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1.0 Introduction 

This Standard Operating Procedure (SOP) is to be used by the Project Permit 
Reviewer in Section 25. This SOP provides guidance to ensure consistency and 
quality in Section 25 permit reviews. 

 

2.0 Official Position Description (SF-3) 

This position is the primary engineer responsible for: 

- Reviewing bridge and structural portions of Permit Applications received by 
DOTD, as requested by the Headquarters Right-of-Way Permit Engineer. 

- Coordinating and managing bridge and structural related permit review tasks. 

- Maintaining this SOP. 

 

3.0 Standard Operating Procedure 

 

3.1 Permit Projects  

Permit Projects are construction projects initiated outside of DOTD, whereby the 
owning agency (private party, organization, etc.) is in need of a DOTD permit to 
perform the construction. Therefore, Permit Projects are not State Construction 
Projects, do not have an “H.xxxxxx” number, and are not usually funded by the 
State. Any project involving non-DOTD facilities within the DOTD Right - of – Way 
(ROW) are required to apply for a permit. All Permit Applications are required to 
be in accordance with applicable DOTD provisions and standards. A copy of the 
approved Project Permit Application is required to be made available at the site 
where and when the related construction work is performed.  

The Headquarters Right-of-Way (HQ ROW) Permit Engineer will request 
assistance from the Section 25 Project Permit Reviewer for certain permit 
applications. Applications may involve work that will affect a DOTD owned 
structure. Applications may involve a privately owned structure located within 
DOTD ROW. 

Refer to the ROW Permit website for other information including the responsibilities 
of the ROW Permit Unit and ROW Permits Contacts. 

 

3.2 Section 25 Permit Review Scope and Applicability  

The Section 25 Project Permit Reviewer is responsible for reviewing bridge and 
structure related aspects of the Project Permit Application. 
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For structures overpassing or underpassing state on-system or off-system 
roadways, and which will not be used by public traffic, it is the owner’s responsibility 
to design and construct such structures in accordance with the requirements listed 
in Section 3.4.2 for the portion of the structure within DOTD ROW. 

For loads added to DOTD structures, request the Section 25 Bridge Load Rating 
group to review the loads and determine if the loads can be allowed, and if allowed, 
whether or not the current bridge load rating will require modification. 

 

3.3 Personnel Qualifications/Knowledge 

The Section 25 Project Permit Reviewer shall be a professional engineer currently 
registered in the state of Louisiana, and currently practicing bridge and structural 
design. 

 

3.4 Section 25 Permit Review Procedure 

3.4.1 Receive and Save Project Permit Application Package 

Upon the Section 25 Project Permit Reviewer receiving the permit review 
request from the HQ ROW Permit Engineer, the first step is to save the 
Permit Application Package to the proper folder. 
 
Step 1: Create a folder under the R:\Gang 1 Common\Permit Review 
folder, and name the folder as shown in the screenshot example below. 
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Step 2: Download the Permit Application Package and save it in the 
newly created folder. Due to the size of the Permit Application 
Package, it may be shared on the 26Plan Room at the following 
location (screenshot example below): 
 
\\dotd-statewide.swe.la.gov\FS_26Plan Room\Exchange Plans\ 
Permits\Headquarters 
 

 
 

Copy all pertinent documents to the R drive Permit Review folder. 
 
Step 3: Update the Project Permit Review Log, filling out all fields. 
Maintain and update review log throughout the review process.  
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3.4.2 Review the Initial Project Permit Application Package 

Verify that the Project Permit Application Package is complete. As a 
minimum, verify the following: 

 All structural calculations are stamped, signed and dated by a 
professional engineer currently registered in the state of 
Louisiana in the discipline of civil engineering. 

 Application information and details conform to all DOTD 
requirements; 

 Application information and details demonstrate that facilities 
and structures have been designed in accordance with 
applicable codes and requirements; 

 There are no apparent safety issues; 
 Submitted plans, design, calculations, reports, etc. are in 

accordance with:  
- AASHTO LRFD Bridge Design Specifications,  
- DOTD Bridge Design and Evaluation Manual (BDEM),  
- DOTD Bridge Design Technical Memoranda (BDTM),  
- DOTD Minimum Design Guidelines, and  
- Louisiana Standard Specifications for Roads and Bridges 

(LSSRB).  
- Louisiana Administrative Code, Title 70, Part II, Chapter 5, 

Section 511.A.2.b.v. 
- EDSM IV.2.1.7 
- EDSM IV.2.1.8 
- Bridge Attachment Permit Supplement 
- All other correct and applicable laws, rules, regulations, 

specifications and codes. 
 Minimum vertical clearance and horizontal clearance are 

fulfilled;  
 Assumptions, loads, and load combinations are reasonable;  
 Guard rail requirements are fulfilled for underpass and 

overpass; 
 Bridge rails are properly designed;  
 Any additional loads due to permit project are checked against 

those allowed for existing bridges / structures;  
 Components attaching to DOTD’s bridges/structures are 

acceptable; and that 
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 Load ratings for proposed structure(s) are included in the 
Permit Application Package. 

Selectively check dimension and details as a cursory review of the 
plans for accuracy, consistency, and constructability. The Bridge 
Design reviewer should not perform QC/QA of the applicants’ work.  
 
In accordance with Section 3.3, if applicable, request the Section 25 
Bridge Load Rating group to review loads applied to DOTD structures 
and determine if the loads can be allowed, and if allowed, whether or 
not the current bridge load rating will require modification. 
  

3.4.3 Request Additional Information as Needed or Prepare Comments 

- After initial review, request additional information as needed from the 
applicant through the HQ ROW Permit Engineer. 
 

- After receipt and review of additional information, prepare review 
comments.  If there are no comments, write "no comments" in the 
review comments documentation. 
 

- Provide the Permit Application Package and review comments to the 
direct Assistant Bridge Design Administrator for review.  The Assistant 
Bridge Design Administrator will notify the Bridge Design Engineer 
Administrator if review comments indicate that the Permit Application 
Package contains elements not addressed by, or not in conformance 
with, the requirements of 3.4.2.  Review comments may be added by 
the administrator(s) at this time. 

 
- Upon notification from the Assistant Bridge Design Administrator or 

Bridge Design Engineer Administrator as applicable, provide all review 
comments to the HQ ROW Permit Engineer. 
 

3.4.4 Review Revised or Updated Project Permit Package 

- After receiving responses from the applicant, review the revised or 
updated Permit Application Package to see if any additional items 
need to be addressed. 
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- After receipt and review of the revised or updated Permit Application 
Package, prepare review comments.  If there are no comments, write 
"no comments" in the review comments documentation. 
 

- Provide the revised or updated Permit Application Package and review 
comments to the direct Assistant Bridge Design Administrator for 
review.  The Assistant Bridge Design Administrator will notify the 
Bridge Design Engineer Administrator if review comments indicate that 
the revised or updated Permit Application Package contains elements 
not addressed by, or not in conformance with, the requirements of 
3.4.2.  Review comments may be added by the administrator(s) at this 
time. 

 
- Upon notification from the Assistant Bridge Design Administrator or 

Bridge Design Engineer Administrator as applicable, provide all review 
comments to the HQ ROW Permit Engineer. 
 

3.4.5 Update Project Permit Review Log Sheet 

- Update pertinent information in the Project Permit Review Log Sheet 
to complete the review process. 
 
 

4.0 Contact Information  

For questions regarding this Standard Operating Procedure, contact: 

 Kelly Kemp 
 Bridge Design Gang 009 
 Phone: (225) 379-1809  
 Address: 1201 Capitol Access Rd. 
                 Baton Rouge, LA 70804  

  Email: Kelly.Kemp@la.gov 
  Comments: Assistant Bridge Design Administrator 
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Appendix A:  References 

 

 Right-of-Way Contacts 

http://wwwsp.dotd.la.gov/Inside_LaDOTD/Divisions/Engineering/Road_Design/Ri
ght-of-Way/Pages/Contacts.aspx 

 

 Project Permit Review Folder 

R:\Gang1 Common\Permit Review 

 

 26Plan Room (Exchange Plans) 

P:\Exchange Plans\Permits\Headquarters 
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Appendix B:  Glossary 

 

AASHTO – American Association of State Highway and Transportation Officials 

BDEM – Bridge Design and Evaluation Manual  

BDTM – Bridge Design Technical Memoranda  

DOTD – Louisiana Department of Transportation and Development 
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Appendix C:  Sample Project Permit Application Form 
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Appendix D:  Permit Approval Matrix 

 

 

 

 


