Process Guide for Converting, Reviewing, Changing and Updating a TIM Plan – Version 1.0

1. A TIM Plan is converted by InTrans (Skylar Knickerbocker) and he performs QC/QA on conversion to make sure all of the original information is converted and in the new formatted document.  All TIM Plans are in a native word document format and comments related to content are provided from his review.  Published TIM Plans are in a *.pdf format.

2. Skylar updates the Masterlist  by updating the “STATUS” column to say DOT Review.

3. Skylar emails the TIM Plan to Dawn Williams and Jim Armstrong.

4. Dawn (or Jim) will download TIM Plan and file in the respective District folder on Jim’s One Drive location Final TIM Plan Conversions.

5. [bookmark: _Hlk171581818]Dawn (or Jim) will update the tracking spreadsheet located on Jim’s One Drive location called TIM Plan Conversions.

6. Both worksheets in the tracking spreadsheet need updated.  The DOT Review Worksheet needs updated by putting the TIM Plan number in the correct column for District and the total updated.  A green color means its all done and published.  A yellow color means it has been sent out to the District for Review and no color or white means it was just converted and needs sent out to the District for Review.  The TIM Plan Status worksheet needs updated as well.  The “Plans Under Review by Dawn via District HMS or others” column needs to be increased by the number respectively for each District and the “Remaining TIM Plans to be converted and reviewed” column will need to be reduced by the number respectively that have been converted for each District.  

7. Dawn sends out converted TIM Plans to the District HMS and asks for return comments.  Some comments from Skylar are already in the document or email and Dawn asked for those to be reviewed and commented on as well.  Reminders are sent out to HMS’s if Dawn hasn’t seen any comments after a few weeks.

8. Once comments are received or a determination made by Jim that we are publishing as is if no comments are received from the district then the files are updated respectively or edited to incorporate the changes requested. A blue color means it has all changes from review and is being processed to complete.


9. If changes are to be made to the route or maps, then they are sent back to Skylar to make the change as there are RAMS work to be done and coordinated when the TIM Plan is published and the tools used to do mapping and symbols are at InTrans.  This way he can address that part and be ready to change when the final TIM Plan is published.  Skylar will make those changes and send back to Dawn and Jim.

10. If the edits are in the text sections of the TIM Plan, then Dawn (or Jim) will use Adobe software to edit the files making the changes.  The Date on the first page lower right corner is always set to the date the file is to be published and changed whenever there is an edit or an update.  All comments in the document and emails are addressed that are in the document and then they are all deleted and any changes using track changes are all accepted as appropriate.

11. Once the word document is the clean version of the TIM Plan then it is converted to a *.pdf of the same name.

12. The word document is then filed on Jim’s One Drive location Current and Official TIM Plans in the respective District.  Incidentally a double check on tracking and status in spreadsheets can be done by counting the number of TIM Plans in the respective folder for a District and then that should be the same number in the tracking spreadsheet and Master List for completed plan status.

13. The tracking spreadsheet “TIM Plan Conversions” is then updated for both worksheets.

14. The “DOT Review” worksheet is updated by turning the TIM Plan number completed to green and totals changed at bottom of respective District column.

15.   The “TIM Plan Status” worksheet is updated by reducing the “Plans Under Review by Dawn via District HMS or others” column by the number of TIM Plans completed.  The “Completed In Master List and Resides on One Drive” column is increased in respective District for number of TIM Plans completed.

16. The Masterlist is updated by changing the STATUS column to Completed for the respective TIM Plan.

17. The *.pdf files can now be published on the DOT Official Server.  This is simply done by moving or copying the file to the respective folder with the TIM Plan number in it and overwriting the existing file.  File explorer is an easy way to do so.  It can also be done through a web browser if preferred.  Copy the link into the web browser and it uses the file manager in that web browser.  Access to do this is only granted to Skylar, Jim and Dawn.

18. The last item to update is the email to at least Skylar and the TMC that the file has been published.  This way Skylar triggers the RAM change to coordinate with the update if necessary and the TMC is notified as the primary user.  Typically included in the email are Dawn Williams, Jim Armstrong, Skylar Knickerbocker, John Gilligan, Erik Castelline, Ashely Hochberger, Ted Shipley, Chris Pelton, and Dave Lorenzen.  District could be added if chosen to do so.  The note lists the TIM Plan numbers and states “the TIM Plan has been converted, reviewed, updated, and published on the server.  All tracking spreadsheets and master list have been updated accordingly.”
