ONE-PAGE PROJECT SUMMARY
PREPARATION GUIDANCE

December 2008

The one page project summaries will be utilized as a communication tool to various internal and external stakeholders of a project and as a reporting tool to the legislature for the Chapter 152 program.  As a general rule, it is important to continue to consider the target audience and the context of the information provided.  Consider breaking down and defining engineering language and terms, or try to avoid using these terms where possible.  Acronyms typically used to define the status of a project should be defined, or consider another way to clearly convey the information.
Title Block:
Include the route and location in the title block (and SP if known).  Also, if there is a project website, it should also be included in the title block below the SP: 

 Example:                                                                               

Highway xx

Herman to Hoffman

SP xxxx-xx

Project Website:   www.dot.state.mn.us/dx/projects/xxxxx
Project Map:
OIM will be preparing and inserting the location maps for the Major Highway Projects and the Chapter 152 Projects.  For all other projects, the districts should supply maps of the project area.  As a general rule, maps should be simple and easy to read with clear reference points and a North arrow.
Schedule:

The project schedule should include the following information and associated dates from PPMS:

Environmental Document Approved:

Municipal Consent (if applicable):

Geometric Layout Approved:

Construction Limits Established:

Original Letting: The "Original Letting" date should be an "actual" date known as of Dec. 
2008. If this date is not known, it should be left blank.

Current Letting: In future updates of the one-pager, if the letting changes from the 
Original Letting Date, the current letting dates should be noted here.  The 
"Current Letting" date may be only a month and year or only a year (for those not 
under construction or outside the STIP).

Construction:  The beginning and ending dates of construction, or construction 
timeframe, should be entered here (e.g., May 2009 to October 2010).  Use month 
and year, if known, or just year (e.g., 2015 to 2016).
Others Important Project Milestones (if applicable):

This information may need revision as scoping progresses and the schedule gets clarified.
Project History
1.    For bridge projects, include the bridge condition such as year built, NBIS condition rating, any previous work on the bridge, the purpose and need for the project, and any other information unique to the project.

2.   For all other projects, this section should include the purpose and need for the project and other pertinent information for the development of the project. 

3.   This section should also include any past official actions by the department or ATP, or both.
4.   Please do not spend a large amount of time researching and looking back for previous projects; this is mainly an item that will be documented moving forward.

Project Benefits and Project Risks:
1. List major benefits of the project.
2. List significant risks to the project scope, schedule, and cost.
Project Description:
This section should briefly summarize the project scope and location.  This section can also identify key project components and/or construction activities.

Total Project Cost Estimate (millions):

1.   Include the date of the approved STIP when the project first entered into the STIP.

2.   Project costs should be expressed in year of expenditure dollars using inflation rates provided by OIM.

3.   If projects will occur over more than one construction year, the TPCE should be expressed at the year of the mid-point of construction.  For two year projects, use the second year.
4.   List the following cost estimates corresponding with the fields on the TPCE spreadsheet.



Construction Letting = Construction Cost Group Total


Other Construction Elements = Sum of Preconstruction Cost Group, Post Letting 


Cost Group and Post Construction Cost Group in the Construction 


Division)



Right of Way = Right of Way Division total


Engineering Costs = Engineering Division Total
5.   For projects that fall within the HIP and LRP years, use a “range” for the cost               estimate, and enter the cost range under the Current Est. column.  For projects under $1 Million, round to three significant digits.  For projects $1 Million and higher, round to two significant digits.
6.   For those projects within the STIP, estimated costs should be those identified in the TPCE spreadsheet as of December 2008 and should be filled in under the Baseline Est. column.  These are the baseline costs to which future estimates should be measured.  There is no need to go back to previous STIPs to get historical STIP estimates; the Baseline Est. is being established according to the new cost estimating procedures with the December 2008 estimates.

7.   For projects already under construction, enter the construction letting cost under the Current Est. column.  Right of way costs may also be entered if known.  It is not necessary to enter Engineering Costs.
8.   In future project summary updates, the most current project estimate should be shown under the Current Est. column.
Recent Changes and Updates:
This section should include supporting information that is reflective of any changes or updates to the project. It should also include any reasons for delay from the original year in the STIP or another key date in the project development process.  Please indicate the timeframe that you are referencing (e.g., what has changed since the 2008 CRAVE study, 2010 Baseline estimate, etc.).
Key Cost Estimate Assumptions:
Provide important cost estimating details such as year of estimate, inflation rate details, major project risks that will affect funding, etc.
Design Completed (scale 1-100%):
In this project summary sheet, the phrase “Design Completed” is equated to the entire project development process and not just the activities surrounding preparation of the project design plans.  For reporting purposes, “Design” is considered to include planning, scope, and actual design of plans.  In future revisions of the project summary sheet, the title of this box is likely to be changed to “Project Development Status” or something similar.

Utilize a phase scale for each of the following categories to indicate percentage of completion:
Planning (0 – 100%)
Scoping (0 – 100%)
Design (0 – 100%)
Actual percentages are left to the discretion of the project managers and the district management.
For ease of use, District 7 has developed a tool shown below that may be clipped into the Design Complete box.  Double-click on the chart, and an Excel spreadsheet will open.  The percentages for each of the phases can then be adjusted, and the chart will also adjust automatically.  The use of this chart is not mandatory but is provided to assist in the development of the charts for each project.
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District Information:

The following information should be included in the district contact information:

Minnesota Department of Transportation

Example:  Minnesota Department of Transportation

District Number




   District 4
District Office Address




  1000 Hwy 10 W.
District Office City, State, Zip Code


  Detroit Lakes, MN 56501
District Office Main Phone Number


  (218) 846-3600
District Engineer:




  District Engineer:  Lee Berget
Project Manager:




  Project Manager:   Dan Kuhn
Original date of posting:  Month date, Year

  Original date of posting:  Dec. 1, 2008
Revised: Month date, Year

Note on formatting:  If the left edge is cut off when printed, adjust the left margin to 1.25”.
Also, prior to submittal please delete any written guidance on the project summary sheet shown in parenthesis.
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