	STATE OF FLORIDA DEPARTMENT OF TRANSPORTATION
                               ROAD JURISDICTON TRANSFER (RJT) CHECKLIST 	 	
When a request is made to Transfer Roads on or off the State Highway System, check-off the completed task on the appropriate line.

Road(s) Name/Number:  	 Roadway ID(s): 	 Prepared by/date:  	
	1.
	☐
	Negotiate Transfer with local entity.

	2.
	☐
	Create Location Map, KMZ file, and Transfer Description/Justification.

	3.
	☐
	District Secretary notifies FDOT Secretary of Transfer.

	4.
	☐
	If receiving roads from local entity, send email requesting Maintenance Agreements and any relevant documentation. Send Local Request Application (optional).

	
	☐
	Request agreements from DOT staff for State-to-Local transfers.

	5.
	☐  
	Router sent to all DOT staff with 20-day time limit to review documentation:
Construction, Design (Supervisor of Drainage), Environmental, General Counsel, Maintenance (Cost Center Manager), Operations (including Director level), Outdoor Advertising, Policy Planning, Program Management, Rail, Right-of-way, Safety, Structures, Surveying and Mapping, Systems Planning, Traffic Engineering and Operations, Utilities, and Work Program.

	
	☐
	Request Cultural Resource Assessment (if applicable, State-to-Local only).

	
	☐
	Received copy of Cultural Resource Assessment.

	
	☐
	Received copy of Easement Agreements (e.g., Drainage, Maintenance, etc.).

	
	☐
	Received copy of Permits.

	
	☐
	Received copy of Railroad Maintenance Agreements or Master Agreements.

	6.            
	☐	Provide notice and conduct Public Hearing (if applicable, State-to-Local only).

	7.
	☐
	Prepare RJT Draft Agreement (using RJT Agreement Template), Location Map, and Local Entity Resolution (optional).

	8.
	☐
	District Legal Staff to Review RJT Draft Agreement BEFORE sending to TDA.

	9.
	☐
	Submit RJT Draft Agreement to CO TDA.

	10.
	☐
	Receive approval from CO TDA to distribute to local entity for signature.

	11.
	☐
	Send Final RJT Agreement package to local entity for review and signatures in DocuSign. Note: If DocuSign is not preferred, pen and ink will suffice.

	
	☐
	Send locked PDF that only allows signature when original copies are requested.

	
	☐
	Received Final RJT Agreement back from local entity. Review to ensure original language/intent was not modified.

	12.
	☐
	Send Final RJT Agreement package to District Secretary for Signature.

	13.
	☐
	Prepare Memo and submit signed Final RJT Agreement package to CO TDA.

	14.
	☐
	Receive FDOT Secretary executed RJT Agreement package from CO TDA.

	15.
	☐
	Notify Stakeholders of executed RJT agreement.
Appropriate Personnel with the Local Entity, Construction, Design (Supervisor of Drainage), Environmental, External Mapping Entities (Bing, ESRI, HERE, Google, TomTom, Trimble), General Accounting, General Counsel, Maintenance (Cost Center Manager), Operations (including Director level), Outdoor Advertising, Policy Planning, Program Management, Rail, Right-of-way, Safety, Structures, Surveying and Mapping, Systems Planning, Traffic Engineering and Operations, Utilities, and Work Program.

	16.
	☐
	RCI Coordinators submit RCI/LRS Package to update RCI within 15 days.

	
	☐
	RCI update, key sheets and maps updated.



