Key # 



Project Name: 

Reviewed By: 

State Project or FAP No.: 


Pre-letting Checklist
	
	General:

	Aundrea 
	_______ 1. Submittal package received.


	Aundrea 
	_______ 2. Verify that the submittal package contains the required deliverables for PS&E.

· Paper copy of mylar plans

· Signed mylar plans set (including signed title sheet)

· Signed paper copy of specs with bid booklet cover sheet

· Electronic copy of specs

· Signed Final PS&E Submittal Checklist

· PS&E project estimate (paper and electronic) 

· Signed PD-02 exception letter (if applicable)

· Right of Way certification

· Signed Special Provision Integrity Certification statement

· Project construction schedule

· CE Minimums (for NEPA Class 2 Projects)

· Project Risk Assessment Summary

· Office of Civil Rights Documentation (email format)

· Escalation (Fuel and Steel) Worksheets

· Project Specific Special Provision Summary Form (.xls and signed form)
· Signed Prevailing Wage Determination Data form



	Aundrea

	_______ 3. Check for any open items included in the Final PS&E Submittal Checklist.   Ensure that all items are covered in a PD-02 exception letter or that they are completed. 
Write DBE Goal on estimate before giving to Mike

	Mike
	_______ 4. Upload Estimator file into PES and generate proposal.  For 2008 spec book, make sure spec year in PES is “08” before loading file.



	Mike
	_______ 5. Print paper and PDF copy of the project bid schedule and proposal estimate from PES.  Print PDF copy of Estimator file.


	Aundrea
	_______ 6. Scan the following documents:

· Final PS&E Submittal Checklist

· Right of Way Certification

· CE Minimums

· PD-02 Exception Letter 

· Special Provision Signature Pages

· Project Specific Special Provision Summary Form (signed form)

· Signed Prevailing Wage Determination Data form

Save in the SEOPL Archives share drive under appropriate folder (year/bid date/key number).


	Aundrea
Aundrea

Aundrea

Aundrea
	_______ 7. Enter the bid date, advertisement date and contract number to the Signed Prevailing Wage Determination Data form.  Email the form to Mark Dostal.

_______ 8. Email the Final PS&E Submittal Checklist to Carolee Will (cc ODOT Procurement Office – Construction) email address.

_______ 9. Enter the data from the PSSP form into the PSSP Database (located at \\scdata\opl\OPL_Working_Documents\OPL_Databases\PSSP.mdb)

_______ 10. When project is FFO make a paper copy of the following: 

· Final PS&E Submittal Checklist

· Right of Way Certification

· Estimate

· CE Minimums

· PD-02 Exception Letter

· Plans (if needed)

· Special Provisions (if needed)



	Aundrea
	_______ 11. For Full Federal Oversight (FFO Projects, mail the following documents to FHWA:

· Transmittal Letter

· Paper copy of plans

· Paper copy of specs 

· Signed Final PS&E Submittal Checklist

· Project estimate (paper) 

· Signed PD-02 exception letter (if applicable)

· Right of Way certification
· CE Minimums



	QAE
	_______ 12. Send Highway Program Office email notification that the PS&E submittal is complete and has been accepted.
· Include copy of “Work to be Done” section in email.
· If a PD-02 letter exists, give a simple single sentence summary of outstanding issues (i.e. DSL permit pending, resolution expected on mm/dd/yy)


	QAE
	_______ 13. For all Federally funded projects (exempt and non-exempt): Email Final PS&E Submittal Checklist, ROW Cert., Estimate, PD-02 Exception Letter, and CE Minimums Form to FHWA Area Engineer, Mike Morrow,  Steve Bauman and Sandra Bacon.  Copy Tim Rogers on all bridge projects.  



	
	Plans:

	Aundrea
	_______ 1. Check title sheet for signature, correct title, correct signature block, bid let month, and Federal Aid project number.  


	Aundrea
	_______ 2. Make sure all plan sheets are included and have stamps and signatures.



	QAE
	_______ 3. Make sure that the Traffic Section has signed off on signal sheets. If not, obtain signatures from Traffic Section.


	QAE
	_______ 4. Make sure that all Standard Drawings referenced on the project plan sheets are included on the Index of Sheets. 


	QAE
	_______ 5. Take a general look at plans for major mistakes or omissions.


	QAE
	_______ 6. Sign signature page of Final PS&E Submittal Checklist.


	QAE
	_______ 7. Deliver the following along with title sheet mylar to the OPL Manager for signatures:

· Final PS&E Submittal Checklist

· Right-of-Way Certification

· PS&E Estimate 

· PD-02 Exception Letter (if Applicable)


	QAE
	_______ 8. After the Chief Engineer signs the title sheet, deliver signed mylars to Maps & Plans Center for printing.

	
	

	
	Specs and Estimate:

	QAE
	_______ 1. Make sure that the title on the specs and bid booklet matches the title sheet on the plans.  Make sure that the title on the plans EXACTLY matches the title in subsection 00120.05.


	QAE
	_______ 2. Check completion times on “Description of Work” pages and make sure they match subsection 00180.50(h).  Also make sure the completion time seems to make sense for the project, if not contact John or Lucien. 


	QAE
	_______ 3. Check Federal Aid Project Number (federal aid projects) in bid booklet and special provisions and make sure it matches the number listed in Trnsport.  For state only funded projects it should say “State”.


	QAE
	_______ 4. Make sure that the special provisions signature pages are signed and at least one Section is stamped.


	QAE
	_______ 5. Check Table of Contents for Legal Requirement Sections before the “WORK TO BE DONE” page (i.e. TERO, Railroad Require-ments, Equal Employment Opportunity Aspirational Targets).


	QAE
	_______ 6. Verify that all required spec Sections are included (based on TOC, SPLIST, and bid items).


	QAE
	_______ 7. Check the DBE / MWESB Target pages against the OCR email and verify correct information has been included.  Verify this is the same goal that was written on the Estimate


	QAE
	_______ 8. Check for edits to the 100’s Sections that are not “fill in the blanks” or are not covered in DOJ compliance certification.  Particularly Sections 00150, 00170, and 00180. 


	QAE
	_______ 9. Check 00170.65(b) for correct wage rates.


	QAE
	_______ 10. Check the insurance coverage in 00170.70(a) Insurance Coverage against the coverage in the Project Risk Assessment Summary.  For projects with Asbestos and Pollution Liability coverage, concurrence from Ron Bennett for any extra coverage is needed.


	QAE
	_______ 11. Check 00195.10(d) for correct bid items (item listed must exactly match the bid item name).  If addenda change the bid item name or type of asphalt, make sure 00195.10(d) is included in addenda.


	QAE
	_______ 12. Check 00195.11(d) for correct fuel escalation items, factors, and factor units.   Bid items for Tack Coat or Temporary Surfacing should not be listed for fuel escalation.  If addenda changes quantities or items in the fuel escalation list, confirm with provider that the fuel escalation has been verified and 00195.11(d) updated in the addenda.



	QAE
	_______ 13. Check 00195.12(d) that steel escalation items match the bid items and the cost basis is correct for the item.  If addenda change the item or quantity, confirm with provider that the escalation has been verified and 00195.12(d) updated in the addenda.



	QAE
	_______ 14. Check that 00220.40(e) is written correctly.  Important if 00180.85(c) LDs are included.



	QAE


	_______ 15. Verify that if Section 00585.75 is used on the project, the language indicates that the subsection on Manufacturer’s warranty is to be deleted.

	QAE
	_______ 16. Check Part 00200 – 03000 specifications for added or deleted legal requirements (such as warranties, incentives, bonuses, who accepts work, escalation, etc).



	QAE
	_______ 17. Check specs for items that require LPIF (see PS&E Manual).



	QAE
	_______ 18. Make sure Measurement and Payment is covered for every bid item and that there is a bid item for specific items in the Special Provisions and Plans.


	QAE
	_______ 19. Take a general look at specs and bid items for mistakes or omissions.  Check to see that any language from recent boilerplate updates has been incorporated.


	QAE
	_______ 20. Send all review comments back to provider.


	QAE
	_______ 21. Fill in document assembly sheet.


	QAE
	_______ 22. Write advertisement. 


	QAE
	_______ 23. Place a copy of the final specs, document assembly sheet, bid schedule, POR signature sheets, and advertisement on the PS&E Docs share drive for retrieval by Contractor Plans.  


	QAE
	_______ 24. Email QC Reviewer for final check.

	QAE
	_______ 25. Send Contractor Plans email notification that project documentation has been placed on the share drive.


	QAE
	_______ 26. Complete Access Database Project Summary.


	QAE
	_______ 27. Obtain final specs with all addenda incorporated and addenda PSSP Form by 5:00 p.m. on the bid let date.  Send a copy to Contractor Plans and place a copy on the Roadway share drive.  Be sure to include the word “CONTRACT” in the name of this last copy.


	QAE
	_______ 28. Archive electronic copy of special provisions, emails, and project records in the seopl_archive drive.
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