PROJECT REVIEWING CHECKLIST
*Revised 04/29/2006
      J:work\throwins\checklist_version 06-02

RECEIPT OF LETTER, PLANS, ESTIMATE & JOB SPECIAL PROVISIONS

           1.
Compare estimate, Job Special Provisions, and plans with letter.

           2.
R/W Clear? (This information should be in the cover letter, or in a R?W Clearance Certification Letter.)  Important! R/W must be cleared before the Notice is sent.

           3.
Check Railroad R/W. (Mark Zacher 6-3577).  Prepare % and return to Bridge Division to be added to the JSP.

           4.
Verify 'Core Team Certification' submitted with the project.
           5.
Verify 'Utilities Clearance Letter' submitted for the project.

           6.
Verify 'Conflict of Interest' form for project.  If there is no conflict, file as J:\COI\month\proj. number.  If a conflict exists, a hard copy is required.  Give copy of COI form to Mary Jacobs with the letting date and the award date on the copy.

           7.
Print ‘Project Status’ screen for file.  Notify Project Manager if incomplete. 

_____8.
Notify estimators when beginning an Alternate Bid project (Alternate Bid projects, approximately 14,000 SY, must be estimated 1 month prior to obtain the LCCA).  Cover letter should indicate the surface area of traveled way.

_____9.
Verify District Estimate Amount verses the Project Program Amount (Should be on the transmittal letter). For projects meeting the following criteria, request copy of appropriate letter described in section 1-02.11(1) to be included in the Letting Book.

Non-Major Scope Change Letter

· Changes greater than 3% but less than or equal to 10% that do not exceed a total amount of $5,000,000.

· Changes greater than 10% that do not exceed a total amount of $250,000.

Major Scope Change Letter 

· Changes greater than 10% that exceed a total amount of $250,000.

· Any change of $5,000,000 or more regardless of the percentage


10.
For Bridge rehabilitation or reconstruction projects verify if bridge is a Bi-State bridge. Bordering States concurrence may be necessary.
AGREEMENTS/FUNDING  


(Correspondence is in Route/County (revolving) file under the specific job number.)

           
1.
If this is a 'Transportation Cooperation Funded Project', the 'Notice to Proceed' is affected. (50 day bid validity, Projects where bonds are sold to finance the project)

           
2.
Does project have any Agreements? (Verify using Route/County file). 




Verify pay items are 'split out' according to the agreement.


           
3.
If third party gets to concur in award include JSP 'Notice to Bidders of Third




Party Concurrence in Award'  

PLANS 

           
1.
Full Size Plans

           
a.
Title Sheet


           
(1)
Check Index of Sheets (All sheets should be numbered consecutively except for bridges, cross sections and computer data sheets.)



           
 (2)
District P.M. to Sign/Seal District Plans.


           
(3)
Consultant Plans must have their seal.


           b.
Sheets required in plans received from District.


          
(1)
2BS sheet (Effective 04/01/06)



ALL PLAN SHEETS MUST BE NUMBERED

           
2.
Sketches - Small Plans – should be numbered consecutively per job. (same as full size plans).  Each sheet shows Job No., Route & County.

_____ 3.
Earthwork CD - If Earthwork total (Class A Excavation + Class C Excavation + Embankment in Place + Unclassified Excavation) is greater than 250,000 CY [191,100 m3], check for CD and notify/forward to Alexa Mitchell 1-5653 or Chad Green 1-5217.  If no CD is present, e-mail Project Manager and copy Alexa.

           
4.
P.E.S.  (ESTIMATE)

           
a.
Upload 'BAMS (QXPRJDATDIR - XPRJDAT.DAT) & 




CES (QPJIPORTDIR - IPORTDAT.DAT) for Bridges as required and CES (QPJIPORTDIR - IPORTDAT.DAT) files from 'Dist D~1'.


b.
Load Catalog (Adds Category Items).


           
c.
Using the 'Project' screen, Page 1, add/edit the



(1)
Fed/State Project No.



(2)
Job Description:  (use major 3 items of work using upper & lower case as shown in the proposals).


           
Grading or shaping shoulders or shoulder stabilization


           
Drainage




           
Cold Milling (if major)




           
Bridge - Steel Girder, or Bridge - Concrete Girder, or  Bridge 






Rehabilitation, or Bridge - Box Culvert




           
Cathodic Protection




           
Retaining Wall


           
Culvert Replacement or Culvert Extension (concrete large boxes only)




           
Pavement Repair


           
Resurfacing with (Superpave or Bituminous Pavement) 


            P.C.C. or (Superpave / Bituminous Pavement  (which ever applies)) and striping 


           
Alternate Bid Pavement or Optional Pavement


           
Highway Lighting


           
Traffic Signals


           
Highway Signing


(3)
Location (Be concise. Name city, if applicable, using upper & lower case as shown in the proposals)


(4)
English/Metric


(5)
Route


(6)
Const. Eng. Pct. (always 0.00)


(7)
Spec. Year (96)


(8)
District


(9)
Proj. Work Type (con., asp., etc.)


(10)
Project Type (01, 02 etc.)

          
d. The 'Project' screen, Page 2, verify / edit the

(1)
Estimated Amount of Project (automatically calculates after generating section and line numbers)


(2)
Designer (District number or CON for Consultants)


(3)
Priced By (District number or CON for Consultants)


(4)
Urban/Rural (U/R)


(5) 
Longitude of Midpoint


(6)
Latitude of Midpoint


(7)
Field Book (verify this box is not checked)


(8)
String 1 (verify this is BLANK, no Dodge Report necessary)




e.
Using the 'Project - Category' - define the applicable categories

CATEGORY



NUMBERS
(For projects in combination, list the job number in the category description)




Project Funding  (required)

0000




Roadway  (required)


0001




Alt Pvmt A



0002




Alt Pvmt B



0003




Alt Pipe A



0004




Alt Pipe B



0005




Lighting



0020




Signals



0030




Signing



0040




Special Work



0050 - 0069




1st Bridge or Ret. Wall

0070



2nd Bridge or Ret. Wall

0071 
 ETC.




Non Contractual Items

0100

(1)
Define project funding in ‘0000’


(2)
Define project length in ‘0001’ only


(3)
Alternate Bid projects – When alternates are indicated, the items shall be entered in alternate categories (‘Alternate A’ & ‘Alternate B’, & ‘Alternate C’ & so on). Alternates are indicated in PES by placing a character string in the Category Alternate Code Field (example AA1 and AA2). The AA indicates the items are alternates to each other and the number represents the alternate number.

List items necessary to complete the work for Alt A in the ‘Alternate A’ category.
List items necessary to complete the work for Alt B in the ‘Alternate B’ category.

Roadway and it’s Alternates should be Fund Class Job 1, all other Categories should be Job 2 to get the schedule of items to print correctly.


(4)
Using the 'Project Items - Item' screen clearly define funding and split-outs in the non participating fund code box, and mark the non bid item box. 





(a)
City of----------- Obligation - other





(b)
Guard Rail and Safety Items (Federal Projects Only)






(606-XX.XX - Guardrail Items & 612-20.XX Impact Attenuator Items)

(c) Non-Part. Fed. Funds (Processing Reclaimed Material & Emulsified Asphalt EA 300 (Reclaimed Mix))

(d) Federal Enhancement Funds

(e) Non Contractual Items – Check ‘No Pay Item’ box under item screen


            f.
Using the PES Worksheet, modify pay items/quantities as necessary, assign ‘Project Items'.  Edit 'Combine Like Items' to N. Check for bridge estimates created by District or consultants, and removed from the roadway portion of the estimate.



g.
Verify primary county has the larger % (51% - 49%)

           

h.
Using the 'Proposal' screen page 1 add / edit 


(1)
Add Contract ID (YYMMDD - ???)


(2)
Add Job # to FED/STATE Project No:

(3)
Description (Job Number, Route & County)


(4)
Location – Copy from Project side


(5)
Route Number


(6)
District

(7) County

(8) Proposal Type (01, 02, etc.)

(9) Contract Work Type (con., asp., etc.)

i.
'Proposal' screen page 2 for combination projects add in Flag 1 ‘R’ for Required or ‘P’ for Permitted - Projects shall be listed in 'Alpa-Numeric' order)


j.
Attach project to the proposal side.


k.
Proposal Site (Type of days, Number of days / Completion Date, Start date & Liquidated Damages)


5.
DBE Contract % & Trainee Hours  (Federal Aid Projects only)


        
a.
Notify Kristi G. Hixon, via Lotus Notes ‘HIXSOK1’, that a specific project is ready for the DBE and/or Trainee goals to be set.  Include the Job Number, Route, County, Month of Bid Opening, number of working days, the previous month (if rejected) and notify when Alternates are used.  Kristi will input the DBE goal in PES and reply to your note with the goals.  Const. Div. has agreed that turnaround time should be 2 days or less.

           
b.
Add Trainee hours to Page 1 of the boilerplate.  Update Info. Sheet as needed.

           
6.
Summary of Quantity Sheets (2B) - Compare with pay item quantities.


7.
Workday Study – Review workday study for appropriate work time and production rates.  Working Days for bridge work should compare with Bridge Memo.

BRIDGE/RETAINING WALL PLANS

           
1.
Full Size Drawings  -  Add numbers (B1 - B??) to Title Sheet. 
            2.
Small Info Sheets – Check for if removing or rehabilitating existing structure.

TRAFFIC SIGNALS AND/OR HIGHWAY LIGHTING PLANS

           
1.
Electrical Power Hook-up Charges - Cost letter from District even if "no cost".


If cost, list as Non-Contractual Item.

______2.
Check for District submittal of Equip. and Mat'l. List (D-15) and cover letter, when Est. and JSP's are submitted. See G.L. No. 13.  File hard copy in appropriate month (red folder).

SLIDE CORRECTIONS

            1.
Send set of plans or at minimum slide correction sheets to MoDOT Materials Lab.

SUMMARY OF QUANTITIES & ESTIMATE


1.
201-30.00 or 201-30.10 Clearing and Grubbing (Acre / Hectare)


2.
202-20.10 Removal of Improvements (Lump Sum) shall be detailed on 2B sheet. Saw cuts for removals are considered incidental to the removal.


3.
202-XX.XX Building Demolition and Asbestos items should be detailed on 2B sheet separate from Removal of Improvement items.  Include all asbestos inspection forms in the Request for Bid.


4.
203-XX.XX Projects with earthwork exceeding 250,000 C.Y. should have bid item 627-40.00, Contractor Furnished Surveying and Staking, and a CD-ROM containing electronic design data as provided by the district.


5.
203-20.00 or 203-20.05 Class C Excavation may be included in quantities for Furnishing / Placing Rock Blanket, Lining, etc. if rock is suitable.


6.
206-30.00 or 206-30.05 Class 3 Excavation for Pipes, D.I. and Manholes.


7.
206-33.00 or 206-33.05 Class 4 Excavation for Box Culverts & Small Retaining Walls.


8.
206-31.00 or 206-32.00 Class 3 Excavation in Rock or 206-34.00 or 206-34.05 Class 4 Excavation in Rock (use if job has Class 3 or Class 4 and Class C Excavation).


9.
206-35.00 Culvert Cleanout (Each) shall be shown on 2B sheet as follows:

Location of culvert by station, Type, Diameter and Length of culvert

10.
207-XX.XX Linear Grading – for drifting of material or for a maximum of 200 feet of hauling distance (See PDM 4-08.3).


11.
303-06.00, 303-06.10A, 303-06.05 (Metric), 303-06.15A (Metric) Furnishing 18” Rock Fill and Placing 18” Rock Fill (Should no longer use 2’ Rock Fill).


12.
402-all items to be used on leveling courses only.


13.
403-XX.XX, 502-XX.XX, - Alternate bid – All Projects should be alternate bid.  Only full depth alternate bid projects should have asphalt paid by the S.Y.  Shoulders should be paid as A2 shoulders 401-01.50/401-02.50 and 502-13.40/502-13.45;  Verify SY of asphalt pavement are equal to the SY of Concrete Pavement.


14.
502-13.XX for all new PCC (15' (4.5m) joints).  Some widening jobs may use old joint spacing.


15.
506-20.XX Unbonded overlay projects should contain Contractor Furnished Surveying and Staking pay item 627-40.00. Pay items for unbonded overlay should be 506-20.30 / 506-20.35, Unbonded Concrete Overlay and 506-99.05, Placing Unbonded Concrete Overlay.


16.
New Bridges with pay items 503-10.10 or 503-10.15 (Bridge Approach Slabs) also should have 504-10.00 or 504-10.10 (Concrete Approach Pavement), Special cases for Bridge Rehab. (Type 5 Aggr. Base, under Appr. Pvmt. is included in the cost of the app. pvmt.).  Bridge Appr. Slabs used on major road bridges.  Appr. Slabs not used on minor roads.


17.
601-10.00A Type 2 Field Laboratories shall be in all earthwork projects.  Field Labs are required by Spec. Book for most projects (No Direct pay).  Not req' d for pavement repair & bridge strengthening.


18.
606-XX.XX Guardrail 7’-0” Post – Details included in Standard Drawing 606.00AS. 


19.
606-XX.XX For projects that are using existing guardrail in place, should have 606-66.XX, Guardrail delineator. 


20.
608-60.XX Concrete Sidewalks should have 608-10.10 or 608-10.11 Concrete Curb Ramps.


21.
609-60.10A -609-60.45A Furnishing Type 1 Rock Ditch Liner shall have 609-60.41 - 609-60.49 Placing Type 1 Rock Ditch Liner.


22.
611-30.XX – When Rock Blanket is used under Bridge ends Concrete Slope Protection, 611-60.10A or 611-60.15A, shall be used as shown on Standard Plan 609.40 and 611.60


23.
612-30.00  Truck Mounted Attenuator (TMA).  Required for striping Interstate Resurfacing projects if staged construction.

24.
613-10.10 or 613-10.15 Pavement Repair (NO more than 2% of travel lane).  Include the following items & detail (station, offset, quantity) on the 2B Sheets:


613-10.12 or 613-15.12 Subgrade Compaction.  Est. @ 10% (20% for Urban) Total Pav't Repair S.Y.


613-10.13 or 613-15.13 Type 5 Aggregate.  Est. @ 10% (20% for Urban) Total Pav't Repair S.Y.


613-10.14 or 613-15.14 Vertical Saw Cuts (Full)


613-10.17 Dowel Bars, (Dowel Bars/Baskets if repair length is greater than 10' from existing joint)

613-10.18 Tie Bar (Type L Joint) if repair area is 30’ or greater in length

           
25.
613-20.18 or 613-25.18 Class A Partial Depth Pavement Repair – For pavement not to be resurfaced or if resurfacing is < 3 inches


613-20.19 or 613-25.19 Removal for Class A Partial Depth Repair


613-20.14 or 613-25.14 Saw cut for Resealing Joints and Cracks


26.
613-30.18 or 613-35.18 Class B Partial Depth Pavement Repair – For pavement to be resurfaced or that contains an existing overlay


613-30.19 or 613-35.19 Removal for Class B Partial Depth Repair


407-10.00 or 407-10.05 Tack Coat


27.
615-10.00, Office for the Engineer.  Quantity should be paid per month that the office is required for the project (should be more than 1 month).

28.
616-20.10 Work Zone Lighting (for projects requiring night work).


29.
617-36.00C or 617-36.01C (Metric) - Type F Temporary Traffic Barrier (Contractor Furnished/Retained). 617-36.02A or 617-36.03A If MoDOT retained. 


30.
618-10.00 Mobilization.  Use one per project for projects in Required or Permitted Combination.


31.
619-10.00 - 619-10.05 Pavement Edge Treatment 


32.
620-XX.XX Major Roads Lane lines on divided highways will be grooved in Type 2 tape; All other long line markings will be epoxy; Type A on pavements not open to traffic and Type B suitable for all applications of pavement marking.  All white lines will be 6 inches wide; Gores will be 12 inches wide; Yellow edge lines on divided highways will be 6 inches wide; All other yellow centerline markings will be 4 inches wide.

Minor Roads use 620-59.XX, High-Build Paint and all lines will be 4 inches wide.(Should no longer use 620-60.XX, Acrylic Waterborne Pavement Marking Paint bid items, for any work, temporary or permanent) 


33.
620-54.XX (Short Term Marking Tape) Use for Traffic Pattern Changes only.


34.
Rumble Strips  - 626-10.00A or 626-20.05A for Bituminous and 626-20.00A or 626-20.05A for Concrete for posted speeds of 50 mph or more.


35.
624-01.01A/11A - 624-01.02A/12A - 624-01.03A/13A - 624-01.04A/14A 

Subsurface Drainage, Temporary Silt Fence, Permanent Erosion Control, or Separation Geotextile


36.
703-40-.22 (box culverts).  Verify Class B1 concrete.

37.
725-XX.XX When Group B or Group C pipe culverts are specified, 2 pipe diameters will be shown on the plans.  The first dimension to be the corrugated and the second in () will be the smooth wall equivalent dimension.


38.
805-10.00A or 805-10.05A Cool Season Mixes or 805-20.00A or 805-20.05A Warm Season Mixes (No pay for Fertilizing or Mulch quantities if seeding is specified but need to specify types in the documents see 801 and 802) usually have JSP for app. rates.

39.
806-10.16 - 806-10.36 Sediment Removal.  Use when there is any earthwork.

40.
Experimental items shall be approved by FHWA, - see Design Development Sec.



(Proprietary Items - need Public Interest Findings letter to FHWA)

SUMMARY OF QUANTITIES & EST./NON-CONTRACTUAL ITEMS (see attachment 1 for prices)


1.
'Drive Smart’ Signs (4 x 4 - each direction)

a. Don't use on:  

(1)
Seal Coat projects


(2)
Where road closed - no thru traffic (e.g. some Bridge projects)




b. Include item 616-11.20 for Installation and 109-10.36 as a




non-contractual cost for furnishing.


2.
‘Point of Presence' Signs (48" X 96"). Include 616-11.33 for Installation and




109-10.35 as a non-contractual cost for furnishing. 


3.
Work by Maintenance or Construction Forces



Request letter from the District approving work for project file. See PDM section 



4-09.19


4.
Standard numbers must be listed in the culvert sections and should be listed on the 2B sheets. (See PDM Section 4-03.9 and section 9-10 Figure 2 pages 7 and 8)


5.
Asphalt factors should be shown on the plans when asphalt is paid by the ton or Mg. Factors should not be shown when paying by the yd² or m². (See PDM 6-07.1)

JOB SPECIAL PROVISIONS

           
1.
Proofread.

           
2.
Job No., Route, & County in upper right-hand corner of all JSP sheets.

           
3.
Job Special Provisions Table of Contents (Signed/Sealed by Dist. P.M./Consult.)


"Roadway" (use only when there are bridges in job) in parenthesis to distinguish from "Bridge".

           
4.
JSP A. usually "General"




a.
Fed. Aid, File FEDERAL



b.
Non-Fed. Aid, File STATE
           
5.
JSP B. "Work Zone Traffic Management Plan", File WZTMP, always use first paragraph.

           
6.
When using a JSP on File, include the title of the provision as well as the name of the



File. If content of file is changed, remove "MSP" or "DSP" from title.

           
7.
Verify the following provisions according to pay items:

	
	PAY ITEM No's
	JOB SPECIAL PROVISION
	FILE NAME

	
	202-99.30 or

202-99.50
	Demolition and Removal Contract –Use in demolition and removal contracts when R/W & Asbestos surveys are not complete.
	DSP-99-08D

	
	203.XX.XX
	Electronic Information for Bidders Automation -  Use this JSP in all projects with Earthwork totaling 250, 000 C.Y. or more (District will need to supply CD-ROM)
	DSP-05-05

	
	401-99.05
	Optional Pavements
	

	
	401-99.05
	Furnishing and Placing Cold Mix Asphalt 

(Use with CO Construction & Materials approval)
	MSP-05-01B

	
	403-90.XX
	Reclaimed Bituminous Material
(Need location table)
	MSP-04-02

	
	403-XX.XX
	Large Stone Binder
(Use only with Materials Division approval)
	MSP-92-02D

	
	403-XX.XX &
502-XX.XX
	Alternates for Pavements  (Use when Alternate A (concrete) or Alternate B (asphalt) pavement is specified)
	DSP-96-04H

	
	610-XX.XX
	Masonry Construction
	DSP-04-06

	
	615-XX.XX
	Office for the Engineer
	DSP-04-07

	
	616-10.96
	Changeable Message Sign (Commission Furnished)
	DSP-93-27H

	
	616-11.00
	Changeable Message Sign (Commission Retained)
(Need lot location for storage of CMS)
	DSP-97-07F

	
	617-36.02/03(M)
	Contractor Furnished/Commission Retained Temporary Type F Taffic Barrier
	DSP-01-06B

	
	622-XX.XX
	Slurry & Residue Produced During Surface Treatment of PCCP & Bridge Decks (may include Sec. 216 work)
	DSP-06-05

	
	729-XX.XX
	Placing State Owned Pipe
	DSP-04-08

	
	806-50.00/05(M)
	Geosynthetic Reinforced Soil Slope System
	MSP-97-09B

	
	902-XX.XX
	Disposition of Existing Signal / Lighting Equipment
	DSP93-35B

	
	902-42.83
	NEMA TS2 Traffic Controller Assemblies (The NEMA TS2 Controller is to be used only in special conditions after consulting with District Traffic and as directed or approved by Central Office).
	DSP-00-04B

	
	902-94.15
	Relocation of Portable Traffic Signal System
	DSP-98-06A

	
	901 and 903
	Overhead Lighting of Signs (Use this JSP when lighting of overhead signs is required on a project Need special sheet “ Sign Lighting – Lighting Support Bracket” shall be inserted in the contract documents).
	DSP-04-09



8.
“Utilities" shall be printed as submitted from Dist.
DSP-93-26E


Shelf projects - Project Manager shall review date & status of work.


9.       “Contract Time for Completion of Work" (Use for  projects
DSP-90-01F
when a “window of opportunity” is available.  Use in working day projects less than a construction season in length.  Should be strongly considered for lettings with a following year notice to proceed.  Use the completion date on page 1 of the proposal & add 'See Special Provisions').

10.
Don’t refer to excess excavation as "waste". This word may refer to Hazardous Waste.


11.
“Project Contact for Contractor/Bidder Questions"


DSP-96-05C

12.
“Section 404 Nationwide Permit Special Conditions"


DSP-97-05A


(include when Special Conditions exist for Nationwide Permit)



13.
"Supplemental Revisions" for all projects 
DSP-06-01B

14.
"Notice to Bidders of Third Party Concurrence in Award"
      DSP-98-19A

15.
"Bidding Requirements and Conditions" Use on all Mo. & Miss. River Br.  DSP-98-14B


16.
"Liquidated Damages for Winter Months" for projects with late Nov or early Dec completion








SRI-04-08
JOB SPECIAL PROVISIONS (BRIDGES)
           
1.
Bridge Division shall furnish these ready to be printed as part of the Request for Bid




Signed & Sealed by Bridge Project Manager.

           
2.
Verify "phase letter" to Job No. on Bridge Specials in upper right-hand corner 




e.g. J6I0286 to J6I0286D
SAMPLE REQUEST FOR BID COVER

           
1.
Top Left (1st line)
District Number

           
2.
Top Left (2nd line)
Number of Cross Sections


3.
Top Left (3rd line)
Yes or No for RR Protective Liability Insurance

           
4.
Top Left (4th line)
Yes or No for A+B Bidding

           
5.
Top Left (5th line)
Yes or No for CD (Electronic Plans)


6.
Top Right

Plan Size (Full Size Plans, Half Size Plans, Sketches, etc.)

           
7.
Lower Center

Contract I.D.






(FEDERAL) or (STATE) Project






Job Number, Route Number, County





(PERMITTED) or (REQUIRED) Combination if applicable - 





Projects shall be listed in 'Alpa-Numeric' order

           
8.
Bottom Left

Reviewer's Initials

.
Reviewer shall include the following information in each sample bid to develop an easily recoverable file history:


a.
Review Comments

b.
Check List 

c.
District's Job Special Provisions with reviewer's corrections and additions in red.


d.
Right of Way and/or Utilities Clearance Letters as applicable.

REQUEST FOR BID, page 1 (NOTICE TO CONTRACTORS)
           
1.
Check the information to insure the correctness

           
2
Use only one District Office city when projects are in more than one district (e.g. Federal


Proj. in Combination with Leveling Course - Use Federal Project District City even if leveling course projects are in another district)

           
3.
Working Days or Completion Date (If 'Contract Time for Completion of Work' is utilized, use the completion date & add 'See Special Provisions')

           
4.
Liquidated Damages


5.
Notice to Proceed Date


6.
Add Trainee Goal for Federal Projects or Federal/State Combination Projects

ITEMIZED BID SHEETS, "PROPOSAL SCHEDULE"

           
1.
Parameters, Print Output Files, Orientation (Bind), RTF Library (Test).

           
2.
Ensure that the sheets are in correct order according to the computer generated sheet numbers in the upper right-hand corner.

           
3.
Verify Contract I.D., and Project Number. 

           
4.
Verify Sections are clearly defined with Project Numbers for combination projects.

SUMMARY OF QUANTITIES, 2A SHEET(S), (Not Signed & Sealed)
           
1.
MicroStation V8 (open any file from the T:\ drive)

           
2.
Select “ADD-ONS” from the task bar

           
3.
Select “2A sheet Program  - Reviewers”


4.
Search for Project number select from list and create 2A Sheet

           
5.
Insert into full size plans and show number of sheets on title sheet
COMBINATION PROJECTS

           
1.
Indicate 'Combination' Projects on 'Proposal - Proposal Projects' screen



Projects shall be listed in 'Alpa-Numeric' order and 



Proposal screen, page 2, Flag 1 (P/R)

           
2.
All Small Roadway Sketches, insert immediately after JSPs in Request for Bid.

REJECTED PROJECTS (Bids Opened but not awarded)

Ensure all pertinent data remains in folder, including preliminary Detailed Estimate (marked Final Estimate), correspondence, work day studies, comments, etc. Verify/Change the following for correct dates and names.

           
1.
Notice of Bid Opening

           
2.
Job Special Provisions - Update all JSPs 



("General", "Utilities" date & status of work, Supplemental Revisions & any other JSP)

           
3.
Non-Contractual Items

           
4.
PES 'Contract I.D.' & 'Proposal Site'.

           
.5
Other Bidding Documents as required

COMPLETED PROJECTS

           
1.
File 'Review Comments' @ J:\work\review\month\project no.



Blind copy or copy David Henroid with District 6 Review Comments.

           
2.
Verify information is correct on 'Contract I.D. sheet' (end of Throwin Packet). 



File @ J:\work\info\month\project no.
           
3.         Apply 'Contract I.D.' on left margin and deliver to Contract Room or


call Blueprint at 1-4602 to pick up.


4.
File advertisement page @ J:\work\advertisement\month\??????

COSTS FOR NON-CONTRACTUAL ITEMS
Effective with the July 16, 2004 Bid Opening

R/W Markers:


2” Aluminum Cap with MoDOT R/W Imprint
$
2.09


6’ White Carsonite Post with MoDOT R/W Sticker
$
11.40


24” Survey Pin
$
0.35


30” Survey Pin
$
0.45


Steel
$
3.56

"Drive Smart" Sign, 48"x48" (1)
$ 
72.00

“Point of Presence” Sign 48” X 96” (1)
$
256.00

PAGE SEQUENCE FOR FEDERAL & STATE BIDS:
page i

page ii


page 1 through 4



Contract pages

Itemized bid pages



utilize page number at top/right of generated sheet

Bid Bond

Subcontractor Disclosure Form

DBE Pages




Only for Federal or Federal/State projects

NOTE:
See GENERAL LETTER NO. 12, (dated July 23, 1997) for District BID Opening Procedures.




FILE HISTORY AND DISTRIBUTION OF PROPOSALS
1.
After each job is printed the Contract Room will give the reviewer the following:

          a.
Blue Bid 




 (1)
Reviewer checks blue Bid Book.

          b.
Orange Request For Bid (Reviewer's Copy)




(1)
Reviewer checks and keeps if no printing errors are found.

          c.
Orange Request For Bid marked "SAMPLE" (Reviewer's work copy)




(1)
Reviewer files in project file.

          d.
File Copy (This is a complete bid without cover or staples. Holes are punched so changes may be added by Design Contract Assistants.)
(1) Reviewer files in project file.

NOTE:

Reviewer needs to send a note to the contract room after jobs are checked to inform them copies are ready to staple and distributed to divisions, districts and FHWA.
