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1.0 POLICY 
 
All SFECC Project related memorandum templates will be maintained under the Template Tab in the 
SFECC Project Collaboration Site to be downloaded and utilized by all team members in order to 
maintain a unified and simplified project communication system. 
 
2.0 PROCEDURE 
 
All memorandum templates have been uploaded under the Templates tab and can be found in the 
Memorandums menu/folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The following is a list of Memorandum templates which are maintained in the Templates Menu: 

·  Memorandum (3-7a) – For general transmittal of memorandums. 
 
2.1 Responsibility 
 
Team Members 
 
All Team Members are required to utilize the Memorandum No Logo template (if subconsultant) or 
Memorandum template (if Gannett Fleming) for any SFECC document transmittals.  All team members 
are required to upload any memorandum transmittal in their corresponding subconsultant folder under 
the Document Control tab. 
 
Document Control 
 
Document Control is responsible for forwarding all memorandums that have been uploaded by 
subconsultants, client and Gannett Fleming and placing in its proper Document Control menu/folder.  
Document Control is responsible for renaming the document according to procedures indicated in 
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Section 1-1 (Document Control) and printing and filing a hard copy of each memorandum in the 
Gannett Fleming SFECC project files. 
 
Document Control is responsible for maintaining all Memorandum Templates in the SFECC Project 
Collaboration site. 
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1.0 POLICY 
 
All SFECC Project related miscellaneous templates will be maintained under the Template Tab in the 
SFECC Project Collaboration Site to be downloaded and utilized by all team members in order to 
maintain a unified and simplified project communication system. 
 
2.0 PROCEDURE 
 
All miscellaneous templates have been uploaded under the Templates tab and can be found in the 
Miscellaneous Forms menu/folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The following is a list of miscellaneous templates which are maintained in the Templates Menu: 

• Meeting Sign-In Sheet (3-8a) 
• Record of Telephone Conversation (3-8b) 
• Agenda Template (3-8c) 

 
2.1 Responsibility 
 
Team Members 
 
All Team Members are required to utilize the Meeting Sign-In Sheet and Agenda when preparing for 
and attending any SFECC Project related meetings.  The completed Sign-In Sheet and Agenda must 
be forwarded to Document Control to be uploaded in the Project Collaboration Site and hard copy filed 
in Gannett Fleming’s SFECC project files.   
 
All Team Members are required to utilize the Record of Telephone Conversation Form when a project 
related telephone conversation was held and a record must be made for the project files.  The 
completed Record of Telephone Conversation Form must be forwarded to Document Control to be 
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uploaded in the Project Collaboration Site and hard copy filed in Gannett Fleming’s SFECC project 
files. 
 
Document Control 
 
Document Control is responsible for forwarding all Meeting Sign-In Sheets , Agendas and Record of 
Telephone Conversation Forms that have been uploaded by subconsultants, client and Gannett 
Fleming and placing in its proper Document Control menu/folder.  Document Control is responsible for 
renaming the document according to procedures indicated in Section 1-1 (Document Control) and 
printing and filing a hard copy of each memorandum in the Gannett Fleming SFECC project files. 
 
Document Control is responsible for maintaining all Miscellaneous Templates in the SFECC Project 
Collaboration site. 
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1.0 POLICY 
 
All SFECC Project related PowerPoint Presentation templates will be maintained under the Template 
Tab in the SFECC Project Collaboration Site to be downloaded and utilized by all team members in 
order to maintain a unified and simplified project communication system. 
 
2.0 PROCEDURE 
 
All SFECC PowerPoint Presentation templates have been uploaded under the Templates tab and can 
be found in the PowerPoint Presentations menu/folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The following is a list of PowerPoint Presentation templates which are maintained in the Templates 
Menu: 

• SFECC PowerPoint Template BG (3-9a) – This is the SFECC PowerPoint Presentation 
background only. 

• SFECC PowerPoint Template (3-9b) – This is the SFECC PowerPoint Presentation Template. 
 
2.1 Responsibility 
 
Team Members 
 
All Team Members are required to utilize the SFECC PowerPoint Template when preparing any 
SFECC related presentations.  All PowerPoint must be forwarded to Document Control to be uploaded 
in the Project Collaboration Site and hard copy filed in Gannett Fleming’s SFECC project files.  Team 
members can upload PowerPoint Presentations under the subconsultant folder under the Document 
Control Tab, Upload Menu.   
 
Document Control 
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Document Control is responsible for forwarding all PowerPoint Presentations that have been uploaded 
by subconsultants, client and Gannett Fleming and placing in its proper Document Control menu/folder.  
Document Control is responsible for renaming the document according to procedures indicated in 
Section 1-1 (Document Control) and printing and filing a hard copy of each memorandum in the 
Gannett Fleming SFECC project files. 
 
Document Control is responsible for maintaining all PowerPoint Presentation Templates in the SFECC 
Project Collaboration site. 
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1.0 POLICY 
 
All SFECC Project related Report templates will be maintained under the Template Tab in the SFECC 
Project Collaboration Site to be downloaded and utilized by all team members in order to maintain a 
unified and simplified project communication system. 
 
2.0 PROCEDURE 
 
All SFECC Report templates have been uploaded under the Templates tab and can be found in the 
Reports menu/folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The following is a list of Report templates which are maintained in the Templates Menu: 

• Progress Report (3-10a) – This is the SFECC Progress Report that Gannett Fleming prepares 
for submittal with their monthly invoice to the FDOT Project Manager. 

• Report Template (3-10b) – This is the general SFECC Report template to be utilized when 
preparing any SFECC related report. 

• Subconsultant Progress Report (3-10c) – This is the SFECC Progress Report that 
subconsultants must prepare and submit with their invoice package. 

 
2.1 Responsibility 
 
Team Members 
 
All Team Members are required to utilize the SFECC Report Template when preparing any SFECC 
related reports.  All SFECC Reports must be forwarded to Document Control to be uploaded in the 
Project Collaboration Site and hard copy filed in Gannett Fleming’s SFECC project files.  Team 
members can upload Reports under the subconsultant folder under the Document Control Tab, Upload 
Menu.   
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Subconsultants 
 
Subconsultants are required to complete a Subconsultant Progress Report when submitting an invoice 
package.  All invoice packages are required to have a Progress Report attached. 
 
Document Control 
 
Document Control is responsible for forwarding all Reports that have been uploaded by 
subconsultants, client and Gannett Fleming and placing in its proper Document Control menu/folder 
and Project Library.  Document Control is responsible for renaming the document according to 
procedures indicated in Section 1-1 (Document Control) and printing and filing a hard copy of each 
memorandum in the Gannett Fleming SFECC project files. 
 
Document Control is responsible for ensuring that all Subconsultant Progress Reports are included in a 
subconsultant invoice package. 
 
Document Control is responsible for maintaining all Report Templates in the SFECC Project 
Collaboration site. 
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1.0 POLICY 
 
All SFECC Project related Transmittal templates will be maintained under the Template Tab in the 
SFECC Project Collaboration Site to be downloaded and utilized by all team members in order to 
maintain a unified and simplified project communication system. 
 
2.0 PROCEDURE 
 
All SFECC Transmittal templates have been uploaded under the Templates tab and can be found in 
the Transmittals menu/folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The following is a list of Transmittal templates which are maintained in the Templates Menu: 

• Transmittal (3-11a) – For use when transmitting various SFECC Project related items. 
 
2.1 Responsibility 
 
Team Members 
 
All Team Members are required to utilize the SFECC Transmittal Template when transmitting any 
SFECC related items.  All SFECC Transmittals must be forwarded to Document Control to be uploaded 
in the Project Collaboration Site and hard copy filed in Gannett Fleming’s SFECC project files.  Team 
members can upload Transmittals under the subconsultant folder under the Document Control Tab, 
Upload Menu.   
 
Document Control 
 
Document Control is responsible for forwarding all Transmittals that have been uploaded by 
subconsultants, client and Gannett Fleming and placing in its proper Document Control menu/folder. 
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Document Control is responsible for renaming the document according to procedures indicated in 
Section 1-1 (Document Control) and printing and filing a hard copy of each memorandum in the 
Gannett Fleming SFECC project files. 
 
Document Control is responsible for maintaining all Transmittal Templates in the SFECC Project 
Collaboration site. 
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1.0 POLICY 
 
All SFECC Project personnel will have their contact information placed in the Team Directory in the 
Project Collaboration Site in order to maintain a unified and simplified project communication system. 
 
2.0 PROCEDURE 
 
The Team Directory (3-12a) has been uploaded under the “My Team” Tab and Team Directory Drop-
Down Menu selection. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
All Subconsultants are required to provide updated information for their team members on a regular 
basis so that current staff working on the SFECC project may be contacted. 
 
2.1 Responsibility 
 
Team Members 
 
All Team Members are required to notify Document Control of any team member contact information 
changes/additions, etc.  They are required to notify Document Control if they require additional access 
by new team members to the SFECC Project Collaboration site.  They are required to provide contact 
name, company, address, telephone, fax and email information to Document Control as changes occur 
within their organization. 
 
Document Control 
 
Document Control is responsible for maintaining the Team Directory for the SFECC Project. 
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1.0 POLICY 
 
All SFECC Project personnel will be assigned Action Lists as Team Meetings and Coordination 
Meetings occur and action items are assigned to team members. 
 
 
2.0 PROCEDURE 
 
SFECC Action Lists (3-13a) are an ongoing list of pending action items for Team Members which can 
be updated as Action Items are completed.  Documents may be uploaded to an Action List.  Action 
Lists require the following information: 
 
Role 
Gannett Fleming 
Subconsultant 
Client 
 
Discipline 
Structures 
Project Management 
Design 
Planning 
Transit 
Freight Planning 
Traffic Support 
Right of Way Acquisition 
Geotech 
Financial 
Urban Design 
Station Development 
Cultural Resources 
Rail Operations 
Aerial Photography 
Public Involvement 
 
Type Description – Requires details on the action required. 
 
Responsibility – Assigns a responsible person for the action required. 
 
Due Date – Assigns a due date when action is due. 
 
File Attachments – Enables attachments of documents. 
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All Team Members are required to update their Action Lists on a regular basis.  All Team Members 
have the capability of viewing, adding, completing and verifying any Action Item for the SFECC project. 
 
2.1 Responsibility 
 
Team Members 
 
All Team Members are required to update their pending Action Item Lists.  All Team Members have 
been given rights/permission to add, view, complete and verify any Action Item.  Team Members not 
assigned responsibility for an Action Item should not make any changes to an Action Item not assigned 
to them unless requested by the FDOT Project Manager or the Project Manager. 
 
Team Members that are unable to create an Action Item can contact Document Control for help in 
creating, updating, revising any Action Items. 
 
Document Control 
 
Document Control is responsible for maintaining the Action List for the SFECC Project. 
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1.0 POLICY 
 
The SFECC Project Schedule (3-14a) will be uploaded and available to project personnel via the 
Project Collaboration Site.  A separate Schedule will be submitted to FDOT in their approved schedule 
format and be updated and submitted to FDOT on a regular basis.  A Deliverables Table (3-15b) is 
attached to demonstrate which subconsultant is responsible for a particular deliverables item that 
matches the Project Schedule due dates. 
 
 
2.0 PROCEDURE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The SFECC Schedule will be uploaded into the SFECC Project Collaboration Site.  Responsibility for 
schedule deliverables will be assigned to team members.  The SFECC Schedule will be maintained on 
the SFECC Project Collaboration Site and updated periodically. 
 
A separate SFECC Schedule will be submitted on a monthly basis to FDOT which will conform to 
FDOT guidelines and requirements. 
 
2.1 Responsibility 
 
Team Members 
 
All Team Members are required to notify the Project Manager of any schedule updates, revisions, 
changes that may affect schedule due dates. 
 
Project Manager 
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The Project Manager is responsible for updating the SFECC Project Schedule on a monthly basis and 
submitting to FDOT for review and uploading into the SFECC Project Collaboration Site. 
 
Document Control 
 
Document Control is responsible for ensuring that the most recent version of the Project Schedule is 
available in the SFECC Project Collaboration Site. 
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1.0 POLICY 
 
All SFECC Project photos will be uploaded and available to project personnel via the Project 
Collaboration Site.   
 
2.0 PROCEDURE 
 
All SFECC project photos have been uploaded under the Photo Icon and given an identifying name 
such as Aerial Photos, Trains, etc.  All Team Members are required to submit project site photos for 
uploading into the Project Collaboration Site. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.1 Responsibility 
 
Team Members 
 
All Team Members are required to upload any SFECC project photos in their corresponding 
subconsultant folder under the Document Control tab. 
 
Document Control 
 
Document Control is responsible for forwarding all photos that have been uploaded by subconsultants, 
client and Gannett Fleming and placing in the Photo Archive.   
 
 
 




