Short-Form Community Characteristics Report (CCR)
Scope of Work
STIP X-XXX 
Prepared Month Day, Year
Prepared by Consulting Firm

Description of Project and Assumptions
In this section, the consultant should provide a description of the project, a description of the variables used in determining the scope and associated man-day estimate for the CCR, and any additional information that is not included in the standard scope of work below.
Project Initiation and Set-up
Coordination with NCDOT PDEA
a) NCDOT PDEA will provide the basic project description including: the STIP project number, likely roadway cross-section, lane width, whether the project will be on new or existing alignment, the current and projected annual average daily vehicle count on the project, major connecting routes in the area and project length.  
b) The consultant will coordinate with the NCDOT PDEA Project Planning Engineer and/or Community Studies (CS) staff on the project schedule, scope, estimate, and deliverables. 
 The consultant will obtain the Short-form CCR & CIA Guidance, Demographic Tool, and other pertinent guidance and tools from the Community Studies staff before starting the data-gathering process.
Direct Community Impact Area
Based on the information provided by the NCDOT PDEA Project Planning Engineer and Community Studies staff, the consultant will delineate an area to be assessed for direct impacts, called the Direct Community Impact Area (DCIA).  The DCIA will include all properties that could be directly affected by the project, taking into account contiguous neighborhoods with sole access points to the roadway or facility to be improved.  The boundaries of the DCIA will run along natural features, parcel lines, roads, and other manmade boundaries where possible.  The DCIA will not include commuting and detour routes.  In the case of an existing location-widening project and in the absence of the aforementioned variables, the DCIA should comprise roughly a 1000’ buffer.
 The proposed draft DCIA will be mapped and forwarded to CS for review and approval, before further analysis is conducted.
  Community Characteristics Report Data Gathering
Demographic Data Pull and Examination
a) The consultant will determine a Demographic Study Area, defined as all Block Groups that overlap with the DCIA boundary. 
  The proposed draft DSA will be mapped and forwarded to CS for review and approval, before further analysis is conducted.
b) Using the most recent NCDOT Demographic Tool, the consultant will access and analyze  data from the Decennial Census and the American Community Survey (ACS) for the Demographic Study Area (DSA), to be examined and documented in Appendix A of the report. Tables from the Demographic Tool should be copied and pasted into Appendix A; these tables are population growth, population by race and by Hispanic origin, minority, poverty, Limited English Proficiency (LEP), and zero-car households.   The general locations of any identified Environmental Justice or LEP populations should be noted for observation on the field visit.
Field Visit to Inspect Project Area
a) Five days prior to the field visit, the consultant will prepare and send an e-mail with the STIP project number, contact information, personnel names, and locations to be visited to the NCDOT Division and NCDOT District staff.  
 NCDOT CS will be copied on the email.  
b) The consultant will conduct a field visit to the proposed project location.  The consultant will use the field visit input form obtained from CS as a starting point for observational notes. The consultant will take photos of the project area and any notable community characteristics. 
O  The consultant will notify NCDOT CS if the field visit or additional research suggests that expanded community coordination may be appropriate.
Local Officials Input
The consultant will contact local officials using the local input forms provided by NCDOT CS as guidance.  Email and/or telephone interviews are sufficient, but in-person interviews may be scheduled during the field visit.  All conversations will be documented.  If responses are not received, the consultant will document the dates and method (email, phone, etc.) of contact attempts.  
O   If the interviews or other research reveals notable concerns, the consultant will contact CS to discuss whether expanded community coordination is necessary.  
 Community Characteristics Report Project Documentation
The consultant will prepare the Community Characteristics Report checklist as described in the following sections, each of which will be focused on providing the necessary details in a clear and succinct manner.
1) Executive Summary (TEMPLATE SECTION I)
a) [bookmark: _GoBack]Project Details
The consultant will provide report information, including the planner who wrote the report, the project staff at NCDOT, and the approval signature from the Community Studies Group Leader once the report is finalized.  In addition, provide the route name or number, the WBS number, the Division in which the project is located, a one-sentence project description, and other project information in this section.
b) Project Vicinity Map
The consultant will provide a map that shows the project location in relation to nearby cities or within the county.  The STIP map can be used for this.
c) Community Context
The consultant will develop a summary write-up of the project description, regional context and pertinent trends.
d) Bulleted Report Summary 
The consultant will provide a concise bulleted list of notable community characteristics and concerns, potential community impacts, and preliminary recommendations.    

2) Community Context Map (TEMPLATE SECTION II)
The consultant will produce a community context map, which shall include context features, such as jurisdiction lines and hydrologic features, as well as all notable features described in the body of the report.  A full list of potential features is available in the Guidance. 

3) Demographic Study Area Map (TEMPLATE SECTION III)
The consultant will produce a demographic study area map which will delineate the Census Block Groups used in the demographic data analysis.  This map shall show the Block Groups in different colors and label them with the Census Tract and Block Group number. This map shall also show the DCIA boundary for reference.  This map should focus entirely on the demographic area, and thus should not include any notable features.

4) Regulatory Applications Inventory & Screening (TEMPLATE SECTION IV) 
Based on field visit observations, demographic data, and discussions with local planners, the consultant will complete a checklist to conduct a regulatory applications inventory and screening for the following:
· Environmental Justice and Title VI Populations
· Limited English Proficiency (LEP) or Language Assistance Populations
· Potential Section 4(f) Public Recreational Resources
· Section 6(f) Land & Water Conservation Fund Resources
· Voluntary & Enhanced Voluntary Agricultural Districts (VAD & EVAD)

For all confirmed regulatory applications, the consultant will label the applicable resource on the community context map and describe the application in the appropriate checklist section.  Note that Environmental Justice includes both a “Presence” and “Impact” component.  While “Presence” should be illustrated and labeled on the community context map, only an “Impact” needs to be photo-documented.

5) Community Characteristics & Notable Features (TEMPLATE SECTION V)
Based on field visit observations, demographic data, and discussions with local planners, the consultant will complete a checklist of community characteristics and notable features in or in close proximity to the Direct Community Impact Area, including:
· Agricultural Operations
· Notable Population Growth or Decline
· Development Activity
· Local Area Plans/Goals
· STIP Projects
· Bicycle, Pedestrian and/or Greenway Facilities
· Bicycle/Pedestrian Activity
· Transit Routes, Facilities and/or Activity
· Access Driveways and Cross Streets
· Traffic Generating Facility or Node
· Business and Economic Resources
· Business and Economic Transportation Activity
· Emergency Management Services (EMS) Operations
· School Bus Routes
· Special Populations
· Socio-economic Resources
· Community Cohesion
· Community Safety
· Community Health
· Other Recreational Resource(s) or Activity (Non-Potential 4(f))
· Area/Community Concerns

The consultant will provide complete descriptions of confirmed community characteristics and notable features, including type, location, and details about seasonality or time of day where appropriate. 

6) Potential Community Impacts
The consultant will conduct an evaluation of potential impacts due to the proposed project according to the following factors on the checklist:
· Environmental Justice and Title VI Populations
· Potential Section 4(f) Public Recreational Resources
· Section 6(f) Land and Water Conservation Fund Resources
· Voluntary & Enhanced Voluntary Agricultural Districts (VAD/EVADs)
· Agricultural Operations
· Community Resources
· Local Area Plans/Goals
· Multi-modal Facilities and Activity
· Access, Accessibility and Mobility
· Business and Economic Resources
· Community Cohesion
· Community Safety
· Community Health
· Area/Community Concerns
· Other
· Recurring Effects

Include the nature, likelihood and severity of potential impacts with as much detail as possible. If an Environmental Justice, Title VI, Limited English Proficiency and/or Language Assistance population is present or significant public concerns are found (from Internal Scoping on through the Community Impact Assessment distribution) a PI plan is recommended and will be coordinated with Community Studies and Public Involvement.  
Indirect and Cumulative Effects
The consultant will address the potential indirect and cumulative effects of the proposed project according to the following factors on the checklist:
· Travel Times
· New Network Connections
· Property Access
· Property Exposure 
· Creation of an Activity Center

Any notable change in one of these factors will be disclosed and briefly described in the narrative.  One or more confirmed Transportation Impact-Causing Activities (TICAs) requires completion of the ICE screening tool either in the Appendix or as a stand-alone report.  
7) Recommendations (TEMPLATE SECTION VI)
The consultant will note the potential need for recommendations related to the following in the checklist: 
· Avoidance 
· Minimization 
· Outreach to EJ and/or Title VI Population(s)
· Outreach to LEP Population(s)
· Coordinate with FHWA Regarding Potential Section 4(f) Resources
· Coordinate with NCDENR Regarding Section 6(f) Resources
· Public Involvement due to Notable Community Concerns
· Coordinate with NCDOT Division of Bicycle & Pedestrian Transportation
· Other

The consultant will also assess the scope and nature of potential impacts to warrant additional analysis or documentation.  Community Studies will make the final determination regarding the inclusion and substance of any preliminary finding or recommendation contained within the report.
 Community Characteristics Report Deliverables
Draft Community Characteristics Report
The consultant will compile the data, analysis, recommendations, and screening information of the previous sections into the latest template provided by NCDOT CS.  This report will include:  
Completed Community Characteristics Report Checklist
Community Context Map
Demographic Study Area Map
Sources
Appendix A – Demographic Tables
Appendix B – Site Photographs  
Appendix C – Local Official Input Forms
Appendix D – Health Indicator Table
Appendix E – Other

The consultant will develop a list of sources used to develop the report.  All sources shall have the information, including telephone numbers and web addresses, needed to return to the original source of the information if required.  The consultant will coordinate the schedule for initial review of the draft report (duration not to exceed 2 weeks) with Community Studies and the Project Planning Engineer to adhere to the overall project schedule, with a second review to confirm disposition of comments.
Final Community Characteristics Report
The consultant will revise the draft report based on NCDOT CS comments within seven (7) business days of the receipt of NCDOT comments unless alternative arrangements are made.  The consultant will specifically respond to each NCDOT CS comment.  The consultant will provide three (3) paper copies of a final 8 ½” x 11” Community Characteristics Report, including all supporting figures, photographs, records and sources.  The consultant will also provide a digital copy of the final report text in Word and Adobe Portable Document Format (FTP Upload or Batch CD Preferred).
Community Characteristics Report Project Administration
Scope of Services
The consultant will review the standard Community Characteristics Report Scope of Work and prepare a task list and fee.  A broad assessment based on preliminary information provided by NCDOT CS and NCDOT PDEA Engineer, along with variables including the length of the project, number of jurisdictions, proximity of alternatives/study area size, and development density shall be used to estimate fees and schedules for Task Orders.
Project Management
· Project Budgeting – The consultant shall track the monies spent on the assigned project so that project is completed for the budgeted amount.  Any budget issues shall be discussed with CS staff prior to work being conducted.
· Staff Assignments / Expertise – The consultant will provide adequate staff with proper expertise to complete the project.
· Monthly Status Report – The consultant will prepare a monthly status report of all projects for NCDOT.  This report will list reports by percent complete, estimate the percentage of the budget spent and estimate completion date(s) for the project or groups of projects.  The consultant will manage the budget, staff assignments and status of the project through monthly internal project reviews.
· Invoices – The consultant shall submit invoices to NCDOT for review and payment after a Task Order is completed.  
Please note: “” Indicates a point where contact with CS staff is necessary on every project; “o” Indicates a point where contact with CS staff may be necessary given certain conditions.
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