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About this Guide 

 
 
Purpose  
 
This document provides procedural information that is intended: 
 
• To guide fabricators in the submission of electronic shop drawings to the Oregon 

Department of Transportation (ODOT),  
• To guide the Engineer of Record (ODOT or Consultant) in providing shop drawing 

submittal review information to the Project Managers and/or contractors, and 
• To guide reviewers in processing of electronic submittals. 
 
Feedback and Review Aids 
 
Direct any questions or comments about the content of this document to the Steel Bridge 
Standards Engineer in the Bridge Engineering Section, Bridge@odot.state.or.us (Phone 
Number 503-986-4200).   
 

General Information 
 
Eligible Submittals 
 
Submit all working drawings according to Oregon Standard Specifications for 
Construction Subsection 00150.35. 
 
File Size 
 
Electronic attachments to an email must total no more than 10 MB and must be submitted 
unzipped.  For electronic attachments greater than 10 MB, send them in two or more 
parts by separate emails, denoting “1 of 2” and “2 of 2” in a case of two emails, in the 
subject lines after other required subject-line information (see page 3). 
 
Project Identification Number 
 
Ensure that the Project Identification Number listed in your submittal email is the 
officially recognized Project Identification Number for that project.  The proper  
number for an ODOT project includes the Contract Number and Structure Number, for 
example: CN#####_ST#####. 
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Submitting the Drawings 
 
Procedure Overview 
 
Prepare electronically submitted shop drawings as follows:  
 
 
1. The fabricator produces CAD or other formatted drawings and converts them 
into a high-resolution PDF booklet of sheets. 
 

a) Use any CAD files to create the working drawing sheets that can be converted to a 
MicroStation file adhering to the following format requirements: 

 
• Resolution: The finest detail must be legible at full scale on a 19” or larger 

monitor without zooming in (that is, 1” width on an 11”x17” sheet is 1”on the 
monitor). 

• Color: Use black images on a white background. 
• Font: Use fonts no smaller than 5/64”+, for an 11”x17” sheet). 
  (title Font, 7/64”+, for an 11”x17” sheet). 
• ODOT Approval Stamp: For the ODOT approval stamp, leave a blank space, a 

drawn rectangle 3” wide x 2½” tall on each drawing. 
 
• Title Block: When PE stamp is required, provide a PE stamp in, a rectangle 2½” 

wide and 2¼” tall.  Include in the title block the Project Identification, Fabricator 
Identification, Detailing Agency Identification, Page number, and ODOT 
Structure Number, if applicable.  

• Sheet Orientation: Assemble all PDF sheets in a single file (unless resulting file is 
 larger than 10MB), ensuring that all sheets are rotated to a “ready to read” 
 orientation within the PDF file.  Generally 11”x17” plan sheets in landscape, 8 
 ½” x 11” note sheets in portrait, so that the majority of text is vertical. 
 

b) Prepare the file for submittal by converting it to PDF using Adobe Acrobat 7.0 Pro 
or a later version.  Legible scanned PDF files of paper plan sets are acceptable, but PDF 
sets created by converting CAD sheets using ACROBAT Pro are preferable.  Scanned 
sets are more difficult to annotate, are usually less legible, and produce larger 
attachment sizes.  Scanned submittals will be rejected by the reviewer if not legible.  
Save the resulting file, adhering to the following file format requirements: 

 
• File Name: the file name must contain the following information in this order: 

Project Identification Number, Count, Item Abbreviation, Fabricator 
Abbreviation, Detailing Agency Abbreviation, and Submittal Number, with one 
space in between each item.   

• Project Identification Number: (CN#####_ST#####) Use no spaces, and always 
include leading zeroes and dashes. 

• County: Spell out completely. 
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• Item Abbreviation: Use four digits maximum representing the primary item in the 
 submittal; see Appendix B for approved item Abbreviations.  For retaining walls, 
 include the wall number (lowest wall number on multiple-wall submittals) after
 the Item Abbreviation. 
• Fabricator Abbreviation: Four digits maximum; see Appendix C for approved 
 Fabricator Abbreviations. 
• Detailing Company Abbreviation: Four digits maximum.  See Appendix C for 
approved Detailing Agency Abbreviations, or initiate a new four-digit  abbreviation if 
necessary. 
• Submittal Number: Three digits maximum indicating the number of the submittal 
 for the same item type (IV, AJ, etc.) for the same Project Identification Number, 
 usually 1 for smaller projects.  NOTE: Do not change the number when 
 resubmitting corrections for an already reviewed item.  Add “Rev1, Rev2, etc.” to 
 the end of the subject line on revised sheet submittals. 
• Example File Name: CN#####_ST##### Marion IV FabA DetB 1.pdf 
• File Security: Set no permissions on the file. 
 
 

c)   Ensure that sheets are ready to print out to a PDF format on 11”x17” sheets, with no 
additional formatting required by the viewer, and with all required information 
contained in the title block. 
 
When using Adobe 7.0, choose “Document and Markups” in the “Print What:” drop 
down list on the “Print” options window, before printing out shop drawing sets for 
ODOT offices.  This will ensure that all stamps and corrections are printed. 

 
Electronic attachments to a submittal email need to satisfy the file size requirements 
stated in the general information section. 

 
 
2. The contractor transmits the email with attachment. 
 
a)   Send an email with the attached, not-zipped, PDF set to the project manager’s office 

copying recipients as required by agreements with the project manager.  Adhere to the 
following format requirements: 

 
Subject Line: Use the same as the attachment file name, but without the file type 
extension (that is, without .pdf) 
 
Example Subject Line: CN#####_ST#####  Marion IV FabA DetB 1 
 
Body: Should contain the following information in a block format using “plain text”.  
(Not HTML) 
 
Recommended: copy and paste the following information into a new email, and edit job 
specific lines: 
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 Letting Date: 3/2003 
 County: Marion 
 Project ID #: CN12345_ST99999 
 Region: 2 
 Project: BR 2002(282) 
 Structure Name(s): Mill Creek Bridge 
 Road (Hwy): 99W 
 Mile Point: 20 
 Fabricator: Fabricator “A” (FabA) 
 Fabricator Job #: 2402-2 
 Contractor: Contractor “C” (ConC) 
 Detailing Entity: Detailer “B” (DetB – when applicable) 
 Detailer Job #: 03-317 
 Design Entity: ODOT Region 2 Bridge 
 Product(s): Type IV beams 
 Sheet Listing: 1,2,P2,E3-E6,&F16-F23 
 # of Sheets: 15 
 # of Optional Design: 2 
 # of CRP; 20 
 Change Order(s) or Revision: None 
 Submission Method: Email 
 
 Attn: <Project manger>   

         <Project Manager Email Address> 
         < Project Manager Physical Address> 

 
 Attached for your review is one set of Working Drawings for the above mentioned project and 
 product(s). 
 
 These drawings are for your review and approval or acceptance prior to fabrication of the items 
stated herein.  Please return reviewed plan sets to: 
 
 Primary Recipient: 
  
 Contractor: Jeff Smith, III (Con. “C”) Contractor@conc.com
  
 
Where: 
 

• CRP is an alternate cost reduction proposal design submitted according to Section 
00140.70. 
• Change Order(s) is a change order number.  Also provide a brief description of 
 any previously approved change-order or revision that will impact the review for 
the submittal item. 
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3. The Project Manager’s office processes the submittal. 
 
a) The project manager’s office will review each electronic submittal to ensure it 
conforms to this Guide and then forward it to the EOR.   

(Primary checks include but are not limited to: correct Project Identification 
Number and County in subject line and body, subject line and body format, CC 
recipients (especially the Region dedicated shop plan address, when not the 
primary recipient), correct attachment type and legibility.  The Project Manger's 
office will forward the submittal on to the EOR and will notify the submitter 
within two business days or, if the submittal is not complete or does not meet 
these guidelines, the Project Manager's office will return the submittal for 
correction.) 

 
4. The EOR Reviews the submittal 
a) The reviewing office makes electronic copies of attachments to review and annotate, 
completes the review, and stamps the file electronically with the standard ODOT Shop 
Drawing Stamp.  The ODOT Shop Drawing Stamp can be found at the following web 
site:  ftp://ftp.odot.state.or.us/Bridge/Bridge_Drawing_Stamp/.  The reviewer then 
secures the stamp and markups by flattening the file and adding password protection.   
Use Adobe Acrobat 7.0 Pro or a later version to flatten files after inclusion of markups, 
and stamping, dating and signing the drawing.  Flattening prevents removal of markups.  
Password protection prevents the addition of markups.  The reviewer renames and saves 
the attachment with a disposition suffix:   

For unstamped working drawings: AP=Approved, AX=Approved as Noted, 
RC=Returned for Correction.   

 
 For stamped working drawings: RV=Reviewed, RVC=Reviewed with Comment.   
 
Example file name for unstamped drawing approved as noted: 
Original:  CN#####_ST##### Marion IV FabA DetB 1.pdf 
Renamed:  CN#####_ST##### Marion IV FabA DetB 1 AX.pdf 
 
b) The Engineer of Record returns the submittals to the Project Manager.  Attach the 
annotated PDF, provide submittal status remarks, and respond to the project manager “ 
 
5. The Project Manager sends response to the contractor 
 
 Typical Distribution Recipients include: 

• ODOT personnel  
• Material Inspector 
• Contractor 
• Railroad if associated with a project 
 

6. The fabricator, contractor, and ODOT finalize the shop drawings. 
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a) If the attachment was returned for correction, the Contractor will make corrections to 
the original CAD file and save it as a new PDF file.    The contractor will resubmit it to 
the Project Manager’s Office, amending the subject line and file name to include the 
revision number suffix.  (Ex: CN12345_ST99999Marion IV FabA DetB 1 Rev 1).  
b) If the attachment was returned designated AP or AX, the fabricator has been approved 
to fabricate. 
c) After ODOT’s approval to fabricate, the Contractor prints a hardcopy set and makes it 
available to the ODOT inspector at the fabrication plant. 

(At project completion, the Project Manager transmits electronic as-built plans 
and shop drawings for all structural items prepared by the contractor to the Bridge 
Engineering Section for archiving. All changes to shop drawings during 
fabrication and/or construction or any repair shall be reflected on shop drawings 
and as constructed drawings.) 

 
Retaining Walls 

 
Retaining wall shop drawings may be submitted either electronically or in paper copies.   
 
MSE retaining wall shop drawings are complex.  In addition to casting drawings for 
precast panels, these submissions include design calculations and erection drawings to be 
used by field personnel in constructing the walls.  On large projects the retaining wall 
drawings may involve several, or even dozens, of separate submissions depending on the 
sequence of construction and contractor’s schedule.  Provide drawing and calculations 
according to Geo/Hydro Manual of the Oregon Department of Transportation. 
 

Cost Reduction Proposal 
 
Follow the process described in Section 000140.70.  Submit the CRP as a separate PDF 
file from the shop plan set PDF file to the Project Manager.  You may attach them to the 
same email transmittal message as the shop plan set, or you may send them by separate 
email when file size exceeds the 10 Mb limit. 
 
The first sheet of the CRP design attachment will display the dated and signed engineer’s 
seal, which will apply to all designs in that PDF file.  The Cost Reduction Proposal PDF 
file should consist of complete design calculations with plan and detailing. 
 
Prepare the Cost Reduction Proposal Design file for submittal by converting it to PDF 
using Adobe Acrobat 7.0 Pro or a later version.  Save the resulting file, and attach it to a 
transmittal email, adhering to the following format requirements: 
 

• File Name: CN12345_ST99999Marion IV FabA DetB 1 ODn.pdf for a PDF file, 
where n is the number of the plan set submittal for that structural item.  
• Email: Attach the Optional Design PDF file to the shop plan transmittal email if 
file size allows.  If not, indicate in the shop plan transmittal email that an optional 
design is being sent by separate email, and attach it to a separate email message with 
the subject line CN12345_ST99999 Marion IV FabA DetB 1 OD1, for example. 
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• Hardcopy: The Project Manager may request a hardcopy of the Cost Reduction 
Proposal design file. 

 
After approval of the Cost Reduction Proposal, submit the applicable shop drawing set 
for the alternate design in accordance with the applicable requirements of this Guide. 
 

Consultant Reviews 
 
 
Consultant Engineer's reviewing shop drawings for ODOT projects are required to follow 
procedures outlined in this guide.  The Consultant Engineer shall return all submittals 
received from the contractor telling the contractor to resubmit the drawings through the 
Project Manager's office. 
 
Consultant's that administer construction projects will follow the Project Manager's office 
processes of this Guide. 
 
 

Appendix A: Example Submittal, Contractor to Project Manager 
                      

From: contractor@detb.net ---A        
             

To: PM@odot.state.or.us ---B  KEY  
                  

Subject: CN12345_ST99999Nueces IV FabA DetB 1 ---C  A = The Contractor  
       B = Project Manager  

 D---- Letting Date: 3/2003   C = Subject - adhere to required format  
  County:  Marion   D = Email Body Format (project &   
  Project ID #: CN12345_ST99999  submitall specifc info for database log)  
  Region:  2  E = Attachments - pdf name matches  
  Project:  BR 2002(282)  subject line format  
  Structure Name(s): Mill Creek Bridge          
  Road (Hwy): 99W        
 Mile Point 20        
  Fabricator: Fabricator "A" (FabA)        
  Fabricator Job #: 2402-2         
  Contractor: Contractor "C" (ConC)       
  Detailing Entity: Detailer "B" (DetB)        
  Detaler Job #: 03-317         
  Design Entity: BRG DIV         
  Product(s): Type IV beams        
  Sheet Listing: 1,2,P2,E3-E6,&F16-F23       
  # of Sheets: 15         
  # "VE":  2         
  Change Order(s) or Revision: None         
  Submission Method: Email         
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  Attn: project manager, P.E.         
  pm@odot.state.or.us        
  PM address          
  PM, city, state zip code          
             
  Attached for your review is one set of shop drawings for the above mentioned project  
  and product(s).  These Drawings are for your review prior to fabrication  

  

of the items stated herein.  Please return reviewed plan sets to: 
 
Primary Recipient.  

             
  Attachment:          
                 

  0182-03-163 Marion IV Fab A DetB 1.pdf ---E      
  0182-03-163 OD1-2.pdf          
  018203163_OD1-2.dat            
                 
                      

Figure A-1 Submittal 
 
 
 
 

Appendix A: Example Confirmation, Project Manager to Contractor 
                      

From: PM@odot.state.or.us ---A        
             

To: contractor@detb.net ---B  KEY  
                  

Subject: CN12345_ST99999Nueces IV FabA DetB 1 ---C  A = The Project Manager  
       B = Contractor  

 D---- Letting Date: 3/2003   C = Subject - adhere to required format  
  County:  Marion   D = Email Body Format (project &   
  Project ID #: CN12345_ST99999  submitall specifc info for database log)  
  Region:  2    
  Project:  BR 2002(282)    
  Structure Name(s): Mill Creek Bridge          
  Road (Hwy): 99W        
 Mile Point 20        
  Fabricator: Fabricator "A" (FabA)        
  Fabricator Job #: 2402-2         
  Contractor: Contractor "C" (ConC)       
  Detailing Entity: Detailer "B" (DetB)        
  Detaler Job #: 03-317         
  Design Entity: BRG DIV         
  Product(s): Type IV beams        
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  Sheet Listing: 1,2,P2,E3-E6,&F16-F23       
  # of Sheets: 15         
  # "VE":  2         
  Change Order(s) or Revision: None         
  Submission Method: Email         
             
  Attn: Contractor, Inc.         
  contractor@detb.net        
  Contractor address          
  city, state zip code          
             
  We have received your set of shop drawings for the above referenced project  
  and product(s) for ODOT review.  The specified Engineer Review Period for these     

  

drawings begins on _______________ (month, date, year). 
 
  

             
            
                 

         
            
              
                 
                      

Figure A-2 Confirmation Letter 
 
 
 

Appendix A: Example Reply, Project Manager to Contractor 
                      

From: PM@odot.state.or.us ---A        
             

To: contractor@detb.net ---B  KEY  
                  

Subject: CN12345_ST99999Nueces IV FabA DetB 1 AX ---C  A = The Project Manager  
       B = Contractor  

 D---- Letting Date: 3/2003   C = Subject - adhere to required format  
  County:  Marion   D = Email Body Format (project &   
  Project ID #: CN12345_ST99999  submitall specifc info for database log)  
  Region:  2  E = Attachments - pdf name matches  
  Project:  BR 2002(282)  subject line format  
  Structure Name(s): Mill Creek Bridge          
  Road (Hwy): 99W        
 Mile Point 20        
  Fabricator: Fabricator "A" (FabA)        
  Fabricator Job #: 2402-2         
  Contractor: Contractor "C" (ConC)       
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  Detailing Entity: Detailer "B" (DetB)        
  Detaler Job #: 03-317         
  Design Entity: BRG DIV         
  Product(s): Type IV beams        
  Sheet Listing: 1,2,P2,E3-E6,&F16-F23       
  # of Sheets: 15         
  # "VE":  2         
  Change Order(s) or Revision: None         
  Submission Method: Email         
             
  Attn: Contractor, Inc.         
  contractor@detb.net        
  Contractor address          
  city, state zip code          
             
  The subject set of shop drawings for the above referenced project  
  and product(s) have been reviewed.  These Drawings are approved with corrections, approved,  

  

or returned for correction, respectively, as noted on the attached drawings.   
Please take appropriate action, or return the drawings for review as noted. 
  

             
  Attachments:          
                 

  0182-03-163 Marion IV Fab A DetB 1 AX.pdf ---E      
  0182-03-163 OD1-2 A.pdf          
  018203163_OD1-2 RC.dat            
                 
                      

Figure A-3 Example Reply 

 10



 

 
Appendix B: Item Abbreviations 

 Spec. No. Item/Description Abbrev  
 7.8 Construction Load Analysis CLA  
 510.03 Exacavtion & Backfill for Structures (cofferdams) EB  
 510.04 Temporary Shoring TSS  
 520 Steel Piling  SP  
 530 Reinforcing Steel FW  
 540 Falssework., w/calcs RW  
 550 Prestressed Concrete members CPM  
 550 Prestressed Concrete Piling (non-standard only) CPL  
 550 Prestressed Concrete Sheet Piling CSP  
 550 Prestr. Concrete "I" Girder (28,34,40,46,54,62, or 70)   
 550 Prestressed Concrete Box Beams BB  
 550 Prestressed Concrete Slab Beams SB  
 550 Prestressed Concrete Trapezoidal Box Bm TRP  
 550 Prestressed Concrete U Beams UB  
 550 Prestressed Concrete Bent CB  
 555 Post Tension Details PT  
  Bridge Protective Fencing BPA  
 560 Structural Steel Bridges   
 560 Steel Tub-Girders SUB  
 560 Erection Plans, including Falsework SEP  
 570 Timber Structures   
 582 Bridge Bearings   
 583 Electrical Conduit In Structures   
 584 Elastomeric Concrete Nosing AJ  
 585 Expansion Joints AJ  
 587 Bridge Rails   
 591 Waterproofing Membrane   
 593 Powder Coating Metal Structures   
 594 Preparing and Coating Metal Structures    
 595 Reinforced Concrete Box Culverts   
 596 Retaining Walls   
 597 Sound Walls   
 599 Concrete Slope Pavings S  
 962 Roadway Illumination Supports RIS  
 962 High Mast Illumin.  HMR  
 930 Minor Roadside Sign Assemblies, non-standard MNRS  
 930 Major Roadside Sign Supports and Assemblies, non-std MJRS  
 930 Sign Bridge SNB  
 930 Monotube Cantilever sign support MCN  
 962 Roadside Flashing Beacon Assemblies RFB  
 962 Traffic Signal Pole Assemblies  TSP  
 965 Camera Poles  CP  
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Appendix C: Fabricator and Detailer Abbreviations    

         
 Fabrictor (as of 12-28-2008) Abrrev     
 Ameron  AF     
 Oregon Iron Works      
 Fought and Company      
 Thompson Metal Fab      
 Valmont VLMT     
 Steelhead Metal and Fabrication STHD     
 Northwest Signal supply NWSS     
       
       
       
       
       
       
       
       
       
       
       
 Detailing/Engineering Abbrev     
  Tensor Engineering  TE     
       
       
       
 .      
         
If a specific company is not listed, create an abbreviation of four letters or less that is different 
from listed abbreviations, and use it in the file name(s), submittal subject line, and project 
information in the body of the submittal email. 
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