
Roadway Design’s Project Transmittal to Construction 
 
 
The purpose of a complete support package is to assure that the Construction office has all needed 
documentation and design data to construct the project.  The tables below list out the possible items that 
a project may include.  The first table below details all items that are created by someone other than the 
Roadway Designer.  It will be a negotiation between the contacts, the Project Manager, and the Roadway 
Designer on what items need to be obtained and who will obtain them.  Often the Project Manager will 
already have a copy and will not require another. 
 
The Roadway Designer will be responsible for compiling all applicable items listed in the second table 
below.  The items can be in either electronic or hard copy format.  Either way there needs to be a 
transmittal letter detailing all applicable items from the list and where they can be located (either a 
directory location or in a project notebook). 
 
The Roadway Designer will arrange a day and time to discuss the items contained in the transmittal letter, 
in detail, with the construction support person, project inspector, and/or the Project Manager.  This 
meeting should occur after the plans have been finaled and before the project is advertised for bid.  That 
doesn’t mean that there can’t be discussion before final plans (in fact there should be), it just means that 
the formal transmittal needs to occur afterward to assure a complete, final package.  During this meeting 
the designer will spend time introducing the designated construction representative to all the 
Microstation/Inroads files and any pertinent reports.  Shortly after the meeting, it would be beneficial to 
have the representative perform a good review of the data and reports to verify the accuracy.  Through 
discussions at this meeting, the construction office should understand how the “Engineer of Record” for 
the Roadway plans would like to deal with design questions or revisions.  There should be a formal 
process to document all design changes agreed to by the Engineer of Record. 
 
 
ITEM CONTACT 
Contact List of personnel and PDT members involved in the project Project Leader 
List of the Engineer of Record for each discipline Project Leader 
Prospectus Project Leader 
Permits associated with the project Project Leader 
Inter-Governmental Agreements (IGA) Project Leader 
Environmental documentation (Historical, Archeological, BA, BO, wetlands, 
etc…) 

Environmental Specialist 

R/W Obligations R/W Representative 
R/W Certifications R/W Representative 
Access Management Plan Lead of Access Sub-team
Geotechnical Reports Project Geologist 
Utility Agreements, work performed and status of completion, schedule of 
work 

Utility Coordinator 

Original Ground Confidence Report Project Surveyor 
ODOT survey maps Project Surveyor 
* Bridge Location data (coordinate correct data for foundations, pilings, pile 
caps, abutments, bents, columns, beams, beam seats, end panels, and 
walls)   

Bridge Designer 

Final Pavement Design Pavement Designer 
Other technical reports Project Leader or others 
  

 
* This information may not be provided by the Bridge Designer and in that case it will have to be 
negotiated with the Project Manager’s office on who will produce the data 
 



 
The following is a list of all possible items that the Roadway Designer would be responsible for producing 
or should already possess (not all items will be necessary for all projects). 
 
 

Designer Narrative 
Exception/Concurrence Letters 
Preliminary Plan Review Comments/Changes (explanation of what comments 
were or were not incorporated for at least the major design issues) 
Advance Plan Review Comments/Changes (explanation of why comments were or 
were not incorporated for at least the major design issues) 
Reports/Spread sheets (include electronic and/or hardcopy) 
Alignment reports 
Grade reports (discuss/negotiate level of detail necessary with the Project 
Manager’s office) 
Pipe Locations (enough information may be on the plan sheets if station,  
offset, and elevation are shown) 
Bid item quantity calculations and summary 
Microstation/Inroads file list with location of files(use standard naming conventions) 
Project photographs and Video (if available) 
Utility Conflict map and list 
Any pertinent correspondence 
 

 
 
 


