXPENSE - POLICY AND 

REIMBURSEMfflT 

•• 
PREVIOUS 
INSTRUCTIONS 

Rtlotecl Procedure• 

AD-15 (Rev. 2) 

l. PURPOOE 

II. m3PONSIBILITI 

III. DEFINITIONS 

f=omt Rettulte · 
AC-6 Expense Voucher 
AC-8 Invoice 
AD-48 .Private Auto Authorizations 
PR-22 Official Station Assignment 

10-14-64 

OltttfLutlon 

Pao• 

1 of 9 

To outline the regulations applicable to all 
Department personnel for the reimbursement of travel 
and subsistence expenses. 

Division and Bureau Heads shall be responsible for 
ascertaining that employees under their jurisdiction 
are complying with the Standard State Travel 
Regulations• 

1. Official station - the office or headquarters to which 
the employee has been regularly assigned by the 
Commissioner or his representative. Unless otherwise 
specified, the limits of an official station in a 
city or town are the corporate limits of the cit,- or 
town where the official station is located. 

2. Temporary official station - the location to which 
an employee has been temporarily assigned because 
of work requirements. 

J. Home to official statio~ mileage - mileage from the 
employee's pennanent place of residence to his as­
signed official station. 

4. Home to temporary station mileage - mileage from the 
employee's permanent place of residence to his as­
signed temporary official station. 

5. On the job mileage - mileage incurred on official 
business aw:q from the employee's assigned official 
or temporary station other than trav~l to and fran 
the employee's place or residence and his assigned 
official or temporary station. 

6. F.mployee•s place or residence - refers to his perma­
nent legal address. 



IV AUTHORITY 

HIGHWAY 
FINANCE 
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State of New Jersey "Standard State Travel 
Regulations", approved by the Governor in Executive 
Order No. 24 and effective July 1, 1959, and general 
authority of the State Highw~ Connnissioner under 
Title No. 27 • 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 

V PROCEDURE 

A. · POLICY 1. All Department employees shall be guided in regard 
to travel and subsistence expenses by the Standard 
State Travel Regulations, dated July 11 1959. This 
Departmental Operating Procedure contains excerpts 
from these regulations which are particularly aP­
plicable to the Department and also outlines detail 
processing procedures in use within the Department 
not outlined in the Standard State Travel Regulations. 
Departmental regulations shall not be in conflict 
with the Standard State regulations. 

Questions and requests for interpretations regardi~g 
the Standard State Travel regulations shall be referred 
to the Director of the Division of Budget and 
Accounting, Department of the Treasury, through the 
State Highway Department Comptroller. 

2. Reimbursable travel expenses are confined to those 
which are essential to transacting the official 
business of the Department. 

3. Remuneration of expenses actually incurred is not to 
be construed as extra compensation for services per­
formed; it is to provide reimbursement for additional 
transportation and living costs imposed on some em­
ployees by reason of the changing location of their 
assignments• 

4 • ROUTING OF TRAVEL 

(a) All travel shall be by most direct, economical, 
and usually traveled route. In cases of dispute 
the official N. J. State Highway map shall be 
the guide. Travel by other routes may be allowed 
when official necessity therefor is satisfactoril~ 
established in advance. 

(b} In case a person travels by an indirect route for 
his own personal convenience, the extra expense 
shall be borne by himself and reimbursement for 
expense shall be based only on such charges as 
were actually incu?Ted, not to exceed what would 
have been incurred by the most direct, economica 
and usu.ally traveled route. 
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S. SUbsiEr' ce expeue1 on an actual expense buie · 
not re:bnbm'1abl• it paid by the employee to a membff 
ot h11 t 117, to tber State empl07ee, or to a 
mmnb r ot t amily· ot ther State employee I unle s 
ill ot th toll.owing conditiona are mets 

(a.) ltmu Wire not procured because ot such per onal 
or official r 1 tionehip. 

(b) '.n'mt 11 w impractical tooth rwi•• procure the 
item. 

(o) The memb rot the tamilT furnishing th item was 
not depend nt on the mployi e for support. 

Tb. material ! ots 1hall be report d on Form AC-6. 

1, The Commission r, or hi duly designated representative 
u appointed by Commission "tion, shall designate the 
otlioial 1tation ot e oh emplo7e. 

Th11 de1ignation ehall b pr pared on Form PR-22 
(Ottioial Station A signm nt) and tiled with th 
Divi ion ~f Personnel, copies to the employe and 
Division concerned, 

2. Temporary otr:1d.al station assignm. nta shall be made by 
the Divieion and Bureau Had cono rned, and it shall 
be their re1pon1ibility to maintain records a to the 
datt1 and loo tions of such temporarr otfioial station 
•• ignment. Tempora.ry a signmente lasting tor one (1) 
f u 1hall be reviewed at that time a to their perma-
nenoy 'b7 the Divi1ion or :sure u H concerned. 

l, R1imbur11ment ot 1Nblio transport t1on 001t sh l be 
at the exact amount of th• tare, without Fed ral 
tranaport tion taxes. u. s. Treaeuey Department 
Form 731 shall 1b1 presented to the ticket agent 
authori1&tion tor exemption from Federal transportation 
taxea 1 'l'hi1 torm 11 v able from th Chi f 
Aooountant. An employ t 11:ing to ua t,hi form shall 
btar the 001t ot IUOh t · s. A tatement hall be 
enter1d on the vouch@r tating th t 11Tranaportat1on 
ch~ges do not inslud · Feder tran port tion t "• 

l, ill travel w:t tllin the bord :r ot the St t tor the 
regular c~nduot o St• · busineaa, 1ncluding tra l 
which r qu1r ~ r dim aub iatence allow ce, re­
~uir a uthori ation on Form AD-48 either by the 
Oommi loner or hi d'\U.1 designated r•F sentati s 
appointed bt Commi111on action. Fermi aion 't9 use toll 
roaa wi~in th St· te must be approved in dvance by' 
the State Highwa, Engineer. 
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2. All travel to points within 25 miles outside of the 

State borders shall be covered by the same regulations 
governing travel within the State. 

J. All travel to points beyond twenty-five (25) miles of 
the borders of the State which involves an expenditure 
of $,o.oo or more requires advance approval on 
Department of the Treasury Budget Bureau Travel Form 
"B" from the Commissioner and the Director of the 
Division of Budget -and Accounting, Department of the 
Treasury. · 

4. No attendance at conventions or interstate conferen·ces, 
which will involve expenses to be paid by the State, 
shall be permitted without obtaining advance approval 
on Department of the Treasury Budget Bureau Travel 
Form "B" from the Commissioner and the Director of the 
Division of Budget and Accounting, Department of the 
Treasury. 

,. Attendance at a seminar within the State or not further 
than 25 miles beyond the State line can be included 

E. MILEAGE - PRIVATELY 

on Form AC-6 (Department Expense Voucher) provided 
that the Commissioner, upon recommendation of the 
Division Head, has given prier approval. 

OWNED AUTOMOBILE 1. Mileage m~ be allowed an employee traveling on of­
ficial business by privately owned automobile at 
the State approved rate (currently 7 cents per mile) 
in accordance with the following regulationst 

(a) The use of the automobile must be approved in 
accordance with Departmental O'perating Procedure 
1.402 (Use of Privately Owned Automobile). 

(b) No transportation costs shall be allowed between 
an employee's place of residence and his official 
station. 1Such costs shall be regarded as com­
mutation expenses and shall be deducted from any 
mileage actually traveled • . 

(c) An employee receiving per diem subsistence expense 
may be reimbursed for mileage to the assignment 
from his place of residence on the first day, 
plus "on the job mileage", plus mileage on the 
last day from that day's assignment to the em­
ployee's place of residence le-ss the mileage to 
and from the employee's place of residence and 
his official station. 

(d) "On the Job Mileage" incurred sh~l be reimbursed 
in full except as noted in paragraph E ~ l. - e 
below. 



F. SUBSISTENCE 1, 
EXPENSES 

2. 

o. 0\tmTIME 1. 
MEALS 

2. 

3. 
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~e): Mileage reimbursement for employees traveling to 

Qf,11:er tllW11 their official station by private 
au~omobf]e sftdl oe based on the following 
tOffl'Wl!SJ' 

Roundtr~p mileage from th'e employee's place of 
residence to his· temporary o1.f':ilcial station plus 
"on the job mileage" less ro~rip mileage from 
the employee's place of residence to his of­
ficial. station. 

Reimb11rsement far subsistence expense shall be limited 
to the actual allowable expense incurred, not exceeding 
the following maxilnum per diem allowances: 

(a) $16.oo per diem outside the' State. 

(b) $15.00 per diem when. attending a co~vention or 
interstate conference within the State. 

(e) $12.00 per diem within the .State while engaged in 
actirlty other than attendance at a convention or 
interstate conference. 

In computing the actual subsistence expense for travel 
authorized by Department of the Treasury Travel Form 
"B" the maximums for each item as indicated in the 
Standard State Travel Regulations shall apply. For 
meals the maximums are (including tip): 

Break£ast - 1.00 
Lunch - 1.50 
Supper - .3.00 

For per diem not requiring authorization on Travel Form 
"B" lunch is not reimbursable. 

If an employee wor.ks overtime 3 hours before. or after 
the nonnal working day., allowance shall be made for the 
next appropriate meal within the following maximums 
(including tip): 

Breakfast - 1.00 
Lunch - 1.,0 
Supper - 3.00 

Ir an employee works 3 hours ·or more on a Saturday, 
Sunday., or legal holiday, allowance shall be made for 
the next appropriate meal. 

Time taken for meals shall not be paid as time worked 
except in the case of regularly assigned shift em-
ployees who are required to remain on duty during meal 
hours. 
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4. The . actual starting and ending hours of work must be 
shown on Form AC-6 to qualify for reimbursement for these 
meals. 

H. OVERTIME MEALS - SPECIAL 
EMERGENCY OPERATIONS 

I 

1. The provisions of this section (H) are not in agreement 
with the Standard State Travel . Regulations but are re­
quired in order to give maximum protection to property 
and the welfare of persons using the State Highway 
system. 

2. Emergency operations shall constitute all snow removal 
and ice control work, traffic emergencies (e.g. Traffic 
signal kn_ockdown), or other emergency designated b7 the 
State Highway Engineer in which the employee is called 
out on- immediate notice. 

). Emergency overtime meal allowances shall be as !ollowaa 

Breakfast 1.00 
Lunch (Noon) 1.,0 
Supper (a) Regular 2.00 

(b) Midnight 1.00 

4. Emergency operations meals are authorised when: 

(a) The employee's work carries him. through and beyond 
meal times stated below: 

Breakfast S:30 a.m. 
Lunch (Noon) 11:30 .m. 
Supper 5:30 p.m~ 
Lunch (Midnight) 11:,30 p.m. 

(b) Breakfast is also reimbursable if the employee is 
called to work at least an hour before his regular 
starting time. 

(c) Noonday lunch· is not reimbursable if the emergency 
develops during the employee's regular work dq. 

S. These exceptions to the Standard State Travel Regu­
lations are required because ot the followings 

(a) Employees are needed -immediately in an emergeney 
and the public interest . is best served it they 
report to the job without the time delay required 
to eat breakfast at home and pack lunch. 

(b) In emergency operations it is not known whether 
the employee will be required to work 3 hours of 
overtime or if the ove-rtime will extend 'k>eyond 
midnight. Thus the provision for a two part supper 
allowance (regular and midnight) and a waiver of 
the .three (3) hour m~um overtime requirement 
..., ___ .... ...3_ -- -----.I~-'--- - __ .. __ ..J...J ---
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l. ·The voucher must be filled out completely and each 

expense item shall be listed chronologically and in 
the proper column; also each column must be totaled. 

2. Form AC-6 must be written in ink or typed. 

3. Expense vouchers shall be submitted monthly by calendar 
month on Form AC-6 and submitted to the Division of 
Accounting and Administrative Services by the tenth 
day following the end of the month for which the 
voucher is submitted. 

4. Exception - At loca.tions where credit has been es­
tablished for furnishing meals to Department employees 
on emergency purchase orders, individual employees will 
not be required to submit expense vouchers (Form AC-6). 
Such meals shall be billed to the Department directly 
by the vendor on Form AC-8. 

J. CONTENTS OF THE 1. Sundries 
VOUCHER 

(a) Parking Charges -- receipts, if issued, shall be 
required. All individual parking charges of $.75 
or more shall be receipted. 

(b) Toll charges--receipts, if issued, shall be 
required. 

(c) Telegraph Servi.ce--A copy of each official tele­
gram for which reimbursement is claimed shall ac­
·company the travel expense voucher, except where 
the subject matter is of such confidential nature 
that to diwlge its contents would be prejudicial 
to the public interest. In such cases, the points 
between which sent, number of words, and a receipt 
from the person to whom payment was made shall be 
furnished. · . . . 

~d) Miscellaneous expense, not enumerated herein, when 
necessarily incurred in the transaction of official 
business, shall be allowed only when the necessity 
and nature of the expense is clearly and satis­
factorily explained. 

(e) Exceptions 

(1) 

(2) 

Reimbursement for purchase of emergency 
supplies and payments for postage due on 
mail received at District Offices shall be 
submitted on Form AC-8 (White Bill form). 
They are not to be shown on Fonn AC-6 (Expense 
Voucher). 

Items of postage are not eligible for in­
clusion on Form AC-6. Provision for st~ped 
envelopes and additional stamps must be 
made with Divisional offices. 
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(a) Hotel and meal charges shall be shown daily. 

(b) Receipts for hotel, motel, or rooming house 
charges are required. The receipts shall 
contain the charges which were incurred, name 
and address of vendor and amount of charge. 
The receipt shall be marked paid, dated, and 
signed by the vendor or his authorized agent. 

J. Telephone Service 

(a) Charges for local telephone calls and for long 
distance calls on official business shall be 
allowed. 

(b) The Expense Voucher shall show the dates on 
which such calls were made, the place of origin 
and destination of each call, and the cost of 
each call. Charges for long distance calls to _ 
the Trenton office or other office of permanent 
assigmnent shall not be allowed. These calls 
must be placed as reverse calls to those points. 

4. Taxi or Busses 

(a) Taxi cab charges will be permitted when their 
use is justified. All taxi cab charges must 
be ex.plained as to their necessity. 

(b) If possible regularly established transportation 
facilities are to be used and shown on voucher. 

5. Mileage 

(a) Point of departure, destination and return must · 
be shown for each day under Items in Detail. 
From "Items in Detail" to "Home to Job Mileage" 
may be used for details if no other charges are 
shown. 

(b) Each detail mileage shall be shown separately. 

6. Insurance 

(a) Employees seeking reimbursement for privately 
owned automobiles shall carry liability insurance 
with minimum coverage of $10,000/20,000 for 
personal injury and $5,000 for property damage. 
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(b) Insurance Certificate on original Expense 
Voucher (Form AC-6) must be completed to obtain 
reimbursement for automobile mileage. 

7. Certifica.tion of Expense Voucher (Form AC-6) 

(a) Employee executing voucher must sign space 
labeled "Employees Signature"• 

8. Responsibility of Employee Who Approved Expense 
Voucher (Form AC-6) 

{a) Employee authorized to approve Expense Vouchers 
for "Travel Expense Authorized on Date Shown", 
and Bureau and Division head or his duly author­
ized agent who approve Expense Vouchers have 
"Recommended for Approval" the voucher and thus 
share responsibility with the employee sub­
mitting the Expense Voucher for the correctness 
of the items submitted thereon. 

9. Job Number 

{a) All employees shall summarize and complete the 
"Job Number" and "Amount" fields in the space 
provided on the duplicate Fonn AC-6. 

(b) All items on the right hand side of the double 
line after "amount" are for the use of the 
Division of Accounting and Administrative 
Services only. 

See Standard Distribution List "B" 



Tl tie 

DE PARTMENTAL 
OPERAT ING PROCEDURE 

Serie• 
HIGHWAY F!NANCE 

No. 4.302 

Effective Date 

SNOW REMOVAL - CONTRACTORS' REPORTS, INVOICES ETC. 
11-1,0-6 4 

Supersedes 

MT-3 

Related Procedures 

NONE 

I. PURPOSE 

II. RESPONSIBILITIES 

III. DEFINITION 

IV:. AUTHORTIY 

Approvals Distribution 

· Forni, Re<N,red 
· AC-8 Depart:roont Invoice 

Page 

MT-31 Daily Report - Snow Removal 1 of 2 

To outline the procedures to be used by contractors 
engaged in snow removal operations for the report­
ing and billing of non-Departmental trucks and 
personnel. 

As Outlined Below 

Not Required 

General authority of the State Highway 
. Commissioner under Title No. 27 • 

................................ ...................................................... 
V. PROCEDURE 

A, Daily Reports 1. The contractor shall complete and forward to the 
.Director and Chief Engineer, Division of Main­
tenance and 'Operations, "Daily Report - Snow 
Removal", Fonn MT-31, covering his snow removal 
operations for each calendar day. 

2, This report
1 

shall list: 

a) All non-Departmental trucks and supervisory 
forces. 

b) Nature of services rendered (standby or operating). 
c ) The hours during which such service was rendered. 
d) The total hours trucks and crews were so employed. 
e) Rates of rental and extented amounts of each. 



V. PROCEDURE ( Continued) 

· B. Progress of 
Work 

c. Invoices 

VI• DISTRIBUTION 

Highway Finance 4.302 

Page 2 of 2 

1. During snow removal operations, the Departmental 
representa~ive assigne,d to the area shall ascer­
tain that the contractor ~s fulfilling the pro­
visions of the contract. 

2. The Departmental repre.sentati ve shall report .as 
needed to the District Superintendent, Division 
of Main tens.nee and Operat~ons co~cerning progress 
of operations and compliance with contract pro­
visions. 

J. The District Superintendent, . in turn, shr,.11 submit . 
reports as needed to the Trenton Control Office, 
Division of Maintenance and Operations. 

Upon completion of the snow reiooval operation, the 
contractor shall immediately fozi-rard a billing on 
Department Invoice {Form AC-8) to the Director and 
Chief'Engineer, Division o~ Maintenance and Oper.a­
tions. 

Stamard Distribution List "B" 



DEPARTMENTAL 
·oPER ATI NG PR·OCEDU RE 

s.,, .. 
HIGHWAY FINANCE 

No. 4.303 

CONTROL OF INVOICFS - -UTILITY COMPANIES 
Effective Date 

11-10-64 

R• ated Proc-'ute• 
. NONE 

I. PURPOSE 

'II. RESPONSIBILITY 

III. DEFINITIONS 

IV. AUTHORITY 

Ol1trll,utlon 

Fortna Re ulre----...1.-'--'" 
AC-8 - .Vend r's Invoice 

Pao• 

AC-56 - Log of Vendor's Invoices 1 of 2 

To establish the procedures necessary to control 
and expedite the processing of invoices received 
for Public Utility Rearrangement work. 

Engineer of Utilities 
District Engineers 
Assistant Chief Accountant, Bureau of Auditing 

Not Required 

General authority of the State Highway Coumissioner 
under Title No. 27 • 

•••••••••••••••••••• ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V • PROCEDURE 

A. Requirements 

B. Recording 

1. The Engineer of Utilities shall notify in 
writing the public utility companies doing the 
arrangement work for the Department to forward 
their invoices directly to the Assistant 
Chief Accountant, Bureau of Auditing, State 
Highway Department, 1035 Parkway Ave., Trenton, 
New Jersey • . 

2. Inquiries regarding the processing and payment 
of invoices shall be directed to the As~istant 
Chief Accountant. 

The Assistant Chief Accountant shall record the 
following information for each utility invoice on 
Form AC-56. 

1. Information recorded upon receipt of invoices: 

a) Vendor's invoice number or date 
b) Authority (Letter of Agreement, Public 

Utility Order, etc.) · 
c) Vendor 
d) District Office 
e) Amount 
-,:- \ n .... ,,. -t ............ -t ,...,. .a. ............ .,._.; -1- ...... .4 -1-.... not ... -1- .... -t ,.,.. ·f'\.r-,:04 ,...,,. 



-V. PROCEDURE (Continued) 

B. . Recording 

c. Processing 

D. Progress Report 

VI. DISTRIBUTION 

Highway Finance 4.303 
Page 2 of 2 

2. Infonnation recorded during processing of 
invoice: 

a) Date invoice received from District Office 
b) Date invoice passed for payment. 

1. After recording the above information., original 
invoice (Form AC-8), with two copies of supporting 
infonnation shall be retained by the Audit Section. 
The duplicate invoice (Fonn AC-8), with two copies . 
of supporting information shall be transmitted by · 
the Assistant Chief Accountant to the Dis.trict 
Engineer in charge of the project, who shall 
acknowledge receipt of same. 

2. The Resident Engineer shall be responsible for 
ascertaining that material quantities and labor 
hours billed on the invoice (Form AC-8) have 
been verified, and that the individual so 
verifying has certified on the invoice (Form AC-8) 
as to stMaterials Received or Service Performed"• 
The duplicate invoice (Form AC-8) shall be 
"Recommended for approval" by the District 
Engineer in charge of the project, and forwarded 
with one copy of the supnorting information· 
to the Assistant Chief Accountant for processing 
for payment in accordance with Depatmental 
Operating Procedure 4.304. 

1. At the end of each month, the Assistant Chief 
Accountant shall provide a listing of all unpaid 
invoices which have been held by District 
Engineers for one month or more. 

2. The list shall be prepared on Form AC-57 in 
3 copies. The original shall be retained in the 
Bureau of Auditing. Two copies shall be sent to 
the District Engineer involved for determination 
of status and completion of form. One copy shall 
be fil.ed and the other returned to the Audit 
Section within 10 days. 

J. The Assistant Chief Account shall have 2 copies 
made of the completed Form AC-57 m.d forward one 
each to the Comptroller and the Assistant Director, 
Division of Roads Design and Construction. 

Standard Distribution List 11B11 



DEPARTMENTAL 
·.OPERATING PR-OCEDURE 

Serie• HIGHWAY 
FINANCE 

No. 4.304 

VENDOR'S INVOICES - PROCESSING FOR PAYMENT 

Effective Date 

2-18-65 

NONE 

Rtlatecl Proeeclur•• 

NONE 

I. PURPOSE 

I I. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

Dl1trfLutlon 

Pac,• 

AC-8 VENOOR1S INVOICE l of 2 

To establish unifonn procedure for processing 
vendor's invoices for payment. 

Comptroller 

Not Required 

General authority of the State Highway Commissioner 
under Title No. 27 • 

•...•.......•.. ~ ..•..•.•.........••............................ ...............•.•....... 
V. PROCEllJRE 

A. Submission 

B. Recommendation 
For Approval 

c. Identification 

All requests for payment must be submitted to the 
Department on Form AD-8 (Vendor's Invoice). 

Invoices shall be
1

recommended for payment only 
by authorized individuals of the Division or 
Bureau concerned. · (Division or Bureau Heads shall 
furnish the Comptroller a listing of individuals 
so authorized.) Individuals recommending invoices 
for payment shall be responsible for ascertaining 
that proper verification has been made as to 
materials received and/or services rendered. 

The individual recommending invoices for payment 
shall be responsible for insuring that the follow­
ing information is shown in the space provided 



V • PROCEDURE ( Continued) 
c. Identification 

D. Audit 

E. Approval tor 
Payment 

F. Payment 

G. Gontrol 

VI. DISTRIBUTION 

Highway Finance 4.304 

Page 2 of 2 

for all invoices relati ng to purchase orders 
or encumbrances : 

l. Order request number 
2. Purchase order number and account number 

This information can be obtained from the duplicate 
copy of the purchase order sent to the initiating 
Division or Bureau. 

Invoices shall be audited in accordance w.i.th 
Division of Accounting & Administrative Services 
Operating Procedures. 

After audit, invoices meeting all Departmental 
requirements shall be approved for payment in 
the Accounts Payable section by an individual 
designated as an "Approval Officer" by the Com­
missioner. No invoice shall be so approved un­
less proper as to form, audit and approvals in ac­
cordance with Division of Accounting and Adminis­
trative Services Operating Procedures. 

Arter approval for payment, the original copy or 
the invoice shall be forwarded to the Depart.ment 
of Treasury £or issuance of the check. The dupli­
cate invoice shall be retained in accordance with 
Departmental Operating Procedure 1.505. 

Immediately after approval for payment, the dupli­
cate invoices shall be tabulated so as to maintain 
control of the total amount of Department expendi­
tures for the day. 

·-Standard Distribution List 11B11 



DEPARTMENTA 
OPERATING PROCEDURE 

Series HIGHWAY 
FI NANCE 

No .. 4. 305 

Title 

DISCOUNTS ON INVOICES 

Supersedes 

NONE 

Related Procedures 

4 0 30. 4 

I. PURPOSE 

I I • RESP ON SIB IL I TY 

III. DE·FINITION 

IV. AUTHORITY 

Effective D~te 

Distribution 

Page 

1 of 2 

To establish responsibility for the prompt 
processing of vendor's invoices in order to 
take advantage of available disco~nts. 

Comptroller 
All Division and Bureau Heads 

Not Required 

General authority of the State Highway 
Commissioner under Title No. 27 • 

• • • • • .. & •••••••••••••• & •••••••••••••• •••• •••••••••••••••••••• •••••• •••••••••••• 

V, PROCEDURE 

A, Responsibility 

B. Processi'ng 

All Division and Bureau Heads shall ensure 
that procedures in effect within their 
Division or Bureau result in timely 
processing of invoices subject to discount, 
and that such invoices are forwarded to 
the Division of Accounting promptly. The 
Comptroller shall be responsible for 
ensuring that invoices subject to discount 
are processed for payment in sufficient time 
to allow these discounts to be taken. 

_, 

Each morning the Division or Bureau 
concerned shall forward all proper invoices 
which are subject to discount to the Bureau 
of Auditing. 



V. PROCEDURE (continued) 

B. Processing 

C. Reports 

VI. DISTRIBUTION 

Highway Finance 4.305 

Page 2 of 2 

The Bureau of Auditing shall process 
all discount invoices received as its 
first order of business each day, and then 
forward these ·invoices to the Accounts 
Payable Section for processing and prompt 
submission as discount bills to the State 
Treasurer's Office for payment. 

The Approval Officer - Accounts Payable 
Section shall submit a report monthly to 
the Comptroller, with a copy to the 
Commissioner, listing all discounts lost. 
This report shall show: 

a) Invoice number 
b) Vendor 
c) Amount of discount lost 
d) Reason for loss of discount 

I 

See Standard Distribution List "B" 



Tl tie 

DEPARTMENTAL 
OPERATING PROCEDURE 

Serles 

No. 

HIGHWAY 
FINANCE 

4.402 

HOURLY PAYROLL - PROCESSING & PAYMENT 
Effective D~te 

2-18-65 

Supersedes 

NONE 

Related Procedures 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

01 stri butlon 

Page 

Daily Time & Cost Report l of 2 

To define responsibility for the processing and 
payment of the Department hourly payroll. 

Comptroller 
Director, Division of Maintenance & Operations 

"Hourly Payroll" as used herein refers to the 
payroll for indi vi.duals paid on an hourly basis. 

General authority of the State Highway 
, Commissioner under Title No. 27 • 

••••••••••••••••••••••••••• •• •• ••••••••••••••••••••••••••••••••••••••••••••••••••••• 

V. PROCEDURE 

A. Input 

B. Processing 

l. The Di vision of Maintenance & Operations shall 
be responsible for insuring that there is accurate 
and timely reporting of hours worked and applicable 
cost accumulation codes from the field and for 
transmitting these reports to the Comptroller for 
processing. 

2. Time reports from the field shall be submitted on 
Form MT-1 (Time Book) and Form MT-23 (Daily Time 
and Cost Report). 

l. The Comptroller shall be responsible for the proces­
sing, control, recording, and payment of the "Hourly 
Payroll"• 

2. The Time Books and the Daily Time and Cost Reports 
shall be balanced on hours by the Bureau of Data 
Processing. Exceptions shall be cleared by the 
Cost Accounting Section and re-balanced. 



V. PROCEDURI 

B. Processing 
(continued) 

C. P~nt 

D,. Records 

E. Rate Changes 

VI DISTRIBUTION 

4.402 

Page 2 or 2 

3. . The checks are then calculated for each hourly 
employee showing gross earnings, all deductions, 
and net pq. This information shall be added to 
a cumulative year to date master record. 

4. After printing the checks the Bureau of Data 
Processing shall balance them to the check 
register and then forward them to the Chief 
Paymaster . The Chief Paymaster shall then 
supervise the signing and bursting of the checks. 
Checks shall be signed by a signature plate which 
shall be in the custoey or the Chier Paymaster at 
all times. 

5. The Bureau of Hourly Pay.roll shall make a final 
comparison of each check against the check register 
tor correct nam, address and amount. 

Payments shall be made by check, signed by a 
signature plate containing the names of the Chief . 
Paymaster and the Comptroller, then mailed direct 
to the address last designated by the employee. 

The Bureau of Hourly Payroll shall keep an 
individual record of each hourly employee, his 
starting date, his sick leave and vacation records, . 
all deductions such as Savings Bonds, income tax, 
social security, pension, contributory insurance, 
health am accident insurance, hospitalization, 
major-medical claims, garnishees against wages, 
levys from the Internal Revenue Bureau, changes of 
rates of pay and changes of addresses, etc. which 
are forwarded to the Bureau of Data Processing to 
enable them to keep the employees master record up 
to date for payroll processingo 

The Comptroller shall notify the Bureau of Data 
Processing of any rate changes (Federal w1 thhold:1.ng 
rate or Social Security) so that appropriate 
changes may be made to the computer programs. 

Standard Distribution List "B" 



m DEPARTMENTAL 
Series 

HIGHWAY FINANCE ,:! .. .. ~ 

;,, i OPERATING PROCEDUR E No. · 4.501 ..... ',,.~ 
Title E ffec H ve Dote 

CASH RECEIPTS - INVOICING 3-,o-65 

Supersedes 

NONE 

Related Procedures 

NONE 

I. PURPOOE 

II• RESPONSIBlLITY 

III. DEFINITIONS 

IV. AUTHORITY 

I (. ·. i" 
Approval , \ DI stri bution 

. / ~ • .. \ . \ ,~ / . . ( 
·~'{. >-.( (.L ( 1· .. · •• I 

I \,- , "-- ' ~ '"'~- -- - --- '"' ~ ' 

Forms Requtred · 'i, 
ACJ.R~quest-f'or~lnvoice 

Page 

AC-Receipt of Payment l of 3 

To establish standard invoicing procedures J provide 
for the control of all cash and cash items received 
by-the Department; and insure proper recording and 
processing of these receipts. 

Comptroller 

"Cash Receipts" as used herein refers to any 
currency, coins, checks, draf ts, money orders or 
other cash equivalent received by the Department. 

General authority of the State Highway 
Commissioner under Title No. 27 • 

•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• ••••••••••••••••••••• 
v • . PROCEWRE 

A. Billing 1. The Secretary of the Highway Department is 
designated as the "Cashier"• 

2. All ucash Receipts" paid to the Department shall 
be delivered directly to the Cashier. 

3. Arr:, Bureau . or Section requiring the preparation 
of an invoice shall fill out Form AC-XX (Request 
tor Invoice) in duplicate. All claims must be 
approved by the Claims Bureau pr.i.or to requesting 
invoice. The original and any necessary 
enclosures (cover letters, supporting papers, 
etc.) shall be forwarded to the Division of 
Accounting and Administrative Services (Accounts 
Receivable Section). The duplicate shall be 
retained in the originating unit. A memorandum, 
supported by an adding machine tape, showing 
the total amount of invoices requested du.ring 
the month shall be forwarded to the Chief 
Accountant at the end of the month by the 
originating Divisions or Bureaus. 



V. PROCEDURE (continued) 

A. Billing 

B. Cash Receipts 

Highway Finance L..501 

Page 2 of 3 

3. The Division of Accounting and Administrative 
Services (Accounts Receivable Section) shall be 
responsible for the preparation arrl mailing of 
all invoices and maintenance of adequate records 
relating to billings and payments. Invoices 
shall state that payments should be made or 
addressed to the Cashier, N. J. State Hi&J.way 
Department, 1035 Parkway Avenue, Trenton, N. J. 

1. The Mail Room shall open mail addressed to the 
Cashier, the Department Secretary, Bureau of 
Hourly Payroll - Accounts Receivable Section, 
and the N. J. State Highway Department and 
record all 11 cash receipts". The record shall 
show the name, date received, fonn of payment, 
and the amount received. All mail which contains 
"cash receipts" shall then be forwarded directly 
to the Cashier with accompanying correspondence. 
The Mail Room shall obtain from the Cashier a 
receipt for the "cash receipts". The record shal: 
be forwarded to the Chief Accountant bi-weekly. 

2. Any "cash receipts" received by other than the 
Mail Room or Cashier shall be forwarded immediate: 
to the Cashier and a receipt obtained. 

3. The Cashier shall prepare the original and two 
copies of Fonn AC-XX (Receipt of Payment) for 
all receipts. Distribution shall be as follows: 

Original - To the Individual making p~nt. 
(No receipt shall be sent for 
checks received by mail). 

First Copy - To ·the Accounts Receivable Section 
for posting. 

Second Copy - Retained by Cashier. 

4. "Gash Receipts" shall be deposited as required, 
but at least bi-weekly, by the Department 
Secretary to the account of the State Treasurer oi 
Department of the Treasury Form 112-B. Any check, 
having restrictive endorsenr3nts are to be 
referred to the Claims Bureau for their approval 
and acceptance prior to deposit. Duplicate 
deposit ticket shall be forwarded to the Chief, 
Accountant by the Secretary. 



V. PROCEDURE (continued) 

c. Write-offs 

D. Accounting 

E. Internal Audit 

VI. DISTRIBUTION 

Highway Finance 4.501 

Page 3 of 3 

1. In the event no response to a billing is received 
within thirty days (30), the Accounts Receivable 
Section shall send a follow-up letter. If no 
response is received by the second month, the 
complete file shall be turned over to the Deputy 
Attor.ooy General in Charge of Claims for action by 
the originating Division. Write-offs shall be 
approved by Department Action Slip. 

1. The accounts Receivable Section shall forward the 
following information to the Chief Accountant on 
a monthly basis : 

a) Trail Balance of Accounts Receivable. 
b) Surmnary of amounts invoiced, collected, and 

written-off during the month. 

2. The Bureau of Accounting shall be responsible for 
the proper recording of "cash receipts" and 
accowits receivable entries in the Gemral Ledger. 

3. Monthly, the Bureau of Accounting shall perform 
the f ol.lo-wi.ng procedures: 

a) Agree amount invoiced per the Accounts 
Receivable Section to the requested invoice 
amount per reports from originating units. 

b) Agree receipts per the Cashier with collections 
per the Accounts Receivable . Section, the 
duplicate deposit tickets, and the transmittal 
form. 

c) Agree write-offs per Accounts Receivable 
Section to the Schedule of Comnission Actions 
authorizing them. 

d) Agree detail of mail room record and duplicate 
deposit tickets on an acceptable test basis. 
Any differences shall be investigated and 

, reported to the Comptroller. 

e) Agree detail Accounts Receivable trial balance 
to the General Ledger control accounts. 

Internal audits shall be performed under the 
direction of the Comptroller of the invoicing and 
"cash receipts" areas in accordance with generally 
accepted auditing standards, including surprise 
counts of cash on hand. 

See Standard Distribution List "A" 



Title 

DEPARTMENTAL 
OPERATING PROCEDURE 

Series 

lll(;JIWAY FINANCE 
No. 

4.601 

Effective Dote 

FEDERAL AID STATUS - CURRENT BILLING 3-30-65 

Supersedes 

NONE 

Related Procedures 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

I I I • DE FIN IT I ON 

IV. AUTHORITY 

DI stri bution 

Page 

NONE 1 of 2 

To define responsibility and establish 
procedures for the processing and control 
of the Federal Aid Status Report and 
Current Billing. 

As outlined below 

Not required 

General authority of the State Highway 
Commissioner under Title No. 27 • 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
V. PROCEDURE 

A. Input 1. The Office of Program Control shall be 
responsible for initiating the source 
documents necessary to reflect changes in 
the status of a Federal Project, and to 
exercise control over these documents as 
outlined in the Division of Accounting and 
Administrative Services Operating Procedures 
Manual. (A copy of the said Procedures 
Manual shall be supplied to the Office of 
Program Control). 



V. PROCEDURE (continued) 

A. Input 

. B. Suspense 
Items 

c. Processing, 
Control, and 
Accuracy 

D. Request for 
Reimbursement 

VI. DISTRIBUTION 

Highway Finance 

Page 2 of 2 

2. The Right-of-Way Division shall supply 
the Office of Program Control with the 
Certificates of Right-of-Way and any other 
documentation necessary to support the 
monthly billini to the Bureau of Public 
Roads. 

3. The Right-of-Way Division shall be 
responsible for verifying the accuracy of 
the Certifiiates of Right-of-Way and 
providing support documentation for said 
certificates. 

4. Division of Accounting and Administrative 
Services shall be responsible for 
initiating and controlling all input not 
covered in paragraphs 1, 2 and 3 above. 

The Right-of-Way Division shall review the 
- "current Billing" suspense file monthly to 
determine billable Right-of-Way items. 
Suspense items other than Right-of-Way shall 
be investigated by the Cost Accounting 
Section. 

The Division of Accounting and 
Administrative Services shall be responsible 
for the processing, control and accuracy of 
the Federal Aid Status Report and Current 
Billing. 

The Office of Program Control shall be 
responsible for the submission in proper 
form of al.I 

1
requests for reimbursement to 

the Bureau of Public Roads. 

Standard Distribution List "A" 



DE PARTMENTAL 
.OPERATING PR.OCEDURE 

HIGHWAY 
FINANCE 

No. 4.701 

INTERNAL AUDIT FUNCTION 
E ffectlw Date 

2-18-65 

NONE 

Rtlated Procedure• 

NONE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITIONS 

A. Auditing 
Standards 

Dl1trtl,utlon 

Page 

1 of 7 

This Procedure establishes the subordinate policies, 
and basic standards· and procedures which are to . 
govern the administration and conduct of internal 
audits of costs and procedures in connection with 
highway co_nstruction and maintenance programs and 
their related activities. They are designed to 
obtain consistent application of sound auditing 
theory and practice, including recognized auditing 
techniques compatible with and in recognition of the 
interlocking relationships with operating activities, 
through which management is assured that funds are 
properly used and accounted for and that established 
internal controls are being effectively applied. 
Adherence to these policies, standards, and procedures 
is necessary to maintain on a constant basis the 
highest degree of quality and uniformity in the conduct 
of the audits. 

The Internal Audit function is performed by the 
Internal Audit Section under the Assistant 
Comptroller within the Division of Accounting 
and Administrat~ve Services. 

"Auditing standards" may be said to represent a 
level or degree of accomplishment, a recognized 
minimum or requisite quality of work. The proper 
connotation of this term is not suggestive .of a 
desire to attain a standarized project, i.e., a 
standard audit that fits a precise pattern, but 
rather it must be understood to refer to the 



III. DEFINITIONS ·(con 1t) 

A. Auditing 
Standards 

B. Auditing 
Program 

c. Auditing 
Techniques 

IV. AUTHORITY 

Highway Finance · 
4.701 

Page .2 of 7 

fundamental objectives of an .audit together with 
an indication of the requisites of professional 
competence in attaining the objectives • . Auditing 
wo~·k cannot be standarized by setting up exact 
me~surements of the quantity, quality, or extent 
of :the processes, procedures, or techniques 
which may be utilized in the course of an audit. 
This is not to imply that there are no "must" 

1 procedures in the usual audit assignment, but 
these are not properly designated as auditing 
standards. 

11Audi t program", has three principal uses, and the 
particular meaning intended depends upon the con-
text in which it is used. First, an audit program 
may refer to the overall functional activity, i.e., 
internal audit program. Second, it may refer to · a 
plan of work within a given area of auditing and as 
suqh it may be defined as the planned guide, consisting 
in 1 large part of the auditing procedures, which sets 
forth the scope, nature, objectives, and limitations 
of ia category of audit assignments, e.g., right-of­
way acquisitions, costs of construction, property 
management, etc. Third, and more particularly, .an 
audit program, in addition to the general content 
described above contains those steps considered 
peculiarly applicable to a specific audit assignment 
which, in the judgment of the auditor, are selected 
on the basis of his determination of necessity, 
together with indications of such modifications of 
the general procedures as the auditor found appropriate 
in the circumstances. Thus, the term audit program 
when used with reference to auditor performance is 
that which describes all of the steps actually taken 
or to be taken during the course of the audit for 
purposes of accomplishing the objectives of the audit. 

ttAuditing techniques" employed by an auditor to 
accomplish the particular objectives described by 
the procedures include analysis and review, observation_ 
inspection, confirmation, inquiry and computation. 

General authority o.r the State Highway Commissioner 
under-Title No. 27. · 

····································· ··················································· 



V. PROCEDURE 

A. General 

B. . Objectives 

Highway Finance 

4.701 
Page 3 of 7 

The internal audit function provides reassurance 
to management as to whether costs incurred, or 
reyenues and appropriations received as ~eported, 
represent accomplished and duly authorized work, and 
are otherwise al~owable on the basis of pertinent 
statutory provisions and reimbursement policies. 

The internal audit activity comprises an examina­
tion and review, in accordance with generally ac­
cepted auditing standards, of all records, accounts, 
methods, and procedures which are involved in 
determinations of items of cost incurred under 
highway programs for the purpose of: 

1. Evaluating the reliability, adequacy, and ef­
fectiveness of such records, accounts, methods 
and procedures, including relevant internal 
control devices incorporated therein, as they 
pertain to the incurring, accumulation, dis­
tribution, and reporting of such costs; 

2. Reporting the results thereof to responsible 
Department management. 

Among the more important collateral objectives of 
the internal audit is the .determination that 
highway funds are properly used and accurately 
accounted for. In the attainment of the objective 
it must be ascertained: (1) that the work for 
which costs are generated has been duly authorized, 
performed and accepted; (2) that the accounting 
information supporting the costs has been reliably 
developed and is valid and reasonably accurate; 
and, (3) that costs reported are properly charge­
able to the project or account. Since it is 
economical~y not feasible to examine all transactions 
affecting projects or accounts, this determination 
must, to a large extent, be based upon the adequacy 
and effectiveness of the practices and related 
controla. from which the financial transactions ensue. 
It is an audit objective to establish a basis for 
such reliance, and in order to accomplish this the 
internal audit program must provide for a constant 
review and appraisal of all practices and related 
procedural controls which involve Highway µrojects 
and accounts. 
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Auditing would indeed be most impracticable, if 
not impossible, if it were to contemplate a de­
tailed review of all transactions. Such a re­
view would be economically unsound because the 
results achieved would hardly justify the costs 
incurred. 

Insofar as the audit, or more particularly the 
verification processes are concerned, the under­
lying objective which the auditor must strive 
to attain is to accomplish the purposes of the 
audit through the expendi tu.re of a minimum of . 
t ime and effort. The extent of inquiry or 
verification must be made before a sound basis is 
reached upon which the auditor may properly be 
satisfied in regard to the acceptability of an item 
or category of costs. 

The purposes of the audit are fully served by 
resorting to test checks or spot checks, some­
times referred to as srunpling techniques or 
selective auditing. 

Audit working papers constitute the tangible, written 
evidence of the work performed by the auditor. 
To the extent that they are planned in advance 

: in conjunction with the review of the audit pro­
gram, they guide and influence the audit activity, 
prevent unnecessary or duplicate work, and assure 
more accurate results. The working papers are 
the basis for preparation of the audit report. 
They serve to substantiate the audit findings 
and are the medium employed by supervisory person­
nel in reviewing the work performance, its com­
pleteness, accuracy, objectivity, and independence, 
and are used by others in evaluating the extent 
and degree of reliance that may be placed on the 
audit. 

Although the type and content of audit working 
papers will vary according to the requirements 
of each assignrent, there are certain basic con­
cepts which must be considered. The audit work­
ing papers are to serve a four-fold purpose, i.e., 
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(1) as an aid to the auditor in performing the 
audit in the most efficient roamer, (2) to facili­
tate preparation of the report on the results of 
audit and analysis thereof, (3) to pr.ovide evi­
dence for use in the review and evaluation of 
audit performance, (4) as basis for future re­
audit. The accomplishment of this purpose must 
be approached from the standpoint of satisfying 
an actual need rather than complying indiscriminately 
with general provisions covering the preparation 
of working papers. The preparation of unnecessary 
working papers, especially the copying of detailed 
information which is readily available in the . 
files and records being ,reviewed, should be dili­
gently avoided. The following standard~ must be 
used in the development of working papers: 

1. The reviewer should be able to intelligently 
evaluate the merits of audit findings through 
a review of the working papers without re­
course to numerous discussions wi th the person­
nel involved. 

2. A step by step program of the phases covered in 
extended audits should be maintained on a current 
basis in order to provide continuity of the 
work. 

3. Working papers must be maintained in n~at, 
orderly, and legible fashion and should be 
appropriately cross-indexed. They should not 
be cluttered with miscellaneous or scratch 
paper memorandums or unidentified notations 
or comments. 

4. Working papers should be maintained and filed 
in a manner which provides for segregation of 
active and inactive data, and for separate 
filing of data which will be used on a continu­
ing basis. Examples by Federal-Aid Project 
Number. 

As an aid in scheduling his visits to obtain satis­
factory coverage of both projects and functional 
areas and as an historical record, the auditor will 
prepare and maintain an up-to-date set of Audit 
Record Sheets. 

An Audit Record Sheet will be set up for each 
functional area within each project.· Subdivisions 
will be made as dictated by experience, particularly 
in the functional areas. 
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A copy of the Audit Record form is attached. At 
the conclusion of each audit, the following infor­
mation will be entered by the Internal Auditor: 

1. Date of Audit 
2. Person(s) Contacted 
3. Date of Report 
4. Remarks 

The Internal Auditor will periodically review all 
of· the Audit Record Sheets as an aid in determin­
ing his future schedule. The 11Remarks 11 area 
should be of material assistance in this reg~d. 

The principal medium by which management can judge 
the effectiveness of the audit activity and the 
extent to which it accomplishes its fundamental 
purposes and objectives is the quality and use­
fulness of the audit report. The following basic 
criteria should guide the audit personnel in 
preparing reports. 

1. The language of the audit report should be 
clear, concise, simple and straight-forward. 
The choice of words and the tenor of comments 
should be directed at providing a factual 
understanding of the situation. 

2. Due care should be exercised to avoid a manner 
of presentation which gives an impression of 
arbitrariness or that the internal auditor is 
establishing policy or procedure. 

3. The reports should evidence a high degree of 
organization, achieved through the presenta­
tion of findings in a logical and easily 
followed sequence. 

4. Each report should contain only such matters 
as are of significance in an evaluation of 
situations found warrenting administrative 
attention. Unimportant or irrelevant mat­
ters should be excluded because they will 
reduce the quality and effectiveness of the 
entire report. 
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The report is to be rendered without delay upon 
completion of the audit field work. Notation 
of the date of the report is made on the ap­
p~opriate Audit Record Sheet. 

Dittribution of the Internal Audit Report will 
be ,as follows: 

1. State Highway Engineer 
2. Comptroller 
J. Deputy Attorney General 
4. Executive Asst. to the Connnissioner 
5. · Internal Audit File 

Standard Distribution List "B" 
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DEPARTMENTAL 
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DEPARTMENT TOOLS - RESPONSIBILITY & RECORIB 
E ffectf w Dote 

9-28-64 

AD-30 

Re ated Proe-"'r•• 

NONE 

I. PURPOSF! 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

Dl1trfLutlon 

Pav• 

1 of 4 

To establish custodial responsibility and to pro­
vide a uniform method of maintaining recor~, in­
ventories, and accounting for Department owned tools. 

As outlined below 

l. Tools are any manually operated instruments, 
other than equipment, used to facilitate the 
work of a Department employee. 

2. Custodian, as used herein, shall refer to any 
Department employee who has properly requisitioned 
tools necessary for the performance of' his assigned 
duties. 

General authority or the State Highway Commissioner 
under Title No. 27 • ..................................................................................... 

V. PROCEDURE 

A. Fonns 

B. Requirements 

AC-44 "Tool Disposition Report" 
AC-47 "Foreman's Tool Record Book" 
AC-49 "Inventory Sheet" 
PS-31 "Tool and Supply Requisition" 

l. Engineers, Inspectors, Foremen, Assistant Foremen 
and other supervisory personnel who have tools 
assigned to them or in their custody, shall comply 
with this procedure. 
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J . c. Records 
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2. Custodians of tools shall maintain a perpetual 
inventory record in the "Foreman's Tool Record 

·.Book", Fonn AC-47. 

J. A request ?or tools shall be made on a Tool and 
Supply Requisition (Form PS-31). 

4. Changes in tool inventory shall be made on Form 
AC-44 (Disposition of Tools). 

l. Tool Record Book, (Form AC-47) shall contain an 
index of tools with corresponding item number and 
description. It shall have sufficient space to 
record the date of receipt, disposition and .balance 
of each individual tool item. All transactions 
pertaining to tools ·are to be recorded therein by 
the custodian. 

2. Disposition of Tools, (Form AC~44) shall contain 
pages numerically numbered in series of three to 
a set, showing tool item number, description, quan­
tity, and signature of custodian and supervisor. 
If tools are replaced or transferred, the trans­
action is to be recorded thereon. Distribution 
of copies shall be: White copy to Cost Accounting 
Section, yellow copy to Bureau of Purchase & Stores, 
onionskin copy to custodian. 

3. Inventory Sheet, Form AC-49, shall list the official 
item numbers and description with a column for quan­
tities. Inve.ptories are to be recorded thereon and 
sent to the Cost Accounting Section. 

4. Tool & Supply Requisition, Form PS-31, consists of 
four copies, with instructions printed on the re­
verse side. Requests and replacements are to be 
recorded thereon and sent to the Bureau of Purchase 
& Stores. 

1. Accurate count of all tools shall be made by the 
custodian, using Form AC-49 to record the quantity 
of each tool corresponding with the item number 
des cri ptio n. 

2. This completed fonn shall be signed by the cus­
todian and his supervisor and forwarded to the 
Cost Accounting Section. · 
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3. Tools shall also be recorded i~ the Foreman's 
Tool Record Book. One page shall be made out 

· for each tool, recording the date the count 
was taken, under Del. or Req. No. insert the 
word "Inv.", under Balance column insert the 
quantity counted. · 

A physical inventory shall be taken at least once 
each year by custodian and/or as directed by per­
sonnel from the Cost Accounting Section. Form 
AC-49 shall be compared with Foreman's Tool 
Record Book. Fonn AC-49 and a report of any 
variances shall be sent to the Chief Accountant. 

l. Whenever a change in personnel affects the cus­
todianship of the ~ool Record Book, a physical . 
inventory shall be made at the direction of the 
supervisor in the presence of the new custodian. 

2. Form AC-44, Disposition of Tools, shall be filled 
out with a notation "All tools listed on the 
attached inventory Form AC-49 are correct as of 
this date", signed by the new custodian and the 
supervisor and sent to the Cost Accounting Section~ 

Tools shall be requested as needed by the cus­
todian with approval of his supervisor, using 
Form PS-31 (Tool and Supply Requisition) and 
forwarded to the Bureau of Purchase & Stores. 

Tools may be replaced as prescribed in paragraph 
G. using Fonn PS-31. Replacement shall not be 
made unless worn, broken, damaged or condemned 

·tools are turned in at Fernwood, Bureau of Pur­
chase & Stores or other approved locations ac­
companied by executed Form AC-44. 

Inventory may be reduced by returning tools to 
Bureau of Purchase and Stores, with executed 

Form AC-44. 
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Trans£ er of tools shall be made by executing Form 
AG-44, signed by the custodian and the recipient. 

Custodian. ·shall check his tool inventory monthly., 
and report to his supervisor with full eJq>lanation 
in event any are missing and who is responsible 
for the loss. This report shall be made on Form 
AC-44 (3 copies) and distributed as follows: 
White copy to Comptroller, yellow copy to the 
Office of Investigations, onionskin copy to be 
retained by .the custodian. Replacements shall 
then be requisitioned as outlined in paragraph G. 

Standard Distribution List "B" 



.• 
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Tltle Effective Dote 

MAINTENANCE OF RIGHT OF WAY PRIOR TO CONSTRtCTION 9-.3-64 

Supenedee 

MT-9 

Related Procedurei 
I 

NONE 

I. PURPOSE 

II. RESPONSIBI LI TY 

III. DEFINITION 

IV. AUTHORITY 

( ' 

Appro~i Dl ■trfhutlon 

I , . --- - ·--------- . .,-· . . 
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Form ■ Requf;-,a 
--- ~I Page 

MT-23 
MT-$2 

Daily Tine & Cost Report 
Work Order 1 of 3 

To establish procedures to be used for the maintenance 
of right-of-way prior to construction, and the reportin1 
of costs incurred for work performed thereon. 

As outlined below 

"Advance Ri@)lt-of-Way", as used herein, shall mean 
right-of-way parcels acquired or being acquired 
prior to the start of construction. 
(R.O.W parcel maps shall not be sent to the Division 
of Maintenance and Operations after construction has 
started, as the contractor is · required to maintain 
right-of-way during construction.) 

General authority of the State Higµway 
Commissioner under Title No. 27 • 

........... ..... ................................................................... 
V. PliOCEDURE l. The Division or Right of Way Acquisition and Titles 

shall notify the Division of Maintenance and 
Operations of right-of-wq acquisitions. 

2. The Division or Maintenance ani Operations shall 
maintain this rigllt-of-way so that the appearance 
is not objectionable and perform such work as is 
necessary for the health and safety or the residents 
or the area • 

.3. The Division of Maintenance and Operations 
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v. PROCEDURE (Continued) 

A. Requirements shall report separately from normal maintenance 
the cost of any necessary work prior to construe-
tion performed on right-of-way purchased·for 
Federal Aid Projects (Interstate, Primary & Urban) 
as well as projects on the State Highway System. 

B. Notification 1. The Division of Right-of-Way Acquisition & Titles 
shall notify the Bureau of Maintenance of advance 
right-of-way acquisitions by providing copies of 
the General Property Parcel Map of approved pro-
jects with descriptions including routes, sections 
and project numbers, both Federal and State. 

2. Any revisions or corrections to the approved 
General Property Parcel Maps by the Division 
of Roads, Design & Construction shall also be 
sent to the Bureau of Maintenance by the Di vi-
sion of Right-of-Way. 

J. Maps required for maintenance purposes approved 
prior to this procedure shall be obtained directly 
from the Division of Roads, Design and Construction 
by the Bureau of Maintenance. 

4. Supervising Engineer, Bureau of Maintenance, shall 
notify District Superintendents of acquisitions 
within their districts. 

c. Wo:rk Orders 1. If maintenance is required on right-of-way prior 
to construction, the District Superintendent, Divi-
sion of Maintenance & Operations, shall prepare a 
Work Order (Form MT-52) after obtaining the job 
numbe,r from the Bureau of Auditing and Accounting. 
If a Federal Aid Project, the work order shall 
include route and section number~, Federal Project 
number, the termini of the project, and a des-
cription of the work to be performed. 

2. Copies of approved Work Order (Form MT-S2) shall 
be distributed by the District Superintendent• s 
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Whit~ 
Blue · 
Yellow 

Supervisor 
Forelhan 
Head -of Cost Section 
tJistriot Office 

fage 3 of 3 

3. Upon receipt of his copy of the Work Order, the 
Foreman shall schedule and perfonn the work as 
described. Job number, supervision, labor and 
equipment charges and description of work shall 
be sh own on Daily Time and Cost Report (Form 
Ml'-23). 

4. Any subsequent work of the same t ype within the 
limits of the job number on the Vfqrk Order shall 
bear the same coding. 

5. In the event that work of another type is re­
quired within the limits of the original job 
number, a new work cla ssifioation code must be 
obtained from the Head of the Cost Section, 
Bureau of Auditing & Accounting. 

See Standard Distribution Lia t "A" 
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-K. ( ·1z:·l 
Page 

DC-30-0303 

I • PURPOSE 

I I. RESPONSIBILITY 

I I I. DEFINITION 

IV. AUTHORITY 

\~ .. .::_-- , Commissioner 
1 of 7 

To designate the establishment of 

the Division of Research and 

Evaluation, prescribe its mission and 

scope of operations, provide the 

fundamental organizational directive 

for technical and management control 

and indicate the actions required to 

implement this instruction. 

D i re c t o r , '.D d. ,v i s :i -crn o f Re s e a r ch .an d 

Evaluation. 

Not Required 

General Authority of the State 

Highway Commis~ioner under Title 27. 
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1.. Supersedes: 

All previous memorandums, instructions, 

notices and bulletins pertaining to the 

organization an<l mission of the Bureau of 

Engineer ing Research, are hereby cancellecJ 

an<l superseded. 

2. Designation: 

The Bureau o f Engineering Research is 

hereby designat ed as the Division of 

Research and Evaluation. 

3. Mission & Function: 

a) Performing scientific research and 

evaluation pcrtai~ing~ b~t fl~~ iimit et 

to, material~; highway structures 

and components; traffic safety; 

transport of people and commodities; 

systems and techniques pertaining 

to design, construction, maintenance 

and op eration of state highways; 

the cultural and economic impact on 

the public of planning, acquiring, 

and operating transport systems. 
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A. fiencral 
Provisions b) 
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~taintaining liaison with Highway 

Research Board, National 

Cooperative Highway Research 

Programs, Universities, Industry, 

Research Foundations, and Bureau of 

Public Roads on matters pertaining to 

mission and function. 

c) Disseminating interim progress 

statements, notices of projects 

initiated, and annual summary of 

activities to all Divisions and 

Bureaus in addition to a monthly 

report of highway and transport 

research and evaluation of 

performances by others of interest 

to the Department. 

d) Prepare and submit annual programs 

to the Commissioner, through the 

State Highway Engineer, for approval. 
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A• General 
Provisions 4 . 
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Orfanizational Relationships: 

a) Division status for personnel 

accountiny and payro ll proce<lures, 

bu<l~ctary con si derations, and fiscal 

control. 

h) Chain of admini s t ra tive, technical 

and operational c ntrol:-

1) State lliphwa y Commissioner 

2) State liirhway Engin eer 

3 ) ll e s c a r c h l~ E v a l u a t i o n D i v i s i on 

c) Inter-Divisional Control and 

performance of mission. When so 

ordered by the State llighway Engineer : 

personnel and facilities of other 

divisions of the Department shall 

be ina<le available to the Division 

of Research~ Evaluation for 

exercising technical control in 

i mp l e 1a e n t i n g an <l p e r f o r rn i n J! w o r k 

on approve<l projects. Administrative 

control of said employees and 

facilities shall remain with the 

r:1 a n a p i n g <l i v i s i o n • 
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Page 5 of 7 

4. (Continued) 

d) Management and Technical · Control­

Uivision Director as designated 

by State Highway Engineer. 

s. Financing Programs and Operations: 

a) A portion of operating funds 

supplied by Annual Appropriation 

Law recommended by State Highway 

Engineer in Annual Construction 

Program. 

b) Proportionate share of Federal 

Aid Funds (Highway Planning 

Survey-Highway Planning Research) 

recommended by State Highway 

Engineer as approved by State 

Highway Commissioner. 
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6. Action: 

The contents of this Directive 

and authority for organizational, 

administrative, logistical and 

financial provisions are effective 

upon ~eceipt and shall be 

implemented by Comptroller and 

Personnel Director. 

For other Divisions appropriate 

changes in organization charts 

are to be effected. 
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Adm. Assts. to the Commissioner 

Assistant State Highway Engineer 

Deputy Attorney General (3) 

Comptroller (2) 

Director of Public Information 

Director, Division of Personnel 

Director, Division of Right-of-Way 

Director, Division of Railroad 

Transp·ortation 

Director & Chief Engineer, Division of 

Research• Soils, and Tests 

Director & Chief Engineer, Division of 

Roads, Design, and Construction 

Director & Chief Engineer, Division of 

Bridges 

Director & Chief Engineer, Division of 

Maintenance & Operations 

Supervising Engineer, Division of State Aid 

Secretary, State Highway Department 

Northern District Design Engineer 

Southern District Design Engineer 
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Title 
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I. PURPOSE 

.. ·-- - ·-·-- --· --- -

D .E PART M E NT A L No . . 9.002· 

ADMINISIRAIIVE DIRECTIVE 
-

Effective Dote 

BUREAU OF INDUSTRIAL ENGlNEERING 
(Office of Organization and Methods) 10-1-64 

' 
·. \ 

,t 

/ 

I Page 

, l. I 

.. •. ) .. - ' ~: --~ - .- . ' 

, __ ( 
'--.,. . l of 5 

, \ ) Commi ss1oner 

To designate the establishment of 

the Bureau of Industrial Engineering, 

prescribe its mission and scope of 

operations, provide the fwiclamental 

organizational directive for technical 

and management control, and indicate 

the actions required to implement 

this di rec ti ve. 

II. RESPONSIBILITY . Supervising Engineer, Industrial 

Engineering. 

III. DEFINITION 

IV• AUTHORITY 

Not Required. 

General authority of the State Highway 

Commissioner under Title No. 27. 
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l. Designation: 

There is hereby established a new 

organizational. unit to be designated 

the "Bureau of Industrial 

Engineering." 

2. Mission and Function 

a) Carr;rin.g out the functional 

responsibility to plan., direct, 

and supervise industrial 

engineering practices in the 

ana.l.7sis of' work, the deTelop­

ment or methods improvements, 

the establishment and appli­

cation of work standards, the 

standardization of methods and 

procedures., and the development 

and implementation of cost 

control techniques., to insure 

the optimum utilization or the 

manpower, facilities and 

equipnent or the various 

divisions and bureaus of the 

State Highway Departmento 
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3. Organizational Relationships: 

a) Bureau status for personnel, 

accounting and payroll procedures, 

budgetary considerations, and 

tiscal. control. 

b) Chain of administrative, technical, 

and operational control:-

1) State Highway Commissioner 

2) Bureau of Industrial Engineering 

Temporarily, the Bureau ot 

Industrial Engineering shall be 

established as a unit in the 

Division of Administrative 

Services for payroll purposes, but 

reporting directly to the State 

Highway Commissioner for oper­

ational purposes. At the 

Commissioner's direction, the 

initial and immediate work 

assignment of this new Bureau _ 

shall be to the Division of 

Maintenance and Operation, where 

its mission and function w.l.ll be 
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as described in Paragraph 2 above. 

Subsequent organizational status 

and work assignments shall 

embrace all departmental 

activities in a manner to be 

prescribed by the Commissiooer. 

4. Financing Operatia:is 

A portion of operating funds 

supplied by Annual Appropriation 

Law as directed by the State 

. Highway Commissioner. 

5. Action: 

The contents of this Directive and 

authority for organizational, 

administrative, logistical and 

financial provisions are effective 

upon receipt, and shall be 

implemented by Comptroller a.rd 

Personnel Director. 

For other Divisions, appropriate 

changes in organization charts are 

to be effected. 
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., 
State Highway Commissioner 

State Highway Engineer 

Adm. Assts. to the Commissioner 

Assistant State Highway Engineer 

Deputy Attorney General (3) 

Comptroller (2) 

Director of Public Information 

Director, Division of Personnel 

Director, Division of Right-of-Way 

Director, Division of Railroad Transportation 

Director & Chief Engineer, Division of 

Planning, Soils, and Tests 

Director and Chief Engineer, Division of Roads, 

Design and Construction 

Director and Chief Engineer, Division of Bridges 

Director and Chief Engineer, Division of 

Maintenance and Operations 

Supervising Engineer, Di vision of State Aid 

Secretary, State Highway Department 

Northern District Desil?Jl Engineer 

Southern District Design Engineer 
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OFF I CE OP PROGRAM CONTROL 10-15-64 

Supersedes 

I. PURPOSE 

II• RESPONSIBILITY 

11 I • . DE FIN I TI ON 

IV. AUTHOR! TY 

V. PROCE.DURE 

.A. General 
Provisions 

Page 
..... .. -

' ' 

., -· . ,:, ~. . .- / ; I: 
. - C -' c. c.. '-· -· '-

, ~ . Comm I ssloner 
1 of 5 

To designate the establishment of. an Office 
of Program Control, prescribe its mission 
and scope of operations, provide the 
fundamental organization directive for 
technical and management control a~d 
indicate the actions required to implement 
this instruction. 

Ass i s tan.t Supervising Engineer, Program 
Control Office (Assistant . Supervising 
En gineer, Location and Design). 

Not Required. 

General authority of the State Highway 
.Commissioner under T~le No. 27. 

1. Supersedes: 

All previous memorandums, instructions 1 

notices and bulletins pertaining to 
the organization of the Federal Aid 
Processing Unit in the Bureau of Road 
Location and Design are hereby 
cancelled and superseded. 

2. Designation: 

The Federal Aid Processing Un it in the 
Bureau of Road Location and De sign is 
hereby designated as the Prog ram 
Control Office. 
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A. General 
Provisions 

Administrative 
~.003 
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3. Mission and Function: 

a) All duties and responsibilities 
now performed and assigned to th~ 
Federal Ai4 ProcessinP, Unit 
concerning the maintenance of 
constant liaison with the Bureau 
of Public Roads, analyzing and 
interpreting Federal laws, rules 
and regulations pertaining to the 
use of Federal Aid. Discussions 
and consultations with engineers 
and officials of the Bureau of 
Public Roads and the State 
Highway Department leading to 
determinations concerning Federal 
Aid Projects of all catep,ories. 
The review, processing and 
submission to the Bureau of Public 
Roads of applications, plans, 
specifications, estimates, forms, 

· and vouchers of completed work. 
Preparation of reports and 
maintenance of necessary records 
and files. 

b) The scheduling and reporting upon 
progress in processing of all road 
and bridge design, right-of-way 
and construction projects as they 
are placed in the Annual 
Construction Program. 

c) In cooperation with the Engineering 
Computer Bureau, the development 
and preparation of Critical Path 
and/or PERT Procedural Flow Charts 
showing the work steps involved 
in all classes of highway 
building projects, such as the 
90%-10% Interstate System 
construction, 50%-50% Primary 
Road construction, Federal Aid 
Secondary construction, 100% 
State construction, State Aid 
construction, etc. 
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d) As a current year's program is 
approved, or whenever a new 
project is approved for 
commencement, the Program Control 
Office shall consult with the 
State Highway Engineer and the 
responsib le unit heads concerned 
to establish priorities and proper 
time estimates for completion of 
each step in the appropriate 
Critical Path and/or PERT 
Procedural Flow Chart. Thereafter, 
when a project passes an 
established check point, this 
fact shall be reported throu~h 
the computer information system 
program overated by the 
Enginee ring Computer Bureau 
(where appropriate) or separately 
in writing to the Program Control 
Of fice by the unit head concerned 
so the completion date can be 
posted to the project chart for 
comparison with the estimated 
completion <late. 

e) The preparation and maintenance 
of a \mast.er :schedule for a 11 
projects i~ e~ch major class. 
This may be •o~e o~ a large wall 
chart or charts~ Eacb month the 
chart shall be ~~ot~grap~ed. 
reduced and dup li catte ,c,o,p>i es of th€ 
master chart distributed to top 
management and key supervisors to 
keep them informed of progress. 

f) It shall also be the responsibilit) 
of the Program Control Office to 
consult with the State Highway 
Engineer regarding any 
substant ial differences between 
estimated and actual progress on 
individual projects, so that 
priorit ies may be shifted when 
necessary or desirable to 
ensure timely utilization of funds 
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4. Organizat ion Relationships: 

a) Bureau status for personnel, 
accountin g, and payroll procedures, 
budgetary considerations, and 
fiscal control. 

b) Chain of administrative, technical 
and operational control: 

1) State Highway Commissioner 

2) State Highway Engineer 

3) Program Control Office 

c) Personnel: 

All personnel now assigned to the 
office of the Engineer of Special 
Assignments, Federal Aid, shall 
be transferred to the Program 
Control Office, and such additional 
positions as are found necessary 
for the proper performance of the 
duties assigned shall be created. 

d) Management and Technical Control -
Assistant Supervising Engineer, 
Program Control Office as 
designated by the State Highway 
Engineer. 

s. Fi nancing Program and Operations: 

a) A portion of operating funds 
supplied by Annual Appropriation 
Law recommended by State Highway 
Engineer in Annual Construction 
Program. 

b) Proportionate share of Federal 
Aid Funds recommended by State 
Highway Engineer as approved by 
State Highway Commissioner. 
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The contents of this Directive and 
authority for organizational, 
administrative, logistical and 
financial provisions are effective 
upon receipt and shall be implemented 
by the Comptroller and Personnel 
Director. · 

State Highway Commissioner 
State Highway Engineer . 
Adm. Assts. to the Commissioner 
Assistant State Highway Engineer 
Deputy Attorney General (3) 
Comptroller (2) 
Director of Public Information 
Director, Division of Personnel 
Director, Division of Right-of-Way 
Director, Division of Railroad 

Transportation 
Director & Chief Engineer, Division of 

Research, Soils & Tests 
Director & Chief Engineer, Division of 

Roads, Design and Construction 
Director & Chief Engineerg Division of 

Bridges 

Director & Chief Engineer, Division of 
Maintenance & Operations 

Supervising Engineer, Division of State Aic 
Secretary, State Highway Department 
Northern District Design Engineer 
Southern District Design Engineer 
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Title Effective Date 

ll-12-64 
ENGINEERING COMPUTER BUREAU 

Supersedes 

NCT APPLICABIE 

I. PURPOSE 

II. RESPONSIBILITY 

III. DEFINITION 

IV. AUTHORITY 

Page 

e ~ ,~A,li, 
Commi ssiont -j l of 2 

To designate the establishment of the Engineering 
Computer Bureau, prescribe its mission and scope 
of operations, and outline the services available 
to the Department within this Bureau. 

Chief, Engineering Data Processing, Highway 

Not Required. 

General authority or the state Highway 
Commissioner under Title No. 27 • 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
V. PROCEDURE 

A. General Provisions 1. Supersedes: 

All previous memorandums, instructions, notices 
and bulletins pertaining to the organization 
and mission of the Engineering Computer Bureau, 
are hereby cancelled and superseded. 

2. Designation: 

The Engineering Computer Bureau is hereby 
established as a separate organizational unit 
reporting directly tot he State Highway Engineer 
and is removed from its present status as a part 
of the Division of Roads, Design and Construction 
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A. General Provisfc1 s 

VI. DISTRIBUTION 

3. J-:iss j en and lll!1c.;tion: 

Engineering Computer Bureau 
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a ) Per.formi. ·-6 s P.rvice as a staff unit to all 
Enginesring Divisions within the Jerartroent; 
~esponsitility to flan, direct and supervise 
the prograi,rring of engineering and research 
1:i~·0rlerr.s on electronic computers; to r eview 
and analyze t~e effectiveness of existing 
D.Dd proposed engineering programs, methods 
and prc~u<.kres ., and to est2,blish programming 
standards related to engineering. 

L. Oraa'l'lizational Relationships: 

a) Bureau status for personnel., acco1mting, 
buclgct~.ry considerations and fiscal control. 
Hov1ever, for payroll purpo::ies, personnel 
will remain in the Division of Roads payroll 
u.nit number 506-21. 

5. Actj_on: 

The contents of thiA Directive am:! authority 
for crganizatim1 al, admj_nfatrative, logistical 
cind finan~ial provisicns are effective upon 
receipt., and sh !ill be implemented by the 
Ccmptroller and the Director of Persormel. 

Standard Distribution List "A"• 
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To create a Division of Local Government 

Aid• prescribe its mission and scope of 

operations. provide the fundamental 

organization directive for technical and 

management control and indicate the 

actions required to implement this 

instruction. 

To direct the transfer of Reimbursed 

Safety Lighting functions from the Burea t 

of Electrical Operations in the Division 

of Maintenance and Operations to the 

Division of Local Government Aid. 

To direct the transfer of the Federal Ail 

Secondary Road Section and its functions 

from the Bureau of Road Location and 

Design in the Division of Roads, Design 

and Construction; and to establish it as 

the Bureau of Federal Aid Secondary Road : 

in the Division of Local Government Aid. 
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All transfers to be effective as of 

the date of this Directive. 

Director and Chief Engineer, 

Division of Local Government Aid. 

Not Required. 

Under the authority of the 3tate 

Highway Commissioner under Title 

27. 

1. Supersedes: 

All previous orders, memorandums, 

instructioni, notices and bulletins 

pertaining to the organization and 

mission of the Division of State Aid 

are hereby cancelled and superseded. 

2. Designation: 

The Division of State Aid Projects is 

hereby designated the Division of 

Local Government Aid. 
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3, Mission and Function: 

a) Perform the functions essential to 

the administration, direction, 

operation and supervision of all 

programs providing Grants-in-Aid 

for Road Purposes to local 

government agencies that are a 

responsibility of the State Highway 

Department. 

b) Receive, investigate, evaluate 

and recommend appropriate action 

by State Highway Commissioner on 

applications submitted by local 

government agencies. 

c) Establish liaison with local 

government agencies for the purpose 

of planning and promoting the 

improvement and operation of the 

local road s ys tems and the 

elimination of safety hazards. 

d) Initiate the preparation of 

documents required by law, 

Department policy, Bureau of Public 

Roads, provide for their execution, 

receipt, check, and processing for 

audit and approval; 
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.J 
e) Pr'bvide supervision and inspection 

of local road projects in 

accordance with the requirements 

of the Bureau of Public Roads and 

policies of the State Highway 

Department. 

4 . Organization and Relationships 

a) Division status for personnel 

accounting and payroll procedures, 

budgetary considerations, and 

fiscal control. 

b) Chain of administrative, technical, 

and operational control:-

!) State Highway Commissioner 

2) State Highway Engineer 

3) Local Government Aid Division 

c) Inter-Divisional control and 

performance of mission. When so 

ordered by the State Highway 

Engineer, personnel and facilities 

of other Divisions of the 

Department shall be made available 

to the Local Government Aid Division 

for exercising technical control 

in implementing and performing work 

on approved projects. 
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Administrative control of said 

employees and facilities shall 

remain with the managing Division. 

d) Management and Technical 

responsibility shall remain under 

the Division Director and Chief 

Engineer in the Division of 

Local Government Aid. 

5. Fin an ci n ~ Program and Operations: 

a ) Operating funds as provided by 

annual appropriation laws. 

b ) State Grants-in-Aid as provided 

in annual appropriation law of the 

State Le~islature. 

c) Federal Aid Secondary Grants-in­

Aid as provided in appropriation 

Laws of the Federal Congress and 

matched through applications of 

the various Counties of New Jersey. 
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6. The contents of this Directive and 

authority for organizational,· 

administrative, logistical and 

financial provisions are effective 

upon receipt, and shall be implemented 

by Comptroller and Personnel Director. 

Appropriate c~anges in Budget Codes, · 

Payrolls, and similar documents will 

be effective July 1, 1965. 

For other Divisions, appropriate 

changes in organization charts are to 

be effected. 
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State Highway Commissioner 

State Highway Engineer 

Adm. Assts. to the Commissioner 

Assistant State Highway Engineer 

Deputy Attorney General (3) 

Comptroller (2) 

Director of Public Information 

Director, Division of Personnel 

Director, Division of Right-of-Way 

Director, Division of Railroad 

Transportation 

Director, Division of Research and 

Evaluation 

Director & Chief Engineer, Division 

of Planning, Soils and Tests 

Director &- Chief Engineer, Division 

of Roads, Design and Construction 

Director & Chief Engineer, Division 

of Bridges 

0irector & Chief Engineer, Division 

of Maintenance and Operations 

Secretary, State Highway Department 

Northern District Design Engineer 

Southern District Design Engineer 




