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Administrative Procedures for the
County Assistance Road System Program
Purpose:
The Board of County Commissioners (Board) has adopted a policy to govern the purpose, funding
level and project eligibility of the County Assistance Road System (CARS) Program. In recognition
of the fact that non-policy administrative procedures need to be uniformly applied to CARS
projects, the following Administrative Procedures have been established.

Provision 1. Submitting Project Applications
A. By February 1st each year, the Director of Infrastructure (“Director”) will send each
Johnson County city the CARS Policy, CARS Administrative Procedures, CARS project
application and report forms, and a definition of eligible CARS routes.
B. Project Applications (CARS Form A) must be submitted for all project proposals and all
continuation requests.
C. Applications must be received by the Johnson County Public Works Department by
March 1st for consideration in the 5-year plan or Fiscal Year Plan which begins January 1st
of the following year.

Provision 2. 5-Year Plan and Fiscal Year Plan Recommendations
A. The Director will, after reviewing all project applications, recommend a Fiscal Year Plan
for the CARS Program to the Board and present a 5-year Plan for the Program. These plans
will be presented on the first Board meeting in May or as soon thereafter as is practical.
The Fiscal Year Plan is to include a list of all projects recommended for funding in the next
following fiscal year budget. The 5-year Plan shall list those projects identified by the cities
in their applications as projects they wish to have considered in future fiscal years and
which are deemed by the Director to satisfy the criteria established by the Board in its
CARS Policy.
B. To be eligible for inclusion in the Fiscal Year Plan, the following conditions must be
satisfied:
1. The project must be an approved project on the 5-year Plan;
2. The project must be scheduled to begin construction during the next fiscal year;
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3. The city proposing the project must submit a signed resolution of its governing board
certifying intent to proceed with the project as scheduled during the next fiscal year and
providing assurance that the city has funding authority to proceed; and
4. The city proposing the project must, unless an exception has been granted, have
submitted a preliminary engineering report containing a description of the project scope
and limits, alternatives evaluated, a current project construction cost estimate prepared
and sealed by a registered professional engineer, a typical section, and other pertinent
project information to the Director. An exception can be granted by the Director only for
those cities, which, due to size and staff availability, cannot practically produce the
report. However, a current construction cost estimate and documentation of traffic count
and accident data are required for all Fiscal Year Plan submittals.
C. For each project recommended for funding in the Fiscal Year Plan, the Director will submit
for Board’s consideration a CARS Briefing Form. As part of this form, the Director will
certify that the proposed project satisfies the terms of the CARS Policy.
D. Some proposed projects may involve special inter-governmental cost sharing, local match
funding, cost participation restrictions or other conditions which deviate from the
Administrative Procedures. The CARS Briefing Form will enumerate any such deviations
so that the Board will be aware of these deviations before they approve and authorize a
CARS Project. The provisions of the CARS Briefing Form as discussed and approved by
the Board are incorporated by reference into the Fiscal Year Plan and shall be included, to
the extent necessary, in the interlocal agreements which are subsequently executed.

Provision 3. Notification to Cities and Formal Adoption
A. Copies of the Fiscal Year Plan adopted by the Board and the 5-Year Plan will be sent to
each city by June 15th.
B. No project contained in the CARS Fiscal Year Plan is deemed funded until the County
budget authorizing that project for the following fiscal year is formally approved, published,
and adopted.

Provision 4. Interlocal Agreements
A. Interlocal agreements for each project in the CARS Program will be prepared and
negotiated by the County.
B. Each interlocal agreement must be approved and authorized by express action of the
governing body of each participating city and will be executed in triplicate, first by the city
and then by the County.
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C. Continuation projects will be undertaken pursuant to the terms of the interlocal agreement
that was executed at the time the project was first funded, unless the Board and the
participating city explicitly adopt revised terms in addenda executed for subsequent years.

Provision 5. Project Administration
A. Generally, projects located within the incorporated limits of a city or cities will be
administered by representatives of that city or cities. The County will administer those
projects located in the unincorporated area of the County and those specifically designated
by Board’s action to be administered by the County.
B. Plans and specifications for each authorized project must be submitted to the Director for
approval prior to any advertisement for construction bidding.
C. All projects must be constructed under construction contracts. A copy of all executed
contracts and plans must be filed with the Director. All contracts for authorized CARS
projects must be let through competitive, public bid procedures.
D. The city must receive from the Director a notice to proceed before initiating construction on
a project receiving funding through the CARS Program.
E. Before construction begins on any CARS project, the city shall erect signs with the
dimensions and content as specified by the Director.
F. The Project Administrator shall complete project status reports at the request of the
Director. The Project Administrator must complete and return the project status report to
the Director by the date specified on the Director's request. Each year at the first meeting
of the Board held in March, the Director will report on all projects for which there is
evidence of insufficient project progress. The Board may then act to revoke funding
approval from these projects.
G. The Project Administrator must receive the prior written approval of the County for
expenditure authorization above the maximum County’s share of project costs enumerated
in the interlocal agreement and project scope modifications as follows:
1. The Director may approve expenditures which do not expand the scope of the project
and which, in aggregate, do not exceed 10% of the total project costs or $75,000
(County’s share), whichever is greater;
2. Project scope modifications or expenditures which exceed the limits set in Provision
5G(1) must be separately and specifically approved by the Board.

Provision 6. County Project Cost Participation Limits
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A. For each project in the Fiscal Year Plan adopted by the Board and following the execution
of a project interlocal agreement, the Finance Director will set a project expenditure
authorization equal to 100% of the County’s share of project costs enumerated in the
interlocal agreement. The Finance Director can increase the project expenditure
authorization above the maximum County’s share of project costs enumerated in the
interlocal agreement in accordance with Provision 5G(1)(2) of the Administrative
Procedures.
B. Eligible local share of construction costs, as used in the CARS Program, means those which
the participating city is obligated to pay pursuant to project construction contracts. The
County will not reimburse any city for costs of land acquisition, right-of-way acquisition,
utility relocation, legal costs, design engineering services, project administration, financing
costs, taxes, licensing or permit fees, title reports, insurance premiums, exactions, recording
fees, or other like charges.
C. The County will not participate in project scope modifications or expenditures above the
maximum County’s share of project costs enumerated in the interlocal agreement except as
provided in Administrative Procedures, Provision 5G(1) and (2).
D. The eligible local share of project construction costs are also limited to those costs which
the participating city pays from general revenue sources of the city and shall not include
any portion of costs which are to be paid to or on behalf of a city by any governmental entity
or source other than the taxpayers of that city. Notwithstanding these provisions, a city may
apply any Community Development Block Grant funds which were approved for that
project toward the city's local share.
E. Notwithstanding the total project appropriation approved by the Board for any CARS
Project, the County shall not pay more than an amount equal to the authorized percentage
times the actual construction costs incurred under construction contracts.
F. The County will not pay more than the authorized expenditure authority or budget
appropriation, or for which funds are not available to the County.
Provision 7. Reimbursement Requests and Project Accounting
A. During construction, the Project Administrator must submit requests for reimbursement.
Requests must be sent to the Director of Infrastructure for review and approval. Requests
must include the following documentation: copy of the contractor's pay request which
shows progress on payment items, verification by the project administrator that the work
claimed in the payment request has been completed, and proof that the city has paid the
amount requested.
B. The Director will have 10 business days from receipt of a reimbursement request to verify
expenditure information. After verification, the Director will forward the reimbursement
request to the Finance Department for payment. The Finance Department has 10 business
days in which to process the reimbursement request or to notify the Director with an
explanation of why reimbursement is being delayed. Either the Director or the Finance
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Director may appeal to the County Manager for resolution of disputes arising from the
reimbursement request. Payment shall be made to the city within 30 days from receipt of a
valid reimbursement request; provided, however, no city shall have any claim for damages
for the failure to make such payment within the 30-day period.
C. Within 60 days following the completion of a CARS project, the Project Administrator
must provide final project accounting information to the Director of Infrastructure sufficient
to verify total project cost and the County's share. This requirement may be waived by the
Director for projects which are participating in the Federal Aid program and are awaiting a
final audit by the Kansas Department of Transportation, or like circumstances.
D. In cases where funding participation of federal or state agencies in a project requires
funding to be made prior to completion of construction, the Director may authorize such
payment.

Provision 8. Revising Approved Projects
A. If the project scope changes significantly from the project originally approved by the Board,
the Director must submit a request for Modified Project Approval to the Board for
consideration and action.

Provision 9. Administrative Procedures Review
A. The Director will notify the Board of any suggested changes to the Administrative
Procedures. A copy of the revised Administrative Procedures will be distributed to each the
city in accordance with Provision 1(A).
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