STATE OF FLORIDA DEPARTMENT OF TRANSPORTATION
ROAD JURISDICTION TRANSFER (RJT) INSTRUCTIONS
	
	
These instructions are intended to provide a standard approach for District and Central Office staff to navigate the Road Jurisdiction Transfer process which may involve an agreement to transfer roadways between the State and a local entity.  The instructions provided below support development and coordination of agreements related to the addition or deletion of State Highway System (SHS) roadways throughout the negotiation process, which requires mutual agreement from both parties; the notification and approval from the District Secretary and the FDOT Secretary.
A transfer of Right of Way that formerly was used as a road, but which in the future will be used for a non-road purpose, is not a Road Jurisdiction Transfer. Such a transfer should be handled in accordance with applicable legal requirements, such as those covered by the procedure Right of Way Manual, Part 10.5.1, Disposal of Surplus Real Property, Topic No. 575-000-000. It may also be useful to consult Chapter 337, Florida Statutes, Contracting, Acquisition, Disposal, and Use of Property. Reach out to the Program Management office for more info on Right of way transfers.
Initiation of Transfer Process:
a) As a best practice, the District must lead coordination efforts between FDOT office stakeholders and local entities on all transfer requests.  It is recommended that District office stakeholders coordinate with Central Office counterparts to review business and asset inventory systems.  Before the drafting of any agreements or execution of a transfer, the District Secretary must notify the FDOT Secretary of the upcoming transfer.  To expedite the timely review of FDOT office stakeholders, the District must coordinate stakeholders and provide a time limit to review the transfer details.  (20 working day limit recommended)
b) Pertinent staff and management in the following recommended District offices include:
· Construction,
· Design Office,
· Environmental,
· General Counsel,
· Maintenance,
· Multimodal Offices (Rail/Trail Crossings),
· Outdoor Advertising,
· Permits,
· Planning Offices,
· Program Management,
· Right-of-way,
· Safety,
· Structures,
· Surveying and Mapping,
· Traffic Engineering and Operations,
· Utilities and 
· Work Program.

c) The responsible District office (typically District Planning) which collects and maintains statistical information and roadway data will be required to support the coordinating and decision-making process.  The responsible office must coordinate with the TDA office to review FDOT business system and asset inventory systems.  Information and data include the following:
a. Roadway ID, location and extent
b. Related road inventory assets (e.g., drainage)
c. Roadway status information
d. Financial project information (determine if roadway is federally funded)
e. Location products (Maps, As-builts plans, Straight-Line Diagrams)

d) Districts are encouraged to perform coordination meetings to provide updates to FDOT stakeholders.


Critical Agreement Factors:
The District must confirm jurisdiction, ownership and right of way (ROW) information by preparing record and developing exhibit maps to be associated with the request. This typically is performed through the District Surveying and Mapping Office. If the agreement includes a transfer of a SHS roadway section to the local entity where the State does not have ROW maps or an up-to-date ROW map, the Department will perform a survey to obtain a ROW map or acquire consent and approval from the local entity prior to utilizing other resources or maps. The Department will have some examples prepared to present to the local entity and get their acceptance of alternative resources or maps if ROW maps are not available.  

If the Department is due to receive a roadway section, ROW maps must be requested from the local entity.   If new ROW maps are required, it must be determined as soon as possible due to the scheduling time and development costs related to the transfer.  

a) The District must confirm the drainage elements related to the transfer through the Office responsible for drainage (Water Management Agency Permits, environmental credits impacted, wetland mitigation areas, and easement agreements). Any easement agreements the Department stands to inherit as part of the transfer need to be reviewed by Drainage and General Counsel as soon as possible to confirm any agreement language is sufficient for Department use or if another course of action is needed regarding any easements or mitigation areas to be acquired. 

b) The District must perform a field review of the roadways(s) to be acquired and or transferred off so any maintenance requirements are included in the negotiation.  Any issues or concerns must be notified to either party.  FDOT management must be notified of any issues or concerns before negotiating with any local entity.  



District Coordination of RJT Draft Agreement:
a) District coordination efforts must acquire Director approvals from responsible offices and must include a legal review from the District General Counsel.   
b) If funding considerations are to be associated with a transfer, the District Office must notify the appropriate staff responsible for handling funds to acquire approvals of a funds transfer in advance of the fiscal year end or closeout of financial systems.  
c) District Offices must coordinate maps, issues, nuisances, and details concerning the request with the local entity either through in-person meetings, virtual meetings, calls, or emails.  
d) The responsible District Office will develop an RJT Draft Agreement in coordination with their District General Counsel, and for approval by their District management prior to submission to the Central Office.  The Districts will be required to identify a point of contact to submit the agreement to the TDA Multimodal Data System Coordinator. The initial documentation required includes:
1. Road Jurisdiction Transfer Agreement,
2. Location Map,
3. Transfer Form with section details and justification/reasoning,
4. Draft Resolution authorizing a transfer agreement from City/County; and
5. Cultural Resource Assessment, if required.

[bookmark: _Hlk75861195]District Submission of RJT Draft Agreement:
a) The District point of contact will send the RJT Draft Agreement and exhibits to the TDA Multimodal Data System Coordinator which will facilitate the Central Office review process of the agreement.  The District contact will be responsible to receive and coordinate feedback received by email notifications from TDA.
b) The Central Office TDA staff will be responsible for performing a supporting data governance review of the roadway section information in the RJT Draft Agreement for accuracy and prepare for data updates.  TDA staff will coordinate the review of the RJT draft agreement language with Central Office staff including the CO General Counsel. The Central Office staff will coordinate and collect its review comments with the District.
The following information will be reviewed:
i. Proper jurisdiction to be transferred.
ii. Roadway Characteristics Inventory (RCI) data including: Roadway ID, Roadway section extents and measures (Mile Points), HPMS sample ID locations, State Road numbers and Local Road names/numbers.
iii. Transportation system designations: U.S. Routes, Federal-Aid eligibility, National Highway System (NHS), Strategic Intermodal System (SIS).
iv. Multimodal intersections (Roadway intersections, rail crossings, or trail crossings).
v. Structures (e.g., bridges, culverts).
vi. Traffic count equipment (Permanent, portable, or non-motorized traffic counters)
vii. Federal funding information (If federal funds were utilized on the roadway, it must be identified in the agreement the local entity must be notified)
viii. Grammar, i.e., street names, correct mileage.
ix. Ensure feasibility of transfer, ensuring benefit to the public and Department.
x. General editing of Agreement and Resolution. (e.g., Usage of required agreement templates) 
xi. Ensure required Agreement provisions are present. (e.g., exhibits, location map, transfer form, resolution authorizing a transfer agreement to be negotiated, mutual agreement between FDOT and the local entity, and Cultural Resource Assessment Survey).  

District Submission of Final RJT Agreement Package:
a) The District will coordinate to acquire approvals and digital signatures of the final RJT Agreement from the responsible District Secretary, District Chief Counsel, and signatures from the local entity.  If the local entity requests original copies with a pen and ink signature, the District must inform Central Office through the routing process that the local entity desires to have an original signed copy of the final RJT agreement. The District will send a copy of the final RJT Agreement to the TDA Multimodal Data System Coordinator for a Central Office final review similar to steps (b) and (c) of the RJT Draft Agreement review process to acquire the FDOT Secretary’s approval and signature.
b) In the event the District and the local entity cannot come to a mutual agreement, the RJT Draft Agreement shall be placed in a “Withdrawn” status. Comments should also be added to provide the reasoning an agreement was not made.
c) Upon Central Office review and approvals, the TDA Multimodal Data System Coordinator will notify the District.  If any further changes are needed, the TDA Multimodal Data System Coordinator will facilitate comments or changes between the Central Office and District.    
d) If there are any errors such as typos or transpositions found after local signatures are completed; strike-through and email concurrence from the local entity is acceptable for correction purposes.

Execution of RJT Agreement Package:
a) Upon final review and acceptance, the TDA Staff will initiate a digital signature request to the FDOT Secretary for final execution and signature.  The TDA staff will send the final signed RJT Agreement to the District and notify Central Offices via email unless interoffice mail of the original signed copies is desired.  (Interoffice mail must be sent to CO TDA mail station 27, addressed to the Multimodal Data System Coordinator)
b) The Road Jurisdiction Transfer will be officially executed as of the date the FDOT Secretary signs the agreement.
c) TDA staff will coordinate and notify Central Office Stakeholders, District Coordinators, and external stakeholders via email.
d) TDA staff will coordinate and update roadway information into FDOT business system and asset inventory systems in a timely fashion.
e) The District will then coordinate and notify pertinent District stakeholders of the executed final RJT Agreement identified in the initiation process described in this document.  The District will notify the appropriate personnel in the City or the County.  
f) District RCI Coordinators will perform updates to the RCI and the Linear Referencing System.  Any changes related will be made consistent to RCI and the LRS will require the District to submit an RCI/LRS reconciliation package through the MyFloridaLRS web application.
g) The Central Office Multimodal Data System Coordinator will upload the executed and signed final RJT Agreement into EDMS for archival documentation retention.
h) The Central Office Multimodal Data System Coordinator will update external mapping entities: Bing, ESRI, Google, HERE, TomTom and Trimble.
