REF: 400-ab8: Example Project File Structure

Project Files Effective June 2012

Consider using the attached file below to establish a file system for each project
requiring an EA or EIS. This would occur very early in the environmental process. The
files can be maintained by the Region Environmental Office, the Design Office, another
agency who has been designated as the Administrative Lead, or by a consultant
employed by one of the co-lead agencies.

It does not contain individual permit files since they typically occur after the basic
environmental document is complete.

The file structure below outlines how agency actions were decided. The documents
contained within this filing system will help you to compile an administrative record if
the need arises.

Agency Record
Under the Administrative Procedures Act, within 30 days after service of the petition for
judicial review, WSDOT must submit to the court the original or certified copy of the
agency record. RCW 34.05.566. The record shall consist of:

1) Any agency documents expressing the agency action, and

2) Other documents identified by the agency as having been considered by
it before its action and used as a basis for its action.

GENERIC EIS or EA FILE INDEX

0-000 MISCELLANEOUS

FILE # TITLE
0-050 FILE CONTENT LIST (INDEX)
0-070 PERMITS
0-100 HISTORY \ LIST OF MILESTONES
0-200 PROJECT SCHEDULE / BUDGETS / CONSULTANT misc.
0-300 MEDIA & NEWS ARTICLES (not Ad’s)
0-400 MISCELL'ANEOUS - RELATED PROJECTS - PREVIOUS OR RELATED STUDIES / REPORTS
Regional Transportation Plans, Comp. & Land Use Plans, GMA, Ordinances, Route Studies/etc.
0-500 CONTACT LIST
1-000 SCOPING / COORDINATION / PUBLIC INVOLVEMENT
1-050 PROSPECTUS / SEPA DETERMINATION OF SIGNIFICANCE / ECS FORM / NOTICE OF INTENT (NEPA)
1-100 PRELIMINARY ALTERNATIVES \ SCREENING
1-200 WSDOT SCOPING MEETING
1-300 STUDY PLAN & PUBLIC INVOLVEMENT PLAN
1-400 PUBLIC SCOPING MEETING
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-500
-510
- 600
- 700
- 800
1-

900

AGENCY SCOPING MEETING

JOINT LEAD AGENCIES & COOPERATING AGENCIES

MISC. CORRESPONDENCE - Freedom Of Information Requests

FLYERS / NEWSLETTERS

OPEN HOUSES  Mailing List, News Ads, legislative, Agency, Public Letters, Public Comments
MEETINGS (Community, etc.)

2 - 000 DESIGN ACTIVITIES

- 000
- 100
-200
2.
2.

300
350

DRAFT DESIGN REPORT

FINAL DESIGN REPORT

VALUE ENGINEERING STUDY

NOTICE OF ACTION (DESIGN APPROVAL)
DESIGN SUMMARY (No Need If EIS)

3-000 INTERDISCIPLINARY TEAM (IDT)\ COMMITTEES\ ETC.

3-

3-

3-

3-
3-

050

600

700

800
900

IDT / TAC or Sometimes (“Steering Committee” “Project Management Team” or “Project Advisory Team”)
Interdisciplinary Team: Usually Interjurisdictional - usually one person from each agency
Technical Advisory: Usually agency staff with technical expertise who review recommendations

OVERSIGHT COMMITTEE \ EXECUTIVE COMMITTEE (Sometimes “Steering Committee”)
Elected officials and appointed board \ commission members of local, regional, state and national organizations with a vested
Interest In the project's outcome. (Regional Administrator)

COMMUNITY \ PUBLIC \ CITIZEN - ADVISORY COMMITTEE
Representatives of neighborhood and community organizations, transportation operators, and governmental organizations with
a vested Interest In the project.

IN - HOUSE & OTHER MEETINGS (Consultant/FHWA/ Informal)

PRELIMINARY and FINAL RECOMMENDATION

4 -000 DISCIPLINE STUDIES
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- 050
-100
-110
-130
-200
- 500
- 600
- 700
-701
- 702
-703
-704

- 705
- 706
- 707
-708
-709
-710
-711

-712

-713
-714
-717
-718

-719
-720
-721
4-

722

DISCIPLINE STUDIES / GENERAL / MISC.
ORIENTATION MEETING (DISCIPLINES)
DRAFT DISCIPLINE DISTRIBUTION & COMMENTS
FINAL DISC. DISTRIBUTION & COMMENTS
T & ELETTERS & LISTS (Section 107 Consultation)
BIOLOGICAL ASSESSMENT
TRAFFIC STUDY
AIR QUALITY
NOISE
ENERGY
GEOLOGY AND SOILS
WATERWAYS & HYDROLOGICAL SYSTEMS
Water Body Modification, Wild & Scenic Rivers, Coastal Zone Impacts and Coastal Barriers
FLOOD PLAINS
WATER QUALITY
WETLANDS
WILDLIFE, FISHERIES, AND VEGETATION
FARMLAND
LAND USE
SOCIAL ELEMENTS
Community Cohesion, Recreation & 6(f), Regional & Community Growth, Services, and Pedestrian & Bicyclist Facilities,
Environmental Justice, Title IV
ECONOMIC ELEMENTS
Employment, Tax Revenues & Property Values
RELOCATION
CULTURAL RESOURCES / ARCH. & HIST.(SEC.106) / 4(f)
HAZARDOUS WASTE
VISUAL QUALITY

CONSTRUCTION ACTIVITY IMPACTS

IRREVERSIBLE & IRRETRIEVABLE COMMITMENT OF RESOURCES

SHORT - TERM USES OF ENVIRONMENT AND LONG - TERM PRODUCTIVITY
SECONDARY & CUMULATIVE IMPACTS

5-000 DOCUMENT CHAPTERS

5-

050

EIS CHAPTERS
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6-000 EA or DEIS PROCESS

DD OO OO OO

(2]

- 050
- 050
- 100
- 300
- 400
- 600
- 700
- 800
- 900

MISCELLANEOUS EA or DEIS

DRAFT EA or PRELIMINARY DEIS (PDEIS)
DRAFT EA or PDEIS COMMENTS

CAMERA READY EA (CREA) or DEIS (CRDEIS)
CREA or CRDEIS COMMENTS

PRELIMINARY COMMITMENTS FROM EA or DEIS
EA or DRAFT EIS (DEIS) - (As Circulated wW\NOA))
EA or DEIS DISTRIBUTION MAILING LIST

EA or DEIS COMMENTS

7—000 ENVIRONMENTAL / DESIGN HEARING

7-

7-
7-
8-000 FEIS PROCESS

- 050
- 050
-100
- 300
-400
- 600
- 700
8-

O 0O 0O © 0O O

050

100
200

900

ENVIRONMENTAL / DESIGN HEARING (Misc. & Correspondence)

Prehearing Packet, Exhibit List, Hearing Handout, Attendance Sheets, Script
ADVERTISEMENT & INVITATIONS, ETC.
TRANSCRIPT & SUMMARY OF COMMENTS

FINAL EIS MISCISCELLANEOUS

PRELIMINARY FINAL EIS (PFEIS)

PFEIS COMMENTS

CAMERA READY FINAL EIS (CRFEIS)

CRFEIS COMMENTS

FEIS (AS CIRCULATED w/ NOA)

CIRCULATION \ MAILING LIST (ISSUE & NOTIFICATION LETTERS)
FEIS COMMENTS

9-000 ACCESS HEARING

9-
- 100
-200
- 300
-400
9-

© © O ©

050

500

ACCESS HEARING \ Prehearing Packet, Script, Exhibit List, List of Abutting Property Owners
TRANSCRIPT

ACCESS HEARING PLAN

ACCESS HEARING NOTICE \ News Ads, Letters, Affidavits of Service by Mailing

FINDINGS & ORDER

RESUME'/ NOTICE OF APPEARANCE / ORDER OF HEARING

10-000 ENVIRONMENTAL APPROVALS

10-050
10 - 100
10-200

RECORD OF DECISION (ROD) / Finding of No Significant Impacts (FONSI) & SEPA ADOPTION
FINAL ADVERTISEMENTS AND MISC. CORRESPONDENCE
COMMITMENT LIST & FINAL ENVIRONMENTAL CLEARANCE

11-000 ENVIRONMENTAL RE - EVALUATION

11-050

ENVIRONMENTAL RE - EVALUATION
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