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Process to Obtain FHWA Authorization before Advertising CDOT Projects

This Bulletin identifies the steps required to obtain FHWA Authorization for the Construction Phase on all CDOT projects (including Local Agency projects) which contain Federal-aid funds.  This must be completed before the project is advertised for bids.  Please note that FHWA authorization is only needed for federally participating projects (contact your RE or Business Manager to verify); it is not needed on projects that are solely state funded.
Initiating Form 1180 and Checking for FHWA Authorization in SAP Project Builder (CJ20N)
Initially, and once the required CDOT Forms 463 and 128 have been completed, the federal approval process for the Construction Phase of a project can start with the completion of the 1180 work flow form in SAP.  Upon completion of the 1180 process, a request is made by OFMB through an FMIS (Fiscal Management Information System) file transfer with FHWA, for federal authorization and obligation.  Once the request is approved by FHWA, the date of the federal agreement will be displayed in SAP for that project phase. This process replaces use of the old CDOT Form 418 which no longer exists.  

To determine whether a project has received FHWA authorization, you can log into SAP (CJ20N).  If the project has received FHWA authorization, the date it was approved will appear in the “FHWA Agreement Date” field in the CJ20N User fields.  Please use the work instructions found below to find the required information:
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Creating a Purchase Requisition (ME51N) in SAP
A required step for the advertisement of a construction project is the creation of a purchase requisition in SAP.  

For federally funded projects, SAP has functionality added to ensure that federal authorization and obligation have been received prior to a purchase requisition being successfully created.  The SAP check only operates when the Purchase Requisition is filled out correctly by the CDOT Project Manager based on the funding of the project.  Please follow the example found below to create a Purchase Requisition (ME51N) for a CDOT Project:
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Key Points for Creating a Purchase Requisition (ME51N) in SAP

· For federally funded projects, the Purchase Requisition should not be started until the “FHWA Agreement Date” has been received.  SAP will not allow the completion of the Purchase Requisition on a federally funded project unless the federal approval and obligation are complete.  These requirements are based on 23CFR 630.106 which states that federal funds shall not be used for costs incurred prior to the date of obligation and agreement.  SAP checks the “FHWA Agreement Date” against the request date of the Purchase Requisition.  If the Purchase Requisition request date comes before the “FHWA Agreement Date”, the system will reject this Purchase Requisition when the Business Office releases it.  Creating Purchase Requisitions with a non-participating cost element then changing it to participating is incorrect.  The correct process is to create the Purchase Requisition after the “FHWA Agreement Date” is populated.
· In the “Account Assignment Category”, enter either a P for a participating project (projects that need federal authorization), or a Z for a non-participating project (projects that do not need federal authorization).  The “Account Assignment Category” field of the Purchase Requisition is a critical field for ensuring that the FHWA agreement date is in place and federal participation is approved. 
· When a P is entered, the system will automatically check for the “FHWA Agreement Date” (Old Form 418).  If a Z is entered, there is no validation check on whether or not there is an “FHWA Agreement Date”.  
· Based on the “Account Assignment Category”, SAP correctly populates the General Ledger Number (G/L Number) in the Purchase Requisition.  Please do not alter or edit the G/L Number on a Purchase Requisition for a construction project before going to Advertisement. 

· The Region Business Office will also cross check for the “FHWA Agreement Date.  The Region Business Office should be contacted for any questions regarding Purchase Requisitions or the “FHWA Agreement Date”. 
· Just before a project is advertised, the “FHWA Agreement Date” shall be included in the Request for Advertisement Letter or email sent to the CDOT Agreements Unit.

· If the Purchase Requisition is created incorrectly prior to authorization and obligation, CDOT is in jeopardy of losing the federal funds for the project. 

Design Bulletins can be found on the Design and Construction Project Support web page at: 

http://www.dot.state.co.us/DesignSupport/ 
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Procedure for checking for Federal Authorization of a phase of work


· First, enter CJ20N and select the Open Project button
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· In the following window, enter the project you are checking (15666 in this example)

· Select the Open button (green check) or hit enter to open the project


 [image: image2.png]= Open Project

W8S element
Network







· Highlight the project to the 3rd level WBS element you wish to check (15666.20.10 Construction phase in this example)
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· Select the ‘User fields’ tab and review the date shown. In the Dates field, the ‘FHWA Agrmt Date’ indicates if the project has federal authorization.
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If there is a date in the FHWA Agreement Date field, the project is cleared for Federal Authorization for the WBS phase shown. This is what replaces the old form 418.  This project was cleared for federal participation on 02/25/08







15666.20.10 is a third level WBS.  
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Enter Transaction ME51N
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Choose Document type YD Highway Construction
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In the Account Assignment Category field, select either P for a federally funded project or Z for a non-federally funded project from the drop down list. 
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In the Item Category field, select Standard which is the only choice available. Note this will leave the field blank
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In the Short text field, enter a description for the project such as Ad for Construction, 15666.
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In the Quantity field, enter the dollar amount for the construction phase of the project (Line 7 from the Form 65), 4,000,000 for this example. 
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For the Unit field, enter AU for Activity Unit. 
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In the delivery Date field, enter the estimated date that the project will be completed, 06/19/2009 for this example.
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In the Material Group field, enter 91327 for the Highway Construction group. 
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In the plant field, select the drop down menu and select a location that best matches the region location for the project. For this example, 5002 is used for Durango area project
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In the PGr (Purchasing Group) field, enter 251 for Richard Ott’s group.
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Select the Item Detail button in the bottom right of the screen.
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This will open the item detail portion of the screen as shown. Select the drop down button for the functional area and select 3300 for Contractor Payments – Bid Contract.
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In the WBS element field, enter the construction phase WBS for the project being advertised, 15666.20.10 for this example.
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Select the Valuation Tab.
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In the Valuation price field, enter 1.00 
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At this point, you should have entered all the required information for the purchase requisition for advertising a construction project. Click the save icon and you should receive a message at the bottom left of the screen:


Purchase requisition number 0140001310 created
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You will need to put this PR number in an email that you send to both the Resident Engineer and Regional Business office, advising them that you have created the PR and need their approval (release) for the advertisement to proceed.







A note of caution regarding the G/L account number (General Ledger); This number is automatically entered into SAP correctly based upon the Document type and information entered in the Header portion of the Purchase requisition. A best practice for most users is to never revise this number after SAP has entered the number. It can cause problems later down the line that may require a new Purchase requisition to be created. 
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