( Start process )

Applicant submits
traffic permit request
form & appropriate
attachments to District
Permit Office

Is the
traffic permit request
form & checklist
complete?

YES

District Permit Office logs in
traffic permit request form

v

District Permit Office and
other applicable district
personnel review traffic

permit request form/
attachments

Is the
raffic permit request form
attachments approved by the

NO—Pp

District Permit Office
returns traffic permit
request form to
applicant w/incomplete
form & explanation
letter

( End process )

Permits
Traffic Control Devices,

Gateway/Memorial (non-traffic)

S permit approva

appropriate District
personnel

NO

\ 4

District Permit Office
returns unapproved

required by HQ

NO
A 4

District Permit Office
returns traffic permit
request form/
attachments to applicant
w/letter explaining to
complete permit

v

Applicant addresses
comments, completes
traffic permit w/
attachments

'

Applicant signs and
submits traffic permit

NOTE: Open traffic permit request with no activity for 3 months may be closed

District Permit Office sends
traffic permit request form/
attachments to Traffic
Engineering Management
(TEM)

TEM logs into tracking
database; sends traffic permit
request form & attachments
to appropriate section(s) for
review/recommendation

w/attachments to
District Permit Office

traffic permit request
form to applicant w/
explanation letter

District Permit Office

N reviews traffic permit

and distributes for
required signatures

'

District Permit Office
issues traffic permit
(stamps permit and

enters documentation

into Permit Database)

District Permit Office
distributes permit &
attachments to HQ and
mails copy to
applicant & keep a
copy

}C End process ){
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NOTE: Open traffic permit request with no activity for 3 months may be closed

The appropriate
section reviews the

A 4

Applicant addresses
comments and
submits a traffic
permit/attachments to
TEM

TEM returns traffic
permit request to
applicant

TEM forwards traffic
permit to HQ Permit
Office for final
approval

form & send it back to
TEM

Is the
traffic permit
request/attachments

<

HQ Permit Engineer

h 4

signs final approval

!

HQ Permit Section
issues traffic permit
(stamps permit and
enters documentation in
database)

HQ Permit Office files
original issued traffic
permit/attachments,

l<—concurrent—m

approved
by the appropriate
section(s)

HQ Permit Engineer/
applicant sends
comments/corrections
to applicant/HQ
Permit Engineer*

P| traffic permit request (4 concurrent—mcommentsicorrections

Appropriate section/
applicant sends

to applicant/
appropriate section

TEM Reviewer returns
denial letter &
unapproved traffic
permit request to
Applicant & District
Permit Office

No—P»

h 4

distributes a copy to the
district and mails a copy
to applicant

b( End process )
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