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March 20, 2019 

Re: Freedom oflnformation Act Request - 16-FOI-00053 

..,AMTRAK 

This is in response to your Freedom of Information Act (FOIA) request dated December 27, 2016 and 
received in this office on December 27, 2016. 

In your request you sought a copy of the title page and table of contents only of the following manuals. 
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4. The Amtrak Crew Base Manual; 
5. The Amtrak Capital Project Management Requirements Manual; and 
6. The Amtrak Service Standards Manual. 

The above-referenced manuals were sent to you via separate e-mail on March 19, 2019. 

If you have any questions regarding the processing of your request, please feel free to contact me at 
rebecca.conner@amtrak.com or at (202) 906-3215. For further assistance and to discuss any aspect of 
your request you may also contact our FOIA Public Liaison at 
FoiaPublicLiaison@amtrak.com. Additionally, you may contact the Office of Government Information 
(OGIS), National Archives and Records Administration, Room 2510, 8601 Adelphi Road, College Park, 
MD 20740-6001, e-mail at ogis@nara.gov, telephone at 202-741-5770; toll free at 1-877-684-6448; or 
fax 202-741-5769. 

Sincerely, 

Rebecca Conner 
Manager, Records and Information Management 
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This manual details how projects are initiated and completed at Amtrak engineering, with specific 
emphasis on the role and duties of the Project Manager to ensure that projects are managed safely, 
efficiently, cost-effectively, and uniformly. Some key concepts in this manual that are new to the 
Amtrak engineering project process include:  

• Project Manager will manage the project from design, procurement and construction phase.

• All projects are the direct product of a strategy for continuing development of infrastructure 
and capability at Amtrak, and specific funding/grant sources are defined for each project 
before it is initiated. 

• Projects initiated are a result of strategic planning both internal and external to Engineering.  
The PMO ensures that the portfolio of Engineering projects is aligned with strategic planning.

• All projects have a Project Sponsor and Project Manager who own the project from initiation 
through close-out.

• All projects are approved for initiation and will be actively monitored by the Program 
Management Office, who will team with the Project Manager to provide timely project 
performance information to the Project Executive Group. 

This manual should be studied and consistently used as a resource and guide by all persons who are 
directly or indirectly involved in any of the various phases of Amtrak engineering projects. Although 
the primary focus is the Project Manager and the various functions that individual must routinely 
complete to safely navigate a project from its beginning to completion, there are many groups within 
Amtrak (Grants, Planning, Environmental, Finance, Procurement, Government Affairs) that either 
support the Project Manager’s activities, directly partner with the Project Manager or other project 
team members on project-related work or rely on information generated by the project management 
effort. It is vital that these persons understand how projects are managed, what their role is required 
to be and how all key functions within the project management process are to be completed. There 
is no room for non-compliance. The processes in this manual are not discretionary or negotiable. 
The degree to which specific processes are applied to individual projects is decided through a formal 
tailoring process and approved. 

Prepared By

____________________

Ashok J. Nayee 
Ashok J. Nayee 
Deputy Chief Engineer 
Program Management Office

Approved By

____________________

Rodrigo Bitar 
Rodrigo Bitar 
SVP & Chief Engineer 
Engineering 



Amtrak Engineering Project Management Manual 2016

Acknowledgments

The Project Management Manual was developed by the Engineering Project Management Office 
at Amtrak under the leadership of Rodrigo Bitar, Chief Engineer. Specialized input was provided 
by Rory Beelek, Cynthia Brey, Craig Caldwell, Johnette Davies, Bruce Looloian, Bernard Reynolds, 
Michael Stern and Cheryl Stultz in the areas of grants, facilities, environmental compliance, historic 
specialist, real estate, procurement and legal. Assistance in reviewing, editing, formatting and 
creative services for the document was provided by Tracey Banks, Raven Padgett, Lisa Pulaski, 
Mark Schwartz and Marlon Sharpe.  

The Engineering Workgroup was developed by the Engineering Department to specify the content 
of the manual and oversee its development, while providing guidance and comments on deliverables.  
Members of the Workgroup include the following:

Alfred J. Cloutier 
Deputy Chief Engineer – Track

Andrew J. Keefe 
Deputy Chief Engineer – Maintenance

Keith Holt 
Deputy Chief Engineer – Communication 
& Signal

Ildefonso Burgos Gil 
Deputy Chief Engineer – Major Capital 
Projects

James S. Richter 
Deputy Chief Engineer – Structures

Joseph D. Rago 
Deputy Chief Engineer – Construction

Raymond G. Verrelle, Jr. 
Deputy Chief Engineer – Electric Traction

William S. Bates 
Senior Director – Business Improvements

Mark R. Donovan 
Senior Director – Business Planning

Cassim Mamoon 
Division Engineer – West

Daniel L. Karczeski 
Division Engineer – Mid-Atlantic

David B. Klouda 
Division Engineer – Central

George W. Fitter  
Division Engineer – New England

Joshua J. Kessler 
Division Engineer – Empire Corridor

Richard E. Bernaski 
Division Engineer – New York

In addition to the members of the Workgroup, we acknowledge Engineering staff from their respective 
departments for providing additional in-depth guidance in the development of this manual, as well 
as comments on deliverables.  



Amtrak Engineering Project Management Manual 2016

Revision History

Revision Date Description

Revision 1 March 2016 First publication.



This page intentionally left blank.



v

TA
B

LE O
F C

O
N

TEN
TS

Amtrak Engineering Project Management Manual 2016

Table of Contents

Introduction ..................................................................................................................... ix

PART I: PROJECT MANAGEMENT OVERVIEW

CHAPTER 1.  THE AMTRAK ORGANIZATION

1.1 Amtrak Goals, Vision and Mission ............................................................................1

1.2 Amtrak Services .......................................................................................................2

1.3 Board of Directors ....................................................................................................2

1.4 Amtrak Organization ...............................................................................................3

1.5 Operation Organization ...........................................................................................5

1.6 Engineering Organization ........................................................................................6

1.7 Funding ...................................................................................................................7

CHAPTER 2.  PROJECT, PROGRAM AND PROJECT & PROGRAM MANAGEMENT

2.1 Project, Program and Project & Program Management .............................................9

2.2 Role and Responsibilities of a Project Manager .......................................................11

2.3 How Projects Originate ..........................................................................................12

2.4 Types of Projects ....................................................................................................13

2.5 Size of Projects.......................................................................................................13

2.6 Methods of Accomplishing Projects........................................................................14

2.7 Types of Contracts or Agreements  to Accomplish a Project ....................................14

2.8 Overview of Administrative and Reporting Procedures ............................................15

CHAPTER 3.  FUNDING SOURCES AND AGENCY REQUIREMENTS

3.1 Annual Capital Grants ...........................................................................................17

3.2 Other Funding Sources...........................................................................................17

3.3 Project Manager’s Responsibilities for Project Proposals and Grant Applications ......18

3.4 Project Manager’s Responsibilities after a Grant Award ..........................................19

3.5 Project Management Plan ......................................................................................19

PART II: STAGES OF A PROJECT

CHAPTER 4.  PROJECT MANAGEMENT DURING PLANNING

4.1 Feasibility Study/Master Planning ...........................................................................24

4.2 Alternative Site Identification and Selection ............................................................24

4.3 Project Definition Report ........................................................................................26

4.4 Preliminary Environmental Investigations ................................................................26

4.5 Reviews and Approvals ..........................................................................................28



vi

TA
B

LE O
F C

O
N

TEN
TS

Amtrak Engineering Project Management Manual 2016

Table of Contents

CHAPTER 5.  PROJECT MANAGEMENT DURING PRELIMINARY DESIGN

5.1 Preliminary Design .................................................................................................29

5.2 Major Activities during Preliminary Design ..............................................................30

5.3 Environmental Investigations ..................................................................................30

5.4 Historic Preservation...............................................................................................31

5.5  Categorical Exclusion (CE), Environmental Assessment (EA),  
or Environmental Impact Statement (EIS) ................................................................ 34

5.6 30% Design Documents ........................................................................................38

5.7 Reviews and Approvals at the End of 30% (Go/No-Go Decision Point) ...................39

CHAPTER 6.  VALUE ENGINEERING AND OTHER VALUE-ADDED PROGRAMS

6.1 Value Engineering ..................................................................................................42

6.2 Peer Review ...........................................................................................................45

6.3 Constructability Reviews ........................................................................................46

6.4 Partnering for Construction Contracts ....................................................................47

CHAPTER 7.  PROJECT MANAGEMENT DURING FINAL DESIGN

7.1 Final Design ...........................................................................................................49

7.2 Major Activities during Final Design .......................................................................50

7.3 60% Design Documents ........................................................................................50

7.4 90% Design Documents ........................................................................................51

7.5 100% Design Documents (Final Design and Construction Bid Package) ..................52

7.6 Reviews and Approvals ..........................................................................................53

CHAPTER 8.  PROJECT MANAGEMENT DURING CONSTRUCTION

8.1 Project Manager’s Responsibilities during Construction...........................................55

8.2 Construction Management ....................................................................................56

8.3 Construction Manager’s Role .................................................................................56

8.4 Preconstruction Conference ...................................................................................58

8.5 Construction Progress Meetings .............................................................................59

8.6 Substantial Completion/Punch-list ..........................................................................60

CHAPTER 9.  PROJECT MANAGEMENT DURING COMMISSIONING

9.1 Testing and Commissioning ...................................................................................61

9.2 Move-In/Start-Up Committee .................................................................................62

9.3 Move-In/Start-Up Plan ............................................................................................63

9.4 Move-In/Start-Up Coordination ..............................................................................64

9.5 Post Move-In/Start-Up Activities .............................................................................64



vii

TA
B

LE O
F C

O
N

TEN
TS

Amtrak Engineering Project Management Manual 2016

Table of Contents

CHAPTER 10.  PROJECT MANAGEMENT DURING CLOSE-OUT

10.1 Formal Closeout Procedures ...................................................................................65

10.2 Project Manager’s Responsibilities during Close-Out ...............................................66

10.3 Financial Closeout ..................................................................................................66

10.4 Record Retention Procedures .................................................................................67

10.5 Project Evaluation Reports ......................................................................................68

PART III: PROJECT ADMINISTRATION, COORDINATION AND REPORTING

CHAPTER 11.  PROCUREMENT PROCESS AND COORDINATION

11.1 Request for Proposal (RFP)......................................................................................74

11.2 Invitation for Bid (IFB) .............................................................................................76

11.3 Amtrak Force Account ...........................................................................................76

11.4 Emergency Procurements .......................................................................................77

11.5 Sole or Single Source Procurement .........................................................................77

CHAPTER 12.  PERMITS AND APPROVALS

12.1 Building Permits .....................................................................................................80

12.2 Environmental Approvals .......................................................................................80

12.3 Other Permits ........................................................................................................82

CHAPTER 13.  PROJECT MONITORING, CONTROLS AND REPORTING

13.1 Schedules ..............................................................................................................84

13.2 Budgets and Cost Estimates ...................................................................................87

13.3 Progress Reports ....................................................................................................87

13.4 Web Work Element Explorer (WebWEE) .................................................................89

13.5 Professional Services Contractor Invoices and Payments .........................................89

13.6 Change Orders ......................................................................................................91

13.7 Claims and Claims Avoidance ................................................................................92

CHAPTER 14.  COORDINATION WITH OTHER DEPARTMENTS/AGENCIES

14.1 Planning & Budget .................................................................................................96

14.2 Government Affairs (State) ....................................................................................96

14.3 Communications ...................................................................................................97

14.4 Office of Finance & General Counsel and Corporate Secretary Administration ........98

14.5 Real Estate Development .......................................................................................99

14.6 Northeast Corridor Infrastructure and Investment Development (NECIID) ..............100

14.7 Other Operation Departments .............................................................................101



viii

TA
B

LE O
F C

O
N

TEN
TS

Amtrak Engineering Project Management Manual 2016

Table of Contents

CHAPTER 15.  DESIGN REVIEW PROCESS

15.1 Engineering Procedures ........................................................................................103

15.2 Advisory Committees ...........................................................................................104

15.3 Post-Construction Review Process ........................................................................105

CHAPTER 16.  GUIDELINES FOR ESTIMATING COSTS

16.1 Cost Estimates for Design and Construction Management Services ......................108

16.2 Cost Estimates for Equipment ..............................................................................109

16.3 Cost Estimates for Construction ...........................................................................110

16.4 Contingencies ......................................................................................................111

LIST OF FIGURES

Figure 1-1 Amtrak Organization Chart ...........................................................................5

Figure 1-2 Operations Organization Chart .....................................................................5

Figure 1-3 Engineering Organization Chart ....................................................................7

Figure 3-1 Sample Project Management Plan Outline ...................................................21

Figure 4-1 Project Development Continuum Process ....................................................24

Figure 5-1 NEPA Environmental Review Process ............................................................35

Figure 5-2 Information Required for Probable Categorical Exclusion Projects ................36

Figure 5-3 Sample Outline of a Draft Environmental Impact Statement ........................38

Figure 6-1 Value Engineering Study Task Flow Diagram ................................................42

Figure 11-1   Procurement Responsibilities of Project Manager and  
Contracting Administrator ...........................................................................73

Figure 13-1 Work Breakdown Structure—Maintenance ..................................................84

Abbreviations and Acronyms ......................................................................................113

Appendix Glossary .......................................................................................................115



Amtrak Engineering Project Management Manual 2016

ix

IN
TR

O
D

U
C

TIO
N

Introduction

An important goal of the Engineering Department at Amtrak is the successful completion of 
projects on time, on budget and consistent with project objectives. As the Project Manager, 
you are key to a project’s success.

To assist you in carrying out your responsibilities and to help you in your professional development 
as a Project Manager, Amtrak’s Engineering Department has prepared this manual to help you 
successfully manage capital improvements, capital maintenance, production and third-party 
projects. While Engineering projects vary in size, scope, cost, schedule and type, they generally have 
comparable activities, information and documentation requirements that help ensure a quality 
project when handled in a consistent manner.

The purpose of the Engineering’s Project and Program Procedures is to provide a concise, easy-
to-understand summary of the Engineering project management process and practices for capital 
improvements, capital maintenance, production and third-party projects and includes the progression 
of activities and the interaction with other departments and divisions. It includes lists that will help 
take you through the tasks involved in design and construction. By following the steps outlined, you 
will be better equipped to guide a project to its successful completion.

The design review procedure included in this manual is the procedure followed by the Engineering 
Department. Project Managers in other organizations may follow the procedures of their respective 
Departments, which may be similar.

Although this manual charts your course, it is only a framework. Every project has its unique 
challenges that require leadership and initiative. As the Project Manager, you are on the front line, 
working for open communication and cooperation within the entire Amtrak team and are prepared 
to meet problems head on when the need arises. 
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