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What We Do 

Design, construct, repair and 
maintain: 

State Highway System 

Federal Interstate System  

Bridges on both systems 
 



 
What We Do  

Ensure compliance with Federal 
regulations governing Federal aid for: 

Local roads and bridges 

Mass Transit Systems 

Railways  

Airports 



 

What We Do  

Maintain and Improve Traffic Flow 
New York MOVES: Intelligent 

Transportation System (ITS) 

 Innovative Interchange Designs 

511 Traffic Alert System 

Variable Electronic Messaging Signs 

Statewide Incident Command Center     
 (STICC) 



How We Do It 

Develop, Communicate and 
Coordinate Transportation: 

Policy 

Planning 

Financing 
 

 

 



How We Do It 

Coordinate and Collaborate  
Federal Agencies 

State Agencies 

Metropolitan Transportation Planning  
    Organizations (MPO) 

Municipalities 

 Industry Associations 

General Public 
 



How We Do It 

Considerations that support the 
Accomplishment of Objectives 
•Legal 

•Reasonable 

• Internal Controls 



Official Issuance System 

Official Orders 

Delegation Memos 

Organization Charts 

MAPs – Policies and Procedures 



Official Orders 

Delegate Commissioner’s powers and 
duties 

Signing Contracts 

Other duties assigned in law or regulation 

 

 
 



Official Orders 

Provide official legal notification  
•Highway  maintenance takeover, 
discontinuance or abandonment 
•Bridge and culvert maintenance 
•Bridge closings 
•Designate Detours 

Provide notice of the jurisdictional 
transfer of real property   

 



Official Orders 

How do we vet these documents? 
Commissioner 

Program Areas: Review for Relevant Content 

  Legal Affairs: Legal Sufficiency and Statutory     
 Citation 

Office of Audit: Coordinates, Reviews and 
 Posts to the Official Issuance System 

 



Official Orders 



Delegation Memoranda 

Delegates authority for functional 
efficiency 
• Assistant Resident Engineers  
•Regional Administrative Officers 

Delegates authority for special 
circumstance 

•  Unforeseen absence 

Cites the related Official Order 
Does not require clearance 

 



Delegation Memoranda 



Organization Charts 

Standard Format Across the Department 

List Functions of Program Area  

Linked to Official Order which 
establishes Authority and Responsibility 

Linked to Program Area’s IntraDOT page 



Organization Charts 
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Hard Copy to Electronic Format 
•Chapter 1: Introduction 

•Chapter 2: Administrative Management 

•Chapter 3: Financial Management 

•Chapter 4: Human Resources Administration 

•Chapter 6: Disaster Preparedness 

•Chapter 7: Functional Operating Procedures 
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MAP provides 
• Policy statements 

• Procedures impacting 2 or more Program 
Areas 



Manual of Administrative 
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MAP provides: 
• Forms 

• Authoritative and Reference Documents 

• Repository of Historical Documents 
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How are MAPs created? 
•ERM manages MAP process 

•MAP for creating MAP 

•MAP Template 
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Who creates the MAP? 
Program Area responsible for interpretation 

of Policy or Procedure 

o Reach out early to all affected and those 
knowledgeable on the subject 
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What is considered before creating a 
MAP? 

 Is the policy or procedure needed? 

What are the tangible or intangible benefits? 

How will it affect resources and workload? 
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What to consider while creating a 
MAP 

Do program areas agree on responsibility? 

Are consequences of non-compliance 
outlined? 

Are terms or concepts well defined? 

Does the guidance or instructions exceed 
State or Federal requirements? If yes, why? 
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Procedures 
Other considerations when creating a 

MAP: 
Does the MAP include adequate internal 

controls? 

 Is the MAP written clearly and simply? 

Ensure Consistency  

◦Existing Policies and Procedures and all 
other related guidance 
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Final considerations: 
Remember the needs of the audience 

◦Write in the active voice for clarity 

Finishing touches 

◦Simplify complex procedures 

◦ Informative Overview 
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If improving an existing process, 
consider: 

◦Can the MAP be implemented as written? 

◦Can the process be done more efficiently? 

◦Are all of the steps needed? 

 
 

 



Manual of Administrative 

Procedures 

What is included in a MAP? 
Policy 
◦Policy statement 

◦Policy scope and guidance 

◦Related policy and authoritative sources 
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What else is included in a MAP? 
Procedures 
◦Procedure Overview 

◦Definitions and roles of participants 

◦Procedural guidelines 

◦ Steps in the Procedures  

◦ Forms used in the Procedure 

◦Authoritative Sources 
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How are MAPs reviewed and cleared? 
• ERM coordinates MAP clearance process 
• Distributed electronically for review and comment  
• MAP author addresses comments directly with 

reviewers 
• Major revisions requires resubmission to reviewers 
• MAP and supporting documentation are submitted 

to ERM for internal controls and quality assurance 
 

 

  

 
 
 
 



Manual of Administrative 

Procedures 

When are MAPs reviewed? 
New MAPs 

Revised or Recertified 
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OFF-SITE 
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Any weaknesses to MAP? 
Maintaining the Official Issuance 
system takes time 
o Rescinding and superseding MAP 

o Recertification  

Resources to maintain 
o Coordination takes time and follow-up 

 



How MAP Helps Internal Audit 

Bureau 

MAP 

Scoping 
Business Process 

Reviews 
Testing 



How MAP Helps ERM 

MAP 

Evaluate 
and Test 
Existing 
Controls 

Identify 
Control 

Weaknesses 

Revision to 
MAP 

Required? 

Corrective 
Action Plan 
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What is not included in MAP? 
Program Area specific Policy and 
Procedures 
◦Engineering  and Consultant Bulletins and 

Instructions 

◦Maintenance Bulletins and Instructions 

◦Personnel Bulletins 

◦Procedure Manuals 

 

 

 



Program Specific Clearance 

Review 



Questions? 



Contact Information: 

Kimberly Joy Doran 

NYS Department of Transportation 

Enterprise Risk Management Bureau 

(518) 457-1590 

KimberlyJoy.Doran@dot.ny.gov  
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