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Introduction 
 
To improve the FHWA and MoDOT joint program review process, we are providing the 
following guidelines to capture the responsibilities of the involved individuals and the 
procedures to complete the program review process. We believe this document will improve 
the quality of our joint reviews by providing our staff with the information required for 
planning, conducting, and writing effective reviews. We believe this program provides 
opportunities to enhance professional development, network with team members, and 
improve the overall quality of Missouri’s transportation system. 
 
The purpose of the FHWA/MoDOT joint review program is to manage Missouri transportation 
risks, identify and select areas for review and improvement, and build relationships with our 
FHWA/MoDOT partners. FHWA is required to conduct these program reviews and we will 
continue the joint process in a collaborative effort with MoDOT. In some instances, a joint 
review may not be feasible and may only be conducted by FHWA. 
 
A flow chart of the review process (Appendix A) is included in this document. Flexibility of 
these guidelines is necessary because many action items vary depending on the topic of the 
review. The flow chart outlines the relationship in the risk assessment and the program 
reviews.  
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Defining Program/ Process Reviews 
 

Purpose of Review Program 
Program and process reviews are essential to identify continuous improvement methods and 
efficiencies. These reviews help provide both FHWA and MoDOT the reasonable assurance that 
processes and programs are working as intended. 
 
When would you do a review?  
• When there are uncertainties as to how well a program or process is working 
• When there are review recommendations resulting from a risk assessment 
• When the end product has deficiencies or something of similar nature 
• When the review might provide continuous improvement because of recent changes in 

methods, equipment or other management changes 
 
Program Review 
A comprehensive review and evaluation of an agency’s organization, policies, procedures and 
operating practices that are used to perform a particular aspect of the Federal-aid highway 
program.  The acceptability and effectiveness of the program is always determined by an 
investigation/evaluation of samples of the end product of the program. 
 
Program reviews have two primary purposes – 1) validating processes and procedures for 
efficiency and/or compliance with program requirements, and 2) analyzing and solving 
problem areas that were identified by the investigation.  The implementation of the 
recommendations should result in continuous process improvement.   
 
Program reviews should always result in: 

• Validation that processes are working as intended 
• Enhanced quality of the end product 
• Improved cost effectiveness of the end product 
• Reduced staff time or steps necessary to complete the program 
• Reduced risk 

 
Process Review 
A process review has the same definition as above but on a much smaller scale. These reviews 
analyze in detail one process of an overall program. Process reviews are conducted statewide 
involving both districts/divisions. These are usually a more detailed oriented review of one or 
more aspects of an overall program. A process review examines one part of a process and the 
details of that part of the program. These reviews chart the process and determine 
opportunities to more efficiently and effectively produce process outputs. A program review 
may include a comprehensive evaluation of the entire program to ensure all parts and 
management controls are effectively performed; but not analyzing in detail the individual 
processes of each segment. 
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Topic Selection 
Reviews will first be determined by joint analysis and recommendation for top risk strategies. 
FHWA and MoDOT personnel should submit topics to either of the review program 
coordinators. These submittals should consist of a briefing (one or two paragraphs) explaining 
why the topic should be chosen, an example of any specific incidences for correction, and what 
outputs are anticipated from the review (specification change, new policy, new product, etc.). 
Prior to the FHWA and MoDOT annual topic selection meeting, FHWA Team Leaders or 
program managers will discuss the proposed topics and provide feedback to management on 
the recommended review activities at one of the Leadership Team Meetings. The review 
program coordinators should distribute the list of potential topics (with briefings) to MoDOT 
and FHWA management prior to the annual topic selection meeting. This will allow for better 
preparation and evaluation of topics and will eliminate some of the “on-the-spot” decision 
making.   
 
Both FHWA and MoDOT program managers should be gathering information for program review 
topics throughout the year. This may be done through analyzing their program’s partnering 
agreement program performance measures, review and inspection findings, and any additional 
tracked items.  
 
Final topic selection should be based on consensus of both FHWA and MoDOT management.  
FHWA and MoDOT’s workload will be considered when reviews are chosen. Our expectations are 
that at least three program reviews are conducted yearly. 
 
Sponsors/Team Selection/Responsibilities 
Each review will have a FHWA and MoDOT sponsor. The sponsors are responsible for reviewing 
and approving the review charter, work plan, and draft and final reports. The sponsors should be 
invited to the exit conference and are required to approve and sign the final report before 
submission. (Note: The review template does not provide a place for FHWA and State signatures, 
but this should be included in the report.) Communication with the sponsor should occur 
continuously throughout the review. 
 
FHWA and MoDOT review team leaders should have substantial knowledge in the review area.  No 
individual should be a team leader on more than one review per year.  It is the responsibility of the 
review team leaders to periodically update sponsors, to organize the review, and to keep the 
review on track and within scope.   
 
The MoDOT team leader should be selected as a central point of contact for MoDOT and should 
provide guidance on the direction that the Central Office wants to take with the review.  
Communication between the FHWA and MoDOT team leaders is essential to the review process. 
These leaders should stay in continual contact throughout the review to ensure the review stays 
on track. 
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Teams should be selected shortly after the topic selection meeting in order to include the reviews 
as part of the Division’s performance plan. Representation by FHWA and MoDOT has proven to be 
very beneficial in past reviews, including those members not working in that specific program area.  
 
Generally, two or three FHWA staff with two or three MoDOT staff should make up a review team. 
District personnel should be considered for inclusion as well.  Efforts should be made to ensure 
that all affected MoDOT program managers are represented on the teams and additional team 
members could be included for specific tasks throughout the review if necessary. FHWA 
management should be responsible for assigning the FHWA review team leaders and team 
members, with individual interest taken into account. MoDOT leadership should be responsible for 
selecting the MoDOT team leaders and team members and may solicit input from the FHWA 
review team leader. 
 
Kicking Off the Review 
The first step in planning for a review is to perform a search of any existing review files that may be 
used or modified. This includes prior FHWA reviews which can easily be viewed in the Review 
SharePoint site. Next, the teams should develop their team charters and work plans. These 
documents describe the review’s objectives and provide a schedule for the team. These should be 
reviewed and approved by the sponsors. 
 
Each year FHWA will coordinate a kick-off meeting for the performance year’s program reviews. At 
this meeting, teams will meet with their sponsors to review their developed charters and work 
plans. This meeting also provides the team an opportunity to meet other team members and to 
finalize the plan for conducting the review. 
 
Purpose and Objective 
The development of a purpose and objective is very important in defining a review.  As discussed 
above (in “Topic Selection”), a briefing should accompany a topic suggested for review which 
provides a description of the objective, an example of any specific incidences for correction, and 
the intention of the suggested review. This briefing will serve as the framework for the 
development of the purpose and scope. 
 
In addition to the topic briefing, additional discussions held at the annual review topic selection 
meeting should provide a substantial basis for the program review team to establish a purpose and 
scope. If the team believes it is necessary to deviate from the intended purpose and scope 
identified through the topic briefing and the topic selection meeting, the team should meet with 
the review sponsors prior to proceeding. The review team should develop a finalized “Purpose” 
which clearly states the objective(s) of the review. If the review includes a specific issue for 
improvement, the purpose should include background information and desired changes.  
 
Scope and Methodology 
The scope of the review should generally include the number of Districts involved, the number of 
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projects to be reviewed, and the specific action items (key steps in the process) to be reviewed in 
each District. The number of Districts reviewed should be three or four; however, this also 
depends on the topic of the review. The review teams should consider informally collecting key 
information from as many other Districts as possible. Whether the team will conduct an on-site 
visit, review on-line documentation, etc. the methodology should be noted. This can be done 
through telephone conversations and brief office visits. Efforts should be made to ensure that no 
particular District is overburdened with too many reviews while other Districts do not get reviewed 
at all.   
 
Entrance/Exit Meeting 
To coordinate with Districts, entrance and exit meetings are highly recommended in order to alert 
District management of the team’s presence in the District and to explain the purpose and scope 
of the review.  During this entrance meeting, a tentative time should be established for conducting 
the close-out meeting. If the District Engineer is not available for an entrance meeting, it is 
important to at least inform him/her of the review team’s presence in the District. The exit 
meeting should cover all the observations/findings the team made during the review. During the 
close-out meeting, the team should discuss which observations are isolated incidences (i.e., 
occurred on only one project), which observations were found to occur only in that District, and 
which observations are of statewide concern and will be included in the statewide report.   
 
Final Report 
The purpose of a final report is to summarize the results of the review, document statewide 
observations found in the Districts, and document the resolutions discussed at the close-out 
meeting. Observations in the report can be either areas of successful practice or needs 
improvement. The review team should provide recommendations in the report that will resolve or 
improve the documented observations.  The report also serves as an avenue to share “successful 
practices” in Missouri as well as from other states, if applicable. 
 
The newly developed standard reporting form should be used for the final report. Final reports can 
often get to be fairly lengthy documents.  Therefore, there is a need and a clearly expressed desire 
to provide an executive summary of the review.  The executive summary should be concise and 
should provide information including purpose, objectives, scope, major observations, and 
recommendations. 
 
Observations in a final report should be arranged in order of priority and significance.  If the team 
considers an observation to be significant, it should be reported and addressed. There is no 
maximum number of observations in a report. All observations should include the condition, 
criteria, cause, and effect of each finding. 
 
The format of the final report should be standardized as much as possible as outlined in the 
Appendices. Using the new standard reporting form, the report should include the following in this 
recommended order:  
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1. Title of Review 
2. Executive Summary 
3. Background 
4. Purpose and Objective 
3. Scope and Methodology 
4. Team Members 
5. Observations, including “Best Practices,” in order of significance - each observation 

should have a recommendation 
7.  Conclusion with Action/Implementation Plan 
8. Appendices (supporting documentation, example specifications, graphs, photos, 

etc.) 
 

Finally, the final report should be transmitted to the team sponsors, members, and FHWA’s PMA. 
FHWA’s PMA will forward the report to MoDOT Audit and Investigations Audits Manager. 
FHWA’s PMA will post the report to the FHWA’s review tracker. 
 
Follow-up to Review Observations 
A high-quality review requires follow-up on observations to ensure that all resolutions to 
recommendations are implemented.  Many times in the past, the resolutions reached at the 
statewide close-out meeting were not aggressively pursued and, ultimately, many actions were not 
implemented because of the lack of follow-up. 
 
A key to ensuring adequate follow-up to review recommendations is the implementation of a 
comprehensive tracking system.  All review recommendations should be recorded in the new 
FHWA tracking system. This process will allow the accessibility of reports for unresolved action 
items. It is up to the FHWA DA/ADA as to whether the review should be published, available for 
viewing by the public. If the report is not published, the recommendations should still be recorded. 
The FHWA Program Coordinator will then enter it into the agency’s new tracking system. 
 
 
The following link provides the memorandum, guidelines, and template for writing FHWA 
program reviews as provided in the appendix. 
https://one.dot.gov/fhwa/ProgramReview/default.aspx 
 
APPENDICES 

A. MO Division Risk and Strategic Planning Cycle Flow Chart 
B. Program Review Report Template Memorandum 
C. Review Team Charter Template 
D. Review Work Plan Template 
E. Program Review Report Style Guidelines 
F. Program Review Report Template 

https://one.dot.gov/fhwa/ProgramReview/default.aspx
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A. MO Division Risk and Strategic Planning Cycle Flow Chart
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B. Program Review Report Template Memorandum 
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C. Review Team Charter Template 
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D. Review Work Plan Template 
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E. Program Review Report Style Guidelines 



13 | P a g e  
 



14 | P a g e  
 



15 | P a g e  
 



16 | P a g e  
 



17 | P a g e  
 



18 | P a g e  
 



19 | P a g e  
 



20 | P a g e  
 



21 | P a g e  
 



22 | P a g e  
 



23 | P a g e  
 



24 | P a g e  
 



25 | P a g e  
 



26 | P a g e  
 

F. Program Review Report Template 
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