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1 FORWARD                                                  

 

The purposes of this manual are as follows: 

 To define the policies and procedures for the Louisiana Transportation Research Center (LTRC) 

research and technology transfer (T2) program and its various functions. 

 To ensure that all research and T2 is conducted, managed, documented, and implemented in 

conformance with legal requirements and policies of LTRC, the Louisiana Department of 

Transportation and Development (DOTD), and the Federal Highway Administration (FHWA). 

 To ensure that the programs, projects, and products generated by LTRC are provided for the 

benefit of DOTD, its employees, and other transportation agencies and users. 

 To guide research administrators and managers in the successful and efficient initiation, 

conduction, and implementation of research, development, and technology transfer activities 

necessary in connection with the planning, design, construction, management, and maintenance 

of highway, public transportation, and intermodal transportation systems. 

 To guide research administrators and managers in the successful and efficient initiation, 

conduction, and implementation of study, research, and training on the engineering standards 

and construction materials for transportation systems described in the bullet above, including 

the evaluation and accreditation of inspection and testing and the regulation and taxation of 

their use. 

This manual is intended for LTRC employees as well as individuals and agencies conducting contract 

research for LTRC.  The first chapter explains the organization, staffing, and purpose of the center.  The 

remainder of the manual is organized to follow the development of a research project from the initial 

writing of problem statements and proposals to the approval, conduct, deliverables, and 

implementation of research studies.  Samples of forms, LTRC Publication Guidelines for report 

preparation, and an LTRC Cooperative Research Agreement are provided in the appendixes of this 

manual and may also be found on the LTRC website.  A list of terms is given in Chapter 2.   
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2 ADMINISTRATION 

2.1 DESCRIPTION 
The Louisiana Transportation Research Center (LTRC) is a cooperative research, technology 

transfer, education, and training center administered jointly by the Louisiana Department of 

Transportation and Development and Louisiana State University.  LTRC merges the resources 

of state and government, universities, and private industry to identify, develop, and implement 

new technology and provide educational services to improve the state and national 

transportation system. The primary goal of LTRC is to improve the transportation system in 

both Louisiana and the nation by conducting research, disseminating information, and assisting 

state and local transportation agencies. 

Created by the Louisiana legislature in 1986, LTRC conducts short-term and long-term research 

while providing a variety of technical assistance, training, continuing education, technology 

transfer, and problem-solving services to DOTD and the transportation community. 

Located near the College of Engineering on LSU’s campus in Baton Rouge, Louisiana, LTRC 

provides researchers and students access to state-of-the-art laboratories and research 

equipment, as well as the full resources of LSU as a Carnegie Designated Doctoral/Research 

Extensive Institution. LTRC houses over 75 employees and up to 30 students in three facilities.  

The 25,300-square-foot LTRC Main Office Building includes six research laboratories, a 

conference room, and offices. The 14,000-square-foot state-of-the-art Transportation Training 

and Education Center (TTEC) includes a lectern auditorium, two classrooms, a conference 

room, a computer teaching laboratory, a library, and offices, and serves as a resource center 

for the entire transportation community. The DOTD Pavement Research Facility (PRF) is 

located in Brusly, Louisiana, across the Mississippi River from Baton Rouge and includes two 

full-scale accelerated loading machines and an office building. 

In addition to its affiliation with LSU, LTRC fully participates with other Louisiana universities to 

meet the practical and academic needs of the transportation industry in such areas as 

engineering, law, business and management, basic sciences, planning, and environmental 

studies.  

 

2.2 FACILITIES 
 LTRC Main Office Building 

Louisiana Transportation Research Center 

4101 Gourrier Avenue 

Baton Rouge, LA  70808-4443 

 

 Transportation Training and Education Center (TTEC) 

LTRC Transportation Training and Education Center 

4099 Gourrier Avenue 

Baton Rouge, LA 70808-4443  
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 DOTD Pavement Research Facility (PRF) 

DOTD Pavement Research Facility 

2865 Northline Road 

Port Allen, LA  70767  

The official address for both postal and other LTRC deliveries is at the LTRC Main Office.  

Tel: (225) 767-9131 

Fax: (225) 767-9108 

E-mail: ltrc@ltrc.lsu.edu 

Website: www.ltrc.lsu.edu 

2.3 AUTHORITY FOR LTRC 
LTRC was created in the 1986 regular session of the Louisiana Legislature via Act 137 

(originating as Senate Bill No. 520), which was approved on June 26, 1986.  This legislation 

(amended 1988, 1995) established the purposes and functions of LTRC in addition to the basis 

for administration and funding of the organization.  The original and amended acts 

incorporated into Louisiana Revised Statute RS 48:105 are provided in Appendix A. 

 Purposes of LTRC 

 Establish cooperation between all parties with concern for the enhancement of the 

transportation system of the state of Louisiana. 

 Introduce new technology. 

 Enhance higher education in the general transportation field. 

 Benefit Louisiana economically by enhancing job opportunities. 

 Promote research, technology transfer, and training. 

 Function and Duties of LTRC 

 To develop and conduct a nationally recognized short-range and long-range 

transportation research program in order to implement more efficient planning, design, 

construction, operation, and maintenance practices, and to enhance traffic safety. 

 To offer education and training programs in both fundamental and state-of-the-art 

practices in transportation and related areas by offering training courses, demonstration 

projects, and conferences. 

 To develop, implement, and refine a technology transfer program that shall provide a 

mechanism for conveying modern transportation systems practices and procedures to 

municipalities and parishes. 

 To maintain cooperative relationships with the Transportation Research Board, the 

research divisions of other state highway and transportation departments, universities, 

and national and international technical associations and agencies. 

 To report and publish research findings that contribute to fundamental knowledge and 

facilitate the implementation of enhanced technologies, which may result in more 

economical practices in transportation systems engineering. 

 To provide DOTD with short-term problem solving assistance. 

mailto:ltrc@ltrc.lsu.edu


10 

 Funding 

The funding for the LTRC program is supported primarily by DOTD and FHWA.  Part of these 

funds is derived through the Federal Highway Administration's State Planning and Research 

(SP&R) Program, Surface Transportation Program (STP), and other FHWA grant sources.  

Other federal and self-generated funding may be procured.  Funding may also be provided by 

interagency transfer or other DOTD sections.    

The LTRC research program as a whole is funded on a fiscal-year authorization.   This 

authorization is composed of the anticipated fiscal year expenditures of individual research 

projects and program management line items as developed in the Annual Work Program 

(Section 3.2). 

 Contractual Agreements 

In accordance with Louisiana RS 48:105, LTRC may enter into contractual agreements only 

with the approval of the Secretary of DOTD or his/her designee, and said agreements must 

conform to the contracting policies of DOTD. 

 Policy Committee 

The LTRC Policy Committee is composed of eleven members: the Director of LTRC, three 

appointed by the Secretary of DOTD, one from each of the six public universities that have a 

college of engineering with a civil engineering department and that is appointed by the 

president or chancellor of the respective university, and one member who is the dean of a 

college of engineering of a nonpublic institution of higher education selected by the 

committee from a list submitted by the Louisiana Association of Independent Colleges and 

Universities.  The FHWA is an invited observer of the committee.  The chairman of the Policy 

Committee is elected by the committee.  The term of office for Policy Committee members is 

two years.  The committee meets at least twice a year to review the activities of LTRC.  The 

major responsibilities of the Policy Committee are to coordinate the transportation research 

program by: 

• Reviewing and recommending research and technology transfer programs 

• Reviewing and recommending fiscal year budgets 

• Reviewing the activities and progress of research programs 

 Peer Exchange Process 

Federal regulations (23 CFR 420 Subpart B) require that each State Department of 

Transportation must agree to peer reviews of its Research, Development, and Technology 

Transfer (RD&T2) management process to be eligible for managing State Planning and 

Research (SP&R) funds. The FHWA interprets the peer meetings to be more of an exchange 

of information regarding the various practices used by states to manage their RD&T2 

programs.  A peer exchange must be conducted a minimum of once every five years. The 

intent is to enhance research programs with a sharing of ideas.  The peer exchange teams are 

generally composed of state research managers, FHWA, and university or industry personnel. 

The peer exchange will be charged with examination of the LTRC management processes 

described in this manual, reviewing best practices of the research work, including the 
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solicitation, selection, contract process, project progress, staff training, and technology 

transfer activities, and assessing the overall effectiveness of the program and its 

implementation process.  In addition, other topics of specific interest will be addressed 

during the exchange.  The peer exchange team will develop a written report of its findings for 

LTRC. The report will be presented to the DOTD Secretary, DOTD Chief Engineer, and FHWA 

Louisiana Division Administrator.  

2.4 ORGANIZATIONAL STRUCTURE 
The administration of LTRC's activities is provided by the center's Director and Associate 

Directors. 

Director - The Director of the Louisiana Transportation Research Center is the Chief 

Administrative Officer of LTRC and is directly responsible to the DOTD Chief Engineer. The 

Director is also functionally responsible to the Dean, College of Engineering, Louisiana State 

University in matters as related to LSU staff. 

Associate Director, Research - The Associate Director of the Louisiana Transportation Research 

Center administers the state and federally funded research programs of DOTD as appointing 

authority of the DOTD Research Section. The Associate Director, Research, is responsible to the 

Director of LTRC. 

Associate Director, Technology Transfer and Training - The Associate Director of the Louisiana 

Transportation Research Center administers the state and federally funded T2 program of 

DOTD as the appointing authority of the Technology Transfer and Training Section.  The 

Associate Director, Technology Transfer, is responsible for the technical and leadership training 

activities of DOTD and is responsible to the Director of LTRC. 

Associate Director, External Programs - The Associate Director of External Programs 

coordinates university-based research programs funded by non-DOTD sources, administers 

these research projects on a case-by case basis, and facilitates development of multi-

campus/multi-disciplinary initiatives in support of DOTD. The Associate Director, External 

Programs, is responsible to the Director of LTRC. 

Group Administrator - The LTRC Group Administrator has responsibility and authority over a 

staff of LTRC engineers and technicians of a general technical area to which an individual 

research project is assigned. 

Project Manager - An LTRC staff employee with responsibility and authority to act as a liaison 

between the Contractor and LTRC in guiding, inspecting, and monitoring the contractual and 

technical progress of a research or training project. 

Technology Transfer Engineer - An LTRC staff employee with responsibility for technology 

transfer, training, and implementation assistance activities. 

 Office of the Director 

The Office of the Director includes the Director, Administrative Assistant, and the LTRC 

business office. 
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 Research Section (DOTD Section 19) 

LTRC’s research section is organized in three major groups:  

Materials Research Group 

 Asphalt Research Unit 

 Concrete Research Unit 

 Engineering Materials Characterization and Research Facility (EMCRF) 

 Structures Research 

Pavements & Geotechnical Research Group 

 Pavement Research Unit 

 Pavement Research Facility  

 Geotechnical Research Unit 

 Geotechnical Engineering Research Laboratory (GERL) 

Special Studies Research Group 

 Planning & Intermodal (PLAN) 

 Intelligent Transportation Systems Lab 

 Louisiana Center for Transportation Safety (LCTS) 

In addition to laboratories equipped to conduct research in soils, pavements, concrete, and 

asphalt materials, the following are part of LTRC’s comprehensive research facilities: 

DOTD Pavement Research Facility (PRF):  The PRF conducts research on long-term 
performance of pavements subject to heavy loads.  The PRF houses two accelerated 
loading devices, the ALF and the ATLAS 30, capable of applying truck loading to full-scale 
pavement test sections. The ALF device is a 100-ft. long, 55-ton, frame and wheel 
assembly that models one half of a single axle and the load is adjustable from 9,750 lb. 
to 18,950 lb. per load application. The ATLAS 30 is a 65-ft. long I-beam device designed 
to apply a rolling load of up to 30,000 lb. to a pavement surface through dual truck tires. 
 
Engineering Materials Characterization and Research Facility (EMCRF): The EMCRF at 

LTRC conducts basic and applied research that is related to characterization and 

performance of transportation materials. The EMCRF is equipped with state-of-the-art 

equipment to fundamentally characterize transportation materials. This includes two 

MTS materials test systems and Superpave binder and mixture equipment. 

Geotechnical Engineering Research Laboratory (GERL): The GERL conducts basic and 

applied research related to foundations for bridges, earthworks, and other structures. 

The laboratory provides state-of-the-art capabilities to assess the engineering properties 

of geosynthetic reinforced systems, chemically modified soils, and other geomaterials 

used in transportation. 

Intelligent Transportation Systems (ITS) Laboratory:  The purpose of the ITS lab is to 
develop and demonstrate procedures that successfully transform existing ITS data into 
useful information, and then pass the procedures on to agencies in order to apply them 
on a routine basis. 
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 Technology Transfer and Training Section (DOTD Section 33) 

Workforce Development: In support of a commitment to a safe and efficient 

transportation infrastructure, LTRC reaches out to the individual working in the 

transportation industry to provide specialized and intensive job-specific training and 

education. The education and training program internally develops and manages 

maintenance and construction training materials and programs; coordinates seminars, 

workshops, and conferences for continuing education and professional development; 

and contracts with the private and public sectors for unique training/education needs. 

As part of its commitment to higher education, LTRC coordinates several programs that 

support civil engineering students and graduates: 

The statewide DOTD Engineer Resource Development Program provides 

structured rotational training for entry-level DOTD engineers. 

The Cooperative Education Program for Civil Engineers is a joint endeavor of 

DOTD and Louisiana universities to employ full-time students to perform 

engineering work and receive practical experience in transportation engineering. 

The DOTD Support Program for Senior Projects in Civil Engineering encourages 

civil engineering students to pursue transportation as a field of study and 

consider DOTD as a potential employer while enhancing the civil engineering 

departments in the Louisiana higher education system. 

Transportation Training and Education Center (TTEC):  Located adjacent to LTRC, TTEC 

houses a lecture facility, a computer-based training classroom, library, two general 

classrooms, a conference room, and offices. Each of these is equipped with state-of-the-

art education and training equipment and distance learning/video-conferencing 

capabilities. 

Through TTEC, LTRC is expanding the scope and availability of training, thereby serving a 

larger population. Offerings range from job-related training for transportation 

technicians to continuing education for engineers. TTEC is also available for 

representatives of state and local governments, consultants, contractors, and other 

industry personnel. 

Local Technical Assistance Program (LTAP): A cooperative effort of DOTD, the Federal 

Highway Administration, and LSU, LTRC’s LTAP provides a diverse collection of 

experience and knowledge for local governments. The Louisiana LTAP center, one of 57 

centers nationwide, travels the entire state presenting seminars, short courses, and 

workshops on current trends and techniques in the transportation industry. 

 LTRC Organizational Chart 

The chart shown in Figure 2-1 relates the basic functional relationships of LTRC staff 

positions.  See the LTRC website for a detailed list of unit responsibilities along with LTRC 

personnel indicating titles and contact information: www.ltrc.lsu.edu 
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Figure 2-1 LTRC Functional Relationships 

 

2.5 RESEARCH PROJECT LIFE CYCLE 
There are several phases in a research project management plan that begins with the generation of a 
research idea and hopefully leading toward the successful deployment of the research findings.  The 
LTRC project life cycle that generally defines the management of the research program includes the 
following phases: 
 

 Development of a Problem Statement  

 Initiation of a Research Project 

 Conduct of the Research 

 Dissemination of Research Results 

 Deployment of Research Solutions 
 
Figure 2-2 provides a flow chart of the research project life cycle at LTRC. The research team and the 
research project managers are heavily engaged during this time, conducting the research tasks and 
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performing management oversight.  The Research Assessment and Implementation Report, 
represented by the red line, is the formal linking of the beginning of the project work with the 
implementation or deployment expectations of DOTD. 

 
  

Figure 2-2 LTRC Research Project Life Cycle 

2.6 LTRC PROJECT MANAGEMENT AND TRACKING SYSTEM 
The Project Management and Tracking System (PMTS) is a relational database system used to 

manage and track LTRC research and technical assistance projects through the project cycle. 

All project information is entered and retrieved from the database through a webpage using 

individual user logins. In addition to storing project information digitally, the system offers 

reports and business data analysis enabling LTRC project management and associated business 

processes to be more efficient.  

PMTS documentation and user manuals are available on the LTRC website.  Access to the PMTS 

is restricted to LTRC staff and Principal Investigators on active projects.  Restricted access to 

input and review data is controlled by user login and password with limited functionality based 

on user roles defined in PMTS.   

Access to the PMTS can be made through the LTRC website under the Research homepage or 

at http://projectmanagement.ltrc.lsu.edu/.  

2.7 EEO STATEMENT 
The Louisiana Transportation Research Center assures equal opportunity for all qualified 

persons without regard to race, color, religion, sex, national origin, age, handicap, or marital 

status in participation, treatment, or employment in the programs and activities that LTRC 

operates.  The implementation of all research programs shall be in accordance with the policy 

of the Federal Highway Administration to ensure compliance with Title VI and VII of the Civil 

Rights Act of 1964, as amended by the Equal Opportunity Act of 1972, Federal Executive Order 

11246, the Federal Rehabilitation Act of 1973, as amended, the Vietnam Era Veteran’s 

Readjustment Assistance Act of 1974, Title IX of the Education Amendments of 1972, the Age 

Discrimination Act of 1972, and the requirements of the Americans with Disabilities Act of 

1990.  Anyone having questions or complaints regarding equal opportunity at LTRC should 

http://projectmanagement.ltrc.lsu.edu/
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contact the Civil Rights Office, Room 404, Louisiana Department of Transportation and 

Development, P.O. Box 94245, Baton Rouge, Louisiana 70804-9245.  Persons believing they 

have been discriminated against contrary to federal law are entitled to make an inquiry or file 

a complaint with the U.S. Equal Employment Opportunity Commission, 601 South Street, New 

Orleans, LA  70130. 

2.8 TERMS AND DEFINITIONS 
Applied Research - Means the study of phenomena to gain knowledge or understanding 

necessary for determining the means by which a recognized need may be met; the primary 

purpose of this kind of research is to answer a question or solve a problem. 

Annual Work Program - The schedule of tentative LTRC research activities planned to be 

undertaken or continuing in one fiscal year (July 1 through June 30). 

Basic Research - Means the study of phenomena, and of observable facts, without specific 

applications towards processes or products in mind; the primary purpose of this kind of 

research is to increase knowledge. 

Contract - The basic contract under which research is conducted for LTRC by a Contractor.  The 

term contract as used herein refers to the combination of documents which shall include the 

Research Proposal, Request for Proposals, Cooperative Research Agreement and Task Order, 

Legal Contract, and LTRC Manual of Research Procedures, as applicable, which constitute the 

legal basis for a research study. 

Contractor - Any agency, institution, organization, individual, or other party that has entered 

into a signed agreement with LTRC/DOTD to conduct research or provide training. 

Cooperative Research Agreement - A contract between LTRC/DOTD and a Louisiana research 

university, which forms the legal basis for individual research projects for the specified period.  

Individual studies during the period of the contract are activated and approved by task order.  

CFR, Title 23 - Code of Federal Regulation, Title 23; the source document for rules and 

regulations governing transportation research activities involving federal funds, and which is 

published by the Federal Highway Administration.  

Development - Means the systematic use of the knowledge or understanding gained from 

research, directed toward the production of useful materials, devices, systems or methods, 

including design and development of prototypes and processes.  

Direct Cost - Expenses that include but are not limited to salaries, wages, fringe benefits, 

equipment, supplies, travel, reproduction, services, and equipment rental. 

DOTD - The Louisiana Department of Transportation and Development, P.O. Box 94245, Baton 

Rouge, Louisiana 70804-9245 

FHWA - The Federal Highway Administration of the U.S. Department of Transportation, whose 

rules are administered by the FHWA Louisiana Division Office, 5304 Flanders Drive, Suite A  

Baton Rouge, LA 70808, (225) 757-7600 
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Indirect Costs - Costs for general and research administration and overhead incurred in the 

research project for which no charge is made elsewhere in the study.  

LSU - The Louisiana State University and Agricultural and Mechanical College, Baton Rouge, LA  

70803. 

LTRC - The Louisiana Transportation Research Center, 4101 Gourrier Avenue, Baton Rouge, LA  

70808. 

NCHRP - National Cooperative Highway Research Program, a pooled fund program directed 

toward the solution of problems of national significance sponsored by the state highway 

agencies and FHWA and administered by the Transportation Research Board (TRB), National 

Academy of Sciences, Engineering and Medicine. 

Nonexpendable Equipment - Equipment having a useful life of more than one year and an 

acquisition cost of more than $1000 per unit. 

Notice to Proceed - Written notice from the department authorizing the date that a research 

Contractor (not under a cooperative research agreement) may proceed with the research 

project for a specific period of time to accomplish the objectives of the study. 

Peer Exchange - The process by which LTRC partners with other state transportation, FHWA 

representatives, academics, and other transportation partners to share information on the 

research and implementation process toward the result of improving such processes.  

LTRC Policy Committee - An appointed committee with responsibility for advising and assisting 

the Director in the coordination of the research, education, and training programs by 

reviewing activities and recommending policies, research projects, and program funding levels; 

and by reviewing and assessing both the implementation of research results and the overall 

effectiveness of programs. 

Pooled Fund Project - A Transportation Pooled Fund (TPF) Program project funded by several 

federal, state, regional, or local transportation agencies, academic institutions, foundations, or 

private firms to solve a regional or national transportation-related problem, research, 

planning, and technology transfer activities.    

Principal Investigator (PI) - The person principally in charge of and accountable for a research 

project whose duty is to plan and coordinate the work in accordance with the approved work 

plan and report the results.  The Principal Investigator for contract research shall be a staff 

member of the Contractor having technical competence and responsible charge in the field in 

which the research is being conducted. 

LTRC Project Management and Tracking System (PMTS) - A web-based system created to 

manage and track LTRC research projects, business processes, resources, and deliverables.  The 

system was designed to accomplish the management processes outlined in the LTRC Manual of 

Research Procedures. 

LTRC Technical Report Review Panel - An internal panel chaired by the Technology Transfer 

Engineer created to provide an independent technical review of research reports.  In addition 
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to the Technology Transfer Engineer, the panel consists of one full-time research associate and 

one DOTD Staff Engineer generally from a working group not associated with the research 

topic. 

Problem Statement - A concise description of the transportation related problem(s) for which 

solutions through research are deemed feasible. 

Project Review Committee (PRC) - An advisory committee appointed by the Director with a 

major responsibility for assisting the LTRC Project Manager in the development of acceptable 

research problem statements, requests for proposals, review of research proposals, oversight 

of approved research projects, and implementation of findings. 

Records - The official paper or evidence that documents the findings, data collected, work-time 

spent, and monies expended for each individual research project. 

RD&T activity* - Means a basic or applied research project or study, development and 

technology transfer activity. 

Research – Means a systematic study directed toward fuller scientific knowledge or 

understanding of the subject studied. Research can be basic or applied. 

Research Advisory Committee (RAC) - An advisory committee appointed by the Director to 

review, prioritize, and rate research problem statements selected by RPICs.  This committee is 

composed of key DOTD technical staff and field personnel as well as a FHWA representative. 

Research in Progress (RIP) - A database managed by the Transportation Research Board 

containing active research projects. 

Research Project Modification Agreement - An addendum to the contract document which 

authorizes the modification or continuation of a research study with respect to time, budget, 

personnel, objective, scope, or work plan. 

Research Problem Identification Committee (RPIC) - Advisory committees appointed by the 

Associate Director, Research, and composed of DOTD employees, academics, governmental 

agencies, and other transportation industry representatives, with responsibility for developing, 

reviewing, and prioritizing research problem statements. 

Research Study/Project - An individual research investigation having the limited scope of 

supplying, implementing, or confirming a specific theory, design, or data.  

Synthesis Study/Project - An individual investigation on current knowledge and practice, in a 

compact format, without the detailed directions usually found in handbooks or design 

manuals. A synthesis provides a compendium of the best knowledge available on those 

measures found to be the most successful in resolving specific problems.  
 

Research Proposal - A document that establishes the necessity for a research undertaking, 

clearly defines the objectives, provides a detailed work plan for achieving the objectives with 

cost estimates and time schedules, and indicates how the research findings are expected to be 

used and implemented. 
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Request for Proposals (RFP) - An RFP is a document prepared to solicit formal research 

proposals from prospective researchers. 

Secretary - The Secretary of the Louisiana Department of Transportation and Development. 

State Planning and Research Program (SP&R) - The FHWA State Planning and Research 

Program; Part II is managed by LTRC.  

Study Budget - The total funds allocated for the accomplishment of an individual study for the 

period of time specified. 

Supplemental Agreement - Mutually consented agreement that modifies, but does not 

replace, an existing agreement or contract required to alter an existing contract not under a 

Cooperative Research Agreement. 

Task Order - The contract document that authorizes approval and initiation of an individual 

research project between LTRC and a university (Contractor) under the provisions of the 

Cooperative Research Agreement.  

Technology Transfer - Means those activities that lead to the adoption of a new technique or 

product by users and involves dissemination, demonstration, training, and other activities that 

lead to eventual innovation. 

Transportation Research Board (TRB) - One of seven major divisions of the National Research 

Council— a private, nonprofit institution that is the principal operating agency of the National 

Academies in providing services to the government, the public, and the scientific and 

engineering communities. The National Research Council is jointly administered by the 

National Academies of Sciences, Engineering, and Medicine. 

Transport Research International Documentation (TRID) - An integrated database that 

combines the records from TRB’s Transportation Research Information Services (TRIS) 

Database and the OECD’s Joint Transport Research Centre’s International Transport Research 

Documentation (ITRD) Database. TRID provides access to more than one million records of 

transportation research worldwide.  

Transportation Research Information Services (TRIS) - Transportation Research Information 

Service, a computerized storage and retrieval system operated by Transportation Research 

Board containing abstracts of completed research. 

LTRC Website - www.ltrc.lsu .edu 

Work Plan - The section of the study proposal that contains the detailed description of the 

methods and procedures (including approved modifications), which will be used to conduct the 

study. 

*RD&T activities cease to be eligible for SPR Subpart B funds upon completion of testing, 

evaluation, and dissemination under Technology Transfer as appropriate, and/or if they no 

longer meet the definitions listed above. 

  

http://www.trb.org/InformationServices/InformationServices.aspx
http://www.itrd.org/
file://///H00001MS017/19COMMON/Section%2019/RESEARCH%20MANUAL/2014%20Research%20Manual/www.ltrc.lsu%20.edu
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3 DEVELOPMENT OF ANNUAL WORK PROGRAM 

3.1 RESEARCH PROBLEM IDENTIFICATION 
Research problems are identified through a biennial solicitation of problem statements from 

the transportation community at large.  Problem statements received by LTRC in this process 

are assigned to Research Problem Identification Committees (RPIC) for rating according to 

need and implementation potential.  The top problem statements from each RPIC are then 

submitted to the Research Advisory Committee, who also evaluates the problem statements 

according to need and implementation, resulting in a priority list used by LTRC to determine 

funding.  This priority list is incorporated in the LTRC Annual Work Program. 

In addition to the biennial solicitation, unsolicited problem statements may be submitted to 

the Director through the LTRC website at any time.   

 Problem Statements 

The problem statement is a concise description of a transportation-related problem for which 

solutions through research are deemed feasible.  Problem statements are to be submitted 

through the LTRC website and the PMTS.  Problem statements are welcomed by LTRC at any 

time; however, they are formally solicited from LTRC, DOTD, universities, and transportation 

industry representatives biennially.  The statements are ranked by Research Problem 

Identification Committees (RPIC) and the Research Advisory Committee (RAC) for funding.  

The form, content, and purpose of a problem statement (Appendix B) are described as 

follows: 

A. PROBLEM TITLE – A concise, descriptive title of the problem. 

B. PROBLEM STATEMENT – A brief statement of problem, including some indication of 

its magnitude and impact on the highway program. 

C. RESEARCH PROPOSED – A brief description of the research, development, or 

evaluation activities proposed to resolve the problem. 

D. PROBLEM IMPLEMENTATION OF RESULTS – A brief description should state how it is 

anticipated that the results of the proposed research will be applied.  This 

description should include a statement of the anticipated benefits from solving the 

problem. 

 Research Problem Identification Committee 

RPICs will be formed to assist the LTRC staff in the formulation and refinement of problem 

statements.  Members of RPICs shall be appointed by the Associate Director, Research 

subject to the approval of the Director from the personnel of LTRC, DOTD, FHWA, 

universities, and private industry.  Selection shall be based upon the expertise and interest of 

each individual relative to the technical subject matter.  The RPICs are chaired by an 

appointed DOTD member with an LTRC staff member serving as facilitator.  RPIC members 

shall discuss the pertinent facts of the proposed research and shall receive copies of the 

problem statements, along with any additional information to assist them in the decision-

making process. RPIC meetings are open to non-voting participation during the problem 

statement discussions. Problem statement authors are encouraged to attend the meetings to 
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provide a brief overview.  The RPIC’s responsibility is to develop a refined problem statement 

or recommend disposition of the problem statement if research is not deemed a viable 

solution.  In addition, each RPIC, as technical experts may develop additional problem 

statements according to DOTD needs. Each member will rate each problem statement based 

on need and implementation potential. Each committee shall provide a priority list of 

problem statements. 

 Research Advisory Committee (RAC) 

Members of the RAC shall be appointed by the Director and be comprised of the RPIC chairs, 

DOTD administrator level staff, and an FHWA representative, with expertise appropriate to 

the technical areas included in the problem statements.  The RAC shall be chaired by the 

LTRC Associate Director, Research.  Each problem statement will be presented to the RAC by 

the RPIC chair or LTRC facilitator of the sponsoring RPIC.  The problem statements will be 

evaluated based on research need and implementation potential.  A resulting RPIC Priority 

List will be recommended for inclusion in the annual work program (AWP). 

3.2 ANNUAL WORK PROGRAM  
The AWP is the schedule of tentative LTRC research and technology transfer and training 

activities planned to be undertaken in one fiscal year. The scheduled period coincides with the 

fiscal year for both LTRC and DOTD for the period beginning July 1 of each year and ending 

June 30 of the following year.   

Research projects may be conducted by LTRC staff or through contract and will address local, 

regional, and/or national problems such as exploratory, survey, feasibility studies; 

experimental construction incorporating new products or procedures studies; or 

implementation efforts.   

The annual work program is formulated based on studies identified from the following:  

 Continuing ongoing projects 

 RPIC Priority List Projects 

 Additional research needs follow-up projects recommended by existing PRCs 

 Emerging technologies/issues in direct response to immediate problems of DOTD 

 Research support line items 

 Budget Categories 

A summary section by budget category shall provide a ready reference for the program as a 

whole.  Research projects will be categorized by budget category as follows:  

 FHWA 

 State 

 Federal (non-FHWA) 

 Self-generated  

 Interagency Transfer 

 Other DOTD Sections 
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 Funding Source 

Funding for studies will be further identified by funding source within a budget category.  

Examples of funding sources within established budget categories may be as follows:  

 FHWA 

o SP&R: TTF-Fed/TTF-Reg (80% /20%) 

o STP: TTF-Fed (100%) 

o SP&R: Pooled Funded: TTF-Fed (100%) 

o LTAP: TTF-Fed/TTF-Fed (50% / 50%) 

o (FHWA Grants Acronym): TTF-Fed (100%) 

 State 

o State: TTF:Reg (100%) 

 Federal 

o National Science Foundation 

o Corp of Engineers 

o US Agriculture 

 Self-generated 

o NCHRP 

o (private industry name) 

 Interagency Transfer 

o (Agency name) 

 Other DOTD Sections 

o Safety: TTF-Fed 

o Operations: TTF-Reg  

 LTRC Program Management 

LTRC staff may charge to appropriate LTRC line items are follows: 

3.2.3.1 Research Section (19) 

 Program Management (XX-1PM) 
o Overall program management (restricted to LTRC administrators and support staff, 

i.e., Director, Associate Directors, Group Administrators, etc.) 

 Technical Research Surveillance (XX-1TRS) 
o Management of LTRC research project contracts 
o Preparation of research proposals 
o Participation on LTRC Project Review Committees 
o Participation on RPIC and RAC committees 
o Participation in external research technical advisory panels (NCHRP, FHWA Pooled 

Fund Research Project Panels, etc.) 

 Technology Transfer & Research Implementation  (XX-1TTRI) 
o Research Implementation Activities 
o Technology Transfer Seminars 
o Participation in external technology transfer/training activities (TRB meetings, 

technical conferences, workshops, etc.) 

 Equipment Management (XX-1EQM) 
o Routine and unscheduled laboratory maintenance 
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o Purchase and installation of equipment to support research functions 
o Repair of existing equipment to support research functions 
o Laboratory safety training and reporting duties 
o Participation in standardized testing programs (Co-op, AMRL, CRRL) 

 Technical Assistance (XX-1TA) 
o Laboratory, field work, forensic analysis for DOTD construction projects 
o Development of DOTD design standards or procedures not related to a formal 

research study or implementation of a research study 
o Development of construction specifications including serving on committees 
o Participation on DOTD technical committees 

 Laboratory and Field Testing  Support (XX-1LFT) 
o Laboratory, field work, and analysis for university assistance not related to an LTRC 

research study 
o General assistance to other public entities not related to a formal research study 

 New Products Evaluation (XX-1NPE) 
o Support services for DOTD new product evaluation committee 
o General evaluation of new products and technologies not associated with a 

research project 

3.2.3.2 Technology Transfer and Training Section (33) 

 Workforce Development (XX-1WD) 
o Planning, development, and delivery of workforce development programs 
o Registrations for external conferences 

 Technology Transfer Program and Operations (XX-1TSQ) 
o Preparation of materials for technology transfer 
o Editing and publishing support for research publications 
o Development of program reports, capsules, brochures, newsletters, etc. 
o Development of technology transfer events such as conferences, seminars, 

webinars, etc. 

 Annual Work Program Sheets 

Each research study, a technology transfer and training activity to receive funding for any 

upcoming fiscal year will have an Annual Work Program Sheet (Appendix C) included in the 

AWP.  AWP Sheets are submitted through the PMTS website. The compilation of work 

program sheets provides the basis for the funding required to support the LTRC research 

program each fiscal year. Work program sheets will include descriptions providing pertinent 

project information including project identification, budget, purpose and scope, and previous 

fiscal year accomplishment (if applicable) to support the funding requests. These work 

program sheets are subdivided by the following hierarchy: 

1. Budget Category 

2. Project Status (ongoing or proposed) 

3. LTRC Group Codes (Section 4.1) 

3.2.4.1 Proposed Research Projects 

Development of a work program sheet is the first step required to move a project from a 

problem statement into a formal research study.  The project status is labeled as proposed 
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and subject to the approval process defined in Chapter 4.  The project budget is estimated 

and subject to revision during the proposal development stage.  Proposed study work 

program sheets may only be submitted by LTRC staff.    

3.2.4.2 Ongoing Research Projects 

Work program sheets for ongoing research projects shall be submitted by the Principal 

Investigator through the LTRC PMTS website by March 15 of each year. 

 RPIC Priority List 

The AWP shall include the RPIC priority list of research problem statements developed for 

the upcoming fiscal year. Each RPIC priority list is used for two annual FY work programs. 

 Work Program Approval 

The LTRC Policy Committee reviews the annual work program and provides 

recommendations to LTRC Director.  

The AWP is submitted to the FHWA Louisiana Division for review and approval of the FHWA 

funded portion of the work program.  The AWP is submitted to FHWA by May 15 each year. 

Upon approval of FHWA, the AWP is submitted to the DOTD Chief Engineer for approval to 

meet the requirements of Title 48:286 (Appendix A) for authorization to hire consultants. 

 Work Program Modifications 

Research studies may be added to the annual work program throughout the fiscal year to 

address emerging issues, priority projects, or externally awarded grants, etc.  Individual work 

program documents shall be submitted to the DOTD Chief Engineer for review and approval.  

Additionally, FHWA funded studies must be submitted to the FHWA Division Office as annual 

work program modifications. 

 Work Program Process Flow Chart 

The process for development and approval of the work program is depicted in Figure 3-1. 
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Figure 3-1 Annual Work Program Development Process 
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3.3 DEVELOPMENT AND APPROVAL OF RESEARCH PROPOSALS 
Each research study will be assigned a project manager who is responsible for project 

initiation, monitoring progress, overseeing technical issues, PRC/DOTD coordination, and 

overall surveillance of the research study.  The project manager is generally an LTRC Staff 

Engineer with technical expertise in the study area. 

A PRC will be established when funding becomes available for a project included in the annual 

work program. The PRC will act in an advisory capacity to LTRC, DOTD, and the Policy 

Committee throughout the life of a project, including implementation activities. The PRC shall 

be composed of technical experts or users relative to the project objective and scope. The PRC 

is generally composed of five or more members from DOTD, FHWA, local entities, professional 

associations, industry, and academia.   

A PRC chairman shall be appointed by the Director to act as project champion for the feasibility 

of the study and implementation of the results.  The Project Manager, in collaboration with the 

PRC chairman, shall recommend PRC members to the Director for approval.  

 Project Manager Proposal Development Responsibilities 

The Project Manager’s responsibilities include:  

 Works as the direct liaison between the PRC and research team; communicates panel 
decisions to the research team; serves as a conduit for all information flowing between 
the PRC as a whole or individual committee members and the research team 

 Schedules all PRC meetings and takes meeting notes and minutes 

 Conducts preliminary literature searches to understand and support the need for the 

proposed research 

 Develops draft requests for proposals and preliminary cost estimates in relationship to 

the proposed research plan 

 Facilitates PRC review of proposals and makes recommendations for the selection of 

the selected proposal 

 Rates proposals using the Proposal Review Form (Appendix D) 

 Prepares the contract and other documents as needed for proposal approval 

 PRC Chairman Responsibilities 

In addition to the PRC responsibilities in Section 3.3.3, the Chairman’s responsibilities include:  

 Works with Project Manager to identify technical panel members and makes sure they 
have the time and are willing and able to serve on the technical panel 

 Presents scope of work and business case information to PRC for approval 

 Presents business case for the project and the proposal that the technical panel 
recommends for funding  

 Chairs all PRC meetings 

 Encourages active participation by all panel members 

 Helps the panel reach consensus 
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 PRC Research Proposal Development Responsibilities 

The problem statement forms the basis for scoping the project.  The PRC will be responsible 

with assisting the Project Manager in the development of the project objective, scope and 

expected deliverables.  Responsibilities of the PRC members during research proposal 

development  include but are not limited to the following: 

 Attend PRC meetings 

 Review problem statement 

 Validate the need and implementation potential 

 Define the objective and scope 

 Determine support needs 
o Access to data 
o Available facilities  
o DOTD support (construction or personnel) 

 Identify potential research teams 
o LTRC in-house researchers vs. external researchers 
o University or consultant 

 Request for proposals vs. non-competitive selection (develop 
justification for non-competitive selection) 

 Assist in the development of the RFP for those problem statements selected for 
contract research 

 Review proposals 

 Suggest improvements to proposals 

 Rate proposals using the Proposal Review Form (Appendix D) 

 Development of Proposals 

Projects approved in the annual work program that have been identified by LTRC for funding 

are developed into research proposals.   

Research Proposal – A research proposal is a document that establishes the necessity 

for a research project, clearly defines the objectives, provides a detailed work plan for 

achieving the objectives defines the deliverables, and indicates how the research 

findings are expected to be implemented. 

Support Proposal – A proposal developed to support a lead research project by 

providing personnel support, facilities for testing, equipment, data collection, and/or 

other activities related to the lead research project. Support studies may also be 

developed to provide DOTD matching funds for other external federal or state funded 

research. 

Proposals may be developed through the following processes: 

3.3.4.1 Competitive Solicitation through RFP 

The RFP is a document prepared to solicit proposals from prospective contract researchers.  

RFPs are advertised in the following manner: 

A. Open solicitation – An RFP is advertised through the DOTD Consultant Services Section 

and open to all universities and public or private research contractors. LTRC’s mission 



28 

includes the support of higher education in Louisiana. Consultant and out-of-state 

institutions submitting proposals are encouraged, although not required, to cooperate 

and collaborate with Louisiana universities for the purpose of sharing of knowledge and 

increasing transportation expertise in the academic community. 

B. Louisiana university solicitation – An RFP is distributed to Louisiana universities through 

the LTRC Policy committee and is open only to Louisiana university researchers. 

C. Proposals submitted to the LTRC Director in response to a competitive RFP may be 

submitted in the following manner: (1) Electronically in PDF format, or (2) 10 hard copies 

by the due date and time noted in the RFP advertisement. 

3.3.4.2 Non-competitive Selection 

A. Proposal by LTRC Staff – LTRC/DOTD research personnel may offer research proposals at 

any time when the project is approved in the annual work program as proposed studies.   

B. Proposal by a Louisiana University – LTRC/DOTD may contract directly with a Louisiana 

University through its Cooperative Research Agreement at any time when the project is 

approved in the annual work program as a proposed study. 

C. Proposal by External Contract – LTRC/DOTD may contract directly with a private or public 

research Contractor when approved for non-competitive selection by the DOTD 

Secretary as allowed in Louisiana RS 48:292 (Appendix A). 

3.3.4.3 Specialty Services under $50,000 

LTRC/DOTD may send notice of a proposed contract for specialty services to firms that, to its 

knowledge, have experience in such services. Such notice must provide a minimum of 10 

business days for submittal of responses. After the time period provided in the notice, 

LTRC/DOTD shall review any responses and may contract directly for those specialty services, 

including, but not limited to specialized testing, for amounts less than $50,000 with approval 

of the LTRC Director. 

3.3.4.4 Externally Awarded Proposal   

LTRC/DOTD may contract directly with a research funding agency (NCHRP, NSF, etc.) as a 

research Contractor or part of a research team.  LTRC will develop an LTRC research proposal 

for review and approval as defined in Section 3.4.  Members of the research team on the 

LTRC/DOTD proposal will receive a 3rd party funding contract. 

 Proposal Form and Content 

This section provides the basic requirements for the form, sequence, and content of the 

research proposal. The proposal template is found in Appendix E. The proposal shall contain, 

but not be limited to, the following essential elements: 

PART I- IDENTIFICATION 

The title sheet, which includes the amount of funding requested; duration of the project in 

months with beginning and ending dates indicated; a concise descriptive title for the 

proposed study; the name and business address of the organization that will conduct the 

work; the major subdivision of that organization responsible for the research and the name, 
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title, mailing address, telephone number, email address, and signature of the Principal 

Investigator.   

PART II – APPROVAL 

For LTRC use in the process of approval of the proposal, as noted in Section 3.4. 

PART III – AMOUNTS REQUESTED FOR PROJECTS  

This part of the proposal requires an itemized list of the funds requested for the proposed 

research by types of expense, total costs, and fiscal year (July 1 through June 30).  If Sub-

Consultants/Entities are used, the Prime Consultant/Entity must perform a minimum of 51 

percent of the work for the overall project. 

 

 

A. PERSONNEL – 

1. University Proposals: List the names, positions, and percentage of time (based 

on a 40-hour work week) to be spent on the project for all persons involved in 

the research, including PI, Co-PI, research staff, and graduate students, if 

applicable.  When the percentage time spent on the project varies with a given 

period (e.g., spring, fall, summer), the individual periods and appropriate 

percentage time shall be listed separately for each.  The amounts requested for 

each person listed must not exceed the proportion of total salary computed from 

the percentage time spent on the project for that person.  The salaries used as 

the basis for computing individual personnel costs shall be exclusive of the cost 

of employee benefits; however, that percentage used by the contracting agency 

to compute employee benefits shall be shown where indicated on the form and 

costs computed and included in totals.  Graduate assistance stipends are 

allowed.  Tuition reimbursement or tuition remission rates applied to stipends 

are not allowed. Personnel costs for report editing services are acceptable 

charges to be included in the study proposal.  These costs must be itemized 

separately in the proposal. 

2. Consultant Proposals: List the names, positions, and number of hours spent on 

the project for all persons involved in the research, including PI, Co-PI, and 

support staff. The salaries used as the basis for computing individual personnel 

costs shall be exclusive of the cost of employee benefits. However, that 

percentage used by the contracting agency to compute overhead (employee 

benefits, indirect costs and profit) shall be shown as indirect costs on the form 

and costs computed and included in totals. The proposal shall include a Work 

Plan which sets forth on an average the estimated staff-hours for each skill 

classification that will be utilized to perform the work required. 

B. NON-EXPENDABLE EQUIPMENT - Itemize only non-expendable equipment that is to be 

purchased specifically for the performance of the study. Non-expendable equipment 

includes any items having a useful life of more than one year and an acquisition cost of 

more than $1000 per unit. 
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C. CONSUMABLE SUPPLIES - This item includes the estimated cost of all expendable 

equipment, materials, and supplies.  Any item for which the cost exceeds $500 must be 

listed individually. 

D. TRAVEL - Itemize expenses for trips to be made in connection with the research project 

and state the purpose of the trip.  Expenses incurred for out-of-state travel should be 

listed separately from those for in-state travel.  Funds budgeted for travel shall be limited 

to what is necessary for the conduct of the research.  See Section 4.8 for additional details. 

Funds shall not be budgeted for conference, convention, or seminar travel. See Chapter 6 

for travel request procedures for the dissemination of research results at conferences.  
E. OTHER EXPENSES - Itemize all miscellaneous expenses associated with the project that 

are not included in the agency’s computation of indirect cost, such as those required for 

reference materials, copying, computer time and software, photography, etc.  All costs to 

be incurred for equipment rental or use of subcontractors/consultants associated with 

the project should be listed in this section.  

F. TOTAL DIRECT COST - The sum of total estimated costs for items (A) through (E). 

G. MODIFIED TOTAL DIRECT COST - Modified Total Direct Cost (MTDC) includes all direct 

salaries and wages, applicable fringe benefits, materials and supplies, services, travel, 

and up to the first $25,000 of each subaward (regardless of the period of performance of 

the subawards under the award). MTDC excludes equipment, capital expenditures, rental 

costs, participant support costs, and the portion of each subaward in excess of $25,000. 

H. TOTAL INDIRECT COST - This item is intended to provide reimbursement for general and 

research administration and overhead expenses incurred by the contracting agency in 

the prosecution of the research project for which no charge is made elsewhere in the 

study.  Indirect costs shall be distributed to MTDC. The actual percentage used and 

method of application shall be described in the proposal and shall be verifiable through 

audits by DOTD, FHWA, or their representative. 

1. Universities - The indirect percentage used shall not exceed 25 percent. 

2. Consultants - The indirect percentage used shall be the auditable overhead rate.  

I. TOTAL COSTS - The sum of total estimated costs for direct and indirect costs, items (F) 

and (H). 

PART IV – BIOGRAPHICAL SKETCHES  

Provide brief biographical sketches for the professional personnel indicated by Part III, 

Section (1), to be actively engaged in the study so that required expertise can be determined. 

PART V – TITLE VI STATEMENT 

This portion of the proposal shall include a statement that the agency or Contractor will 

comply with the provisions contained in Title VI of the Civil Rights Act of 1964. 

PART VI – PROPOSED RESEARCH 

This portion of the proposal is the basic guide to the study containing the detailed description 

of the approach the PI intends to employ to complete the study and its potential for 

implementation.  This portion shall contain the following elements in the sequence indicated: 



31 

A. PROBLEM STATEMENT - Proposer’s understanding of the problem to be solved through 

research. 

B. OBJECTIVES OF RESEARCH - Provide concise statements to describe the specific aims of 

the work proposed and relate them to long-term goals. 

C. METHODOLOGY - This section should describe the details of the researcher's approach to 

solving the problem: 

1. WORK PLAN - LTRC is seeking the insight of proposers on how best to achieve 

the research objectives. Proposers are expected to describe research plans that 

can be realistically accomplished within the constraints of available funds and 

contract time. Proposals must present the researcher’s current thinking in 

sufficient detail to demonstrate their understanding of the problem and the 

soundness of their approach. For each phase of the proposed research, itemize 

and discuss the tasks necessary to fulfill the objectives.  Task descriptions are 

intended to provide a framework for conducting the research.  In general, the 

following items should be considered for inclusion in the work plan: 

 A preliminary literature search should be accomplished and 

demonstrated in the discussion. 

 The discussion should include principles or theories to be used; devices, 

processes, materials, or systems to be developed; possible solutions to 

the problems; critical experiments to test the applicability of the theory; 

the type and range of variables to be used or considered; and the 

methods of data analysis to be used including statistical methods. 

 The methodology, including data required, for conducting an 

implementation assessment/cost benefit analysis should be presented. 

 The preparation of the final report should be acknowledged.  A draft 

final report should be scheduled for delivery at least 90 days prior to the 

project completion date to permit time and charges for revisions. 

2. WORK SCHEDULE - A time chart in the format shown in Figure 3-2 shall indicate 

the proposed time schedule of completion for each task (and subtask when 

applicable) discussed in part (a).  This should include periodic PRC meetings, 

preparation of progress, interim (if applicable) and final reports and other 

deliverables. The work schedule shall include 90 days for PRC review of the draft 

final report. 

 

Figure 3-2 Sample Research Study Work Schedule 

3. STAFFING PLAN - The responsibilities and time allocation of personnel to the 

required tasks should be briefly stated for each fiscal year for the duration of the 
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project.  Also include a table or chart indicating personnel by task with hours or 

percent of time and cost per task. 

i. The proposal shall include a list of current and anticipated commitments 

on other work to be performed by principal research staff during the 

planned duration of this project. 

ii. Any support relative to use of facilities, personnel, data, or access of 

information that is anticipated to be required from LTRC or DOTD shall 

be specifically detailed in the proposal. 

4. DELIVERABLES - List all products that will be delivered during the research 

project.  All products required for implementation must be included as project 

deliverables.  Unless otherwise directed in the RFP or Scope of Work, if 

applicable, deliverables will always include the following items as products: 

i. Biannual Progress Reports (See Section 4.7.1) 

ii. Task Reports: Task reports are due by the end of the month following the 

completion of the task according to the timeline established in the 

proposal 

iii. Final Report, including and implementation and cost/benefit analysis, as 

applicable 

iv. Technical Summary (See Section 5.7) 

v. Final Presentation 

vi. Additional product deliverables may also include the following: 

 Reports 

 Manuals 

 Specifications 

 IT components or software 

 Training materials 

 Photographs 

 Video or other audio/visual materials 

 Detail drawings 

J. FACILITIES TO BE USED - The facilities and major equipment at the disposal of the 

proposing agency that are to be used in the conduct of the study should be described. 

K. STATE OF THE KNOWLEDGE  

1. PREVIOUS WORK BY RESEARCHERS - The researchers should list and describe 

briefly any previous work they have done pertinent to the proposed study.  

Personal publication on the subject area or closely related work should be cited.  

(List no more than five).  It should be demonstrated that previous work has not 

attempted to solve the problem using the same approach. 

2. RESULTS OBTAINED BY OTHERS - Describe the results of the literature search for 

information on the findings of others pertinent to the proposed study.  The 

findings available through TRID are required for all studies, as a minimum. 

3. SIGNIFICANCE OF RESEARCH - The importance of the proposed work should be 

explained in this section.  Adequate explanation must be given about how the 

proposed research will extend, modify, or refine the previous work of others. 
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L. IMPLEMENTATION - An assessment by the researcher of the areas of potential 

application of anticipated research findings.  The form in which the findings might be 

reported (mathematical model or formula, test procedure, specification, design 

procedure, etc.) should be described.  The specific area of practice that would be 

changed by the findings and those organizations or groups that might benefit from the 

new technology should be identified.  The responsibility for and means of technology 

transfer relative to the study should be proposed when possible. 

M. AMOUNTS REQUESTED - Provide justification for the itemized amounts shown in Part III 

for nonexpendable equipment, equipment rental, travel, and other items.  It is required 

that the manner in which indirect costs are calculated and applied be stated. 

 

 

PART VII – LIST OF REFERENCES  

A numerical list of references used in the text of the proposal should be included in the order 

referred to in the text. 

3.4 REVIEW AND APPROVAL OF RESEARCH PROPOSALS 
The sequence of events necessary to obtain approval of a research proposal is described 

below: 

A. PRC - reviews and rates proposals using the LTRC Proposal Review Form No. 1910 

(Appendix D) within 14 days of reception.  

B. Associate Director, Research - recommends acceptance, rejection, or revision of the 

study. 

C. Director - recommends acceptance, rejection, or revision of the study. 

D. Policy Committee Chair - recommends acceptance, rejection, or revision of the study. 

E. Directorate Sponsor for Implementation - Each proposal will be sponsored by the 

appropriate DOTD Office Head.  By recommending approval, the Directorate Head 

acknowledges that if the research is successful, solutions will be implemented. 

F. Secretary, DOTD - Proposals recommended for approval by the Chair of the Policy 

Committee shall be submitted to the Secretary of DOTD for review and approval.  This is 

the final step in the approval process.   
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4 CONDUCT OF RESEARCH PROJECTS 

Requirements outlined in this manual for research conducted or sponsored by LTRC will apply to all 

research projects regardless of their funding source.  

4.1 STUDY IDENTIFICATION 
An LTRC research project number is assigned for recordkeeping and indicates the fiscal year in 

which the study is approved in the annual work program, the LTRC program area, and the 

sequence number of the project for that fiscal year.  An example is LTRC Project Number 15-

1GT.  The problem statement for this study was initiated in fiscal year 14-15; the program area 

is Geotechnical; and this was the first project assigned to this technical area in that fiscal year.  

In addition, a state-assigned Statistical Internal Order (SIO) number will be assigned by DOTD 

for fiscal tracking and payment purposes. 

LTRC Group Codes are as follows: 

 Research Support Line Item Codes: 

o PM:  Program Management 

o TRS:  Technical Research Surveillance 

o TA:  Technical Assistance 

o LFT:  Research Laboratory and Field Test Support 

o NPE:  New Product Evaluation 

o TTRI:  Technology Transfer and Research Implementation 

o EQM:  Equipment Management 

o SSE:  DOTD Staff Support for Research 

 Research Program Area Codes: 

o GT:   Geotechnical 

o P:  Pavements 

o B:  Bituminous (Asphalt) 

o ST:  Structures 

o C:  Concrete 

o SS:  Special Studies 

o SA: Safety 

o PF: Pooled Fund (Louisiana lead) 

o PFE: Pooled Fund (External lead) 

o TIRE: Technology Innovation & Research Exploratory 

 Technology Transfer and Training 

o TSQ: Technology Transfer Program and Operations 

o SWD: DOTD Staff Support for Workforce Development 

o WD: Workforce Development 

o TTRF: Technology Transfer Registration Fees 

o LTAP: Local Technical Assistance Program 

o COOP: DOTD CO-OP Program 

o WDC: Workforce Development Contracts 
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o TT: LTRC Student Program 

o LRSP: Local Road Safety Program 

o WDSC: Workforce Development Support for Safety Center 

4.2 CONTRACTUAL AGREEMENTS 

 Awards to Louisiana Universities 

For Louisiana universities with an executed cooperative research agreement, proposals 

approved by the Secretary will be issued a Task Order (Appendix F) by LTRC.   The Task Order 

will include the investigative agency, study length, and funding, along with the research 

parties.  The Task Order will indicate the starting date and serve as the notice to proceed 

with the study.  No work may begin until the Task Order has been issued. All Task Orders 

issued by LTRC are cost reimbursable contracts for specific services, not grants. 

 Awards to Research Consultants 

For private consultants or universities without a cooperative research agreement, a contract 

will be prepared by LTRC upon proposal approval by the Secretary.  Upon signature of the 

contract by both parties, a notice to proceed will be issued. Consultants and business 

entities, including non-profit corporations, shall be registered with the Secretary of State in 

order to be able to work in Louisiana prior to award of contract.  

http://www.sos.la.gov/tabid/1011/Default.aspx 

A typical contract template for research (e.g., out-of-state university template, private 

consultant) is included in Appendix G. 

 External Awards to LTRC 

Upon notice of receipt of a contract award to LTRC from an external funding agency, the PI 

will develop a LTRC research proposal to be approved by the Secretary.  The approval process 

will be as defined in Section 3.4. 

4.3 PROJECT  MANAGEMENT 

 Project Manager Responsibilities 

The Project Manager will review all invoices, progress reports, interim and final reports, and 

requests for changes in contract time and funding.  The Project Manager should be contacted 

prior to preparing monthly invoices if the research investigator or the agency business office is 

uncertain about how specific expenditures should be invoiced.  This will help avoid 

unnecessary delays in providing reimbursement for work accomplished, equipment purchased, 

and other budgeted items.  The Project Manager’s responsibilities include:  

 Provides technical advice and guidance 

 Helps in the identification of field test locations or sections by coordinating with 

Districts and/or other offices or agencies as needed 

 Schedules meetings such as a kick-off meeting, PRC status meetings as required, a 

close-out meeting, and results presentations 

http://www.sos.la.gov/tabid/1011/Default.aspx
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 Develops and distributes PRC meeting minutes 

 Ensures projects stay within scope, time, and budget, and addresses issues in a timely 

fashion 

 Completes Project Manager section of Biannual Report 

 Reviews task reports, biannual progress reports, interim reports, and research 

documents, providing comments as appropriate 

 Makes recommendations to LTRC administrators and directors regarding modifications 

to project scope, budget, and time 

 Reviews and evaluates subject matter content within interim and draft reports to 

assess the accomplishment of project objectives and goals 

 Coordinates implementation activities of the research project 

 Assists in the assessment of implementation activities, progress, and results 

 Rates the overall effectiveness of the research team in the delivery of the contracted 

services 

 PRC Chairman Responsibilities 

In addition to PRC responsibilities in Section 4.3.3, the Chairman’s responsibilities include:  

 Chairs all PRC meetings 

 Encourages active participation by all PRC members 

 Helps the PRC reach consensus 

 Serves as the liaison between DOTD practitioners and LTRC project manager and 

research team 

 Serves as the primary champion of implementation activities if project is successful 

 PRC Responsibilities 

The PRC responsibilities in reference to an on-going research project include, but are not 

limited to, the following: 

 Attends the kick-off meeting to review work plan with the PI 

 Attends periodic meetings to provide feedback to the PI 

 Reviews task reports, biannual progress reports, interim reports, and research 
documents, providing comments as appropriate 

 Assists in development of implementation strategies, progress, and activities 

 Reviews and evaluates subject matter content within the interim and draft final 
report to assess the accomplishment of project objectives and deliverables 

 Completes the project satisfaction survey 

 Assists in the assessment of implementation activities, progress, and results 

4.4 MEETINGS 

 Kick-Off Meeting 

Prior to the starting date of the study, the Project Manager will arrange a kick-off meeting 

with the research investigator and the PRC to review such items as study objectives, the time 

sequence of activities scheduled, and equipment or travel needs.  The meeting will provide 
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an opportunity for discussion of concerns or comments as well as administrative and 

reporting requirements previously outlined by the PRC, unless these items have been 

resolved.  The meeting will also enable the investigator to have questions answered 

concerning administrative details.  Specific attention toward potential implementation 

activities will also be discussed.  The LTRC Kick-Off Meeting Checklist included in Appendix H 

should be used as a reference to conduct the meeting. 

 Progress Meetings 

While a study is ongoing, the PRC will meet as required to meet the needs of the study, but 

shall meet a minimum of one time per year. 

 Close-out Meeting 

At the conclusion of the study, usually upon delivery and review of the draft final report, a 

project close-out meeting will be required to include a presentation of the research findings 

by the PI to the PRC.  Research recommendations and implementation assessment and 

strategies will be updated. 

4.5 CONTRACT MODIFICATIONS 
During the conduct of a study, it may become necessary to modify the original study proposal.  

All such proposal changes affecting the budget, time, personnel, objective, scope, and work 

plan shall be justified by the Principal Investigator, subject to the approval of LTRC, and should 

be directed to the Project Manager.  The Principal Investigator or investigators as shown in the 

proposal shall not be changed without prior LTRC approval, which shall not be unreasonably 

withheld. Failure to obtain prior approval from LTRC for a contract modification, when 

required, may result in the disallowance of costs.  However, the Contractor may request 

retroactive approval; such approval or disapproval shall be at the discretion of the Director. 

No changes or modifications shall be permitted to be made in the last 90 days of a contract 

unless such changes are determined to be necessary by LTRC. 

 Re-budgeting 

Except as noted below, contractors are permitted to re-budget within and between major 

direct cost categories in the approved budget to meet unanticipated requirements. For the 

re-budgeting items listed below, prior approval of the LTRC/DOTD is required: 

1. Payment of supplemental compensation 

2. Domestic travel costs that exceed the budgeted amount by more than 25 percent or 

$500, whichever is greater. 

3. Foreign travel (outside Canada or the US and its possessions) 

4. Purchase of equipment (prior approval is not required for a different make or model 

included in the approved budget) 

5. Equipment maintenance or repair of equipment approved for purchase 

6. Subcontracting a substantive portion of programmatic work not included in the approved 

budget 
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Prior approval of LTRC is also required when cumulative transfers among major direct cost 

categories exceed or are expected to exceed 10 percent of the current total budget as last 

approved by LTRC or $10,000, whichever is less. The PI shall notify the LTRC Project Manager 

of re-budgeting that does not exceed this threshold; said notification is not subject to audit 

review nor is approval of LTRC required.   

 Project Modification 

All project modifications shall be requested using the Research Project Modification 

Agreement form (Appendix I) and initiated by the Principal Investigator, approved by the 

university or institution research head, and submitted to LTRC for approval. Required 

information to be provided for revisions to proposal categories shall include, but not be 

limited to, the following: 

 Budget: Attach a revised budget sheet 

 Time: Attach a revised research study work schedule 

 Personnel: Attach a personnel biography 

 Scope/Work Plan:  Attach revised tasks with appropriate descriptions and revised work 

schedule 

For in-house studies and those conducted by Louisiana universities under a cooperative 

agreement, approval by the Director of the project modification form will constitute an 

executed contract modification. 

For external contracts, not subject to a cooperative agreement, upon receipt of the project 

modification form and approval of the Director, a Supplemental Agreement to the original 

contact will be developed and executed upon signature by both parties. 

4.6 FISCAL PROCEDURES 

 Fiscal Year 

The LTRC fiscal year is defined as a 12-month period starting July 1 of each year and 

terminating on June 30 of the following year.  Research project budgets are approved on the 

basis of expenditures by fiscal year as follows: 

 The PI shall provide the budget for the current fiscal year when the project is initiated to 

the Project Manager at the project kick-off meeting. 

 Subsequent fiscal years will be provided by the PI in the Annual Work Program sheet.  

 Adjustments to the fiscal year budget shall be made and documented for approval with 

the January biannual report.   

Expenditures in excess of the amount allocated for a fiscal year will not be reimbursed unless 

prior arrangements for extension of funds have been made. The LTRC Project Manager is 

responsible to notify the PI should the fiscal year budget or budget adjustment not be 

approved. 
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The overall effectiveness of the LTRC research program is predicated on accurate estimations 

and expenditures of individual project budget projections.  It is imperative for research 

contractors to provide reasonable fiscal year budget projections to LTRC. 

 Reimbursement of Expenditures 

Claims for reimbursement of contract research expenditures shall be submitted on a monthly 

basis via the monthly invoice form shown in Appendix J.  Contractors may request LTRC 

approval of other invoice formats.  Alternate invoice formats must contain the appropriate 

expenditure distribution and itemization as provided in the LTRC form to be considered.   

Claims received by LTRC on or prior to the tenth day of the month following the month of the 

expenditures will generally be authorized for reimbursement in the month received and paid 

within 30 days.    

The monthly invoice form shall contain the information in the following subsections (attach 

to invoice form when additional space is required). 

A. Identification – The study shall be identified by title, state SIO number and research 

project number, research agency, and period for which the invoiced charges were 

incurred. 

B. Equipment – The cost of nonexpendable equipment as defined in Section 3.3.5 (having 

an acquisition cost of more than $1000 per unit and useful life of more than one year) or 

rental charges shall be listed, along with the voucher number, date of payment, 

description of equipment, number of items, and total costs. Fees for rentals included in 

the proposal budget or authorized by LTRC should be listed in this section. 

 
Nonexpendable equipment or rental charges for equipment not included in the 

proposed budget shall require the approval of the LTRC Project Manager prior to 

incurring the expense.  Payment shall not be allowed for costs of service and repairs on 

equipment owned and normally maintained by the Contractor. 

 

The Disposition of Non-expendable Equipment Form (Appendix K) shall be submitted to 

LTRC with the invoice to include a copy of the manufacturer’s invoice indicating serial 

and model number.  

C. Materials, Rentals, and Services – List individually any expendable equipment, 

consumable material, or supply item purchased for the project which exceeds $500.  

Computer software is normally budgeted as a supply item.  However all computer 

software purchased with study funds, if approved in the proposal, shall become the 

property of LTRC upon completion of the study.  List and identify costs incurred for 

computer charges, reproductions and copying, telephone use, and other services 

associated with the project.  List only those items that are not included in the 

computation of the agency's indirect cost percentage. 

D. Personnel Costs – Include the names of authorized personnel and the corresponding 

charges showing hourly or monthly rate, number of hours or percentage of time worked 

on the project, and the percentage used for employee benefits. 
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E. Travel Costs – Costs incurred for authorized travel shall include the name of the 

traveling party, destination, dates, and purpose of the travel.  Refer to Section 4.8 for 

the details of conditions under which travel is authorized. Travel costs shall be 

reimbursed in accordance with Louisiana Division of Administration Policy and 

Procedures Memorandum 49 (The State General Travel Regulations 

(http://www.doa.louisiana.gov/osp/travel/travelpolicy.htm). 

F. Indirect Costs – The total of all costs included on the invoice shall be shown, with the 

percentage used for indirect costs indicated.  Indirect costs shall be computed in 

accordance with 3.3.5 Part III G.  When sub-contracts are used in the conduct of 

research, each sub-contractor shall provide a separate budget including direct and 

indirect costs.  Indirect charges by the prime Contractor for the sub contract costs will 

be limited to the first $25,000, unless the majority of work by the sub-contractor is at 

the prime’s facilities.  In that case, the prime Contractor can charge only indirect costs 

on the sub-contractor’s direct costs.  Indirect costs for private consultants shall be as 

defined in Section 3.3.5 Part III H. 

G. Balance – The fiscal status of the project shall be indicated by completing this portion of 

the invoice. 

H. Certification – The invoice shall be certified correct and just by affixing the signature of 

the contract agency's auditor. 

 Cost Records 

The Contractor and its subcontractors shall maintain all books, documents, papers, 

accounting records, and other evidence pertaining to costs incurred relative to the project 

and shall make such materials available at their respective offices during the contract period 

and for three years from the date of final payment under this contract, for inspection by the 

DOTD and/or Legislative Auditor, and when federally funded, the U.S. General Accounting 

Office, or any other authorized representative of the federal government under state and 

federal regulations effective the date of the contract.  Copies thereof shall be furnished if 

requested. 

 Auditing 

DOTD may conduct an audit of the research Contractor prior to the initiation of a research 

project and upon termination of the project; however, DOTD may conduct an audit at any 

time deemed necessary. 

 Budget Modifications 

A. Total Project Budget – Requests for changes in an approved research project which 

affects funding shall be in accordance with Section 4.5.2. 

B. Fiscal Year Budget – Fiscal year budgets for research studies are established in the 

annual work program sheet submitted by the Principal Investigator.  Request to change 

this budget may be submitted to the Project Manager for approval.  Request to change 

the fiscal year budget must also be included in the December Biannual Progress Report.   

file://///H00001MS017/19COMMON/Section%2019/RESEARCH%20MANUAL/2014%20Research%20Manual/(http:/www.doa.louisiana.gov/osp/travel/travelpolicy.htm)
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4.7 PROGRESS REPORTS 

 Biannual Progress Report 

Biannual Progress Reports are designed to ensure that progress agrees substantially with the 

research proposal and to indicate changes that have been made from the original work plan.  

A Biannual Progress Report shall be prepared by the Principal Investigator for the periods 

ending June 30 and December 31.  These reports shall be submitted to the LTRC Project 

Manager through the PMTS website by July 15 and January 15 of each year during the 

duration of the study.  The Principal Investigator shall submit biannual progress reports until 

the draft final report is approved by the Project Manager to be submitted for final editorial 

review by the LTRC editor.  The Project Manager shall provide comments by July 31 and 

January 31.  The Project Manager shall continue to submit manager comments to the 

biannual reports until a Notice-of-Completion is provided to the PI of acceptance of final 

deliverables.   These reports shall contain sufficient information to enable the LTRC Project to 

evaluate the progress and possible future course of the study. 

The following should be included, as indicated on the biannual progress report form shown in 

Appendix L: 

A. Study Identification – Provided by the PMTS 

B. Budget Status – Budget status shall include the total amount projected to be invoiced to 

the project by the end of the reporting period.  It should also include any requested 

change to the fiscal year budget.  It is of utmost importance that the PI project the fiscal 

year budget as accurately as reasonably possible based on the anticipated work schedule. 

C. Accomplishments This Period – Identify overall progress and briefly discuss technical 

achievements by task completed over the period represented by the report. Total 

percentage of work completed on each task is also required. Detail any proposed 

modifications of the work plan and advise when a formal request for approval will be 

made.  Include any problems on which assistance is needed, changes in personnel, or 

equipment needs.  Explain problems with respect to funding, progress, time, or delays in 

study tasks. 

D. Proposed Activities Next Period – Describe the work by task planned for the next 

reporting period.  State the expected date of the Interim or Final Report if it will be 

submitted during the next period.  Describe anticipated changes in scope, time, budget, 

etc. 

E. LTRC Manager’s Assessment – This portion of the biannual report should be completed 

by the LTRC Project Manager monitoring the project.  Information regarding study 

progress and accomplishments resulting from PRC meetings will be documented in this 

section. 

F. Implementation Assessment – The technology transfer manager will provide information 

regarding benefits and recommended implementation strategies.  Items that can be 

immediately implemented should be identified. 

 Project Task Reports 

Project Task Reports are prepared as required in the RFP and project proposal by the 

Principal Investigator.  Task reports should be more oriented toward technical progress and 
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accomplishments.  The reports must be written in sufficient detail such that they could be a 

chapter or an appendix in the final report.  Task reports are due by the end of the month 

following the completion of the task according to the timeline established in the proposal. 

 Interim Report 

An Interim Report is to be submitted as outlined in the research proposal or upon request of 

LTRC.  The report will present a complete documentation of all technical data and analysis, 

including results achieved.   

4.8 TRAVEL 
Travel charged to a research project shall be limited to what is necessary for the conduct of the 

research.  Travel for conference, convention, or seminars is not allowed in the budget of a 

research project.  Authorized travel made in connection with a research project shall be 

reimbursable under the following conditions: 

A. In-State Travel – Travel within the confines of the state of Louisiana necessary to the 

routine duties required for completion of the project and for which provision is made in 

the approved study budget. 

B. Out-of-State Travel/Non-Routine Travel – For travel outside the confines of Louisiana 

including travel to Louisiana from another state is allowed when included in the approved 

study budget with LTRC approval.  A written request using the Out-of-State Travel 

Approval Request Form (Appendix M) shall be submitted for LTRC approval at least three 

weeks prior to the anticipated date of departure. Such requests shall include the name(s) 

of person(s) making the trip, purpose of the trip, anticipated dates of travel, and an 

itemization of costs to be incurred. 

C. Travel for Dissemination of Research Results – Travel reimbursement for dissemination of 

research results in connection with a research project at conferences, convention, or 

seminars may be requested from LTRC as defined in Section 6.5.2. 

4.9 EQUIPMENT 
All equipment owned by the Contractor and not included in the approved study budget for 

purchase or rental is considered routine equipment and shall be available for use on the 

project without charges of any nature made against the project.  The cost of wear and tear, 

maintenance, service, operation, insurance, and depreciation are to be addressed in the 

indirect costs specified in the approved study budget. 

 LTRC Equipment 

The use of LTRC equipment and facilities by contract researchers shall be limited to what is 

specifically detailed in the proposal.  When the use of such equipment and facilities is not 

stated in the study proposal, a written request must be sent to the Director detailing the 

specific equipment, timeline, LTRC staff support, and justification necessary to accomplish 

the objectives of the research project.  If approved, the conditions under which LTRC 

equipment and facilities may be used shall be determined by the Director. 
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 Nonexpendable Equipment 

All nonexpendable equipment, devices, or systems either built or purchased are the property 

of LTRC/DOTD.  All computer software and reference publications purchased with study 

funds shall become the property of LTRC/DOTD whether budgeted as non-expendable 

equipment or supplies. 

For purposes of property control inventory, and in accordance with Title 34.307 of the 

Louisiana Administrative Code, non-expendable equipment includes all items of movable 

property having an “original” acquisition cost, when first purchased by the state of Louisiana, 

of $1000 or more.  The term “movable” distinguishes this type of equipment from equipment 

attached as permanent part of a building or structure.  The term “property” distinguishes this 

type of equipment from “supplies,” with supplies being consumable through normal use in 

no more than one year’s time. This category of equipment includes items fabricated for the 

study from items charged to the study budget and meeting the above definition.   

 Expendable Equipment 

Those minor items of equipment not meeting the definition of non-expendable equipment 

are considered as having no residual value upon termination of the study and become the 

property of the Contractor. 

 Disposition of Nonexpendable Equipment 

All nonexpendable equipment purchased or built using study funds becomes the property of 

LTRC/DOTD.  Each piece of equipment or computer software purchased for the research 

project shall be assigned an inventory number in accordance with Louisiana Title 34.307 and 

DOTD property control procedures. The Principal Investigator shall submit the Disposition of 

Nonexpendable Equipment Form (Appendix K) to the LTRC Project Manager along with the 

invoice to include a copy of the manufacturer’s invoice indicating serial and model number 

within 30 days of receipt of equipment. LTRC shall maintain this form in the project files for 

the study.   

During the conduct of the research, the Principal Investigator shall make the equipment 

available for inspection for inventory purposes in accordance with Louisiana Division of 

Administration and DOTD property control procedures. 

Upon completion of the study, the Contractor shall make disposition of the equipment in 

accordance with directions of LTRC as follows: 

A. Transfer To LTRC – The equipment (including service manuals, accessories, tools, wiring 

diagrams, service history, and condition of equipment, etc.) shall be transferred to LTRC.  

B. Transfer To Another Project – At the discretion of LTRC, the equipment may be 

transferred to another LTRC research project for subsequent use.  In this event, the 

amount of the residual value of the equipment, as determined by LTRC, shall be credited 

to the original study project and charged to the project to which it is transferred. 
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4.10 COMPUTER SOFTWARE 
Computer programs developed by a Contractor as a result of LTRC sponsorship of a research 

project are the property of LTRC and shall be modified as directed by LTRC for compatibility 

with LTRC/DOTD equipment. 

4.11 PROGRESS INSPECTIONS 
During the progress of a research project, representatives of LTRC, DOTD, and FHWA (for 

federally funded studies) shall have the right to inspect the progress of the work and the 

facilities used by the Contractor in the conduct of the study.  They shall be provided reasonable 

access to all personnel associated with the study. 

4.12 PATENT RIGHTS 
The proprietary rights of any special equipment or procedures developed as a result of a 

research project, unless otherwise defined in the proposal, shall be governed by the following, 

which shall be physically incorporated in all contracts. 

For any patentable discoveries or inventions that should result from the Contractor’s work other 

than discoveries or inventions that are deliverable under the contract, all rights accruing from 

such discoveries or inventions shall be the sole property of the Contractor.  However, the 

Contractor hereby grants to all state highway and/or transportation departments, local public 

agencies, the United States Government, and all contractors for any of the foregoing when such 

contractors are performing work under contract for the aforementioned entities, an irrevocable, 

non-exclusive, nontransferable, and royalty-free license to practice each invention in the 

manufacture, use, and disposition, according to law, of any article or material, and in the use of 

any method that may be developed as a part of the work under the research contract. 

The Contractor shall notify LTRC of its intent to file a patent on work developed as a result of a 

research project. 

4.13 CORRESPONDENCE 
Unless otherwise indicated, all correspondence, forms, reports, invoices, and other 

documentation for a research project should be directed to the appropriate LTRC Project 

Manager. 

4.14 PAPERS, ARTICLES, AND PRESENTATIONS 
For publication of papers, articles, and presentation prior to the end of the project and 

acceptance of the final report, see Section 5.3. 

4.15 DELIVERABLES 
All products are expected to be of exceptional quality. All deliverables shall be submitted first 

in draft format.  Draft deliverables are the Contractor’s vision of the complete and final 

deliverables.  All draft deliverables must be spell checked and reviewed by a person.  All 
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proposals must address deliverable quality and how quality will be guaranteed. (i.e., use of 

editing staff and/or peer reviewer) 

Subsequent draft deliverables will be submitted within two weeks following receipt of LTRC 

comments. 

For each deliverable, a line item response to each comment is required. 

Deliverables are considered drafts until a project Notice- of-Completion is received. 

LTRC reserves the right to withhold invoice payments for delinquent deliverables, including 

task order reports, as defined in the proposal.  

When an acceptable final report or other required deliverables cannot be submitted to LTRC 

by the completion date of the study, the Principal Investigator shall submit a request for a time 

extension not to exceed 90 days.  If the deliverables are not submitted within the approved 

time extension period, a stop order will be issued on any other LTRC study the researcher is 

conducting, and the researcher will be barred from submitting other proposals until the final 

report is received.  If all of the above actions fail to result in submission of deliverables, 

consideration will be given to citing the study for lack of compliance and requesting return of 

the funds expended or a negotiated portion thereof. 

A 15 percent retainage fee may be imposed on contract invoices to ensure compliance with 

these requirements. LTRC reserves the right to withhold 15 percent of the total amount 

invoiced on the project at any time during the study until all required deliverables have been 

submitted and accepted by LTRC.  

4.16 FILES AND RECORDS 
Responsibilities for the maintenance and ownership of files and records are as follows: 

A. LTRC – Subsequent proposals and all records of PRC meetings, evaluations, and 

correspondence pertaining to each proposal and problem statement will be maintained in 

this file.  The file shall be identified by the research project number to be assigned if and 

when the project is approved.   

B. Contractor – The Contractor shall maintain records of all data, findings and conclusions, 

reports, and other evidence and supporting documentation pertaining to the study in 

accordance with generally accepted research practice.  Accounting records shall be 

maintained to support all costs invoiced for the project (see Section 4.6.3).  These records 

shall be kept up-to-date and made available to representatives of LTRC, DOTD, and FHWA 

during the course of the study and for a period of three years from the date of final 

payment to the Contractor for completion of the project. 

C. Ownership of Documents and Records – All data collected by the Contractor and all 

documents, notes, drawings, tracings and files collected or prepared in connection with 

work completed, except the Contractor’s personnel and administrative files shall become 

the property of LTRC/DOTD and the LTRC/DOTD shall not be restricted in any way 

whatever in its use of such material, except as specified in Louisiana R.S. 38:2317. 
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No public new releases, technical papers, or presentations concerning the Contractor’s 

work may be made without prior written approval of the LTRC/DOTD. 

4.17 CLOSE-OUT, TERMINATION, OR SUSPENSION 

 Project Completion 

Research contracts (or task orders) shall become effective from the date of execution and shall 

be binding upon the parties until the work has been completed by the Contractor in 

accordance with the terms of the research contract (or task order), research proposal, and any 

supplemental or modification agreements, and accepted by LTRC, and all payments and 

conditions have been met. Further, the contract shall remain in effect until LTRC has issued 

final acceptance of the services provided. Upon approval by the Director for publication of the 

final report, acceptance of all deliverables, and all invoices paid, the Project Manager will issue 

a Notice-of- Completion (Appendix N) to the contracting agency.  

Upon a notice-of-completion, the Project Manager will complete the Project Evaluation Form 

(Appendix O).  The form shall be placed in the project files for reference in consideration of 

future work of the research team for LTRC.  The rating will only apply to future LTRC research 

contracts and will not be used in reference to future DOTD pre-construction contracts. 

 Early Termination or Suspension 

The contract (or task order) may be terminated earlier under any of the following conditions: 

1. By mutual agreement and consent of the parties hereto 
2. By LTRC/DOTD as a consequence of the failure of the Contractor to comply with the 

terms, progress or quality of work in a satisfactory manner, proper allowance being 
made for circumstances beyond the control of the Contractor 

3. By either party upon failure of the other party to fulfill its obligations as set forth in the 
contract 

4. By the LTRC/DOTD due to the departure for whatever reason of any principal member 
or members of the research team as defined in the proposal 

5. By satisfactory completion of all services and obligations described herein 
6. By the LTRC/DOTD giving 30 days’ notice to the consultant in writing and paying 

compensation due for completed work. 
 

Upon termination, the Contractor shall deliver to LTRC/DOTD a report in complete detail of all 

findings and all obtained data for LTRC/DOTD's use as well as copies of all records of the work 

compiled to the date of termination and LTRC/DOTD shall pay for all costs incurred in full for all 

work accomplished, including non-cancelable obligation up to the date of termination. 

If for any reason, LTRC/DOTD wishes to suspend the contract, it may do so by giving the 

Contractor 30 days’ written notice of intent to suspend.  The Contractor shall, at expiration of 

the 30 days from the date of the notice of intent to suspend, stop all work on the Project.  Work 

shall resume no later than 30 days after LTRC/DOTD provides the Contractor with a notice of 

intent to resume work. 

The Contractor shall not have the authority to suspend work on the contract.   
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5 PUBLICATIONS 

The publications and electronic media development program serves as the voice of LTRC through 

publishing, multimedia development, and video/audiovisual production. As the communications bridge 

between research and the scientific community and training and the employee, LTRC disseminates 

research results, facilitates technology transfer, explores new training methods, and produces effective 

training materials.  

5.1 GENERAL REQUIREMENTS 
LTRC will be responsible for the publication of all reports funded solely by DOTD. Research 

reports from projects conducted by LTRC funded by other agencies/entities shall follow the 

publication requirements of the funding agency. The following provisions shall govern 

publication of resultant data from each contract research project. 

1. The author shall be free to copyright material developed under each contract, with the 

provision that the Contractor hereby grants to all state highway and/or transportation 

departments, the United States Government, local public agencies, and all contractors 

for any of the foregoing when such contractors are performing work under contract for 

the aforementioned entities, an irrevocable, non-exclusive, nontransferable, and 

royalty-free license to reproduce, publish or otherwise use, and to authorize others to 

use the work for Government purposes. 

2. Either party to this contract may initiate a request for publication of the final or interim 

reports or any portions thereof.  Technical papers, articles, and submissions for review 

to technical journals, prepared for submission prior to approval of the final report 

required under the contract, must be submitted to the LTRC/DOTD for approval prior 

to publication.  In the event of failure of agreement between the LTRC/DOTD and the 

Consultant relative to publication of the final report, or of any progress reports during 

the contractual period, either party reserves the right to publish independently in 

which event the non-concurrence of the other party shall be set forth as technical 

comments in the report in a clearly identified section such as “sponsor’s comments,” 

or “Consultant’s comments.”  Following publication of the final report under a 

contract, no approvals are required from LTRC/DOTD for subsequent publications, as 

noted below in item 4. 

3. Both parties to the agreement shall have equal responsibility to review and approve 

material for publication prior to publication of the final report, except that the 

LTRC/DOTD reserves the right initially to publish the final report.  PI is required to 

address all comments with a written response to said comments. 

4. After acceptance of the final report, the Consultant and the LTRC/DOTD are free to use 

the data and results without restriction except as noted above in item 2.  Whenever 

the Consultant uses the data and the results, due credit will be given to the 

LTRC/DOTD and all other funding agencies. 

5. All technical publications by LTRC and/or the Contractor shall contain a disclaimer 

statement similar to the following: 
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The contents of this report reflect the view of the author(s) who is (are) responsible for 

the facts and the accuracy of the data presented herein.  The contents do not 

necessarily reflect the official views or policies of the Louisiana Transportation Research 

Center, the Louisiana Department of Transportation and Development, or the Federal 

Highway Administration (FHWA funded only).  This report does not constitute a 

standard, specification, or regulation. 

6. Publication by either party shall give credit to the other party and to FHWA, unless, 

due to failure of agreement on any report of the study, the FHWA or either of the 

parties to the contract requests that its credit acknowledgment be omitted.  When 

research is not supported by federal funding, the above credit requirement pertaining 

to FHWA does not apply. 

5.2 FINAL REPORTS 
Final reports are required to provide final documentation of the technical findings of the 

research study.  Final reports should be written with the transportation practitioner as the 

primary target audience.  However, the report should be inclusive of all data, analysis, and 

references as necessary to provide proper records for responsible documentation of study 

results.   

The body of the final report shall not exceed 100 pages unless approved in writing by the LTRC 

Project Manager and the Associate Director, Research prior to submission of the draft report.  

There will be no limit to the number of pages allowed for the appendixes of the report. LTRC 

reserves the right to publish in hard copy only the body of the final report. Theses or 

dissertations, or portions thereof, will not be accepted as final reports. 

All research reports shall be prepared in accordance with the publication “LTRC Publication 

Guidelines,” which is available for download on the LTRC website: 

http://www.ltrc.lsu.edu/pdf/2009/pub_guidelines_final.pdf. It is the responsibility of the PI to 

ensure that all reports submitted have been previously edited by an outside source.  It is 

strongly encouraged to include an editorial review in the budget and timeline to be used prior 

to submittal of the draft report to LTRC.  Reports submitted needing substantial editing or not 

in compliance with the guidelines will be returned immediately. The LTRC editorial process will 

not require the PI to make changes that alter the scientific and technical content and 

interpretation of the research.   

A draft of the final report will be submitted to LTRC in electronic form three months prior to 

the ending date of the study.  This three-month period shall be accounted for in the study 

proposal work plan and budget. This will allow LTRC and the PRC ample time to review the 

report and provide comments to the Principal Investigator.  The Principal Investigator should 

then be able to make needed corrections to the report prior to exhausting study time and 

funding.  The report will present a complete documentation of all technical data gathered, 

analysis performed, and results achieved.  The accepted final report shall be submitted in both 

hard-copy and electronic formats. 
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After acceptance of the final report, the Contractor and LTRC are free to use the data and 

results without restriction except as otherwise noted in this manual.  Whenever the 

Contractor uses the data and the results, due credit will be given to LTRC and all other funding 

agencies. 

The author shall be free to copyright material developed under each contract, other than with 

the provision that the Contractor hereby grants to all state highway and/or transportation 

departments, local public agencies, the United States Government, and all contractors for any 

of the foregoing when such contractors are performing work under contract for the 

aforementioned entities, an irrevocable, non-exclusive, nontransferable, and royalty-free 

license to reproduce, publish or otherwise use, and to authorize others to use the work for 

Government purposes. 

All project reports will be submitted to the appropriate LTRC Project Manager. 

5.3 PAPERS, ARTICLES, AND PRESENTATIONS 
The presentation of study findings by formal papers, articles, or bulletins prior to the end of 

the project and acceptance of the final report shall not be made without the prior approval of 

LTRC.  Notification of Submission of Papers Form (Appendix Q) shall be used to request 

approval for such publications.  All such publications and presentations shall contain 

disclaimer statements similar to that given in Section 5.1.  The sponsoring agencies shall be 

credited and copies submitted to LTRC prior to presentation or publication. 

5.4 THESES AND DISSERTATIONS 
Prior approval of LTRC is not required for publication of theses and dissertations.  The website 

link to all theses and dissertations that are a result of research projects sponsored by LTRC 

shall be furnished to the Director when posted, and the sponsorship of LTRC shall be 

acknowledged.  Theses and dissertations are not acceptable in lieu of other reporting 

requirements. 

5.5 PROJECT CAPSULES 
When a research study begins, a project capsule is published that outlines the need for the 

research, the study's objectives and methodology, and the potential for future 

implementation.  The project capsule for each project shall be developed by the Technology 

Transfer Engineer Manager for all projects immediately following approval of the proposal. 

LTRC will publish and distribute the project capsules as approved by the Director. 

5.6 INTERIM REPORTS 
Interim Reports are generally for internal documents for use by the Principal Investigator and 

PRC to assess and evaluate the status of the research process and product.  Interim reports 

may be used to provide for early disclosure of significant findings which may be implemented 

or problems with which the staff of LTRC, DOTD, or the FHWA may be able to assist.  The 

interim report may be published as required by the proposal or as required by LTRC. 
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5.7 LTRC TECHNICAL SUMMARY 
A technical summary for each study shall be prepared by the Principal Investigator at the 

conclusion of the study with the draft final report.  A sample is provided in Appendix R .  The 

summary in electronic format should not exceed two, single-spaced, typed pages and should 

include the following elements: 

A. REPORT TITLE AND AUTHOR 

B. INTRODUCTION - Identify the researchers and research agency and summarize the study.  

The cooperation of the FHWA and joint coordination with other funding agencies shall be 

acknowledged, as appropriate. 

C. STUDY OBJECTIVES 

D. SCOPE 

E. METHODOLOGY 

F. CONCLUSIONS AND RECOMMENDATIONS 

G. IMPLEMENTATION STATEMENT/PLAN 

H. STUDY CONTACT(S) - name, title, address, telephone number 

I. FUNDING SOURCE 

J. DISCLAIMER STATEMENT - in accordance with Section 5.1. 

The LTRC Engineer Administrator/Manager shall include a copy of the technical summary at 

the time of the request for the PRC review of the draft report and indicate whether statewide, 

nationwide, or other distribution of the technical summary is intended. 

5.8 TECHNICAL ASSISTANCE REPORTS 
LTRC's research section often provides technical assistance to DOTD in the way of new product 

evaluations, forensic analyses, collection and analysis of field information, and problem-solving 

services that do not warrant a formal research study. The technical assistance report 

documents these efforts and is published at the discretion of the Director.  A TA report format 

shall follow the final report format as defined in Appendix P.   

5.9 SYNTHESIS REPORTS 
Synthesis projects develop reports on current knowledge and practice, in a compact format, 

without the detailed directions found in manuals or exploratory work found in formal research 

projects. Each report provides a compendium of the best practices that were acceptable within 

the limitations of the knowledge available at the time of its preparation.  The synthesis report 

format shall follow the final report format as defined in Appendix P.  

5.10 LTRC ANNUAL REPORT 
An annual report consisting of the activities of LTRC will be submitted to the LTRC Policy 

Committee, Secretary, and LSU Dean, College of Engineering as required is Title 48:105.  The 

report shall address the activities and achievements of the center and provide an assessment 

of the extent to which the center is fulfilling its functions.  
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5.11 PUBLICATION REVIEW AND APPROVAL PROCESS 
Unless otherwise required in the proposal, draft final reports are due 90 days prior to the end 

date of the project.  The Principal Investigator shall submit an original draft report in hard copy  

and in electronic format to the LTRC Project Manager.  

Upon receipt of draft report, the Project Manager shall review the report to assure the 

contents meet the basic format, quality, and reporting requirements.  The review and approval 

process is as shown in Figure 5-1. 

5.12 DISTRIBUTION 
The distribution of all final, interim, summary, project capsules, and technical summary reports 

shall be distributed electronically as noted in the Report Distribution Checklist (Appendix S) as 

approved by the Editor, Implementation Engineer, LTRC Manager, LTRC Administrator, 

Associate Director, Research, and the Director.    

Twenty hard copies of all publications are to be submitted to the Louisiana State Library for the 

Louisiana Public Document Depository Program using the Document Submission Form 

(Appendix T).  In addition, all publications that are distributed electronically are to be 

submitted via email to docs@state.lib.la.us in PDF format. 

mailto:docs@state.lib.la.us
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6 RESEARCH ASSESSMENT AND IMPLEMENTATION 

6.1 GENERAL INFORMATION 
Each research activity is undertaken with the specific intent of eventually providing solutions 

to transportation problems or generating useful information.  The findings of each study must 

be carefully assessed to determine those which offer potential benefits if implemented.  

Implementation is the logical follow-up and application of research results to provide the basis 

for adopting solutions and innovations into practice.  It is the primary goal of LTRC to develop 

and manage a research program which emphasizes implementable products.  The two criteria 

used in the selection and ranking of research problem statements are (1) importance of the 

problem to the Louisiana transportation community and (2) implementation potential, on an 

equal ranking basis.  Research study proposals are required to contain clearly identified 

products.  Implementable products often fall into one or more of the following categories: (1) 

products that are of immediate interest to the funding agency, which provide the basis for 

decision-making; (2) products that identify the reasons for underlying causes or data 

relationships which may be used to explain, improve, or develop processes; and (3) products 

that enhance the ability of researchers to conduct research. 

The typical objective of the implementation phase of research is to create an atmosphere 

leading to improvement, to encourage efficiency, and to reduce costs.  Successful 

implementation of findings requires a determined effort by both the research community and 

the potential user, who must be convinced of the applicable benefits. 

6.2 RESPONSIBILITY FOR IMPLEMENTATION  
The LTRC Engineer Administrator/Project Manager and the Technology Transfer Engineer have 

joint responsibility for insuring that study findings with potential for application are 

implemented. The strategies for implementation should be determined in conjunction with the 

Project Review Committee and the Principal Investigator, and recommended to the Associate 

Directors for Research and Technology Transfer.  The feasibility of implementation should be 

documented in accordance with Section 6.4 and recommendations formally submitted using 

the Research Assessment and Implementation Report (RAIR) (Appendix U). Research projects 

should be cost-effective, and the anticipated benefits are of paramount importance to the 

justification and continuation of research activities. 

In accordance with the DOTD Secretary’s direction, each proposal must be recommended for 

approval by a DOTD Office Head as Implementation Sponsor.  Such recommendation commits 

the sponsor to ensure that successful research products/deliverables are implemented.  

Should the Sponsor not choose to implement successful research, he/she must address his/her 

reasons to the Secretary in writing. 

A Research Assessment and Implementation Report shall be completed by the Project 

Manager in conjunction with the PI, PRC, and Technology Transfer Engineer. 
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6.3 OBSTACLES TO IMPLEMENTATION 
In most cases, deployment of research results will not automatically occur with the publication 

of a research report.  Without engaged thought and a targeted deployment strategy, the 

research report will often die on the shelf.  There are many obstacles to implementation, as 

depicted in Figure 6-1.  The obstacles can be internal within DOTD or external beyond the 

influence of the research team or practitioner.  Identifying and understanding these obstacles 

at the beginning of the research project life cycle can greatly increase the chances of achieving 

a successful research project.  Providing the research team with the knowledge of these 

obstacles may greatly influence the project work program and deliverables.  Unfortunately, 

waiting until the research project is completed to understand these potential roadblocks will 

decrease the potential for successful deployment. 

 
 

 
 

Figure 6-1 Obstacles to Implementation 
 
 

6.4 RESEARCH ASSESSMENT AND IMPLEMENTATION REPORT (RAIR) 
LTRC employs a Research Assessment and Implementation Report (RAIR) (Appendix U) process 
to increase the chances of successful deployment of its research results. The process formally 
aligns the objective of a research project developed by the Principal Investigator with the 
expectations and implementation strategies of the end user.  The RAIR process begins at the 
initiation of the research project and extends beyond the completion of the research work 
through deployment results.  The process provides a better understanding of the deliverables 
and implementation products necessary for successful adoption of the research results into 
practice. 
 
The PRC will remain active beyond the end of the research project end date through the 
implementation process as defined in the RAIR.   
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The development of the implementation strategy begins in the Conduct of Research phase 
with the first draft of the RAIR. It is imperative that the implementation strategy be considered 
early in the project. The RAIR is first reviewed at the kick-off meeting between the PRC and 
research team to achieve a clear understanding between the scope and deliverables of the 
research proposal and the anticipated deployment strategy needed for successful 
implementation.  The RAIR is reviewed and updated at each subsequent PRC meeting. 

 
The RAIR development process begins with the assumption that the research will be successful 
and that the results of the research will be implementable.  The report begins as a planning 
document to generate discussion on how the results of a successful project would be moved 
into standard practice. Who are the key decision-makers?  What deliverables/tools will be 
necessary? How will the benefits be defined? Not all components of the RAIR sections will be 
known at the beginning of a research project. The information is continually reviewed and 
updated at PRC meetings during the conduct of the research as the research outcome 
becomes more defined.  The responsibility for development and updating and tracking of the 
RAIR document is with the Project Manager in cooperation with the PRC with input from the 
Principal Investigator and Technology Transfer Engineer.   
 
The RAIR consists of a series of topics and questions designed to provide guidance and insight 

to the PRC and research team for development of a successful implementation strategy. The 

questions are presented as an aid and are not intended to be all inclusive. Individual sections 

of the RAIR are described in further details as follows: 

 Project Identification Information 

 Project Numbers 

 Project Title 

 Principal Investigator 

 PRC Committee Members 

 Project Manager 

 Technology Transfer Engineer 

 Objectives 

Describe the expected objectives/deliverables/products of this research. 

 Implementation Recommendations 

Provide the implementation recommendations as developed by the Project Review 
Committee. 

 Do the study findings have potential application? 

 Are the results practical for application to the transportation system or some other 

area?  

 Do the findings show no conclusion but suggest other research needed? 
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 Potential Impact 

Describe potential impact of the recommendations in terms of cost, efficiency, safety, 
convenience, aesthetics, etc.  Describe required changes to existing specifications, standards, 
procedures, etc.  

 Will the findings have impact on the state of the art?  

 Will the findings result in the application of new specifications, standards, or design 

procedures? 

 Will the findings result in revision of existing specifications, standards, or design 

procedures? 

 Will the findings result in the modification, development, and use of materials or 

equipment? 

 Will the findings show other positive benefits such as reduced costs, greater efficiency, 

safer highways, greater convenience, aesthetics, etc.? 

 What will be the economic result of applying the findings to the transportation and/or 

other applicable systems? 

 Target Audience 

List whomever you want to reach, their primary interest, and your objective in reaching 
them.   

 Who will benefit from this research? 

 Where in the transportation or other applicable area can the findings be applied? 

 Who will benefit from the findings? 

 Strategies and Tactics 

Describe practical areas of application.  List the activities required for implementation, 
including resource needs.  Consider needs for training, multimedia, and marketing. 

 What strategies would be most effective in implementation? 

 Timeline 

Create a schedule for each discrete strategy or tactic. 

 Implementation Responsibility 

Define roles and responsibilities of all personnel involved in the implementation effort.  
Identify who will be the decision-makers to implement results of the research. 

 Evaluation 

Identify methods for evaluating the implementation effort. 

 How will benefits be quantified or assessed? 

6.5 IMPLEMENTATION PRODUCTS 
Communicating the value of research projects will also enhance implementation efforts.  

Decision-makers often do not have the time available to read lengthy research reports.  Their 

interest is in the bottom-line effect of the implementation to the organization and 

transportation system.  Will it make the Department more efficient?  Will it save lives? Will it 

save money?  Demonstrating the benefits of implementation will significantly increase the 

chances of successful adoption of the deployment.   
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The method of relating the potential benefits of study findings to the appropriate individuals 

or groups must be carefully considered.  The following implementation strategies should be 

considered: 

LTRC Publications - The following LTRC publications will be considered for Technology Transfer 

purposes: 

 Project Capsule 

 Interim Reports 

 Final Reports 

 LTRC Technical Summaries - These are required for each study upon completion and may 

be generated during the study when appropriate. 

 Technology Transfer - The applicability of findings for inclusion in the LTRC Technology 

Today and Technology Exchange Newsletters should be considered. 

 Implementation Brochures 

o Implementation Impacts 

o Implementation Fact Sheets 

o Implementation Updates 

Distribution of reports should be based upon the applicability of findings to DOTD and other 

state and federal transportation agencies, academic institutions, industry and allied 

organizations, professional technical organizations, state public libraries, and local cities, 

parishes, and rural governmental entities which may benefit.  For all research undertaken 

with federal funding, it is required that each interim report and final report be submitted to 

the federal source stated in the report distribution checklist. 

 Issuance of Memoranda 

Recommendations may be made by memoranda to incorporate findings into transportation 

or other applicable systems by their inclusion into specifications, standards, procedures or 

techniques for design, planning, construction, maintenance or administrative functions.  In 

addition, the appropriate LTRC Engineer Administrator/Manager shall prepare a 

memorandum to the appropriate DOTD Office Head for the distribution of each interim 

report, final report, and technical summary published. 

 Formal Presentations/Publications 

Study findings may be implemented through formal presentations or papers by the 

researchers at conferences and seminars, articles in technical trade journals, meetings, and 

demonstrations for potential users.  

Funding for dissemination of research results is available upon request subject to LTRC 

approval based on available funds and benefit of the travel to the state of Louisiana.  Travel 

for presentations at conferences, conventions, seminars, implementation meetings may be 

requested using the Technology Transfer Travel Request Form (Appendix V).  The travel must 

include justification as it related a specific LTRC research project.  LTRC may limit the amount 

of travel granted to researchers for each research project based on the project results, 

implementation benefits, and number of times travel has be previously approved.   
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Travel reimbursement will be direct to the traveler subject to the State of Louisiana Travel 

Regulations and Division of Administration rules.  Technology transfer travel will not be 

charged directly to research project funds. 

Foreign travel will not be allowed without approval of the Secretary. 

 News Releases 

News releases shall be coordinated through the Director’s office. 

 Development and/or Delivery of Formal Training Materials 

Either written or audiovisual training presentations should be initiated when necessary to 

implement findings. 

 Demonstration or Pilot Projects 

Findings may be incorporated into a project for further evaluation. 

 Development of Study Proposals 

Findings may warrant further research or evaluation in the study area. 

 Personal Contact 

The importance of personal contact with those individuals who may implement findings and 

benefit from them cannot be overemphasized.  The use of seminars and workshops are 

encouraged. Dissemination at Construction, Maintenance, District Lab Engineers quarterly 

meetings is encouraged where appropriate.  

 LTRC Web Site 

LTRC capsules, technical summaries, interim and final reports, and brochures will be posted 

on the LTRC web site. 

6.6 TRACKING OF RESULTS 
A culture of implementation needs to be encouraged within the philosophy and processes of 

an organization.  Tracking research performance measures relays the importance of 

deployment to the both the employees of an organization and to the research team.   

 LTRC Biannual Progress Report 

The LTRC Biannual Progress Report is submitted by the Principal Investigator to keep the PRC 

and Project Manager abreast of the status of the project.  Included in the biannual report is a 

section labeled Assessment of Benefits and Recommended Implementation Strategies. This 

section is completed by the LTRC Technology Transfer Engineer with input from the Project 

Manager.  It is developed as a summary of the RAIR document.  As the biannual report is 

submitted through the LTRC Project Management System, the implementation assessment 

field is used as an implementation summary for the life of the implementation process from 

project imitation through determination of implementation outcome.   

 Implementation Summary Report 

The summary report is maintained for ease of review of its program and is presented 

annually to DOTD leadership and the LTRC Policy Committee.  The implementation 
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assessment field in the biannual report provides the initial input for this report.  The 

implementation summaries are updated by the LTRC Technology Transfer Engineer for a 

minimum of five years after the project end date or until full implementation is achieved.  

 Implementation Performance Measures  

LTRC categorizes its implementation status with five different classifications from project 

initiation through five years after the project’s end date.  

 

 Project/Implementation in Progress 
Projects are classified in this status code from the start date through a minimum of five 
years after the end date.  This category may be used to link continuing/phased projects 
or demonstration/pilot projects that may extend beyond the five-year minimum.   

 

 Implementation Recommended 
Projects are classified in this status code upon a recommendation from the PRC that the 
results warrant deployment by DOTD.  Acceptance of a PRC recommendation to not 
make a change due to the research may also be considered an implementation success. 

 

 Implementation Complete 
Projects are classified in this status code upon adoption of the results into practice by 
DOTD.  The outcome of the implementation has been documented in the 
Implementation Summary Report (i.e., specification change, process change, project 
application, etc.).   

 

 Not Implemented 
Projects are classified in this status code when the project did not produce any 
implementable outcome.  Projects not implemented in the five-year implementation 
window will be closed as not implemented unless it is linked to a successive phased 
project or follow-up implementation project/activity. 

 

 No Implementation Expected 
Projects are classified in this status code upon project initiation when the objective of the 
project clearly is accepted without an implementation outcome.  These projects could 
include basic research, syntheses, exploratory, technical assistance, support projects to 
other tracked research projects, etc. 
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7 APPENDIX A - LTRC AUTHORIZING LEGISLATION: TITLE 48 

7.1 PART VI-B.  LOUISIANA TRANSPORTATION RESEARCH CENTER 

 

§105.  Louisiana Transportation Research Center 

A.  The Louisiana Transportation Research Center, hereinafter referred to as "LTRC", is 

hereby created as a cooperative research and technology transfer unit administered jointly by the 

Department of Transportation and Development, hereinafter referred to as the "department", and 

Louisiana State University and Agricultural and Mechanical College, hereinafter referred to as 

the "university".  The domicile of the LTRC is Baton Rouge, Louisiana. 

B.  The purposes of the LTRC are as follows: 

(1)  Establish cooperation in the mutual efforts toward improvement of the transportation 

systems of the state of Louisiana. 

(2)  Introduce new technology. 

(3)  Enhance higher education in the general transportation field. 

(4)  Benefit Louisiana economically by enhancing job opportunities. 

C.  The functions and duties of the LTRC are as follows: 

(1)  To develop and conduct a nationally recognized short and long range research 

program in transportation systems in order to implement more efficient design, planning, 

maintenance, operation, and construction practices and to enhance traffic safety. 

(2)  To offer educational and training programs in both fundamental and state-of-the-art 

practice in the field of transportation systems and related areas by offering training sessions, 

short courses, demonstration projects, and conferences funded by the department and the United 

States Department of Transportation-Federal Highways Administration. 

(3)  To develop and implement a technology transfer program funded by the United 

States Department of Transportation and the department which shall provide a mechanism for 

conveying modern transportation systems practices and procedures to municipalities and 

parishes. 

(4)  To establish cooperative relationships with the Louisiana Transportation Research 

Board, the research divisions of other highway and transportation departments, other universities, 

and national and international technical associations and agencies. 

(5)  To report and publish research findings which contribute to fundamental knowledge 

and facilitate the implementation of enhanced technology which may result in more economical 

practices in transportation systems. 

D.  The activities of the LTRC will be funded by the department funds, part of which is 

funded with federal highway planning and research funds.  The funding of LTRC shall be 

contingent upon the availability of federal highway and research funds as appropriated by the 

Louisiana Legislature. 
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E.  The projects funded for research organizations other than LTRC shall have project 

account numbers appropriate to that organization and shall be administered in accordance with 

that organization's policies. 

F.  LTRC may enter into contractual agreements only with the approval of the secretary 

of the department, or his designee, and said agreements must conform with contracting policies 

of the department. 

G.(1)  A LTRC policy committee shall be established and charged with advising and 

making recommendations to the LTRC as well as reviewing and recommending research and 

technology transfer programs to be pursued by the center, reviewing and recommending fiscal 

year budgets, and reviewing the activities and progress of the center.  The committee shall meet 

at least twice a year.  It shall be composed of eleven members, one of whom shall be the director 

of LTRC, three who shall be appointed by the secretary, one from each of the six public 

universities that have a college of engineering with a civil engineering department appointed by 

the president or chancellor of the respective university and one member who shall be a dean of a 

college of engineering of a nonpublic institution of higher education selected by the committee 

from a list submitted by the Louisiana Association of Independent Colleges and 

Universities.  The Federal Highway Administration shall be invited to appoint an observer.  The 

director of LTRC shall be an ex officio member of the committee. 

(2)  The term of office of members of the policy committee shall be for two years; 

however, in order to assure continuity, two of the initial members appointed by the chancellor 

and two of the initial members appointed by the secretary shall be appointed to serve for three 

years.  Thereafter each member shall be appointed to a two-year term.  Committee members may 

be reappointed. 

(3)  No salaries shall be paid the members of the LTRC policy committee, but said 

members shall be reimbursed for their expenses as per Division of Administration regulations. 

(4)  The officers of the LTRC policy committee shall be a chairman, a vice chairman, and 

a secretary, all elected by the committee. 

(5)  Should a vacancy occur on the LTRC policy committee, that member shall be 

replaced in the same manner in which that particular member was appointed. 

(6)  The director of LTRC shall be chosen by the secretary of the department and the 

LTRC policy committee from a slate of nominees submitted by a search committee, which 

search committee shall be selected by the LTRC policy committee. 

(7)  The director shall annually develop fiscal year programs designed to implement the 

functions of LTRC described above, and to meet the funding commitments to the university, also 

specified above.  The director shall administer the day-to-day activities of the LTRC.  The 

director shall submit an annual written report on the activities of the center to the policy 

committee, to the dean of the college of engineering at the university, and to the secretary of the 

department by March fifteenth of each year.  The annual reports shall address the activities and 

achievements of the center and provide an assessment of the extent to which the center is 

fulfilling its functions. 

(8)  The personnel of the LTRC shall consist of full-time classified employees of the 

department and faculty, staff, and students of the university.  University employees will be 

participating in specific projects, but their activities shall not be limited to those being funded by 
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or under the administration of LTRC.  Short-term appointments may also be made to provide 

assistance on specific problems or to work on short-term research projects.  The university's 

personnel policies and benefits shall apply only to its personnel.  Likewise, the personnel policies 

and benefits of the department shall apply to the department personnel.  In accordance with its 

academic personnel policies and regulations, the university may utilize and recognize the 

department's professional personnel as active members of its academic community. 

H.(1)  The principal office of the LTRC shall be the Transportation Research Center 

building located on Gourrier Avenue on the grounds of Louisiana State University and 

Agricultural and Mechanical College in Baton Rouge, Louisiana, provided to the LTRC by the 

university. 

(2)  The LTRC shall carry, for the mutual protection of the university and the department, 

with an appropriate loss payable clause in favor of the university, as their interest may appear, a 

public liability insurance policy.  In addition, the department shall, at its expense, maintain a 

worker's compensation policy in the minimum amount necessary to meet the requirements of the 

Louisiana Worker's Compensation Act in regard to any work performed by the department on 

the premises. 

(3)  The university shall not transfer, assign or sublease said building or any part thereof 

to any person or persons, corporation or corporations as long as the LTRC is a functional 

entity.  In the event the LTRC becomes nonfunctional, the department shall have first 

opportunity to lease the building should the university decide to lease it. 

(4)  If the building shall be destroyed or damaged by fire, storm, or other casualty, the 

university shall restore the building to substantially its former condition as promptly as is 

reasonably possible. 

Acts 1986, No. 137, §1; Acts 1988, No. 451, §1; Acts 1995, No. 1018, §1. 

 

105.1.  Transportation Training and Education Center Fund; creation 
A.  The Department of Transportation and Development may assess reasonable 

registration fees to participants in transportation education courses offered by the Louisiana 

Transportation Research Center (LTRC) Transportation Training and Education Center. 

B.  The secretary shall promulgate rules and regulations in accordance with law to 

effectuate the provisions of this Section, to implement a registration fee policy, and to provide 

for the uses and disposition of the fees collected.  All fees collected pursuant to this Section and 

the rules and regulations promulgated by the secretary shall be deposited into the LTRC 

Transportation Training and Education Center Fund as provided for in Subsection D of this 

Section. 

C.  The rules and regulations may authorize the chief engineer or his duly authorized 

representative to assess reduced fees for governmental personnel and faculty and staff of colleges 

and universities, provided those entities meet all state and federal requirements for a fee 

reduction. 

D.  There is hereby created, as a special fund in the state treasury, the LTRC 

Transportation Training and Education Center Fund, hereinafter referred to as the "fund".  After 

compliance with the requirements of Article VII, Section 9(B) of the Constitution of Louisiana, 

relative to the Bond Security and Redemption Fund, an amount equal to the monies received by 

the state treasury pursuant to the provisions of Subsections A and B of this Section and rules and 
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regulations adopted by the Department of Transportation and Development shall be deposited 

into the fund.  The monies so deposited shall be used to defray the expenses of the LTRC 

Transportation Training and Education Center in connection with the development, contracting, 

delivery, and administration of the center's transportation training program.  Monies in the fund 

shall be invested by the state treasurer in the same manner as monies in the state general fund, 

and interest earned on the investment of such monies shall be credited to the fund after 

compliance with the requirements of Article VII, Section 9(B) of the Constitution of 

Louisiana.  Excess monies over and above the expenses of the center shall be distributed to 

workforce development programs and projects within the Department of Transportation and 

Development.  All unexpended and unencumbered monies in the fund at the end of any fiscal 

year shall remain in the fund for use in subsequent fiscal years. 

Acts 2007, No. 49, §1, eff. July 1, 2007. 
 

7.2 PART XIII-A.  EMPLOYMENT OF CONSULTANTS 

 

§285.  Purpose 
It is the purpose of this Part to prescribe the policy of the Department of Transportation 

and Development and other grantee agencies applicable to employment of consultants for 

construction and preconstruction engineering services, research, planning, environmental, and 

other activities by a competitive process and a noncompetitive process, except those services 

under the authority of R.S. 39:1481 through 1526, R.S. 48:250.2, R.S. 48:250.3, and R.S. 

48:292.1. 

Acts 1991, No. 784, §1; Acts 2007, No. 40, §1, eff. Jan. 1, 2008; Acts 2009, No. 255, §1, 

eff. July 1, 2009. 

 

§286.  Retaining of consultants warranted; authorization 
A.  There are three conditions which shall warrant the retention of the services of 

consultants by the department: 

(1)  The magnitude of the work involved in a project is determined to be so taxing to the 

department's available manpower that it will be necessary to defer other essential work if the 

work is performed by the department staff. 

(2)  The work required by a project is determined to be of such a specialized nature that 

the department will be required to go outside its own staff for experts in the appropriate fields to 

accomplish the work. 

(3)  The time frame within which the work must be completed is determined to be such 

that the department cannot undertake the work and maintain its program on schedule. 

B.(1)  When it is determined by any department section that consulting services are 

warranted, the section head shall submit a recommendation to the chief engineer, assistant 

secretary for operations, assistant secretary for planning and programming, or assistant secretary 

of public works, hurricane flood protection, and intermodal transportation, whichever is 

applicable to the project, stating the need and the supportive reasons for the services, including a 

description of the project and the estimated cost of the work to be performed. 

(2)  The chief engineer, assistant secretary for operations, assistant secretary for planning 

and programming, or assistant secretary of public works, hurricane flood protection, and 
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intermodal transportation, whichever is applicable to the project, shall decide if the need to use 

consultants for professional services for a project is warranted based upon information provided 

by the section head and the criteria established by Subsection A of this Section. 

(3)  Approval, when granted, shall be considered as being of a general nature, including 

not only the obvious components of the project which are immediately identifiable, but also 

ancillary components identified at any time during the life of the project. An additional selection 

process shall be used for ancillary components when the total of such ancillary components 

amounts to more than seventy-five percent of the original contract. 

(4)  When it is determined by the chief engineer, assistant secretary for operations, 

assistant secretary for planning and programming, or assistant secretary of public works, 

hurricane flood protection, and intermodal transportation, whichever is applicable to the project, 

that there is a need for an outside consultant, the selection shall be made in accordance with the 

provisions of this Part. 

Acts 1991, No. 784, §1; Acts 1998, 1st Ex. Sess., No. 35, §1; Acts 2009, No. 255, §1, eff. 

July 1, 2009. 

 

§287.  Advertisement; solicitation list; response procedures 
A.  A notice of intent to select a firm for performing consultant services and to request 

responses from qualified firms and teams shall be advertised by posting it on the department's 

Internet website.  The department shall maintain a solicitation list of consultant firms and 

teams.  The department shall send an email notice to consultant firms and teams on its 

solicitation list to notify of the posting of an advertisement for consultant services on the 

department's Internet website.  In the case of planning, research, or other specialty services, the 

department or the Louisiana Transportation Research Center may send notices to firms 

which, to the knowledge of the department or the Louisiana Transportation Research Center, 

may have experience in such services. 

B.  Notices shall be advertised a minimum of ten business days prior to the deadline for 

receipt of responses. 

C.  If the department deems that the number of responses received is inadequate, the 

project may be readvertised using additional media or publications in an attempt to solicit 

additional responses. 

D.(1)  The advertisement shall detail all information to be submitted in response to the 

advertisement.  In all cases, a properly completed current department response form shall be 

submitted by applicants.  The response forms shall be made available by the department. If 

additional information to that provided by the response form is required, it shall be so noted in 

the advertisement. 

(2)  The applicant shall transmit the response form and any other required information, to 

the department prior to the deadline shown in the advertisement.  Responses which do not meet 

the requirements provided for in this Subsection shall not be considered.  The department shall 

consider false or misrepresented information furnished in response to the advertisement as 

grounds for rejection. 

E.  There shall be no advertisement when noncompetitive selection is utilized. 

Acts 1991, No. 784, §1; Acts 1999, No. 1284, §3; Acts 2009, No. 255, §1, eff. July 1, 

2009. 
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289.  Compliance with Civil Rights Act of 1964 
A.  Department personnel when selecting consultants and contractors who are doing 

business with the department shall comply with Title VI of the Civil Rights Act of 1964, as 

amended to provide that no person in the United States shall, on the basis of race, color, sex, or 

national origin, be excluded from participation in any program or activity receiving federal 

financial assistance. 

B.  As prescribed in Title 49 of the Code of Federal Regulations Part 26, the department 

shall ensure that maximum opportunity is afforded to socially and economically disadvantaged 

individuals to compete for and participate in consultant contracts. 

Acts 1991, No. 784, §1; Acts 2009, No. 255, §1, eff. July 1, 2009. 

 

§291.  Selection procedure; evaluation teams 
A.  Except for research projects, an evaluation team consisting of five 

department  personnel … The consultant contract services administrator, or his designee, shall 

report the results of the evaluation team members to the secretary for all projects except 

Louisiana Transportation Research Center projects.  (Not applicable to LTRC) 

B.  The Louisiana Transportation Research Center project selection procedure shall 

be in accordance with the Louisiana Transportation Research Center "Manual of Research 

Procedures" for Louisiana Transportation Research Center projects. 

Acts 1991, No. 784, §1; Acts 2009, No. 255, §1, eff. July 1, 2009. 
 

§292.  Noncompetitive negotiation selections 
A.  In special and rare circumstances, noncompetitive selection may be utilized.  These 

circumstances include, but are not limited to: 

(1)  Specialty contracts where the necessary expertise is available only from one or a few 

sources. 

(2)  The extension of services by the original consultant required on a project for which 

the contract has been satisfactorily completed and closed out at an earlier date. 

(3)  Contracts requiring immediate action. 

B.  The section head, after ascertaining the need for a noncompetitive selection, shall 

request approval from the secretary or his authorized designee through the chief engineer, 

assistant secretary for operations, assistant secretary for planning and programming, or assistant 

secretary of public works, hurricane flood protection, and intermodal transportation, whichever is 

applicable to the project, to engage a specific firm to perform the required services.  The request 

shall be in written form containing the following information: 

(1)  The justification for a noncompetitive selection. 

(2)  The recommended firm and the reason for the recommendation. 

(3)  The type of contract recommended. 

(4)  The approximate cost. 

C.  For federal aid projects, the noncompetitive selection shall be submitted to the 

appropriate federal agency for approval at an early stage. 

D.  For research projects, the determination for noncompetitive selection shall be based 

upon a recommendation by the Louisiana Transportation Research Center to the secretary 

and documented as required in R.S. 48:292(B). 
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Acts 1991, No. 784, §1; Acts 1998, 1st Ex. Sess., No. 35, §1; Acts 2009, No. 255, §1, eff. 

July 1, 2009. 
 

§293.  Competitive selection 
A. (1) Except for Louisiana Transportation Research Center projects, upon 

termination of the deadline for receipt of responses, the evaluation committee team shall … (Not 

applicable to LTRC) 

C. (1) The Louisiana Transportation Research Center shall utilize the selection 

criteria and weighting factors in its "Manual of Research Procedures" and any special evaluation 

criteria and weighting factors specified in the advertisement required to meet particular project 

needs to evaluate responses to requests for proposals for research consultants. 

(2)  The director of the Louisiana Transportation Research Center shall recommend to 

the secretary or authorized designee the final selection of the consultant as determined by review 

procedures of the research project review committee and center director in accordance with its 

"Manual of Research Procedures". 

D.  The written records produced during the evaluation and selection process are subject 

to the Public Records Act, R.S. 44:1 et seq. 

Acts 1991, No. 784, §1; Acts 1993, No. 375, §1; Acts 2003, No. 100, §1; Acts 2009, No. 

255, §1, eff. July 1, 2009. 
 

294.  Contract types 
A.  The department shall utilize either cost plus fixed fee with a maximum limitation, 

cost per unit of work, specific rates of compensation, or lump sum contracts for either 

competitive or noncompetitive selections.  The fee shall either be negotiated or predetermined. In 

general, negotiated cost plus fixed fee contracts are used for larger projects with more complex 

and difficult to determine scopes of services, and pre-determined lump sum fee contracts are 

used for smaller projects with easier to determine scopes of services. 

B.  Procedures for utilizing negotiated lump sum fee, cost per unit of work, specific rates 

of compensation, or cost plus fixed fee with maximum limitation contracts shall be as follows: 

(1)  Advertisement as required by this Part shall include, but not be limited to the 

following: 

(a)  Length and description of project. 

(b)  Services required. 

(c)  Material or information to be furnished by the department. 

(d)  General information and an outline of the selection process, including the 

criteria/categories used to evaluate the responses and the weighting factors for each. 

(2)  Except for Louisiana Transportation Research Center projects, after a consulting 

firm has been chosen, such firm shall be invited to submit a proposal within a time limit. 

Construction and preconstruction proposals shall conform to the "Consultant Contract Services 

Manual".  Research proposals shall conform to the Louisiana Transportation Research 

Center's "Manual on Research Procedures".  This proposal shall be analyzed by the technical 

personnel of the involved units and a pre-award audit may be obtained. 

(3)  The technical review personnel shall negotiate any differences between the  man-

hour estimates of the department and the consultant firm.  Should attempts at agreement between 
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the department and the consultant be unsuccessful, negotiations shall be terminated and another 

selection shall be made.  This process will continue until agreement is reached with a firm or 

team. 

(4)  Fees will be based on the negotiated man-hours, the audited salary and overhead rates 

of the firm or team subject to the department's salary and overhead maximums, the designated 

contingency percentage, and the computed fixed fee.  The department's standard fixed fee 

computation includes consideration for complexity, overall fee size, and magnitude of the firm's 

overhead. 

(5)  The contract will be executed following agreement on the required work effort.  The 

firm shall have ten business days from the date of mailing to execute and return the contract to 

the department.  Should the firm fail to timely execute and return the contract, the department 

may either select another firm from the original respondents or republish the notice of intent. 

C.  Procedures for utilizing non-negotiated predetermined lump sum fee, cost per unit of 

work, specific rates of compensation, or cost plus fixed fee with a maximum limitation shall be 

as follows: 

(1)  Advertisement as required by the Part shall include, but not be limited to the 

following: 

(a)  Length and description of project. 

(b)  Services required. 

(c)  Material or information to be furnished by the department. 

(d)  Fees by phase of work. 

(e)  General information, including an outline of the selection process, including the 

criteria/categories used to evaluate the responses and the weighting factors for each. 

(2)  Fees shall be determined by using the department's man-hour estimate, the latest 

average of applicable wage rates, and the latest average overhead, together with a contingency 

where appropriate and a profit computed in accordance with the department's standard 

procedure.  These fees shall not be subject to further negotiation. 

(3)  The contract will be executed following notification of selection.  The selected firm 

shall have ten business days from the date of mailing to execute and return the contract to the 

department.  If the firm fails to timely execute and return the contract, the department shall select 

another firm from the original respondents or republish the notice of intent. 

Acts 1991, No. 784, §1; Acts 2009, No. 255, §1, eff. July 1, 2009. 
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8 APPENDIX B - LTRC PROBLEM STATEMENT SOLICITATION FORM (1909) 
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9 APPENDIX C - ANNUAL RESEARCH WORK PROGRAM FORM (1901) 
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10 APPENDIX D - LTRC PROPOSAL REVIEW FORM (1910) 
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11 APPENDIX E - RESEARCH PROPOSAL TEMPLATE (1913) 
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12 APPENDIX F - RESEARCH TASK ORDER FORM (1914) 
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13 APPENDIX G - TYPICAL CONTRACT TEMPLATE 
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14 APPENDIX H - KICK-OFF MEETING CHECKLIST 
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15  APPENDIX I- RESEARCH PROJECT MODIFICATION AGREEMENT FORM 

(1907) 
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16 APPENDIX J - MONTHLY INVOICE FOR RESEARCH PROJECTS FORM (1918) 
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17 APPENDIX K - DISPOSITION OF NON-EXPENDABLE EQUIPMENT FORM 

(1920) 
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18 APPENDIX L - BIANNUAL RESEARCH PROGRESS REPORT (1903) 
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19 APPENDIX M - OUT-OF-STATE TRAVEL APPROVAL REQUEST FORM (1917) 
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20 APPENDIX N - NOTICE-OF-PROJECT COMPLETION TEMPLATE (1921) 

 



96 

21 APPENDIX O - PROJECT EVALUATION FORM 
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22 APPENDIX P - LTRC PUBLICATION GUIDELINES 

22.1 FINAL REPORTS 

 Word Template Available 

To utilize a template of a blank report, please visit http://www.ltrc.lsu.edu/downloads.html#pub_forms 
and click on “Download (Word)” under Publication Forms and Final Report Template. You will find a 
Word document set up examples and guideline reminders.  

 Section 508 Compliance 

Federally funded research with public facing PDFs must be accessible as of March 23, 2018, according to 
the final federal rule for the Information and Communication Technology (ICT) refresh under Section 
508. This ensures that federal employees with disabilities have comparable access to, and use of, 
information and data just like federal workers without disabilities. The law also ensures that members of 
the public with disabilities receive comparable access to publicly available information and services. All 
internal and external researchers will have to follow the new template and use the accessibility tracker 
in Word before submitting to LTRC. It is also recommended that research report authors educate 
themselves on accessibility in general and begin using Word’s accessibility tracker immediately for all 
active reports.  

 Clearances and Copyrighted Material 

Authors must assume full responsibility for securing any necessary clearances and written permissions 
for publication from any contracting or supervisory agencies involved in the research or from holders of 
copyrights on material used in the report. All contributions to the work must be properly acknowledged. 
When a report that contains previously copyrighted material, authors must obtain written permission 
from the copyright holder(s) to publish the material. 

 Editing 

Once you complete the report and technical standard page and have it edited by an outside source first, 
you will submit the entire document to your project manager. It is strongly encouraged to include an 
editorial review in the budget and timeline to be used prior to submittal of the draft report to LTRC. 
From there, your project manager will submit an electronic copy and a hard copy to be edited by LTRC’s 
publication staff. 
 

http://www.ltrc.lsu.edu/downloads.html#pub_forms
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23 APPENDIX Q - NOTIFICATION OF SUBMISSION OF PAPERS FORM (1908) 
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24 APPENDIX R - TECHNICAL SUMMARY 
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25 APPENDIX S - REPORT DISTRIBUTION CHECKLIST FORM (1912) 
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26 APPENDIX T - PUBLIC DOCUMENT SUBMISSION FORM 
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27 APPENDIX U - RESEARCH ASSESSMENT AND IMPLEMENTATION REPORT 

(1902) 
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28 APPENDIX V - TECHNOLOGY TRANSFER TRAVEL APPROVAL REQUEST FORM 

(1922) 

 


