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KEY PRESENTATION POINTS – LEARNING GUIDE 



EFFECTIVE COMMUNICATION:  				     	
· Organize Thoughts (What, whom and when do I want to communicate.)
· Choose your words carefully. 
· Many methods of communication (Face to face, phone, Google Meet, email, Instant message, text.)
· What form of communication works best for the person you are engaging with? 
· Be sure to listen and interpret what is being said. 


CIVIL RIGHTS Office (CRO):							       	
· CRO exists to ensure agency compliance with federal and state laws, and regulations. 
· CROs mission is to be sure no member of the public is excluded from participation from any ADOT sponsored program or activity. 
· Title IV ensures that race, color, national origin and disability are protected from discrimination. 
· All allegations and complaints of discriminatory behavior should be immediately reported to CRO. 


DISADVANTAGED BUSINESS ENTERPRISE (DBE) – OVERSEEN BY THE BUSINESS ENGAGEMENT AND COMPLIANCE OFFICE (BECO):				 
· As a condition to receive federal funds ADOT is required to implement a DBE program. 
· The program ensures non discrimination, removes barriers and creates a level playing field. 
· Federal Highway Administration (FHWA) has a goal of 9.55%.
· Our ADOT DBE office has a small business resource center, offers networking events, business development program and DBE conferences. 


PARTNERING:    							
· The three types of relationships the Partnering office fosters are construction, internal and public. 
· The elements of partnering are shared goals, open communication, issue identification, conflict resolution, team evaluation tool, teamwork and defined roles and responsibilities. 
· Partnering promotes the four Cs of communication – Communication, commitment, cooperation, continuous improvement. 
 

PROJECT EXPENDITURE REPORTS:	    				
· This type of report was developed to provide information and transparency of actual project cost to local governments, track ADOTs actual development cost, track cost trends on some project and monitor and track expenses for state and local projects. 
· [bookmark: _GoBack]The report will show project charges and will list the employee name that made the charge. 
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Americans with Disabilities Act (ADA)
Apparent Low Bidder (ALB)
Business Engagement and Compliance Office (BECO)
Certification of Payment or Certification of Final Disadvantaged Business Enterprise Payment (COP)
Civil Rights Office (CRO)
Commercial Useful Function (CUF)
Environmental Justice (EJ)
Equal Employment Opportunity (EEO)
Feature Inventory System (FIS)
Federal Highway Administration (FHWA)
Good Faith Effort (GFE)
Limited English Proficiency (LEP)
Monthly Payment Audit Review (MPAR)
National Environmental Policy Act (NEPA)
Notice to Proceed (NTP)
On the Job Training (OJT)
Payment Reporting (PR)
Plans, Specifications and Estimate (PS&E)
Preliminary Engineering (PE)
Project Information Retrieval Tool (PIRT)
Project Management Group (PMG)
Project Planning Advisory Committee (PPAC)
Project Resource Board (PRB)
Prompt Payment (PP)
Public Rights-of-Way Accessibility Guidelines (PROWAG)
Termination/Substitution/Reduction of Work (TSR)
Title VI of the Civil Rights Act of 1964 (Title VI)
Transportation Accounting System (TRACS)











The Project Delivery Academy is facilitated by the Project Resource Office – 602-712-4873
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