Using the Commitments Database
June 2013
I. INDOT Users
INDOT users may access the commitments database through the INDOT Web Portal on the INDOT Intranet.  Internal users may enter commitments individually through data entry screens or they may use the upload process described below for non-INDOT users.
II. Non-INDOT Users

Non-INDOT users, such as LPAs and consultants, may provide project commitments for the database using a preformatted spreadsheet.  The project manager then uploads the commitments into the database.  The upload will fail if certain columns are blank or if the spreadsheet contains blank formatted rows, so preparers must follow these instructions carefully to avoid revisions.  The columns that are required for a successful upload are indicated below.  Deletion of the columns will not allow the file to upload correctly.  The columns that are not required can be left unedited.
The spreadsheet allows many commitments to be placed in the database at one time rather than by adding each commitment individually.  The spreadsheet looks like this, with some detail columns removed:
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Do not deposit or allow demoliion materials or debrs to
2 1 311 fall or otherwise enter the watersay. (Fim) INDOT-OES  Ron Bales 3172344916 |Requied  No o
Al excavated materal must be property spread or
completely removed from the project site such that
erosion and off-site sedimentation of the materialis
ENRRECE] 2 I prevented. (Fim) INDOT-OES  Ron Bales 3172344916 |Requied  No o
Do not excavate in the low flow area except for the.
placement of pies, foundations, and siprap or emoval
4 A 3 FA11 ofthe old structure. (Fim) INDOT-OES  Ron Bales 3172344916 |Requied  No o
Do not workin the waterway from April 1 through June
30 without the prior written approval of the Division of
5 11111 4 34111 Fish and Wildife. (Firm) INDOT-OES  Ron Bales 3172344916 |Requied  No Yes
If permanent o temporary rightofway amounts
change, the appropriate INDOT Environmental Office
(District or Central Offce) will b contacted immediately.
6 1111111 5 I Fam) INDOT-OES  Ron Bales 3172344916 |Requied  No o
Any work in a wetland area within INDOT s right-of-
way orin bormow waste areas is prohibited unless
specifically allowed in the US Amy Corps of Engineers
7 A 5 34111 orIDEM pemit. (Fim) INDOT-OES  Ron Bales 3172344916 |Requied  No o
Ifany potentially hazardous materials are discovered
during construction, the IDEM SpillLine should be ne
notified ith detals of the discovery within 24 hours.
INDOT Offce of Environmental Services, Hazardous
Materials Usit should be contacted to orzanize the
propoer handling of the material o be in accordance.
8| 1111111 7 3/11/11__ with the IDEM guidefines. (Firm) INDOT-OES _Ron Bales 3172344916 |Required  No o
The Gary Chicazo Regional Aitport s a public use
airport that s located approsimataly 11,307 feet
southeast of the proposed project site. Ifany.
‘pemanent structures or equipment utlized for this
project penctrate a 1001 slope from the sirport, FAL
form 7460 (Notice of proposed construction or
RRIREGLE 1 311 alteration) must be fled. (Firm) INDOT-OES  Ron Bales 3172344916 |Requied  No Yes
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The spreadsheet consists of 20 columns that must be completed, as follows:  

Columns 1-4:  Commitment Text
	DESIGNATION_
NUMBER
	COMMITMENT_
NUMBER
	COMMITMENT_
DATE
	COMMITMENT_
TEXT

	1111111
	1
	06/19/2013
	< text > (Firm)

	1111111
	2
	06/19/2013
	< text > (For further consideration)

	1111111
	3
	06/19/2013
	< text > (Firm)


DESIGNATION_NUMBER is the seven-digit INDOT project designation number.   This must be entered as text to preserve leading zeros (e.g. “0123456”, not “123456”).  This is required.
COMMITMENT_NUMBER should be entered as consecutive numbers starting with 1 as shown above. These numbers may not match the numbers in the database because there may already be existing commitments against the project. The application will number the commitments consecutively starting from the next commitment number not used.  This may be left blank.
COMMITMENT_DATE can be entered as any date; however, the date entered into the database will be the actual date the commitments are imported.  This may be left blank.
COMMITMENT_TEXT   is the commitment as it appears in the environmental document or other source document.  Some discretion should be used when copying large blocks of text (such as entire legal agreements).  If a commitment will require more than 1000 characters, it should be broken into logical pieces between text boxes.  This is required.
Columns 5-8:  Consultant Information 
	CONSULTANT_
SUBMIT_
COMMITMENT
	FIRST_
NAME_
CONSULTANT
	LAST_
NAME_
CONSULTANT
	CONSULTANT_
PHONE_
NUMBER

	Acme CE Services, LLC
	Brighton
	Early
	317-111-1111

	Acme CE Services, LLC
	Brighton
	Early
	317-111-1111

	Acme CE Services, LLC
	Brighton
	Early
	317-111-1111


These columns document the name of the consultant’s firm and the contact person at that firm.  If commitments are prepared internally, this is the INDOT office that is uploading the commitments.  These are required.
Columns 9-12:  Documenter Information
	OFFICE_
DOCUMENTING_
COMMITMENT
	DOCUMENTER_
FIRST_NAME
	DOCUMENTER_
LAST_NAME
	DOCUMENTER_
PHONE_
NUMBER

	Environmental Services
	Justin 
	Case
	317-222-2222

	Environmental Services
	Justin 
	Case
	317-222-2222

	Environmental Services
	Justin 
	Case
	317-222-2222


These columns document the INDOT office and the name of the INDOT employee who is uploading the commitments.  If the commitments are prepared internally, this information is the same as the consultant information.  These may be left blank.
Columns 13-16:  Requesting Agency Information 
	AGENCY_
REQUIRING_
COMMITMENT
	CONTACT_
FIRST_
NAME
	CONTACT_
LAST_
NAME
	CONTACT_
PHONE_
NUMBER

	IDEM
	Auto-response
	Auto-response
	317-555-5555

	IDNR
	Moe
	Skeeto
	317-111-3333

	USFWS
	Ariel
	Hassle
	812-111-1111


These columns document the agency that requires the commitment and the contact person for that agency.  If essentially identical commitments are received from two different agencies, combine them into one commitment and provide contact information for both agencies.  Contact information for the secondary agency can be provided in the commitment text.  These are required.
Columns 17-20:  Commitment Status
	REQUIRED_OR_FOR_CONSIDERATION
	IMPLEMENT_DURING_PROJ_DEVELOP
	ATTENTION_TO_CONSTRUCTION
	RESOLUTION

	Required
	Yes
	No
	INDOT Standard Spec. 3.36

	For Consideration
	Yes
	Yes
	Not a permit condition -IDNR

	Required
	No
	No
	INDOT Standard Spec. 1.27


REQUIRED_OR_FOR_CONSIDERATION Required / For Consideration will be from a drop down list in the database spreadsheet.  “Required” indicates that the commitment is due to a legal requirement.  “For Consideration” indicates the commitment is desirable but is not required by law.  This is required.
IMPLEMENT_DURING_PROJ_DEVELOP indicates whether or not the commitment should be taken into account during the design of a project for eventual inclusion in the contract document.  If it is determined that a required commitment will not be implemented, then that originally made commitment is recorded in the database. This is required.
ATTENTION_TO_CONSTRUCTION The default value for this field is “No”.  The field may only be changed to “Yes” by the Project Manager, if attention to the commitment by construction personnel at the preconstruction conference is warranted.   This is required. 
RESOLUTION   Once a commitment has been reviewed and it has either been implemented in design for inclusion in the contract documents or determined to be not applicable then the Project Manager will; input a summary of the action taken into the Resolution Field and update the commitment database.   This may be left blank.















