PROJECT SPECIAL PROVISION CHECKLIST
This checklist will help compile, prepare, and final project special provisions.

Initial Preparation
 FORMCHECKBOX 

Request Federal Aid Number on web.

 FORMCHECKBOX 

Download all new forms from the web:


Bid Booklet/Special Provisions Document Assembly

Boiler Plate Special Provisions

Civil Rights DBE/OJT Data Sheet

Class of Work

Fuel Escalation/De-Escalation Worksheet


Steel Escalation/De-Escalation Worksheet

Addenda Letter

 FORMCHECKBOX 

Request and review plans, specifications, and estimates from all disciplines associated with project.
 FORMCHECKBOX 

Prepare a bid item list based on the estimates received from the other disciplines.

 FORMCHECKBOX 

Complete the "Bid Booklet/Special Provisions Document Assembly".
 FORMCHECKBOX 

Download all required boiler plate special provisions.
 FORMCHECKBOX 

Assemble the project special provisions document.
Advance
 FORMCHECKBOX 

Edit the project special provisions.

 FORMCHECKBOX 

Be sure the project scope of work, name, highway, county and bid date match exactly the bid booklet and project special provisions covers and the project special provision subsection 00120.05.

 FORMCHECKBOX 

Determine the Class of Work.

 FORMCHECKBOX 

Determine the insurance requirements.

 FORMCHECKBOX 

Determine the fuel escalation/de-escalation figures.

 FORMCHECKBOX 

Determine the steel escalation/de-escalation figures.

 FORMCHECKBOX 

Request anticipated items from the construction project manager and project leader.
 FORMCHECKBOX 

Request utility timing and status report from the Region Utilities Liaison.

 FORMCHECKBOX 

Request DBE/OJT numbers from Civil Rights Section.

Final
 FORMCHECKBOX 

Review and incorporate appropriate "advance" comments into final project special provisions.
 FORMCHECKBOX 

Incorporate all appropriate data received from Civil Rights, Railroad, Utilities, and other disciplines into the final project special provisions.
 FORMCHECKBOX 

Incorporate all required "boiler plate special provision updates".
 FORMCHECKBOX 

Review and proofread the final draft project special provisions.
 FORMCHECKBOX 

Be sure all project work items have corresponding project special provisions.
 FORMCHECKBOX 

Be sure all bid items have specifications.
 FORMCHECKBOX 

Be sure the Class of Work is still applicable.  Make changes if necessary.

 FORMCHECKBOX 

Be sure the Class of Work is the same in the bid booklet cover and the bid booklet and  special provisions Description of Work pages.
 FORMCHECKBOX 

Be sure the completion times are the same in the bid booklet and project special provisions Description of Work pages and project special provisions subsection 00180.50(h).
 FORMCHECKBOX 

Be sure project special provisions signature pages are stamped and signed.
 FORMCHECKBOX 

Be sure that the plan title sheet name has not changed.  If it changed, revise 00120.05 to exactly match.

 FORMCHECKBOX 

Prepare final PS&E package and submit to the Office of Project Letting.
 FORMCHECKBOX 

Write addenda letters as needed and submit to the Office of Project Letting.
 FORMCHECKBOX 

Incorporate addenda into final project special provisions.

 FORMCHECKBOX 

Submit final with addenda project special provisions to the Office of Project Letting by close of business the day of bid opening.
 FORMCHECKBOX 

Prepare project file for archive storage and submit to the  appropriate Region office.
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