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Introduction
The New Mexico Department of Transportation (NMDOT) Research Procedures Manual (RPM) is
separated into two chapters. The first chapter provides a description of the legal authorization, funding,
agency functions, and strategic plan of the Research Bureau. The second chapter summarizes each phase
of the research process – research project solicitation, request for proposal development and issuance,
definition of research project deliverables and timelines, research project administration, and project
close‐out. Strict adherence to the RPM by all participants is required as it reflects guidelines defined in
federal and state regulations and financial procedures. The Federal program is a “reimbursement”
program as opposed to a grant program, which means federal funding is reimbursed according to
allowable costs as they are submitted by participants.
The NMDOT Research Procedures Manual is intended to provide guidelines for all potential participants
– public, private or non‐profit – applying for or executing Research Bureau contracts. Specific federal and
state statutes, regulations and codes that support the guidelines provided in this Procedures Manual are
referenced at the end of the document.
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Chapter 1 – The Research Bureau
The Research Bureau administers a program of high quality applied transportation research that provides
innovative, relevant, timely and cost‐effective solutions to the increasingly complex problems confronting
the New Mexico Department of Transportation (NMDOT), the State of New Mexico, our Nation and the
international community. The Bureau seeks to accomplish this mission through close coordination with
our partners and customers, consistent with the strategic goals and key principles established by the
Department.

Funding and Authority
Federal laws administered through the Federal Highway Administration (FHWA) provide funding to
research programs at state transportation departments. Authorization for the research programs is
established under the Fixing America's Surface Transportation Act or "FAST Act" and previous acts.
Title 23 of the United States Code (23 USC), Chapter 5, Section 505 and the corresponding administrative
code in Chapter 23 of the Code of Federal Regulations (23 CFR) require a minimum of two percent of
federal funds allocated to the state be set aside for state planning and research (SPR). These federal funds
derive from four programs: the National Highway Performance Program, the Surface Transportation
Program, the Highway Safety Improvement Program, and the Congestion Mitigation and Air Quality. Of
this amount, a minimum of twenty five percent is required under 23 U.S.C. 505 (b) to be dedicated to
research, development, and technology activities related to highway, public transportation and
intermodal transportation systems. Pursuant to federal law, NMDOT uses the other seventy five percent
of SPR funds primarily for statewide planning activities. A small amount is used for international programs.
Federal SPR funds require a twenty percent state match, which is provided by the New Mexico State Road
Fund.
The Research Bureau research program is incorporated into the NMDOT Planning Work Program (PWP),
which is updated and approved by FHWA.

Functions of the Research Bureau
The Research Bureau performs the following functions for NMDOT:
Comprehensive Scientific Research
The primary function of the Research Bureau is to identify and manage implementable research projects
that effectively address current and future transportation challenges. The process for identifying
challenges and soliciting, selecting, managing, and closing projects is described in Chapter Two. Research
project contracts are required to have a well‐defined scope of work, an unambiguous timetable, and a
fixed amount of funding.
Literature and Best Practice Search
In response to requests, the Research Bureau performs literature searches and identifies best
practices nationally through an extensive, critical review of recent articles, studies, and reports on a
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specific research topic. These searches typically review FHWA reports, Transportation Research
Board (TRB) reports, Research in Progress, Transport Research International Documentation (TRID)
database, National Cooperative Highway Research Program (NCHRP) reports, and research reports
from other state DOTs and from University Transportation Centers.
On Call Research
In some instances, NMDOT requires research be completed on short term, high priority projects that
require a unusually quick turnaround. The Research Bureau maintains one or more professional services
master contracts with institutions of higher education or private consultants to perform these studies
upon receipt of a task order. On call research can also be completed through competitive sealed proposal
procurement.
Research Technical Services
Research Bureau staff may complete research for NMDOT staff on specific technical issues upon request,
an example being assistance with data or policy analysis.
Technology Transfer
By statute, the Research Bureau may purchase, implement and evaluate innovative equipment,
technology, or methods to address a well‐defined transportation challenge, including providing training
for NMDOT staff. Research Bureau technology transfer funding cannot be used in lieu of operational
funding.
Library Services
The Research Library is located in the Research Bureau and provides information, materials and
resources to support the needs of the Department and the information needs of outside users.
Pooled Fund Projects
When it is determined a specific research project will provide results that are of interest to multiple
states, the Research Bureau may pool research funds with other states to support the proposed
project.
University Transportation Center (UTC)
The USDOT provides matching funds to establish national, regional and Tier 1 UTC’s at universities
around the nation. The Research Bureau may collaborate with one or more UTC’s to pursue
transportation‐related research in New Mexico.
Regional and National Research
NMDOT participates in several national research activities that pursue and implement a national
transportation research agenda. As an example, NMDOT supports NCHRP research activities on an
annual basis through contributions of SPR funds. The Research Bureau is also a member of the American
Association of State Highway and Transportation Officials (AASHTO) Standing Committee on Research,
Region 4 (Western states), which provides ongoing opportunities to discuss transportation policy and
share transportation research results.
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Research Bureau Strategic Plan
In 2015, the Research Bureau updated its strategic plan. The entire strategic plan is included in Appendix
A. The vision and mission statements and Bureau goals are presented below:
Vision Statement
The Research Bureau is a national leader in providing innovative, timely and cost‐effective solutions to
transportation challenges, is committed to identifying and promoting transportation research
advancements and best practices, and is recognized as a trusted, valued and vital source of data,
information and analysis.
Mission Statement
The Research Bureau serves the Department, its customers, and the national transportation research
community through the pro‐active development and dissemination of innovative, timely, cost‐effective
solutions to transportation challenges. Furthermore, it acts as a catalyst for transportation policy change
consistent with the strategic goals of the Department.
Goals
1. Provide innovative, timely and cost‐effective solutions to transportation challenges.
2. Be recognized as a trusted, valued and vital source of information, data and analysis.
3. Act as a catalyst for policy change consistent with the strategic goals of the Department,
emphasizing applied research and implementable results.
4. Establish effective working relationships outside the Research Bureau and provide exemplary
customer service.
5. Establish effective and consistent policy and procedures for the Research Bureau.
6. Improve and integrate library services consistent with the mission of the Research Bureau and the
research needs of the department.
7. Develop and track performance measures for each of the primary activities of the Research
Bureau.
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Chapter 2 – The Research Process
This chapter describes the NMDOT research process in sufficient detail so a participant can determine his
or her responsibilities under the stated guidelines. A list of the roles of the participants involved in the
research process is included in Appendix B. A timeline for the research process is included in Appendix C.
As stated in the Introduction, specific federal and state statutes, regulations and codes that support the
guidelines provided in this Procedures Manual are referenced at the end of the document.
The research process in New Mexico consists of five components: 1) Project Solicitation, 2) Project
Selection, 3) Vendor Selection, 4) Project Administration, and 5) Project Close‐Out.

Project Solicitation
Research Project Solicitation
Ideas for potential research projects are continually analyzed by Research Bureau staff to ascertain their
relative strength and applicability to current and future transportation challenges. However, a formal
Research Project Solicitation (RPS) process occurs only twice a year when Research Bureau staff
aggregates research proposals from NMDOT staff and organizational units. The RPS is designed to
encourage participation from all department personnel, the goal being to identify critical transportation
challenges and implementable research projects to address those challenges. Individuals and entities
external to NMDOT may propose research projects during the open solicitation period. Only those
proposals that have strong internal NMDOT sponsorship will move forward for consideration by the
Research Oversight Committee (ROC).
Announcements of solicitation deadlines are distributed to the Department staff by email and posted on
the Research Bureau’s website. Research requests are submitted to the Research Bureau on the General
Research Request Form (Appendix D‐1). Upon receipt of the form, Research Bureau staff work with the
project advocate identified on the form to refine the problem statement for the proposed research.
Literature Review
After the Research Request Form is submitted to the Research Bureau, the request is assigned to one of
the Bureau staff to conduct a literature review. The literature review serves three purposes. First, it
informs the project advocate of existing research that may already answer the research question to his or
her satisfaction. Second, the literature review may help refine the research question, bringing more clarity
and purpose to individual research proposals. Finally, the literature review helps identify the scope,
duration and cost of similar research projects in other states, allowing advocates to bring more specificity
to their research proposals. Problem statements that have been thoroughly analyzed and refined by
advocates through intensive cooperation with Research Bureau staff may, upon recommendation by
Research Bureau staff, be submitted to the ROC for consideration for funding. Consistent with FHWA
statutes, research projects that are considered duplicative of current or previous research projects cannot
be considered for Research Bureau funding.
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Problem Statement
For projects that will be presented to the ROC, Research Bureau staff works with the project advocates to
prepare a one‐page summary of the project – the problem statement – based on the Research Request
Form and literature review. Each problem statement will typically include: 1) the project title; 2) names
of the project sponsor and advocate; 3) project summary; 4) project justification; 5) anticipated benefits
deriving from the project; 6) product or service to be delivered as a result of the project; 7) maximum
required budget for the project, and; 8) estimated project duration.
Summary of Available Resources by Year
Prior to the ROC meeting, the Research Bureau administrative staff prepares a summary of estimated
funding available for research and technology transfer projects in current and future fiscal years.

Project Selection
Research Oversight Committee (ROC)
Summaries of research project proposals, specific criteria to be used for proposal evaluation, and a
summary of available financial resources by fiscal year are presented to the ROC for review. The project
advocate is invited to present the problem statement and the proposed research at a ROC meeting. The
ROC evaluates and ranks project requests based upon their relative merit and then, after thorough
internal discussion, recommends a specific level of funding for each research project along with a required
timeline for completion. Of particular interest to the ROC in their evaluation is whether proposed research
projects provide innovative, timely, cost‐effective solutions to transportation challenges and, of
significant importance, can be quickly and effectively implemented. Return on investment calculations is
relevant. An explicit connection to the goals and objectives in the NMDOT 2040 Plan is important.
IT Review of Research Projects
Research projects that have an Information Technology (IT) component and have short‐ or long‐term IT
impact on the agency must be approved by the NMDOT Chief Information Officer. See Appendix D‐5 for
an example of the IT Review Memo.
Workplan Update
The research projects approved by the ROC constitute the basis for the Biennial Work Program of the
Research Bureau. This Research Bureau Biennial Work Program is integrated into the PWP and submitted
to the FHWA. New research projects may also be integrated into quarterly amendments to the Biennial
Work Program.
FHWA Approval
FHWA staff review the PWP to verify it meets all federal requirements. If FHWA staff determines the PWP
is statutorily‐compliant, the agency will grant approval for the selected research projects and allow them
to proceed.
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Consultant Solicitation and Selection
Technical Panel
For each approved research project, a sponsor and an advocate are identified from within NMDOT. The
sponsor is typically a district engineer, division director or bureau chief who certifies the proposed
research project is relevant to current or future department transportation challenges and consistent with
the goals of the organizational unit they represent. The sponsor holds a position in NMDOT that has the
authority and the incentive to implement the research findings once the research project is completed.
The advocate is an NMDOT employee with interest and expertise in the subject area, who agrees to
actively spearhead the research project and serve as chairperson of the technical panel.
Each approved research project is guided by a technical panel, typically composed of the sponsor, the
advocate, other NMDOT employees with a strong interest in the timely completion and implementation
of the research subject, and Research Bureau staff. Depending on the nature of the research,
representation from FHWA on the technical panel may be requested. The technical panel is identified
through cooperation between the sponsor, advocate and Research Bureau staff. Membership in the
technical panel may evolve over the life of the project, particularly when additional participants are
needed during implementation of the project.
It is essential the sponsor, advocate, and members of the technical panel indicate they are fully committed
to the successful outcome of the project, from initiation to completion. Lack of active engagement in a
research project by the sponsor, advocate or technical panel can result in the termination of the research
project by the Research Bureau.
RFP/RFIP Development and Issuance
Following FHWA approval of the Research Bureau Biennial Work Program or amendments to same, the
Research Bureau works with technical panel members to prepare and issue a Request for Proposal
(RFP) for projects over $60k and Request for Information Proposals (RFIP) for projects less than $60k
to interested parties. These projects are advertised through the State of New Mexico’s RFP/RFIP process,
governed by New Mexico procurement statutes.
Pre‐Proposal Meetings
At the discretion of Research Bureau staff, a pre‐proposal meeting may be scheduled for the purpose
of discussing individual research project objectives in greater detail and providing information on
proposal requirements during the procurement process. These meetings are typically coordinated
by the Procurement Services Bureau and conducted by project advocates and technical panel
members. Interested researchers are strongly encouraged to attend these meetings.

Project Administration
Kick‐Off Meeting
Following the Notice to Proceed letter (NTP), the Research Bureau project manager promptly schedules a
kick‐off meeting that includes the consultant and members of the technical panel. The kick‐off meeting is
designed to allow all participating parties an opportunity to discuss research project objectives and
confirm – and obtain explicit consensus on – Research Bureau expectations concerning contract
deliverables, timelines, cost and other important considerations. The kick‐off meeting provides an
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indication to all research project participants that their active engagement over the duration of the
research project is required for the completion of the project and implementation of the project results.
Any concerns participants may have about the research project should be openly discussed and
thoroughly addressed at this initial meeting.
Conduct of Research
Following receipt of the NTP letter, the consultant is expected to conduct research fully consistent with
the language stipulated in the contract. While each research project is different and each individual
contract includes language unique to the required research effort, most Research Bureau contracts
include a similar set of required deliverables, including: a) progress reports and meetings; b) interim
reports for projects of duration greater than twelve months; c) an implementation plan; d) a multimedia
presentation, and; e) a final report. All deliverables are subject to review and approval by the technical
panel. Payments of billing statements are contingent upon acceptance of deliverables.
Research Project Meetings and Reports
The research process should entail robust, intensive cooperation between the consultant and the
technical panel focused on obtaining innovative, implementable research results in a timely, cost‐effective
manner. Extensive engagement and comprehensive analysis on the part of both the consultant and
technical panel is required for successful project management and, ultimately, completion of the research
project. Detailed project reports consistent with the terms of the contract are required to ensure the
project stays on time and on budget. Progress reports for research projects are required to include,
at a minimum:








Discussion of research activities performed;
Discussion of plans for the forthcoming activities;
A summary of research findings and recommendations as appropriate;
Documentation of activities, including travel, equipment and labor, in sufficient detail to
permit verification of allowability of charges reflected in billing statements;
A statement of adherence to budget and any expected requirement for budget
modification;
A statement of adherence to schedule and deliverable due dates, including any conditions
that may affect compliance with these requirements, and;
Disclosure of any conditions that may affect compliance with contract requirements.

Approximately two weeks after a progress report is received from the consultant, the Research
Bureau project manager arranges a progress meeting with the technical panel, the consultant, and
his/her research team. At this meeting, the consultant provides a detailed presentation that outlines
the status of the research and consistency with the terms of the contract. The technical panel then
evaluates all phases of the research project to ensure it is on schedule, defined in terms of completed
deliverables.
For each progress meeting, the project manager prepares a meeting sign‐in sheet, a written agenda,
and a progress approval form. The Progress Approval form can be seen in Appendix D‐3. The
members of the technical panel, the consultant and FHWA representative complete the Progress
Approval form. These forms are used by the project manager to document concerns related to the
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progress of the project, preliminary findings, and quality of work. The completed forms also certify
that the project meets the requirements necessary to continue contracted work.
Progress reports are due on the date stipulated in the contract. Project extensions are permissible
only under extraordinary circumstances, and determined by the project manager and Division
Director after discussion with and justification from the advocate, sponsor and technical panel.
Required Advanced Approvals
Pursuant to federal and state laws and to the NMDOT contract boilerplate, there are several possible
consultant actions on research projects that require advanced approval by NMDOT:
Replacement of Principal Investigator or Key Research Staff
Replacement of the Principal Investigator (PI) or uniquely qualified members of the consultant research
team essential to the timely completion of project objectives is subject to approval by NMDOT. This
requirement does not extend to individuals whose role is primarily one of support.
Equipment
All equipment expenditures in excess of $500 must be pre‐approved in writing by the project manager;
however, NMDOT approval does not relieve the consultant of the requirement that sufficient budget is
established prior to incurring equipment expenses. F&A, IDC, or other overhead charges are not allowed
for the procurement of equipment. Equipment purchased with project funds is the property of NMDOT,
regardless of where it is located or who uses it during the project.
Travel to Scientific or Technical Meetings
The consultant must notify the project manager in writing of plans to attend scientific or technical
meetings, including presentation of scientific papers using Research Bureau contract funds. Written
authorization from the advocate, the Research Bureau Chief and Research and International
Programs Division Director must be obtained prior to travel or costs will not be reimbursable. If travel
is approved, reimbursement will be made at the state‐approved rate on a pro‐rated basis for those
portions of the travel that are directly relevant to the project from which funding is requested. Note:
Detailed receipts for authorized travel expenses must be provided before these costs will be
reimbursed.
The consultant must submit a Travel Request Form to the project manager for travel to be
considered. When possible, forms should be submitted at least three months in advance of travel.
See Appendix D‐6 for an example of this form.
Papers for Presentation
Papers submitted for presentation on a NMDOT‐funded research project must be sent to the project
manager and technical panel for review in advance of the presentation.
Subcontractors
Written approval is required in advance for subcontracts even though provision for such may be
made in the proposal. If not provided in the proposal, an itemized budget and justification for the
proposed subcontractor are required when submitting the subcontract for approval.
NMDOT RPM
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Budget Amendment
Budget amendments to Research Bureau contracts that move funds between budget categories but
do not increase the total budget must be pre‐approved by the project advocate and the Research
Bureau Chief or Division Director. Budget amendments to Research Bureau contracts that increase
budgets must be pre‐approved by the ROC upon recommendation of the project technical panel and
approval of the Research Bureau Chief or Division Director. To request a contract amendment, the
consultant should complete the Contract Change/Amendment Form (see Appendix D‐4). Budget
increase amendments and additional phases to a project should not increase the cost of the initial
project by more than 25 percent in order to avoid noncompetitive research procurements.
Contract Amendment
Requests for contract amendments must be submitted for pre‐approval by the advocate and the
Research Bureau Chief or designee before any administrative actions are taken based on the
amendment. To request a contract amendment, the principal investigator should complete the
Contract Change/ Amendment Form. See Appendix D‐4.
Project Deliverables
Project deliverables are included in a contract to effectively capture the process, findings and
recommendations of the research project. Consultants are expected to produce high quality,
professional reports that are of a quality sufficient for publication and in compliance with the
Research Bureau Style Manual (See Appendix G). Compliance with this standard is determined
solely by the Research Bureau project manager in cooperation with the technical panel.
Interim Reports
Interim reports are required for projects that are greater than twelve months. Interim reports will
document project activities, preliminary findings, future plans, budget, obstacles, travel, and
timeline. Compliance of the completed research with the terms of the contract as stated in the
interim report is determined solely by the Research Bureau project manager in cooperation with
the technical panel.
Draft and Final Report
Sixteen (16) copies of the draft final report are due in the Research Bureau for review by the technical
panel and Research Bureau staff no later than the due date as stipulated in the contract; comments
from Research Bureau staff are transmitted to the consultant no later than fifteen days prior to
contract expiration. After integrating the technical panel comments, the consultant transmits sixteen
printed and bound copies of the final report, completed in conformance with requirements outlined
in the Research Bureau Style Manual (Appendix G) no later than the contract expiration date. These
copies shall be accompanied by an electronic version of the document transmitted through a
currently accepted technology in PDF format.
Final acceptance of reports is based on the following criteria:
1. Fulfillment of objectives and completion of deliverables as set forth in the contract;
2. Adequacy of documentation, and;
3. Clarity of presentation.
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Compliance of the final report with the criteria listed above is determined solely by the Research
Bureau project manager in cooperation with the technical panel.
Based on the acceptance review, a decision is made concerning publication of the report on the
Research Bureau website. Such publication will be made at the discretion of NMDOT.
Draft and Final Implementation Plan
Each research project requires the completion of a comprehensive, viable implementation plan as a
separate and distinct deliverable. This implementation plan should provide specific guidelines that
NMDOT staff can follow to implement the research findings and recommendations. The consultant will
discuss the requirements for the implementation plan with the project manager, the Research
Implementation Engineer and the technical panel on a regular basis during the research process to ensure
the implementation plan provides appropriate technical guidance for NMDOT staff.
A preliminary implementation plan will be provided to the Research Bureau no later than the due date
as stipulated in the contract. The final implementation plan shall be submitted along with the final report
and multimedia presentation. Standard contents of an implementation plan are included in Appendix H.
Compliance of the completed draft and final implementation plan with the terms of the contract is
determined solely by the Research Bureau project manager in cooperation with the Research
Implementation Engineer and the technical panel.
Draft and Final Multimedia Presentation
In addition to the final report and implementation plan, a web‐ready multimedia presentation of the
research project is required for the project to be considered complete. This presentation may include
drawings, photographs, video and other media which sufficiently describes the details of the project,
and shall be crafted to appeal to a broad audience with varying degrees of education and knowledge in
the subject area. A draft of this presentation will be due in the Research Bureau no later than the due
date as stipulated in the contract, and the final product shall be submitted along with the final report.
This presentation is expected to be in Microsoft PowerPoint© file format.
The Research Bureau project manager and the technical panel will determine what details should be
included in the presentation. Compliance of the presentation plan with the terms of the contract is
determined solely by the Research Bureau project manager in cooperation with the technical panel.

Project Close-Out
Implementation of Research Results
A primary goal of the Research Bureau is to complete innovative, cost‐effective research projects
that can be implemented by the department in a timely, effective manner. Following the completion
of the research project, Research Bureau staff will monitor project implementation for the first year
after project completion to ascertain whether research project results were used to address
transportation challenges. Obstacles and opportunities to timely, effective implementation of
research project results will be recorded by the Research Implementation Engineer to inform and
improve approaches used in future research projects.
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Advocates will submit a Research Implementation Status report to the Research Implementation
Engineer at the intervals of three months, six months and twelve months after project completion.
These reports are used as to document product implementation to satisfy federal requirements.
Posting Deliverables on Research Bureau Website
Upon approval by the Research Bureau Chief or Division Director, the Research Librarian will post the
final report, implementation plan and multimedia presentation for each project on the Research
Bureau website.
Disposition of Equipment
Equipment purchased under Research Bureau contracts with project funds will be disposed of
according to federal and state disposition regulations.
Copyrights
All data, written materials, computerized software including programs, databases and spreadsheets,
and other information prepared as required under NMDOT Research Bureau contracts, and the
copyrights therein, shall be owned by NMDOT unless otherwise agreed between the parties. All
materials with potential copyrights obtained through Research Bureau contracts will be subject to
editorial revision and publication at the sole discretion of the Department.
Data Rights
NMDOT reserves the right to duplicate, use, and disclose in any manner and for any purpose all data,
whether delivered to NMDOT or not, under the contract and to authorize other parties to do so.
Contract Termination
Upon completion of a project, the project manager conducts a close out meeting with the technical panel
and implementation engineer to complete the Contractor Evaluation form, discuss disposition of
equipment and project implementation. Once all the deliverables are submitted, the project manager
disseminates the deliverables to the technical panel and the NMDOT Research Librarian.
In the event that a contract is terminated before the scheduled termination date, the project manager
will meet with the technical panel to discuss the need for early termination and requirements for closure.
Refer to the contract for Notice of Cancellation process.
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Appendix A – The Research Bureau Strategic Plan (October 25, 2015)
Research Bureau Vision Statement
The Research Bureau is a national leader in providing innovative, timely and cost‐effective solutions to
transportation challenges, is committed to identifying and promoting transportation research
advancements and solutions, and is recognized as a trusted, valued and vital source of data, information
and analysis.
Research Bureau Mission Statement
The Research Bureau serves the Department, its customers, and the national transportation research
community through the pro‐active development and dissemination of innovative, timely, cost‐effective
solutions to transportation challenges. Furthermore, it acts as a catalyst for transportation policy change
consistent with the strategic goals of the Department.
Research Bureau Core Values
The Research Bureau emphasizes integrity, respect, reliability, accuracy, accountability and timeliness in
all its internal and external communication and actions; it contributes to the success of the department
by building and sustaining positive and cooperative internal and external relationships; it encourages
strategic thinking, creativity and continuous improvement in its use of data, information, analysis; it is
responsive to the needs of Department staff and customers; it protects and enhances taxpayer
investment.
Research Bureau Goals
Goal One: Provide innovative, timely and cost‐effective solutions to transportation challenges.
• Action: Develop a methodology to calculate life‐cycle cost‐savings from Research Bureau solutions.
• Action: Develop a strategy to track and measure implementation of past, current, and future Research
Bureau projects.
• Action: Establish and maintain a comprehensive database that tracks Research Bureau projects,
monitors their implementation and determines the life‐cycle cost‐savings of Research Bureau solutions
compared to current practices.
• Action: Establish and maintain a database that identifies innovative, timely and cost‐effective solutions
to transportation challenges – state, regional and national solutions related to applied research and
technology.
• Action: Conduct an annual Research Project Solicitation (RPS) process that identifies transportation
challenges faced by the Department and projects that address those challenges.
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• Action: Develop evaluation criteria for the Research Oversight Committee that emphasizes the selection
of research projects that are innovative, timely, cost‐effective, implementable and aligned with the
strategic goals of the Department.
• Action: Document the reasons specific projects are selected for action by the ROC and provide written
justification to the department to ensure the process is transparent and accountable.
Goal Two: Be recognized as a trusted, valued and vital source of information, data and analysis.
• Action: Establish a Research Technical Assistance Program (RTAP) that provides prompt, objective
technical assistance for the research needs of NMDOT Executive Management, District Engineers, Division
Directors, and Bureau Chiefs and acts as a neutral arbiter on research‐focused policy questions facing the
Department; write an IDC to Executive Management outlining the specific mechanisms for and approval
of this process.
• Action: Ensure an executive summary summarizing the key findings of the research project and their
potential implications for the Department is included in each research project report.
• Action: Schedule workshops on a regular basis to disseminate research results and identify solutions to
transportation challenges critical to the operations of the Department.
• Action: Produce a Research Newsletter twice a year that communicates Research Bureau
accomplishments, national and state solutions to transportation challenges, and other data, information
and analysis critical to the applied research needs of the Department and its customers.
• Action: Coordinate with the Training Bureau and Local Technical Assistance Program to establish and
maintain a web‐based Training Portal that permits access to online training curricula provided by other
state, federal, and local transportation departments and agencies.
• Action: Attend key state, regional, and national conferences; write and disseminate reports identifying
state, regional, and national solutions to transportation challenges, their implications for the Department,
and mechanisms of effective implementation.
Goal Three: Act as a catalyst for policy change consistent with the strategic goals of the Department,
emphasizing applied research and implementable results.
• Action: Ensure the Research Bureau informs policy discussions in the Department by having a presence
at Executive Management meetings; write an IDC to Executive Management requesting approval of this
role.
• Action: Align the Research Bureau’s performance measures with those included in the 2040 New Mexico
Transportation Plan.
• Action: Schedule outreach meetings to all District offices and other Department staff to ascertain current
transportation challenges and the potential role of the Research Bureau in addressing those challenges;
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demonstrate direct benefits from research projects; increase the exchange of data, information and
analysis to provide solutions to transportation challenges.
• Action: Review selected daily or weekly state and national electronic newsletters and reports for data,
information and analysis that pertain to Department staff and develop effective mechanism to
disseminate this to interested staff.
• Action: Attend Department meetings on planning processes and provide ideas to Department staff for
potential research projects.
• Action: Review specification committee recommendations and ascertain whether Research Bureau
project results are included in those recommendations as standard specifications, as contract special
provisions, or supplementary specifications.
Goal Four: Establish effective working relationships outside the Research Bureau and provide
exemplary customer service.
• Action: Contract with a professional facilitator to develop effective Research Bureau communication
skills with customers.
• Action: Establish definitive guidelines and timelines for responses to Research Bureau customers.
• Action: Establish an effective on‐call research process that addresses requests in a timely manner.
• Action: Establish effective outreach mechanisms to better serve local, regional and Native
American/tribal governments.
• Action: Establish mechanisms to identify opportunities for Research Bureau funds to be combined with
resources from other entities and increase the capacity of the Research Bureau to fund and implement
research addressing transportation challenges.
• Action: Identify Department staff serving in key posts in AASHTO or other national organizations who
can potentially serve as advocates for Research Bureau initiatives.
• Action: Conduct an annual online survey of Research Bureau customers to measure their level of
satisfaction with the services provided.
Goal Five: Establish effective and consistent policy procedures for the Research Bureau.
• Action: Evaluate the roles and responsibilities of Research Bureau staff to ensure more effective and
efficient organizational practices and outcomes; examine organizational practices at Research Bureaus in
other states to inform this review.
• Action: Contract with a professional facilitator to develop effective internal collaboration,
communication and planning skills at the Research Bureau.
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• Action: Complete revision of the Instructions Manual to reflect FHWA’s 2014 Process Review,
recommendations from the 2013 Peer Exchange, and best practices and procedures identified since the
revision of the Instruction Manual in 2009.
• Action: Complete a review of other state DOT research programs’ policies and procedures and identify
potential process improvements for the Research Bureau.
Goal Six: Improve and integrate library services consistent with the mission of the Research Bureau
and the research needs of the department.
• Action: Establish a greater awareness of the Research Bureau library, its mission, its resources and its
services for Department staff through innovative outreach.
• Action: Establish a presence on the Department website that allows Department staff to understand the
resources and services available to them through the Research Bureau library.
• Action: Assist all department staff in identifying new publications, websites and research in progress
related to transportation challenges.
• Action: Maintain and improve library collection and databases consistent with the mission and goals of
the Research Bureau and FHWA mandates.
• Action: Establish partnerships with state universities to increase access to academic library resources
and databases for Department staff.
• Action: Respond to Department and other customer requests for library services consistent with the
mission and goals of the Research Bureau.
Goal Seven: Develop and track performance.


In progress
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Appendix B – Participants in the Research Process
The NMDOT research process requires participation from a number of organizations and individuals. This
Appendix describes the roles of each participant.
FHWA
As the funding agency, FHWA has oversight authority for all Research Bureau activities ensuring that
federal regulatory requirements are met. FHWA approves the Biennial Work Program and amendments
that authorize research activities. Additionally, FHWA staff approves the annual Performance and
Expenditures Report and serve as advisory members on the ROC and TPs.
Research Oversight Committee (ROC)
Policies and procedures in administering the NMDOT research program are determined by the ROC. While
the Research Bureau manages day‐to‐day activities including contract administration, project
development, coordination of RPS activities and performance of internal research, the ROC sets the
strategic priorities, approves individual research initiatives and authorizes the Biennial Work Program for
each state fiscal year.
Project Manager
The project manager serves an administrative function ensuring projects comply with state and federal
rules and regulations governing the use of State Planning and Research funds.
Sponsor
To ensure proposed research projects are consistent with strategic priorities and organizational goals,
including implementation after project completion, each project is required to have a Sponsor. The
Sponsor is typically a NMDOT Division Director, District Engineer or Bureau Chief who certifies that the
project is necessary and in conformance with the strategic priorities of the respective organizational sub‐
unit. The Sponsor should have the administrative authority to implement the research findings.
Advocates
The Advocate is a department employee with expertise or interest in the research subject area who
agrees to serve as chairperson of the Technical Panel over the duration of the research project. The
Advocate, in cooperation with the project manager, coordinates project meetings and activities with
Technical Panel members, participates in quarterly project meetings, reviews project deliverables, and
ensures the implementation of research results.
Technical Panel
Each research project is assigned to a Technical Panel consisting pr i ma ri ly of NMDOT staff. At a
minimum, the Technical Panel includes the Advocate and NMDOT staff with a strong interest in the
research t o p i c . D e p e n d i n g on the nature of the research, a FHWA representative or non‐
NMDOT staff may serve on the panel. The Technical Panel crafts the research problem statement,
participates in proposal selection, selects the research vendor, participates in contract negotiations,
guides the research, reviews and approves project deliverables including the final report, participates in
the development of implementation plans, and ensures implementation of results.
NMDOT RPM
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Principal Investigators
The research is considered to be under the direction of the principal investigator (PI) identified in the
research proposal. Because the PI will normally have had a lead role in determining the scope of work in
the proposal and has the expertise required for the successful completion of the research project and
implementation of the results, it is expected that he or she will be available and responsible for the
duration of the contract period.
Research Implementation Engineer
The Research Implementation Engineer ensures research projects are completed such that the research
results can be implemented in a timely and cost‐effective manner. The Research Implementation Engineer
is involved in the research project from initiation to completion. The Research Implementation Engineer
is also responsible for identifying innovative research projects and results regionally, nationally and
internationally and disseminating that information to relevant NMDOT staff.
Research Bureau Administrative Staff
The Research Bureau Administrative staff provides fiscal monitoring, procurement and payment
processing, training, human resources, contract processing, fleet management, and building
maintenance.
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Appendix C – Research Bureau Annual Calendar

First Quarter

OCTOBER
[Begins First Quarter of Federal Fiscal Year]
1st
FMIS Operations Resume
Annual – Deadline for SP/AM to enter SP/AM PWP funding
requests into FMIS; start of FHWA-NM 30-day
review period to approve obligation of funds in
FMIS
7th
Odd-numbered FFYs – Deadline for NMDOT
SP/AM Director to submit fourth quarter
amendment of PWP to FHWA-NM/FTA Region 6
inclusive of Research Bureau amendments, if any.
15th-31st Quarterly and kickoff meetings on research
projects.
21st
Odd-numbered FFYs – Deadline for FHWA-NM/
FTA Region 6 to issue comments and/or approval
of fourth quarter PWP amendments..
31st
Annual – Deadline for FHWA-NM to approve
obligation of PWP funds in FMIS

NOVEMBER
Ongoing Research projects continue
Quarter Research Oversight Committee meeting

Third Quarter

Second Quarter

JANUARY
[Begins Second Quarter of Federal Fiscal Year]
Annual – University of New Mexico Paving Conference
Annual – Transportation Research Board Annual
Conference
7th
Deadline for NMDOT SP/AM Director to submit
first quarter amendment of PWP to FHWA-NM/FTA
Region 6 inclusive of Research Bureau work
program amendments, if any.
th
st
15 -31 Quarterly meetings on research projects.
21st
Deadline for FHWA-NM/FTA Region 6 to issue
comments and/or approval of first quarter PWP
amendments.



Annual – Project Status Report on current
year’s PWP

Even-numbered FFYs – FHWA-NM/FTA
Region 6/ NMDOT priorities, major
emphasis areas, special studies, funding
levels for upcoming 2-year PWP submittal
Quarter Research Oversight Committee meeting

MAY
Ongoing Research projects continue
Annual – Research Bureau concludes literature review
Annual – Research Oversight Committee meeting
Annual – Deadline for new small purchase
(<$60K)/exempt professional services
contracts and amendments to NMDOT
Contract Administration Section is late May.

JULY

Fourth Quarter

Target date by which NMDOT SP/AM Director,
FHWA-NM Planning Program Manager and
FTA Region 6 Planner will have met to discuss
the following:

APRIL
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First quarter PWP amendments, if any, due to
SP/AM Director.

31st

Deadline for principal investigators to submit
quarterly reports. Due to holidays, deadline
may be extended by project managers with
approval of project advocate.

FEBRUARY
15th

[Begins Third Quarter of Federal Fiscal Year]
Annual – Research Project Solicitation concludes;
Research Bureau begins literature review for
proposed projects
Annual – NMSU Engineering Conference
7th
Deadline for NMDOT SP/AM Director to submit
second quarter amendment of PWP to
FHWA-NM/FTA Region 6 inclusive of Research
Bureau work program amendments, if any.
15th-31st Quarterly meetings on research projects.
21st
Deadline for FHWA-NM/FTA Region 6 to issue
comments and/or approval of second quarter PWP
amendments.

[Begins Fourth Quarter of Federal Fiscal Year;
Begins New State Fiscal Year]
[Note: Fourth Quarter PWP Amendment Cycle only occurs
in odd-numbered years]
1st
Third quarter PWP amendments (and Year 2
budgets in odd-numbered years), if any, due to
SP/AM Director.
7th
Deadline for NMDOT SP/AM Director to submit
third quarter amendments, if any, of PWP inclusive
of Research Bureau work program amendments
(and Year 2 budgets in odd-numbered years) to
FHWA-NM/FTA Region 6
12th
(State Fiscal Year closeout)
15th-31st Quarterly meetings on research projects.
21st
Deadline for FHWA-NM/FTA Region 6 to issue
comments and/or approval of third quarter PWP
amendment.

DECEMBER
15th

MARCH
Annual – Research Project Solicitation begins
Annual – Deadline for RFPs is mid-late March.
31st
Second quarter PWP amendments, if any, due
to SP/AM Director.
31st
Deadline for principal investigators to submit
quarterly reports.

JUNE
30th

Deadline for principal investigators to submit
quarterly reports.
End of State Fiscal Year

AUGUST
1st

Even-numbered FFYs – Deadline for SP/AM
Director to submit to FHWA-NM and FTA
Region 6 a complete review packet of NMDOT
PWP; starts 30-day FHWA-NM review period
Quarter Research Oversight Committee meeting

SEPTEMBER
1st

Even-numbered FFYs – Deadline for
FHWA-NM/ FTA Region 6 to convey
comments on PWP submittal to NMDOT TPS
Division Director. SPB Chief coordinates
revisions within 5 working days.
8th
Even-numbered FFYs – SP/AM Director
submits Final PWP packet electronically to
FHWA-NM/FTA Region 6 for final review and
approval; hard copies to follow by regular mail
and/or hand delivery. Re-starts 30-day review.
3rd Friday – FMIS Shutdown for End of Fiscal Year
Closeout [shutdown ends October 1st]
30th
Odd-numbered FFYs – Fourth quarter PWP
amendments, if any, due to SP/AM Director.
30th
Even-numbered FFYs – FHWA-NM/FTA
Region 6 issue 2-year PWP approval letter to
SP/AM Division Director.
30th
Deadline for principal investigators to submit
quarterly reports.
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Appendix D – Forms (Subject to Modification)
Appendix D‐1
NEW MEXICO DEPARTMENT OF TRANSPORTATION

RESEARCH BUREAU
GENERAL RESEARCH REQUEST FORM

--------------------------------------------------------------Descriptive Title

Type of Research Needed (definitions on last page)
Professional Services (Pub. or Priv. Sector)
Literature Review or Best Practices
On-Call

Technology Transfer
Pooled Fund Study
In-House

Urgency:

Low

High

Medium

Research Area—Check the one box that best describes the field of research.
Administration
Traffic
Transportation Planning
Safety
Design
Environment
Materials and Construction
Aviation/Rail/Transit
Maintenance
Special Projects
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Research Participants—If this request becomes a research project, identify the following
participants [definitions on last page]:
Advocate: _____________________________
Sponsor: _____________________________
Technical Panel: ______________________________________________________
_____________________________________________________________________
Research Question/ Problem Statement—What is the research question, need, or problem?

Literature Search—Has a literature search been conducted?
If yes, what did it reveal?

Yes

No

Research Objectives—State the desired end result, what the research will accomplish, or
what type of information it will provide.

Implementation—Who on the NMDOT staff will implement the research results?

Is funding available to implement the results?

NMDOT RPM
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Affected Groups—What groups within and outside NMDOT will be affected?

Anticipated Benefits—Discuss the potential benefits of this research, e.g., improved safety,
cost saving, more efficient process.

Benefits Measure—How will the benefits of the research be measured?

Strategic Goals—Which strategic goals listed in the 2040 State Transportation Plan will
this research address?
Operate with Transparency and Accountability
Improve Safety
Preserve and Maintain Transportation Assets
Provide Multimodal Access and Connectivity
Respect the State’s Cultures, Environment, History, & Quality of Life
None of the above
Resource Allocation—What is the recommended funding amount for the research (does
not include implementation)?

How many months should be allowed for the research to be completed?

Additional Information—Please provide any additional information that will assist the
Research Oversight Committee in evaluating this request.

NMDOT RPM

Page 24

Submitted By:
Name
Title
Bureau/District
Phone
Cell
Email
Date
Definitions
Advocate: An NMDOT employee willing to serve as champion for this research, assist in contract
negotiation, participate in regular meetings, review project deliverables and ensure adequate
implementation of research findings. The Advocate also serves as the Chairperson of the Project
Technical Panel.
In-House: Research that will be conducted by the Research Bureau staff.
Literature Search: An extensive, critical review of recent articles, studies, and reports on a topic.
It can include searching practices from other state DOTs; AASHTO; Transportation Research
Board (TRB) Publications; TRB Research in Progress (RiP) Database; National Cooperative
Highway Research Program (NCHRP) Reports; and the TRID Database.
On-Call: Research that is contracted out with expedited completion.
Pooled Fund Study: A research project that is too large and expensive for one state to fund may
be funded by several states pooling their funds together.
Professional Services: A contract with an Institute of Higher Education, such as a university, or
with a private consultant who performs a well-defined scope of work, on a timetable, and for a
fixed amount of funding.
Sponsor: An NMDOT District Engineer, Division Director, or Bureau Chief willing to certify the
need for this research and its importance in meeting the Department’s strategic goals.
Technical Panel (TP): Individuals with expertise or interest in the problem who are willing to
help guide the research, participate in regular meetings, review deliverables, and provide
feedback to the research team and the Advocate.
Technology Transfer: Research that may include purchasing and evaluating innovative
equipment, technology, or methods to solve a problem; training staff and developing training
materials may also be included.
Return to: NMDOT RESEARCH BUREAU
7500B Pan American Freeway, NE
Albuquerque, NM 87109
505-798-6730
Research.Bureau@state.nm.us
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Appendix D‐3

Research Project
Progress Approval
Project Name: ____________________________________________________________
Project Number:
_____________
Quarter Represented: _______________________
_
Customer/Advocate Name:
Sponsor:

Advocate:

Technical Panel:
Research Team:

Principal Investigator:

FHWA:
Other:

Comments:
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

Action Items I have committed to:
By this Date:
Concurrence to Next Phase:

Signature:
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Appendix D‐4

Instructions to Principal Investigators
Regarding How to Request Changes in a Research Contract
The attached form is required to request a:
Time Extension,
Budget Modification (move funds from one line item to another with no net change),
Equipment Purchase (if over 10% of original budget),
Change in Scope of Work,
Change in Deliverables, or
Additional Funding.
Please follow these steps:
1. Fill in the form completely. Sign and date it.
2. Attach necessary supporting documents (for example old and revised budget, timeline,
scope of work, deliverables, quotes for equipment purchases, detailed line item budget
for additional new funding).
3. Write a cover letter on your institutional or company letterhead to introduce your
request.
4. Send these documents to the Research Project Manager.
5. Call or ask for a Read Receipt to verify your request was received.
The Project Manager will forward your packet to the Project Technical Panel, who may consider
it at the next Quarterly Meeting or at an Interim Meeting, if urgent. The Technical Panel may
accept, ask for modifications, or reject your request.
If the Project Advocate and the majority of the Technical Panel approve the request, the
Research Project Manager will forward your request to either the Research Bureau Chief (for no
cost time extensions and budget modifications) or the Engineering Coordinator who presents it
to the Research Oversight Committee (for equipment purchases over 10% of original budget,
changes in scope of work and deliverables, and additional funding).
After the appropriate concurrence signatures are gathered, the Research Project Manager will
draft a contract amendment. When the consultant and the NMDOT agree on the contract
language, the amendment will be sent through the traditional mechanism for approval.

Since the entire amendment process as outlined above can take several weeks,
you are encouraged to submit a Contract Change Form as early as possible.
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Contract Change/Amendment Form
For Principal Investigators Seeking to Make Changes in Time, Line Item Budget, Scope of
Work, Deliverables, Equipment Purchases, and/or Funding on an Existing Contract
Project Name:
Control No.
Principal Investigator:

Contract No.:
Institution or Company:

Contract Start Date:

End Date:

Original Funding:

Type of Contact Change Needed (Click on box for all that apply)
☐Time Extension
☐ Budget Modification (move funds from one line item to another; no net change)
☐ Equipment Purchase (if over 10% of original budget)
☐ Additional Scope of Work
☐ Additional Deliverables
☐ Additional Funding
For each box checked above, answer the following questions (use additional sheets as needed):
What specific change is needed?
What is the justification for each change?

Principal Investigator Signature
Date

Concurrence
As Project Advocate and Chairperson of the Technical Panel, I certify that both the majority of the
Technical Panel and I support the above changes.
Project Advocate Signature—Date

Research Project Manager—Date

Research Bureau Chief‐‐ ‐Date

ROC—Date
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Appendix D‐5

Memo for IT Review of Research Projects

To:

Eric Roybal, Chief Information Officer

From: (insert project manager’s name)
Re:

(insert research project full name and RB assigned number)

Date:

(insert date)

As Research Project Manager, I am submitting the following information so you can evaluate any
potential short‐ or long‐term IT impacts of this research project per your agreement with the Research
and International Programs Division Director Randall Soderquist (6/15/2016).

The Research Project Manager completes this section.
1. Short summary of Research Project emphasizing research objectives and deliverables.

2. Research Project IT Elements (check all that apply):
☐ Purchase hardware

☐ Purchase software

☐ Require annual software licensing

☐ None

☐ Generate data

☐ Develop software
☐ Share data w/ other databases

☐ Require post ‐project data management

☐ Other

3. For each item checked above, give a description of the element.
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4. Once the research project is complete, what IT impacts can be expected during implementation?

The IT Director completes this section.
☐ No significant IT impacts. Proceed with project.
☐ Unknown IT impacts. Needs review by IT. Assigned to _____________________

If needed, the IT Reviewer completes this section.
☐ There are no significant IT impacts.
☐ IT has identified the following concerns or conditions which must be addressed by the Project

Advocate and/or the Consultant. List:

☐ The Research Project Manager must schedule a 3‐way Conference Call with consultant’s technical

staff (not salesperson) to address these concerns.
The consultant has provided written agreement to these conditions (attach).

The IT Staff Reviewer and IT Director
☐ clear
☐ do not clear

this project to proceed.

___________________________
IT Reviewer

_____________
Date

___________________________
IT Division Director

______________
Date
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Appendix D‐6

NMDOT Research Bureau
Travel Request Form
Principal Investigators: Please complete the following request form and submit to Research Bureau Project
Manager.
Date of Request:
Requestor’s Name:

___________________________

Research Project Title:
Project Number:
Travel Location:
Dates of Travel:

Estimated Travel Cost:

Purpose of travel and relevance to project:

Names of Research Team members who will be traveling and their roles on project:

If you are requesting to attend a conference please provide the following information:
Name of Meeting/Conference:
Conference Sponsor:
Nature of the meeting or conference:
Names of Research Team members who will be attending and their roles on project:
________________________________________________________________________
Conference Date(s):
Time (s):
Conference Location:
An estimate of travel costs pro-rated for the portion of the time spent on project related activities:
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A statement of how attendance at the conference will advance the objectives of the sponsoring project:

Tentative list of sessions/meetings you plan to attend and a short description of how they relate to the subject
project:

Title of paper being presented or technical information disseminated (attach copy(ies)):



If the PI plans to disseminate technical information or present a paper, a copy of these materials shall be
submitted for examination by the Technical Panel and Research Bureau prior to authorization.



Only those portions of the conference that directly benefit the projects from which cost of attendance
will be funded are eligible for reimbursement. Payments will be pro-rated for the portion of the
conference directly related to the projects for which reimbursement is requested.



Only active NMDOT Research Bureaus projects may be invoiced for travel expenses.



On return from a meeting or conference a full list of eligible sessions attended, copies of all receipts for
meals, travel, accommodations, etc and a certified statement of the percentage of time attributed to each
eligible project shall be provided to the NMDOT Research Bureau Administrator. The Administrator
will review these items for comparison with the project invoice when these costs are billed to ensure that
each project is billed correctly.

Concurrence:

NMDOT Project Advocate

________________________
Date

NMDOT Research Bureau Chief

________________________
Date

________________________
NMDOT Research and International Programs Date
Division Director
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Appendix E – Instructions for Preparing and Submitting Proposals in
Response to RFP/RFIPs
General
Proposals for specific research projects are accepted only in response to a formal Request for
Proposal/Request for Informal Proposal issued by, or coordinated with, the Procurement Services
Bureau. The NMDOT Research Program is one of applied research, and funds will not be directed toward
unsolicited proposals, regardless of merit. Projects approved by the Research Oversight Committee
are structured to seek remedies for pressing problems that exist statewide.
Proposals must include all of the elements of essential content in the order described herein. Proposals
not meeting these explicit requirements, and proposals that exceed the posted Not to Exceed amount
will be considered non‐responsive and will be subject to disposal in accordance with Department policy.
Proposers are urged to follow these requirements explicitly in order to avoid possible reduction of points
or rejection of the proposal.
Proposals become the property of NMDOT; they are treated as privileged documents, and will be subject
to disposal in accordance with Department policy following review by the Evaluation Committee.
Proof of Ability to Perform
Projects approved by the ROC are accepted only from consultants that have demonstrated capability
and experience in the subject area. This capability is a prerequisite for performing contract research –
capability cannot be developed at project expense.
Noncompliance
Proposals not in strict compliance with these requirements, proposals submitted after the submission
due date, and proposals that exceed the posted “Not to Exceed” amount will be considered non‐
responsive.
Deadlines
The deadline for receiving proposals as shown in each RFP/RFIP is strict and extensions will be granted
through an Addendum, or Amendment, issued prior to the receipt of proposals. Proposers may withdraw
their proposals at any time. For consideration, proposals must be received in the offices of the
Procurement Services Bureau by the deadline shown in the Request for Proposals or Request for Informal
Proposals. Proposals received after the posted deadline will be considered non‐responsive and will be
subject to disposal in accordance with Department policy.
Evaluation Factors
The Evaluation Committee will typically rate proposals using the following evaluation criteria:
1. Specialized Research and Technical Competence – This criterion includes an evaluation of the
unique abilities and competencies of the research team as they relate to the research problem.
Consideration is given to the qualifications and accomplishments, as well as other commitments,
of the research team. (25 points)
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2. Technical and Financial Resources – This criterion relates to the organizational capacity of the
institution, including availability of equipment and other resources. Proposers should be specific
in reference to resources and equipment necessary to fulfill project objectives. (25 points).
3. Quality and Content – Proposals will be rated on factors relating to presentation, including
conformance with style requirements, organization, clarity and quality of the research plan.
Proposers are encouraged to strictly follow submittal requirements as documented in the
Manual. (30 points).
4. Past Performance – The history of performance on past projects by members of the research
team will be evaluated. In the event that no history on NMDOT research projects is available, the
Selection Committee may choose to evaluate performance on projects conducted elsewhere.
Proposers should provide references, to include contact names and phone numbers, for past
projects. (20 points).
In the event that the proposer is currently performing contract research work with NMDOT,
current work penalty may be assessed.
Intellectual Property
Consultants are cautioned that submittal of research ideas or project proposals does not constitute
presumptive grounds for intellectual property rights protection. Specifically, identification of a potential
topic of research or submission of an idea for a research project, whether solicited or unsolicited, does
not, by itself, convey intellectual property rights protection.
Project proposals received in response to RFP/RFIP are considered privileged documents and will not be
disseminated beyond the Evaluation Committee prior to selection of the winning proposal. However, it
is expected that the selected proposal will constitute the binding scope of work from which the contract
will be developed, and no inference to intellectual property rights to information contained in project
proposals should be made.
If a Consultant has questions or concerns regarding intellectual property rights considerations, these
should be discussed as early as possible.
Retainage and Liquidated Damages
The Research Bureau may, at its discretion, add a retainage clause or a liquidated damage clause to its
procurement contracts involving either state or federal funds.
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Appendix F – Research Bureau Style Manual
Introduction
The New Mexico Department of Transportation Research Bureau recognizes that our customers expect
a high quality of research reporting. In order to assist principal investigators in preparing clear and
easy to read manuscripts the Bureau has published editorial guidelines to be used by Research Bureau
staff and consultants.
In addition to the Style Manual, it is suggested that authors use supplemental detailed guidelines
regarding grammar and usage: e.g., William Sabin, Gregg Reference Manual, McGraw Hill Irwin, Tenth
Edition, 2005, or Chicago Manual of Style 16th Edition 2010.
___________________________________________________________________________
Notice
The State Commission of Public Records, State Records Center and Archives, and the State Library
Division of the Cultural Affairs Department require State agencies to abide by New Mexico
Administrative Code Title 1: Chapter 25: Part 10, effective July 2010. State agencies, and by
extension consultants, are required to use a specified basic style and format in State agency publications.
Distribution of NMDOT Research Bureau final reports is also regulated by the State of New Mexico.
Research Bureau Reports are distributed to federal depository libraries throughout the country. Both the
general public and transportation professionals can access Bureau documents on our Web site:
http://www.NMDOTResearch.com > Links > Completed Research. These reports will be digitized by the
state library.
It is important that we offer consistent and quality products. Consultants should proofread their documents
for typographical and grammatical errors, and check compliance with this Style Manual before submitting
deliverables to the Research Bureau.
___________________________________________________________________________
New Mexico Administrative Code
___________________________________________________________________________
1.25.10.9 Style and Format:
A. State publications in all formats shall display at the beginning of the publication, name of
the agency, publication date, physical address, email address and Website URL.
B. Pages shall be numbered for identification
C. Paper publications shall be printed on both sides of pages, back to back, head to head,
and of a method which shall be at a minimum cost that is verifiable.
D. For publications available in electronic format, the approved electronic formats and their
preferred order are:
1) portable document format (PDF);
2) PDF/A;
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3) hypertext markup language (HTML); and
4) extensible markup language (XML).
E. State publications made available by internet connection shall include the following
descriptive metadata:
1)
2)
3)
4)
5)

Name of the agency;
Publication date;
Title of the publication;
A narrative description of the publication; and
Keyword, subject or selected terms from within the publication.

1.25.10.8
Filing Publications
State agencies are required to deposit copies of all state publications intended for public distribution with
the state library division within 30 days of publication. Publications may be deposited in any one of three
formats: paper (Subsection A), electronic (Subsection B) or through an agency’s website (Subsection C).
A. Paper publications shall meet the minimum style and format requirements outlined
in Subsection A of 1.25.10.9 NMAC. State agencies shall deposit 30 copies of
each publication.
B. Electronic publications shall meet the minimum style and format requirements outlined in
Subsections A and B of 1.25.10.9 NMAC. State agencies shall deposit an electronic copy
in an approved format. The electronic shall be submitted to the state library division via
one of the following approved delivery mechanisms:
1) e-mail;
2) optical storage media; or
3) file transfer protocol (FTP)
C. Internet publications shall meet the minimum style and format requirements outlined in
Subsections A and B of 1.25.10.9 NMAC. State agencies that elect to publish through the
internet shall:
1) enter into a memorandum of understanding with the state library specifying the
terms and conditions in which state publications will be from the internet for
digital preservation and to ensure the minimum standards for internet
publications are met;
2) designate an appropriate contact person to be responsible for electronic state
publications and to act as a liaison with the state library;
3) provide the state library guaranteed access, at no charge, to the agency’s internet
publications; if a “rotobts.txt” file or similar device is used to prevent harvesting
of a state agency site then that file shall include an exception for harvesting by
state library’s harvesting systems;
4) meet the metadata standards specified in Subsection E of 1.25.10.9 NMAC
5) provide access to publications by providing a link or series of links from the
agency’s primary URL; for publications accessible only by database searching or
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similar means, an alternative path such as a hidden link to a comprehensive site
map shall be provided;
6) meet the internet publishing requirements of the “Americans with Disabilities
Act of 1990” as amended; and
7) leave the publication in its original format at a location on the agency’s website
for six months after its initial release to ensure that the publication has been
collected by the state library.
D. State agencies digitizing older publications previously issued in paper shall provide a
digitized copy in an approved format to the state library; the state library shall deliver a
copy to the state records center and archives via an approved delivery mechanism.
[1.25.10.8 NMAC – Rp, 1 NMAC 3.4.10.9, 7/15/2010]
__________________________________________________________________________________

NMDOT RPM

Page 37

Anatomy of a Research Report

Front Cover

FHWA Summary

Title Page

No page numbers required

Preface
Notice

Abstract

Use lower case
Roman numerals,
e.g., “ i, ii, iii”

Acknowledgments

Table of
Contents

Lists of
Tables
Figures
Appendices

Introduction
Use Arabic
numerals,
e.g. “1, 2, 3”
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Review
Body of Report

Conclusions &
Recommendation

References
and/or
Bibliography
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Manuscript Specifications
Front Cover
Format
Authors should maintain the integrity of the front page design chosen by the Research Bureau, including
the color scheme. Do not number the front cover
FHWA Summary
Do not number the FHWA Summary
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

Insert the Research Bureau report number found in the ITP
Leave blank
Leave blank
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Preface, Notice, Disclaimer – Sample Page

________________________________________________________________
PREFACE
The research reported herein evaluates the effect of mist rate on shrinkage strains in normal sized
concrete slabs exposed to weather. The purpose of this work was to investigate the effectiveness
of misting or fogging during construction as a method for mitigating shrinkage cracking.

NOTICE
The United States Government and the State of New
Mexico do not endorse products or manufacturers. Trade or
manufacturers’ names appear herein solely because they are
considered essential to the object of this report. This
information is available in alternative accessible formats. To
obtain an alternative format, contact the NMDOT Research
Bureau, 7500B Pan American Freeway NE, Albuquerque,
NM 87109 (PO Box 94690, Albuquerque, NM 87199-4690)
or by telephone (505) 798-6730.

DISCLAIMER
This report presents the results of research conducted by the
author(s) and does not necessarily reflect the views of the
New Mexico Department of Transportation. This report
does not constitute a standard or specification.
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Appendix G – Standard Contents of an Implementation Plan
The Implementation Plan should include:

Executive summary

Implementation plan status

Results of open discussion of implementation during the final technical panel meeting

Implementation plan outline:
o Provides detailed guidance for use by NMDOT personnel in the implementation of
research results.
o Simple, concise, and straightforward handbook to guide the technical panel through
the implementation process.
Impact of Implementation, such as:

Cost compared to benefits

Safety

Optimize resources

Accurate data

Improved planning and forecasting

Improved storage, processing, and reporting of data

Improved budget forecasting

Improve construction, maintenance, design

Federal funding

Reduce inefficiencies, inaccuracies and redundancies within the current practice of data
collection, analysis and forecasting

Provide simple and effective access to the information
Who is the target audience? Who will be involved in implementing results?
Resources Needed:

Personnel requirements: Skills/training

Equipment requirements, including necessary software and maintenance requirements,
costs, and schedule; include vendor information, cost, contact information

Externalities: weather, utilities, power, communications, procurement rules, installation,
calibration, permitting, surveys
Describe Tasks/Procedures Necessary to Complete Implementation:

What the task will accomplish

Resources required to accomplish the task

Key person(s) responsible for the task

Criteria for successful completion of the task (e.g., “user acceptance”)

Necessary planning and coordination, how and where to acquire software, equipment,
training, Perform calibration
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Budget: Staffing, New Equipment, Maintenance, etc.

Staffing: Ideal and realistic

Training:

Who can provide training, where, cost, how often

Identify specific skills and knowledge
Points of Contact
Implementation Schedule:

Order in which tasks should be accomplished, keep budget constraints in mind

How long each task should take to complete
Limitations/Obstacles:

Description of factors that may impede implementation, and appropriate countermeasures

Description of any known issues or problems relevant to implementation planning.

Answers the question, “Are there any specific issues, restrictions, or limitations that must be
considered as a part of the deployment?”

Staffing, financial, procurement delays, limited IT support, communication between
departments, operating system
Return on Investment:
Description of how to determine if implementation is successful
Supporting Documentation:

Charts, diagrams, and graphics may be included as necessary to provide a clear picture
Project Specifics:

What organization structure is required? Or how does implementation fit into current
organization structure?

How to improve NMDOT operational process

How to implement Training? Considerations should be made to training that does not
involve out‐of‐state travel…bring training to NMDOT

How to perform QCQA? Who Performs it? How often? When?
What Further Research is needed?
Summarize:
Suggested organization for the implementation plan:
1. What exactly is being recommended? (this would restate what is in the final report, but more
succinctly)
2. What are the benefits of these recommendations? (in other words, why is this recommendation
being made)
3. What is the cost of these recommendations? (in dollars and staff/equipment required)
4. How should these recommendations be implemented?
a. Highest priority recommendations
b. Order of implementation
c. Time needed to implement them
***Project Advocates are required to submit an implementation progress report 3, 6 and 12 months
after completion of the project.
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Appendix H – Research Fields
NMDOT research is organized into ten broad research fields which represent the core areas of
transportation research, and two additional fields:













Administrative
Construction
Design
Environment
Maintenance
Materials Science
Multi‐modal
Planning
Safety
Structures
Special Projects
Technology Transfer
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‐
‐
‐
‐
‐
‐
‐
‐
‐
‐
‐
‐

Improvements in policy and information transfer
Improvements in construction method
Highway and intermodal system design
Environmental impacts of transportation activities
Transportation maintenance activities
Improvements in construction materials
Modal connectivity and operations
Forecasting, modeling, and inter‐agency collaboration
Improvements to transportation safety
Bridge design, construction and maintenance
All other areas of research
Propagation and acquisition of promising new technologies
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Appendix I – Financial and Contract Administration
Processing Invoices
During conduct of research, the c o n s u l t a n t shall submit billing statements to the Research Bureau
administrator. Billing statements shall include documentation of all costs and expenditures in sufficient
detail so as to permit the Research Bureau administrator and project manager to verify the accuracy
and allowability of these charges. Billing statements shall be accompanied by receipts for expenditures
and other documentation as requested by NMDOT to adequately document and verify the allowability
of invoiced costs. In the event that the billing statement is insufficient, the Research Bureau
administrator will notify the consultant of the deficiency within fifteen days of receipt of the billing,
and payment will not be made until the deficiency has been corrected. Subsequent billing statements
will not be accepted for payment until the deficient billing statement has been corrected. Final billing
statements are due no later than the date stipulated in the contract.
Reporting of Labor Costs/Level of Effort – Institutes of Higher Education
In the event that the consultant is an IHE t h a t chooses to report labor costs on a percentage
distribution basis as outlined in 2 C.F.R. §200.400, billing statements shall be accompanied by a
certified statement from the Principal Investigator or Responsible Official that labor costs charged therein
accurately reflect the percentage of time for which work was performed during the given billing period.
This Level of Effort certification is to be submitted on university letterhead, affixed with the original
signature of the Principal Investigator or Responsible Official. Example wording for this certification
is as follows:
“This is to certify that labor costs charged on the attached invoice (INSERT invoice
number) for Contract Number C0XXXX, (INSERT CONTRACT NUMBER), research
project number (INSERT RESEARCH PROJECT NUMBER) totaling $XXXX.XX (INSERT
TOTAL SALARY AMOUNT) accurately reflects the percentage of time expended on the
project by the Contractor employees during this billing period.”
Insufficient Information
Should invoices demonstrate an insufficiency in information, the consultant will be contacted to
provide the absent information.
Facilities and Administrative Costs (F&A) – New Mexico Institutes of Higher Education
For federally participating research projects, F&A rates will be administered in accordance with
applicable federal regulations. The default F&A rate for consultants at institutions of higher education
has been established by NMDOT as 20%.
Subrecipient
A subrecipient relationship can only be established where federal‐aid funds are involved. Additional
auditing requirements and other compliance regulations apply.
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For sub‐recipient contracts, the F&A rates negotiated between the institution of
higher education and its federal cognizant agency will apply.



The institution of higher education will provide NMDOT with certification of
current federally negotiated F&A rates during negotiation proceedings for
subrecipient contracts.



If current F&A rates have not been negotiated between the institution of higher
education and its federal cognizant agency, a provisional rate will be established
in accordance with 2 CFR 200.400



It is anticipated that the majority of research contracts between the state and the
IHE will be of the vendor variety; however the nature of the contractual
relationship will be determined on a case‐by‐case basis.

Payments
Upon receipt of a free of error invoice, payments are made within 30 days.
Contract Administration
The Research Bureau administrator assists the project manager with the overall administration of
research contracts to include ensuring that contractual billing statements are thoroughly audited for
accuracy and allowability of charges; and research project documentation of contracts, briefs, justification
memo, proposal, invoices, etc.) is maintained in their appropriate files.
Occasionally contract modifications are necessary and require a contract amendment. These
modifications include any combination of scope, budget and time. In order to request a contract
amendment, the consultant must submit an Amendment Request Form to the project manager after
discussing the request with the advocate and technical panel. Due to the time required to process
amendments, amendment requests should be submitted to the project manager as soon as need is
determined. Any changes to a contract must be agreed upon by the Technical Panel, Research Bureau
Chief and ROC.
Project Closeout
Project closure is conducted by the administrative and project management sections to ensure that all
documentation is complete and disposition of equipment is determined. Closeout procedures include
the compilation of project management and financial folders. The Technical Panel files are collected as
well.
Final Billing Due Date
The final billing statement will be due no later than the date stipulated in the contract. Once final billing
statement is paid and final reimbursement is made from FHWA, the project’s control number and
encumbrance will be closed.
Format and Backup Documentation
All itemized billing statements should indicate contract number, invoicing period, beginning budget,
current expenditures, and cumulative expenditures. Back up documentation should be legible and
include receipts for all expenditures.
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Appendix J – Other Research Funding –
On-Call, Technology Transfer, and University Transportation Center
Projects
ON‐CALL RESEARCH
Periodically the Bureau issues a RFP for multiple on‐call research consultants. These consultants are given
a master contract and awarded a set amount of funds (typically less than $100,000) that will only be
expended upon issuance of a task order for a specific project. When a short‐term need arises, the ROC
approves issuance of a task order. Research Bureau staff work with the technical panel to prepare a
Request for Response to Task Order with a quick (one‐week) turnaround. Consultants then have the
option of responding to a Request for Response to Task Order. The project manager and technical panel
review responses and authorize the task order to the consultant whose response is most advantageous to
NMDOT.
The technical panel meets to evaluate responses received, using the Evaluation of Responses to Task Order
sheet to select the most meritorious response. If necessary, the project manager can take any technical
panel concerns to the consultant for clarification or negotiation. Once the consultant and technical panel
agree to the terms, the project manager develops the Task Order Authorization Form. The completed
authorization form is submitted for processing and signature of consultant, Research Bureau Chief and
Deputy Secretary.
Once the task order is signed by both parties, the Research Bureau administrator sends a copy of the order
and a notice to proceed to the consultant. The project manager also sends a notice to any non‐winning
consultants.
The project manager manages the task order and oversees all activities associated with the project. It
should be noted that, due to the short duration of most on‐call contracts, the technical panel may meet
more frequently than quarterly or may decide to hold asynchronous meetings by responding to draft
chapters by email rather than in‐person.

TECHNOLOGY TRANSFER
The NMDOT Research Bureau sets aside funds for technology transfer activities. Technology transfer is
defined as activities and expenditures that lead to the introduction, promotion, adoption and
communication of new ideas, techniques, applications, processes, or products by users.
Technology transfer activities broadly include education, dissemination, demonstration, field
applications, technical support and other activities that lead to eventual innovation. In practice, the
Research Bureau spends technology transfer funds for three purposes:
1. Acquisition and evaluation of promising new technologies,
2. Organizing/paying for training, conferences, and other events to disseminate information about
emerging transportation innovations, and
3. Library materials
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Funding for these expenditures is approved through the RPS process. Any NMDOT staff member may
submit a proposal for technology transfer funding following the standard research solicitation process.

UNIVERSITY TRANSPORTATION CENTERS
The USDOT’s University Transportation Center (UTC) program was initiated in 1987 under the Surface
Transportation and Uniform Relocation Assistance Act to advance transportation technology and
expertise through research, education, and technology transfer at university‐based research centers. The
2013 UTC grant competition provided support for five national UTCs, ten regional UTCs, and twenty Tier
1 UTCs. The University of New Mexico (UNM) participates in two of these UTCs:


The Southern Plains Transportation Center is a regional UTC for District 6 and is headquartered at
the University of Oklahoma. University members of the SPTC include Langston University
(Oklahoma), Louisiana Tech University, Oklahoma State University, Texas Tech University,
University of Arkansas, UNM, University of Oklahoma, and University of Texas, El Paso. NMDOT
has partnered with UNM to fund and implement SPTC projects, especially those conducted at
UNM. This partnership is mutually beneficial as NMDOT supports projects aligned to the SPTC
research focus and receives, in turn, research with a strong potential for implementation by the
agency. These joint projects also support the education of college students who may become
future transportation professionals in New Mexico. SPTC research focuses on the impact of
weather on transportation.



Safety and Operations of Large‐Area Rural/Urban Intermodal Systems (SOLARIS) Institute at the
University Nevada, Reno is a Tier 1 UTC with a research focus on transportation safety. In addition
to UNR, university members of SOLARIS include Arizona State University, Desert Research
Institute, UNM, and the University of Nevada, Las Vegas.

NMDOT personnel may collaborate with a UNM professor to seek funding through the SPTC or SOLARIS.
If successful, NMDOT may be asked to provide or identify matching funds (either cash or in‐kind). To
explore collaboration with a UTC on a research project, NMDOT staff should contact the Research Bureau
Chief.
At the time this Manual was drafted, a new round of UTC competition (2016) was underway, with
proposals anticipated from UNM, New Mexico State University and New Mexico Tech.
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Appendix K – The Research Library
The NMDOT Research Bureau Library mission is to provide information, materials and resources that
support the mission, programs and research of NMDOT. The Center supports these programs by acquiring,
organizing, managing and preserving the information in its own collections, and offering supportive
reference services to the employees of NMDOT, local agencies, New Mexico’s Federally Recognized Indian
Nations, Tribes and Pueblos, consultants and the general public.
Circulation Rules
Loan Periods and Return of Material
Library patrons are limited to borrowing up to 10 items. This limit represents the total of items that
any one patron can have on loan at one time. Most NMDOT Library materials are loaned for a period
of 4 weeks. Most NMDOT Library media resources including CD‐ROMS, DVDs, and videos are loaned
for a period of two weeks. The circulating reference materials have a one week loan period. Most
reference materials are non‐circulating and can only be used in‐house.
Renewal Process
Most items can be renewed as long as there are no recalls on them. Patrons who are unable to return
items in person should contact the librarian directly to make alternative arrangements. No renewals
are allowed on materials that have a standing request for loan or have a past‐due status of more than
two weeks.
Recalled Material
All recalled and/or past‐due items must be returned to the library and renewed in person. In order
to best serve all patrons of the NMDOT library, all users are asked to follow the circulation policies
that are in place to preserve, promote, and circulate the collection.
Overdue Material
All items should be returned by the due date or renewed if so desired. When items become overdue,
emails or telephone calls will be made to remind the borrower that the items are overdue.
Inter‐Library Loan
The NMDOT Librarian is networked with other librarians and libraries throughout the state of New
Mexico and across the United States. Depending on the type of information request, there are also
international resources.
NMDOT staff that identify a useful book or journal that is not currently in the NMDOT library collection
should contact the NMDOT Librarian in the Research Bureau and request that the book or journal be
borrowed and possibly purchased.
Document Services
Patrons that are in need of articles or book chapters may be able to receive these items using NMDOT
document delivery services. Library patrons are encouraged to contact the librarian to discuss such
information needs.
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Literature Search
Upon request, the librarian will assist in compiling bibliographies on work‐related issues for NMDOT
staff. The librarian uses various bibliographic and scholarly databases to find citations relevant to the
research question.
Online Catalog
The online catalog can be accessed from the main NMDOT web page. The catalog provides access to
the NMDOT library collection and will provide users with the shelf location and Library of Congress
classification.
http://nmdotlibrary.softlinkliberty.net/liberty/libraryHome.do
Other Resources
The NMDOT Research Library uses the valuable resources of the TRB, which is part of the United States
National Academies (USNA). TRB and the USNA produce and maintain the research database referred to
as TRID.
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Appendix L – Example Request to Respond to Task Order

New Mexico Department of Transportation
Request for Response to Task Order
Number NM
Task Order Short Name:
Culvert Asset Management System Best Practices/Pilot Project

On-Call Transportation Research Services
Date Issued: 1//16

I.

Contract No.

Task Description
Most culverts in New Mexico are reaching the end of their serviceable life (60‐70 years at best). It
would be prudent to establish a database on the condition of our existing culverts so that
appropriate action can be done to avoid potential hazards to public safety. Systematic inspection
of culverts would prevent catastrophic failures and would facilitate lower‐cost interventions (i.e.
sliplining) in lieu of total reconstruction of culverts and highways. This would also reduce the
likelihood of sinkholes in highways that can cause traffic fatalities and injuries.
This research project would identify best practices for implementation of a Culvert Asset
Management System (CAMS). The project would review existing practices in other states to
facilitate identification, inspection and maintenance of underground drainage infrastructure assets.
It would identify key data that should be collected for each culvert. The project will also function as
a pilot project to identify how to ensure that NMDOT asset databases can be integrated into a single
Transportation Asset Management Plan database by identifying critical data fields and precise data
specifications that should be used for all NMDOT asset inventories, consistent with Agile Assets
software. The study will also recommend how to integrate and expand the existing culvert shapes
file into a complete CAMS database.
The consultant shall conduct the following activities so as to best achieve project objectives:
Task 1: Identify Culvert Asset Management Systems and Best Practices in Other States
Objective: Identify best practices in Culvert Asset Management Systems in
other state departments of transportation (including Ohio, Minnesota, New
York, North Carolina, Utah, Virginia, Washington and any other leaders in
this field.)
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Subtask 1A: Literature Review
The Consultant shall conduct a thorough and comprehensive literature review to assemble the
current pool of written knowledge about Culvert Asset Management systems in other states. The
literature in various databases such as Transportation Research International Documentation (TRID),
Google Custom Search State DOT, and Lexis will be searched. Consultant shall summarize
publications from state DOTs (esp. Ohio, Minnesota, New York, North Carolina, Utah, Virginia, and
Washington), Federal Highway Administration, National Cooperative Highway Research Program,
Strategic Highway Research Program, University Transportation Centers, and AASHTO that have
addressed or are currently addressing topics related to culvert asset management. This is not the
exhaustive list of information sources to be included in the above task; other sources of literature
and databases will be included as appropriate.
Subtask 1B: State DOT Survey
The Consultant shall contact appropriate staff in other state departments of transportation
(including Ohio, Minnesota, New York, Utah, Virginia and other leaders in this field) to identify 1)
platform and software used for CAMS , 2) specific data collected, frequency of inspection, and
analysis and reporting mechanisms included in the CAMS,
3) whether/how the culvert inventory and/or inspection databases are integrated into a central
transportation asset management database. The consultant shall identify three or more options for
best practices related to development of culvert inventories and inspection schedules.
Subtask 1C: Synthesis of Information
In this subtask, the Consultant shall synthesize the information collected in Subtasks A and B to
document best practices in the development and use of Culvert Asset Management Systems.
Task 2: Identify key data fields and data formats that can be used for all NMDOT inventories to
facilitate integrating all fixed asset data into a single TAMP database in the future.
Objective: Use the CAMS study to inform other current and future asset
inventory programs on required data fields and formats to facilitate
integration into the AgileAssets database.

The consultant shall present recommended data fields in the CAMS database to the NMDOT Assets
Management Division and Information Technology Bureau staff and identify key common fields in
the existing AgileAssets database. In collaboration with senior Assets Management Division and
Information Technology Bureau staff, the consultant shall recommend specific data fields and
formats that should be implemented in all current and future asset inventory programs to facilitate
integration.
II. Deliverable
The consultant shall submit a comprehensive report that summarizes the findings of the study and
provides recommendations and best practices, including but not limited to summaries of practices
in other state DOTs.
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The Consultant shall provide monthly progress reports to the members of the technical panel
summarizing activities performed in sufficient detail to fully document progress for the month.
Consultant shall attend a kick‐off meeting with members of the technical panel. Monthly meetings
shall be conducted between the Parties to this Agreement to discuss project progress. The monthly
meetings may be in‐person or through an electronic medium (conference call, Go‐to‐Meeting,
Skype, etc.).
A draft of the report shall be submitted to the Research Bureau no later than 60 days before the
final report is due. After receiving feedback from the Project Technical Panel, the consultant shall
revise the draft as needed and submit the final report.
The draft and final reports will be of publishable quality, produced in print and electronic format,
and adhere to the NMDOT Research Bureau Style Guide, available at
http://www.dot.state.nm.us/content/dam/nmdot/Research/Information%20and%20Instructions%2
006_22_09.pdf.
NOTE: Maximum Funding Available $ 35,000
III. Work Plan
Describe briefly the approach to completing the tasks outlined on page 1.

IV. Total Cost
Estimate of the cost of the services or task requested: _______________________
(Hourly rates shall be consistent with Section 2a of the agreement.)
V. Personnel
Names and job titles of all personnel assigned to the task:
________________________________________________________________________
________________________________________________________________________
Name and Contact Information for Project Manager (daily contact):
________________________________________________________________________
VI. Completion Dates
Estimated date for completion or delivery of the services:
Draft Report ______________________
Final Report ______________________
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Appendix M – Statewide Research Bureau Summary of Work Products
This list is intended to summarize the work products of the Bureau. Note that every item may not be
required/undertaken.

Ongoing Checklist







Develop and issue Invitations to Propose and Request for Proposals
Project administration
Project closeout
Posting research findings to Research Bureau website and national transportation databases
Equipment disposition
Work with FHWA‐NM to identify new transportation management areas

Quarterly Checklist
 Project managers meet with their assigned Technical Panels and Principal Investigator(s) to
discuss progress on assigned research project to review/approve work performed to date
 Review/approve quarterly reports and invoices; communicate approval/revisions
 Research Oversight Committee meets to review updates and adjustments
 As needed, compile and submit Planning Work Program quarterly amendments to
FHWA‐NM/FTA Region 6 for approval

Annual Checklist





Research Project Solicitation meeting
Research Oversight Committee meeting for new project evaluation(s)
Request obligation of Research funds (may also happen on quarterly basis)
Prepare and distribute Notice to Proceed to contracting entities (may also happen on quarterly
basis)
 Develop and review Annual Performance and Expenditure Report
 Review Annual Lists of Obligated Projects

Every 2 Years
 Prepare draft Planning Work Program and discuss with FHWA‐NM
 Compile and submit final Planning Work Program to FHWA‐NM for approval
 Prepare and compile Year 2 budgets for second year of Planning Work Programs and submit to
FHWA‐NM for approval

Every 4 Years
 Host a Peer Exchange

As Needed
 Review and update the Research Procedures Manual; maintain current version on NMDOT
website
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Appendix N – New Mexico State Archiving Requirements
Archiving is the process of accumulating and storing documents that record the function and work
products of the NMDOT. New Mexico state law regarding archiving and record keeping requirements is
more stringent than federal law; therefore, the following state laws apply.
New Mexico
Administrative
Code (NMAC)

Name/Description

1.18.805.24

Federal Planning Reports

A

Program: planning

B

Maintenance system: chronological by calendar year, then by date created

C

Description: reports containing various federally mandated interstate and roadway
information. Reports are output from TRADAS, 1.18.805.23 NMAC and accident
records citation system, 1.18.805.232 NMAC, 1.18.805.16 NMAC. Some of these
reports may include highway performance monitoring system report, monthly
volume summary at continuous counter sites reports, monthly and quarterly speed
schedule audit reports, federal speed compliance monthly and quarterly speed
summaries, etc.

D

Retention: 10 years after close of calendar year in which created

1.18.805.31

Federal and State Apportionments Reports Files

A

Program: planning

B

Maintenance system: chronological by federal fiscal year

C

Description: reports concerning obligated federal and state funds for various
highway‐related projects (that is, construction, planning programs, feasibility
studies, consultants, etc.). Files may include reports from the federal highway
administration, departmental staff reports, correspondence, etc.

D

Retention: 5 years after end of federal fiscal year in which created

1.15.2.114

Manuals of Procedures

A

Program: administrative records

B

Maintenance system: agency preference

C

Description: manuals of procedure prepared and published by state agencies for
the guidance of public officers and employees engaged in operations required for
the efficient operation of state and local government, including but not limited to
acquiring space, budgeting, accounting, purchasing, contracting, vouchering,
printing, appointment and dismissal of employees, record maintenance, etc.
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New Mexico
Administrative
Code (NMAC)

Name/Description

D

Retention: until superseded by new manual of procedure

1.15.2.117

Reports

A

Program: administrative records

B

Maintenance system: agency preference

C

Description: [RESERVED]

D

Retention
(1) annual, biennial or other periodic reports required by Article V, Section 9 N.M.
Constitution or by specific statue: permanent
(2) routine, interim or progress reports: 2 years after close of fiscal year in which
created

1.15.2.151

Feasibility Studies

A

Program: administrative

B

Maintenance system: agency preference

C

Description: studies requested/conducted prior to the acquisition, installation,
implementation and/or purchase of new technologies, equipment, properties,
projects, etc. [Studies may be incorporated into other files (that is, project files)].

D

Retention:
(1) studies requested or conducted by agency: 5 years after completion or
cancellation of study
(2) courtesy copies received by agency: until informational value ends

1.15.2.307

Publications

A

Program: public relations

B

Maintenance system: chronological by publication date

C

Description: printed work regardless of format or method of reproduction
published by any state agency or political subdivision for distribution and that is
produced by the authority of or at the total or partial expense of a state agency or
is required to be distributed under law by the agency; and is publicly distributed
outside the agency by or for the agency.

D

Retention:
(1) Publications filed with the state library per Section 18‐2‐4.1 NMSA 1978:
(a) Agency's copy: until superseded or until information no longer needed for
reference
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New Mexico
Administrative
Code (NMAC)

Name/Description
(b) State library's copy: permanent
(c) State archive's copy: permanent
(2) All other publications: transfer to archives for review and final disposition

1.15.4.208

Revenue Contracts and Grants

A

Program: revenue records

B

Maintenance system: [RESERVED]

C

Description: contracts and grants for the receipt of monies by the New Mexico
state government from other sources includes, but is not limited to, block grants,
negotiated grants, federal agency grants, etc. Where there is required reporting of
expenditures to a federal agency, retain records for 6 years after termination of
grant/contract or retain records for 5 years after submission of final expenditure
report, whichever is longer.

D

Retention: 6 years after termination of contract

1.15.4.307

Contract/Agreement Files

A

Program: expenditure records

B

Maintenance system: [RESERVED]

C

Description: records concerning contracts let through bid by the state purchasing
division, technical/professional service contracts, lease/rental contracts,
agreements, etc. File may include contract/agreement, bid information,
contract/agreement specifications, correspondence memoranda, etc.

D

Retention: 6 years after termination of contract/agreement
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Acronyms
AASHTO

American Association of State Highway and Transportation Officials

ADA

Americans with Disabilities Act of 1990

ADE

Assistant district engineer

CFR

Code of Federal Regulations

CMAQ

Congestion Mitigation and Air Quality

CTSP

Comprehensive Transportation Safety Plan

DOT

Department of Transportation

FFY

Federal fiscal year

FHWA

Federal Highway Administration

FHWA‐NM

New Mexico Division of the Federal Highway Administration

FY

Fiscal year

ITP

Invitation to propose

MAP‐21

Moving Ahead for Progress in the 21st Century

NMAC

New Mexico Administrative Code

NMDOT

New Mexico Department of Transportation

NMSA

New Mexico Statutes Annotated

NCHRP

National Cooperative Highway Research Program

NTP

Notice to Proceed

PI

Principal investigator

PPM

NMDOT Planning Procedures Manual

PWP

Planning Work Program

R&D

Research and development

RFP

Request for proposals

ROC

Research Oversight Committee

RPS

Research Project Solicitation

SAFETEA‐LU

Safe, Accountable, Flexible, Efficient Transportation Equity Act: A Legacy for Users

SP/AM

State Planning and Asset Management Division (NMDOT)

SPR

State Planning and Research

SPTC

Southern Plains Transportation Center

TEA‐21

Transportation Equity Act for the 21st Century

TRB

Transportation Research Board

TRID

Transportation Research International Documentation
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UNM

University of New Mexico

USC

United States Code

UTC

University Transportation Center
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