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Introduction and Overview

This document provides extensive information for completing and submitting Lane Mile report and City
Annexation documentation necessary to complete the Lane Mile reporting for the Nebraska Department
of Transportation. Included in this document are frequently asked questions for the Lane Mile
Reporting process (i.e. completing the actual report), instructions to access the Department of
Transportation Materialsand Research Division portal where the required document(s) are uploaded
and submitted, as well as FAQs on the portaland upload process. The City Clerk is responsible for
uploading the required Lane Mile Reports and supporting documents for each of their designated
municipalities. The collection of roadway information may be completed by the City Street
Superintendent or delegated authority.

The document covers common scenarios, but cannot address all potential outcomes. For answers to
guestions not covered within this document, please contact the Department of Transportation by
sending an emailto the M&R help desk at ndot.mrecmhelp@ nebraska.gov.
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Section | - Lane Mile Reporting Frequently Asked Questions (FAQ)

This FAQ section contains common questions pertaining to completing the Lane Mile report. A second
FAQ section covering the online portalused to upload documents tothe Department of Transportation
can be found in Section V at the end of this document.

Q: What types of streets should be included on the Lane Mile Report?
A: The Lane Mile Report should capture all streets that are within the corporate boundaries of a city
that are existing, dedicated, public, maintained, and open to traffic 24 hours a day.

Q: Can roads that are considered part of the ‘Interstate Highway System’ be included?
A: No.

Q: Can roads that are considered part of a ‘Freeway Access Control’ be included?

A: No.

Q: Can roads that are considered an ‘alley’ be included on the Lane Mile Report?
A: No.

Q: Howis ‘travel way width’ determined?

A: The ‘travelwaywidth’ is a measurement perpendicular to the centerline of the roadway. Itis used
to define the typical location where vehicles travel. The width is measured using the face of the
curb, which is at the bottom inside of the curb. The back of the curb cannot be included in the
measurement. A paved street with back of curb-to-back of curb measurement of 31’ with 8” thick
curbs would be listed as 29’. Do not round up any measurements.

Example: 29’8” would be reflected as 29’ on the report, not 30’.

How is travel way width determined if parking is included within the street?
If parking is included within the street, measure from the face of the curb to the face of the
opposite curb. The resulting width determines how many lanes are counted.

Z 0

Q: How are medians to be handled when determining travel way width?

A: Median width incudes the left (or inside) shoulders. Do not include curbed, depressed or barrier
medians. Measure the travel way width only. Measure the two travel waysides and add together
to determine the total width.

Q: Can paved shoulders be included in the travel way width?

A: No.

Q: Can turning lanes be included in the travel way width?

A:  Yes. Include all turning lanes regardless of length.

Q: How are lane credits determined for paved roads?

A: Paved streets (bituminous, asphalt, concrete and brick) receive credit using the following

guidelines:
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Width Lanes

Under 20’ wide 1lane

20’ — 29" wide 2 lanes
30’ -39’ wide 3 lanes
40’ — 49’ wide 4 lanes
50’ - 59’ wide 5 lanes
60’ - 69’ wide 6 lanes
70 —-79" wide 7 lanes
80— 89’ wide 8 lanes
90’ - 99’ wide 9 lanes

How are lane credits determined for gravel roads?
Gravelroads receive 2-lane credit regardless of width.

How are lane credits determined for earth roads?
Earthroads receive 2-lane credit regardless of width.

Are there examples of how to determine travel way width?
Yes; See Section Il.

How are numeric streets to be reflected on the Lane Mile Report?

Either a numeric format (1st, 2nd, 3rd, etc.) or a spelled format (First, Second, Third, etc.)is
acceptable. However, the format of the numeric street should be consistent throughout the Lane
Mile Report for that city and reflect the official street name.

How are directional streets to be reflected on the Lane Mile Report?

Either an abbreviated format (W, E, N, S, SW, etc.) or a spelled format (West, East, North, South,
Southwest, etc.)is acceptable. Directionalindications may be at the beginning or end of a street
name, as appropriate for your city (W Main St or West Main St; Main St W or Main St West).
However, the format of the directions should be consistent throughout the Lane Mile Report for
that city.

How are unnamed streets to be referenced on the Lane Mile Report?

If a public road does not have an official street name, it can be noted as Unnamed AA, BB, CC, DD,
etc. However, these names will appear on official maps. For this reason, it is important that the
lane mile report indicates either the 9-1-1 road name designation or street sign name, if possible.

How are new streets to be reflected on the Lane Mile Report?
New streetsthat have been built and opened need to be added to the report. The new streets also
need to be shown on a city mapthat is enclosed with your lane mile report.

How are annexations reported?

If there have been any recent revisions or annexations to the corporate limits of a city, two
documents are required to be submitted for each annexed area. The first document is a copy of
the approved council resolution containing the legal description of the annexed area. The second
document is a surveyor’s plat map of the annexed area. Itis important to indicate the dates that
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these two documents were completed. Both documents are needed to substantiate the
annexation for proper lane mile credits.

Q: How are roads on the boundary of an annexed area to be reflected on the report?

A: Ifanareahas been annexed since September 2, 1977, or withany future annexations, any roads
abutting the annexation are considered inside the corporate limits, including state or US highways.
For annexations prior to September 2, 1977, if the corporate boundary was the centerline of an
existing street, the city receives credit for half the width. This should be noted on the lane mile
report indicating the entire width of the street and the “C” referenced in the boundary column.

When does the Lane Mile Report need to be received at the Department of Transportation?
July 31 of the current year.

Z 0

Q: What happens if the Lane Mile Report is not received by July 31?
A: Ifthe reportis not received at the Department of Transportation by July 31, we cannot guarantee
that any updates will be reflectedin your city’sroad allocation information for the following year.
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Section Il - Examples of Travel Way Width Determinations
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Examples of Travel Way Width Determinations, continued
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Examples of Travel Way Width Determinations, continued
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Section lll - Clerk Registratio

The link to register can be found on the NDOT website at https://dot.nebraska.gov/business-
center/materials/ under Roadway Asset Management.
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When you enter the municipality you are a clerk of, please type your municipality instead of using the
drop down menu. If you use the drop down menu it will try to load all the municipalities in Nebraska,
which will take all day and you will probably have to reload the page. You don’t have to know the census
code, it will be filled automatically. If you are the clerk of multiple municipalities, you can use the add
button in the upper right to add other municipalities to the registrationform.

Lane—Mile Clerk Registration Form

Please, add the municipalities you are certified to manage. You may add additional municiplaities by clicking "Add™ ——>
Municipality (Start typing the name) * Census Code
N
\ (L)) I

First Name * Middle Name Last Name *

Suffix

Primary Address

Street Address 1

Street Address 2

City™ State ™ Zip Code ™

Secondary Address (Optional)

Street Address 1

Street Address 2

City State Zip Code

I e W

Contact Information

Primary Email Address*

Secondary Email Address

Primary Phone Number * Secondary Phone Number Fax Number

For the lane mile clerk credential please submit a document or several that prove that you are the clerk
of a municipality. Some examples of these documents might include an appointment letter, city/village
meeting minutes, or other documents clearly stating your name and position as clerk. This is to deter
fake requests and help us speed up approval.

Credentials

Lane-Mile Clerk Credential *

|| Attach Lane-wile Clerk Gredential
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When the form is submitted successfully you will see this green check mark.

SUBMISSION SUCCESSFUL

Your form was submitted successfully!

If you need assistance. please contact us

After your submission has been approved you will receive an email like the one below letting you know.

AUBREY KANE,
Your position as Clerk of BEATRICE has been validated.
Thank you,

Kane, Aubrey
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Section IV - Submitting Lane Mile Reports and uploading documents

When it is time to submit the lane mile report the City Clerk will receive an emailfrom the NDOT
requesting that clerks to submit a Lane Mile Report. The email will have a city lane mile report with the
roads we currently have in our system. To submit your lane mile report click “Submit my Lane Mile

Changes” at the bottom of the email. This will bring you tothe submission form. You will need the
private access code to confirm your information.

NEBRASKA

Good Life. Great Journey.

DEPARTMENT OF TRANSPORTATION

Re: Lane Mile Report Review for BEATRICE

Special Instructions:
No special mstructions at this tume.

Hello AUBREY KANE,

The 2020 Lane Mile Report for BEATRICE is now available for your review. This report reflects existing Department of Transportation inventory information, as previously reported and
confirmed by this city/municipality. Please, review vour attached Lane Mile Report and respond accordingly:

+ No lane mile updates needed: Please, click the link below and indicate that no changes are needed on the submission form

« Lane mile updates needed: If revisions to the current Lane Mile Report are needed. please indicate those revisions in the appropriate section of the report by: highlighting the
changes. sign and date the front page of the report, and attach the updated document to the submission form.

Annexations: If the corporate limits of your city have recently been revised or annexed, please provide (a) a copy of the approved council resclution providing the legal description of

the annexed area and (b) a surveyor’s plat map of the annexed area. Both documents are needed to substantiate these changes for proper lane mile credits You can attach these
documents to the submission form

Your review of the Lane Mile Report needs to be completed and returned by July 31. 2020.

Your private access code to use on the form is{40535718 ) You will have to enter this access code into the form.

Submit my Lane Mile Change
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Enter your private access code into the form and press Tab.

Nebraska Department of Transportation — Lane Mile Request

As part of the Lane Mile process, you will receive an access code via the prefered email address registerad by the municipality. If you did not receive
an access code, or your access code does not work, please, contact us.

Access Code (Enter the number and press TAE) >

Municipality Information

Clerk First Mame ™ Municipality Name * Lane Mile Calendar Year™

Clerk Last Name ™ Census Code

| | |
Email Address ~

Once you’ve entered your private access code and pressed Tab, the form will automatically fill in your
information, and a new section will appear for you to attach your documents.

Municipality Information

Clerk First Name ™ Municipality Name *

Lane Mile Calendar Year™
|auereY | [peaTrice 2020
Clerk Last Name * Census Code *

[kane | [es

Email Address *
[auBREY KANESNEERASKA. COV |

) No Changes to Lane Mile Report

Submit Lane Mile Changes

Lane-Mile Report™

Antach Lane—Mile Report

! Mo Annexations

Annexation and City Plat
City Plat”

Amach City Plat

Annexed City Plat™

Amtach Annexed City Plat

Ordinance of Annexation ™

| Attach Ordinance of Annexation |
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Attach any documents you need for this year’slane mile report. Once you’ve submitted your form
successfully you will get the green check mark again.

Your form was submitted successfully!

If you need assistance, please contact us.

If there are any problems with your documents or we need any additional information, you will receive
an email like the one sent to request your documents initially, but it will have special instructions for
what you need to change. Follow the same steps as before.

NEBRASKA

Good Life. Great Journey.

DEPARTMENT OF TRANSPORTATION

Re: Lane Mile Report Review for BEATRICE

Special Instructions:

Please make sure your annexation is signed.

Hello AUBREY KANE,

The 2020 Lane Mile Report for BEATRICE 1s now available for your review. This report reflects existing Department of Transportation nventory information, as previously reported and
confirmed by this city/municipality. Please, review your attached Lane Mile Report and respond accordingly:

« No lane mile updates needed: Please, click the link below and indicate that no changes are needed on the submission form

+ Lane mile updates needed: If revisions to the current Lane Mile Report are needed, please indicate those revisions in the appropriate section of the report by; highlighting the
changes. sign and date the front page of the report. and attach the updated document to the submission form

« Annexations: If the corporate limits of your city have recently been revised or annexed, please provide (a) a copy of the approved council resolution providing the legal description of
the annexed area and (b) a surveyor’s plat map of the annexed area. Both documents are needed to substantiate these changes for proper lane mile credits. You can attach these
documents to the submission form

Your review of the Lane Mile Report needs to be completed and returned by July 31, 2020.

Your private access code to use on the form is 40535718 You will have to enter this access code into the form.

Submit my Lane Mile Change:

2020 Version Materials & Research/ State of Nebraska 14



NDOT — M&R Lane Mile Information Packet

Section V: LMR Submission Frequently Asked Questions (FAQ)

This FAQ section contains common questions pertaining to accessing, navigating, and using the online
document submission system. Answers to questions regarding the actual report (and how to complete
them) can be found in Section | at the beginning of this document.

Q: What if I have no changes to make?

A: Ifthe roads are the same as last year, click the “No Changes to Lane Mile Report” button. If you
have no new annexations or city plats to send in this year, click the “No Annexations” button. Then click
submit.

Q: How do I make changes to my Lane Mile Report?

A: Save the City Lane Mile attachment from the E-mail. Modify the documentation as needed and
save, or create a new document such as an excel sheet thatis in the same format as the City Lane
Mile Report. Upload in lane mile submission system where it says Attach Lane-Mile Report.

Q: Why s the submit button not available?

A: Eachsection has required actions that must be finished to allow submission.

- Top section- Requires a Lane Mile Report in the Attach Lane-Mile Report section, or a
checkmark in the box indicating no changesbefore Submit is active.

- Bottom Section- Requires Documents uploaded to at least one of the sections, or a
checkmark in the box indicating no annexations before Submit is active.

Q: Ireceived notification my submission was rejected?

A:  Review email message received for details of rejection reason. To re-upload your documents
follow the directions above for entering the lane mile submission system, and then submit the
documents with the changes we requested. Please submit all your documents again. For instance,
if an annexation ordinance was not signed and we need you to submit another one, you must also
submit your lane mile report again. Please submit all of the documents each time.

Q: Can | submit more than one Annexation?

A:  Yes. The bottom section will allow multiple imports of paired annexation and legal description
documents.

Q: Can | delete my Lane Mile Report or other documents?

A: No. Ifyou find errors in your Lane Mile Report or any other documents after you submit them,

please email ndot.mrecmhelp@ nebraska.govand we will send you another request to submit your
documents. You can make any changes you need and submit the corrected documents.

Q: How can Itell the status of my submission?
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A: If you have submitted all your documents for the year, you can assume everything is fine. Ifthere
are any issues you will receive an email letting you know.

Q: Ireceivedthe error message: “An Error Occurred While Processing Request”
A: This message typically indicates that the user has timed out from the current session. Reload the
page and enter your information againto submit.

Who do I contact for assistance?
For any questions regarding clerk registration, uploading documents or detailed questions

regarding the Lane Mile Report process, please send email to the NDOT helpdesk at

Z

ndot.mrecmhelp@nebraska.gov. We are always happy to help you.

Section VI: Lane Mile Report Examples

Because you get your previous years LMR from us as a pdf, it’s hard to edit it properly so you can submit
the changeseach year. Here are some examples of how to make the LMR document you submit.

If there are only minor changes to make, like changing the surface type or width of existing roads, the
easiest option is to just write in the changes, like below.

N THIRD STREET
1003 WREYNOLDS AVE REYNOLDS AVE ‘B | T -GRav 22 & 0.19 2 0.38 LOCAL
M4 264' EMN 14 GRAV 24 0.05 2 010 LOCAL
264" EMMN 14 GERMAND 5T GRAV 20 0.04 2 0.08 LOCAL
GERMAND ST FULLER 5T GRAV 20 026 2 052 LOCAL
FULLER ST BROADWAY ST e 22 0.o8 2 016 LOCAL
BROADWAY ST ESTHER ST BIT 22 0.08 2 0.16 LOCAL
ESTHER ST 265' E/ESTHER ST BIT 42 0.05 4 020 LOCAL
265" EFESTHER ST IDA 5T BIT 24 0.03 2 0.06 LOCAL
0.78 1.66
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For more extensive changesor for adding new roads we suggest crossing off the roads with major
changes and adding them and any new roads to an excel spreadsheet that you can put atthe end of

your document.

BROADWAY STREET

KENWOOD ST
CARL ST
BERMNARD ST
SEVENTH ST
SIXTH ST
FIFTH ST
FOURTH ST
THIRD ST
SECOND ST
FIRST ST

M SECOND ST
N THIRD ST

N FOURTH ST

CARL ST ASPH 23
BERMNARD ST ASPH 23
SEVENTH ST ASPH 23
SIXTH ST ASPH 23
FIFTH ST ASPH 23
FOURTH ST ASPH 65
THIRD ST ASPH B5
SECOND ST ASPH 65
FIRST ST ASPH 55
N SECOND ST BIT 32
N THIRD ST BIT 32
N FOUTH ST BIT 32
N 535TH ST BIT 32

013 2 0.26
0.06 2 012
0.09 2 018
0.08 2 0.16
0.07 2 014
n.0a8 6 048
.08 [} 048
0.08 [ 0.48
o.08 6 048
0.07 3 o021

0.08 3 024
0.08 3 024
0.27 3 0.81

1.25 4.28

LOCAL
LOCAL
LOCAL
LOCAL
LOCAL
LOCAL
LOCAL
LOGCAL
LOCAL
LOCAL
LOCAL
LOCAL
LOCAL

M 14
DIVISION ST
IRVING ST
FULLER ST
BROADWAY ST
ESTHER ST

DIVISION ST

FULLER ST
BROADWAY ST

N oW MR

020
016
024
0186

LOCAL
LOCAL
LOCAL
LOCAL
LOCAL

Card Strest
N 14
Drivision 5t
Irving 5t
Fred St
Fuller 5t
Sma lheay 5t
Broadway 5t
Ezher St

Fred Street
Kemsood 5t
Carl 5t
Bemar 5t
Seventh St
Sicth 5t

Drivision 5t
Irving 5t
Fred 5t
Fuller 5t
Smalbeway S5t
Broadway 5t
Esther St
ldast

Carl 5t
Bemard 5t
Seventh St
Sieth 5t
Fifth 5t

BIT
BIT
GRAV
GRAV
ALPH
ASPH
BIT
ASPH

ALPH
ASPH
AZPH
ASPH
AZPH

HEBHEBERE

HEHEEY

0.16

01
0.0
004
a.02

0.02
0.07
.57

.12
0.06
0.09
.08
0.07
0.43

BOROWW R KKK

WK MWW

0.32

0.2
a.02
003
Q.06

0.16
014
122

0.28
018
Q.18
016
0.21
112

Local
Local
Local
Local
Local
Local
Local
Local

Local
Local
Local
Local
Local
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If aroad no longer exists, please cross it off and write a note so we know that it’s gone.

CARL § BERNARD ST ASPH 24 0.06 2 012 LOCAL
BERNARD ST SEVENTH ST ASPH 24 0.08 2 018 LOCAL
SEVENTH ST SIXTHST ASPH 24 0.08 2 0.18 LOCAL
SIXTH ST FTHST BT 22 0.08 2 0.16 LOCAL
FIFTH ST Road No . BIT 22 0.08 2 016 LOCAL
FourtHsT  Longer Exists THIRD ST 22 0.08 2 0.16 LOGAL
THIRD ST SECOND ST 35 0.07 3 021 LOCAL
SECOND 5T FIRST ST 22 0.08 2 016 LOCAL
FIRST ST N SECOND ST 22 0.08 2 0.18 LOCAL
N SECOND ST N SECOND ST 2 004 LOCAL
N SECOND ST N THIRD ST 2 0.2 LOCAL
N THIRD ST N FOURTH ST 2 016 LOCAL
N FOURTH ST 686' N/N FOURTH ST GRAV 20 0.13
686’ N/N FOURTH ST MCCLELLAN ST GRAV 24 012
MCCLELLAN ST N 535TH ST GRAV 24 0.01

112

IRVING STREET

KENWOOD ST MALCOLM ST BIT 29 0.06 2 012 LOCAL
MALCOLM ST CARL 5T BIT 29 0.07 2 014 LOCAL
CARL ST BERNARD ST BIT 20 0.06 2 0.12 LOCAL
BERMARD ST SEVENTH ST BIT 29 0.08 2 0.18 LOGAL
SEVENTH ST SIXTHST BIT 29 0.08 2 0.16 LOCAL
SIXTH ST FIFTH ST BIT 29 0.08 2 0.18 LOCAL
FIFTH 8T FOURTH ST BIT 29 0.07 2 0.14 LOCAL
THIRD ST 158' NITHIRD ST BIT 35 0.03 3 0.09 LOCAL
158" N/THIRD ST SECOND ST BIT 23 0.05 2 0.10 LOCAL
SECOND ST FIRSTST ASPH 24 0.08 2 0.18 LOCAL

-—---END OF GUIDELINES ----
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