Temporary Traffic Regulation Order Procedure






8TH JANUARY 2004 

TA = Technical Assistant                             CAO = Countryside Access Officer

NOW
When

( date



Preparation


CAO
Once need for TRO has been determined
Determine a timetable for advertising and sealing.  See timetable calculator. 




CAO
Once timetable is agreed
Determine the following

· the length of the route to be closed

· the description of the route to be closed

· the description of the alternative route (assuming one is possible using existing highways)

· estimated dates between when the closure will apply

· length of closure

· reason for closure

· number of notices required
· names of parish council clerk and county councillor
· Fill in template – Traffic Regulation Order & public notice (mail merge)




CAO
Once mailmerge template is completed
Obtain purchase order number (by phone) from Env. Finance.

For a Rechargeable Code 

· Get a letter from the applicant agreeing to pay for all the necessary costs including advertising. (NB warn them that they could be invoiced for the ads up to 1 year later)

· Fill out a requisition and sent it to finance with a copy of the costs letter. Keep a copy of the requisition and letter for RoW files.

· Ask Finance for a rechargeable code for this job. 

For HCC sponsored TRO

· Select correct  budget code. This will be specific to the officer organising the TRO.

· Fill out a requisition and sent it to finance. Keep a copy for RoW files.


TA
Once timetable and mailmerge is agreed
Prepare detailed Closure notice, Map and Sealing Order


CAO
When confirmed by TA
Write to Statutory undertakers to confirm whether any apparatus is situated under the path

Check with NRSWA team (in TMG) that no works are proposed in the near future.




NOW
When

( date



Advertising


TA

Select newspaper from “Logis” List 


TA
At the latest Thursday noon, week  before publication
Place order with Tribal (GWT), by email, requesting confirmation
· GWT Order Form should name the paper required, and include 

· the budget code (whether rechargeable or CAO) and order number

· Supply date of first public notice and date of second public notice ( which will be for two weeks later )


TA
When order is placed
· File all electronic documents in relevant quad folder on SHARED DRIVE

· Fill in details of TRO on HERMIS.


CAO
When order is placed
· Fill in budget spreadsheet – use estimated cost of £500 (£1000 for rechargables)  until invoice comes in


TA
Before 1st publication
· GWT send PDF of notice for approval (Mondays and Fridays)
· Authorise immediately via e-mail if no problems

· If changes required, they should e-mail back to GWT and we will receive a second proof to authorise.

· Once authorised, we pay up no matter what!


CAO
Before 1st publication
· If contentious notify the relevant user groups (from the consultation list), parish council, and local county councillor 


CAO
Before 1st publication
· Notify local residents if necessary


CAO
Tuesday following 1st publication
Check notice is in paper. 

· Either look in the paper yourself, or check in Logis. 

· Press cuttings are available from 4.30 on the Tuesday following publication.


TA
Friday after 1st publication
2 copies of Order must be sealed  

· One copy for CSD, one copy for CAO, and 1 photocopy a spare in case of court action 


TA
Wednesday before works commence
· The Sealing Order must be sent down to CSD ( Wednesday 12pm via ES&A Admin)


CAO
Tuesday following 2nd publication 
Check notice is in paper. 

· Either look in the paper yourself, or check in Logis. 

· Press cuttings are available from 4.30 on the Tuesday following publication.




NOW
When

( date



Works


TA
Wednesday before works commence
Copy & laminate site maps & notices 


CAO
Day before 1st publication 
Put laminated closure notice and map up on site


TA
1st  Monday of every month
Produce monthly list of all TRO’s for that month for user groups and Councillors


CAO
Monday following 2nd publication
Authorise commencement of Works


CAO
Weekly during duration of TRO
Check notices on site and replace as necessary

Keep a log of those missing & replaced with date, time, initials and location.




Paperwork


CAO
When GWT invoice arrives
· Sign off the invoice for either full or part payment.  Take it down to finance and let them know this invoice can be paid in part or in full, and that the invoice can be sent to the requestor.
· Update the budget spreadsheet

· 


Finance
As notified by CAO
Send off HCC invoices to the applicant in rechargeable cases


CAO
End of closure
Remove notices

Fill in your log stating date & time removed




Extensions


CAO
If extension required
Write to the Secretary of State
· At the latest one month before expiry of order with request to extend, detailing reasons for extensions plus details of order, copy of order and copy of plan.


CAO
If  permission granted
Redo same procedure as above, but only one ad needed
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