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ACRONYMS 
 
AE  - Asphalt Escalation/De-Escalation 
AGC  - Association of General Contractors 
AI  - Anticipated Item 
AI Request - Anticipated Item Request 
AM  - Area Manager 
APAO  - Asphalt Pavement Association of Oregon  
APHIS - Animal and Plant Health Inspection Services 
APWA  - American Public Works Association 
BidX  - Bid Express® Electronic Bidding System 
BOLI  - Bureau of Labor and Industries 
CAE  - ODOT Contract Administration Engineer 
CB  - Cost Basis 
CCO  - Contract Change Order 
CES  - Cost Estimator System (AASHTOWare Project module) 
CFR  - Code of Federal Regulations 
CLT  - Construction Leadership Team 
CM/GC - Construction Manager/General Contractor 
COP  - City of Portland 
COW  - Class of Work 
CSP  - Contractor Special Prequalification 
DAP  - Design Acceptance Package 
DB  - Design-Build 
DJC  - Daily Journal of Commerce 
DOJ  - Department of Justice (Oregon) 
eBIDS  - Electronic Bidding Information Distribution System 
FE  - Fuel Escalation /De-Escalation 
FEE  - Final Engineers Estimate 
FFE  - Findings of Fact for Exemption 
FFO  - Focused Federal Oversight (Previously known as “Full Federal                            
Oversight) 
FHWA  - Federal Highway Administration 
HB  - House Bill 
I/D  - Incentive/Disincentive 
IGA  - Intergovernmental Agreement 
LAL  - Local Agency Liaison 
LOC  - Letter of Clarification 
LPA  - Local Public Agency 
LPIF  - Letter of Public Interest Finding 
MACMP - Monthly Asphalt Cement Materials Price 
MV  - Monthly Steel Materials Value 
NEPA  - National Environmental Policy Act 
NOIA  - Notice of Intent to Award 
NTP  - Notice to Proceed 
OAR  - Oregon Administrative Rule 
OCR  - ODOT Office of Civil Rights 
OILT  - ODOT-Industry Leadership Team 
OPIS  - Oil Price Information Service 
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ACRONYMS 
 
 
OPL  - ODOT Office of Project Letting 
OPO  - ODOT Procurement Office 
OPO-CCU - ODOT Procurement Office – Construction Contracts Unit 
PCS  - Project Control System 
PDLT  - Project Delivery Leadership Team 
PDWP - Project Development Work Plan 
PES  - Proposal and Estimates System (AASHTOWare Project module) 
PICLT  - Public Improvement Contracts Leadership Team 
P.E.  - Professional Engineer 
PL  - Project Leader 
PM  - Project Manager 
POR  - Professional of Record 
PS&E  - Plans, Specifications and Estimate 
PSK  - Personal Service Contract 
PSSP  - Project-specific Special Provisions 
PWR  - Prevailing Wage Rate/Report 
QAE  - Quality Assurance Engineer/Quality Assurance Engineering 
Specialist 
QBR  - Quarterly Business Report 
RLT  - Roadway Leadership Team 
RUC  - Road User Costs 
SE  - Steel Escalation/De-Escalation 
SEP-14 - FHWA Special Experimental Projects No. 14 
STIP  - Statewide Transportation Improvement Program 
TLT  - Technical Leadership Team 
TR  - Technical Resource 
Trns*Port - AASHTOWare Project System, aka “Trns*Port” 
USDOL - U.S. Department of Labor 
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EXECUTIVE SUMMARY 
 

The Office of Project Letting (OPL) Unit is located in the Traffic-Roadway Section, 
Technical Services Branch, Highway Division. 

 

 

 

 

 

 

 

 

 

 

The primary program objectives for the OPL Unit are: 

Production – Related to specific projects: Provide pre-contracting support and 
services for state and federally-funded transportation construction projects statewide. 
OPL manages and operates a system to effectively receive PS&E (Plans, Specifications 
and Estimate) Submittals, perform a high-level, fatal flaw review to ensure compliance 
with State and Federal procurement rules, and with the Department of Justice (DOJ) 
Modified Exemption from DOJ Legal Sufficiency Review and Approval, facilitate 
corrections, and prepare the PS&E Submittal for handoff to the ODOT Procurement 
Office – Construction Contracts Unit (OPO-CCU) for advertisement and award. See PD-
07 – PS&E Submittal to Bid Opening. 

Program – Related to overall delivery i.e., manuals, checklists, performance 
measures, programmatic agreements, etc.: Provide technical advice, consultation, 
expertise, and training. 

 

 

 

TECHNICAL 
SERVICES BRANCH 

 
Tom Lauer 

TRAFFIC-ROADWAY 
SECTION 

 
Bob Pappe 

OFFICE OF PROJECT 
LETTING 

 
Larry McKinley 

http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pdltnotice07.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pdltnotice07.pdf
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EXECUTIVE SUMMARY 

OPL’s production tasks, related to specific projects, will fall in the Phase 2: Project 
Development phase of the project delivery lifecycle, as outlined in the ODOT Project 
Delivery Guide. OPL is the gateway through which projects are routed to be bid, 
awarded, and constructed. Any and all transportation construction projects bid and 
awarded through Central Services must be submitted to, and reviewed by OPL.  OPL 
does not review projects bid and awarded through the Region procurement process or 
the Local Agency Certification Program.  The Sr. Specifications Engineer does 
participate in one (1) high level Section 100’s, contract document and Special 
Provisions review for each Local Public Agency (LPA) applying for Certification under 
this program.  

 
a. Rules and Regulations 
 

OPL operates under specific procurement rules and regulations, specifically ORS 279 – 
Public Contracts and Purchasing. The exception to this is Alternative Contracting which 
follows additional state and federal procurement rules. 

  

https://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pdg_phase2_projectdevelopment.pdf
https://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pdg_phase2_projectdevelopment.pdf
http://www.oregon.gov/ODOT/HWY/LGS/Pages/Certification.aspx
http://www.paperadvantage.org/ORS/279.html
http://www.paperadvantage.org/ORS/279.html
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EXECUTIVE SUMMARY 

OREGON REVISED STATUTES is the codified body of statutory law governing the 
state of Oregon. The statutes are subordinate to the Oregon Constitution. 

OREGON ADMINISTRATIVE RULES are rules and regulations having the force of law 
in the state of Oregon. It is the regulatory and administrative corollary to the Oregon 
Revised Statutes. In 1957 the Oregon Legislative Assembly directed that all state 
agencies should compile and publish rules to be known as OAR’s by filing rules with the 
Secretary of State.  

ATTORNEY GENERAL MODEL RULES. Per ORS 279A.065, the Attorney General 
shall prepare and maintain Model Rules that specify procedures for public contracting 
under the Public Contracting Code and that are appropriate for all contracting agencies 
to use. Chapter ORS 279A.065(3)(a) states the Attorney General shall adopt modes 
rules that specify procedures for all contracting agencies to use to procure CM/GC 
services (see also 279C.337 – Procurement of CM/GC services). Division 49 – General 
Provisions Related to Public Contracts for Construction Services is the most relevant 
Model Rule for OPL.  

ORS 279-A – Public Contracting – General Provisions.  
 
Per ORS 279A.020(2) – Organization of Public Contracting Code, except as provided in 
ORS 279C.320, public contracting involving public improvements and other construction 
services is subject to this chapter and ORS 279C, but not ORS 279B. Chapter 
279A.030 provides applicable federal statutes and regulations which govern when 
federal funds are involved and the federal statutes or regulations conflict with any 
provision of ORS 279C, 279A or 279B, or require additional conditions in public 
contracts not authorized by ORS 279. 
 
ORS 279-B – Public Contracting – Public Procurements 
 
This chapter is not generally relative to the transportation construction public contracting 
performed by OPL. It is more relative to goods and services contracting performed by 
the ODOT Procurement Office. 
 
ORS 279-C – Public Improvements and Related Contracts 
 
This chapter is generally relative to the transportation construction public contracting 
work performed by OPL.  

 

 

 

  

https://www.oregonlegislature.gov/
http://sos.oregon.gov/archives/Pages/oregon_administrative_rules.aspx
http://www.doj.state.or.us/help/pages/explain_ag_model_rules.aspx
https://www.oregonlegislature.gov/bills_laws/ors/ors279C.html
http://arcweb.sos.state.or.us/pages/rules/oars_100/oar_137/137_049.html
http://arcweb.sos.state.or.us/pages/rules/oars_100/oar_137/137_049.html
http://www.oregonlaws.org/ors/chapter/279A
http://www.oregonlaws.org/ors/chapter/279B
http://www.oregonlaws.org/ors/chapter/279C
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EXECUTIVE SUMMARY 

b. Unit Organization Chart 
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EXECUTIVE SUMMARY 

 

c. Position Support (Back-Up’s) 
 

SPECIFICATIONS 
The Sr. Specifications Engineer is backed up by the Specifications Engineer. The 
Specifications Engineer position requires a PE license (PE-1) and can therefore sign or 
stamp documents requiring a PE license in the Sr. Specifications Engineer’s absence. 
 
ESTIMATING 
The Sr. Cost Estimator is backed up by the Cost Estimator. The Cost Estimator (CES3) 
cannot sign or stamp any documents requiring a PE license. The Sr. Specifications 
Engineer would provide backup for tasks requiring a PE license in the Sr. Cost 
Estimator’s absence. 
 
PRE-LETTING 
The Pre-Letting Specialist is backed up by the Budget & Web Support position. 
 
SYSTEMS ADMINISTRATION 
The Trns*Port Administrator is backed up by the Pre-Letting Specialist/Systems 
Coordinator. The Pre-Letting Specialist/System Coordinator position is currently 
assigned approximately 40% systems administration duties. 
 
ALTERNATIVE CONTRACTING 
The Alternative Contracting Program Manager is backed up by the OPL Manager. 

BUDGET & WEB SUPPORT 
The Budget/Web Support staff member is backed up by the Technical Services Finance 
Manager position for finance related issues, and by the Strategic Business Services 
Roadway Engineering Web Specialist for web related issues. 
 
QUALITY ASSURANCE ENGINEER (QAE) 
The Quality Assurance Engineer (QAE) is backed up by the Quality Assurance 
Engineering Specialist (QAE Specialist). The QAE Specialist cannot sign or stamp any 
documents requiring a PE license (such as addenda). The Sr. Specifications Engineer 
would provide backup for tasks requiring a PE license in the QAE’s absence.   
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EXECUTIVE SUMMARY 

 

QUALITY ASSURANCE ENGINEERING SPECIALIST (QAE Specialist) 
The Quality Assurance Engineering Specialist (QAE Specialist) is backed up by the 
Quality Assurance Engineer (QAE). 
 
OPL MANAGER 
The OPL Manager is backed up by the Sr. Specifications Engineer. During short-term 
absences, the Sr. Specifications Engineer has authority to sign for the OPL Manager on 
Letters of Pubic Interest Findings, Anticipated Item Requests and PS&E Submittals with 
no written notice. Long-term absences would require a temporary Letter of Authority to 
be submitted to document the backup. Any human resource or employee/employment 
related signature requirements are to be routed to the State Traffic-Roadway Engineer. 
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PRIOR TO PS&E SUBMITTAL 

A-1: Project Bid Scheduling 
Many factors go into selecting a bid date for a project including technical resource 
availability, local government politics, construction staging, economics, funding timeframes, 
STIP planning and environmental constraints.  

The OPL Pre-Letting Specialist manages the project bid schedule, and is the only Unit 
member with authority to make bid schedule modifications. Other OPL staff acting as back-
up to the Pre-Letting Specialist will also have this same authority. See EXECUTIVE 
SUMMARY - c. Position Support (Back-Up’s). 

OPL schedules project bid dates 13-months in advance of the PS&E due date. Project bid 
dates are locked in at seven (7) months for performance measures reporting (see Section 
K-8-h. 7-Month PS&E Lock-In Report and Section K-8-l. PS&E Dashboard Metrics).  

OPL is responsible for balancing project schedules each month to manage OPL and OPO-
CCU workloads, and may request projects be either moved out or accelerated to 
accommodate unique situations.  

Additional information on bid scheduling can be found in the PS&E Delivery Manual – 
Section 1: PS&E Submittal Scheduling. 

To balance workload at OPL and OPO-CCU and to facilitate participation and competition in 
bidding, follow these project bid scheduling tips: 

• Bid openings with six (6) projects are “RESTRICTED”. The OPL Manager, in 
consultation with OPO-CCU, must approve any additional projects being added to 
the bid opening date. 

• Bid openings with eight (8) projects are “CLOSED”. This is the maximum number of 
projects that can be successfully processed by OPL, OPO-CCU, Office of Civil 
Rights (OCR), Federal Highway Administration (FHWA) and Department of Justice 
(DOJ).  

• Projects with an estimated construction value taken from the Project Control System 
(PCS) over $15 million typically require no other projects be bid on the same date. 

 

Section 

A 

http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
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A-1: Project Bid Scheduling 

• No more than three (3) project types should be scheduled on one bid opening (i.e., 
Bridge, Paving, Painting, ITS, etc.) 

• No more than one (1) Fast-Track PS&E and/or “Expedited Award” project should be 
scheduled on a bid opening date. See Section A-6: Fast-Track PS&E and 
Expedited Award Process. 

• No bid openings will be scheduled on Thursdays following a holiday. 

• Bid openings are limited to Thursdays. The OPL Manager, in consultation with OPO-
CCU, Industry representatives and the State Traffic-Roadway Engineer, must 
approve bid openings on any other day of the week. 

• Alternative Contracting projects (i.e. Design-Build, A+, etc.) are bid on their own bid 
date. This rule does not apply to Contractor Special Pre-qualifications which are 
completed prior to the “low-bid” step (see Section I-2: Contractor Special 
Prequalification (CSP) Process). 

NOTE: Alternative Contracting projects have two (2) bid closing dates: 1) Technical 
Approach Component bid closing and 2) Price Component bid closing. To allow 
ODOT adequate time to evaluate bidder technical approach component packages, or 
quality proposals for Design-Build (DB) procurement, the technical approach 
component bid closing should be scheduled a minimum of two (2) weeks before the 
price component bid closing date. 

• Ad dates and lengths are calculated by OPL using the PS&E Calculator which is 
posted on the OPL website (under ODOT Resources) and is available for internal 
and external use. 

NOTE: Ad lengths for Alternative Contracting projects should be four (4) weeks or 
longer to allow bidders adequate time to prepare and submit technical approach 
component packages, or quality proposals for DB procurements, by the technical 
approach component bid closing date.  

• The ODOT Bid Date Planning and Status Master Report (“Bid Schedule”) data is 
pulled directly from PCS and Project Development Work Plan (PDWP) systems. It is 
important that Project Leaders (PL’s) and Local Agency Liaisons (LAL’s) update 
these systems frequently. The Bid Schedule is available to internal ODOT staff only. 
For access, submit a request to the ODOT Pre-Letting mailbox at: ODOTPre-
Letting@odot.state.or.us.  Refer to the OPL Website, Manuals, Guides, Forms and 
Publications page, Bid Schedule section, for more information. 

• Incorrect entries into PCS for Certified Agency or Region Procurement projects can 
cause them to show up on the Bid Schedule, the Scheduling Reports for Contractors 
and on the 7-Month Lock-In Report (see Section K-8: REPORTS -  h. 7-Month 
PS&E Lock-In Report).  

  

http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx
mailto:ODOTPre-Letting@odot.state.or.us
mailto:ODOTPre-Letting@odot.state.or.us
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A-1: Project Bid Scheduling 
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PRIOR TO PS&E SUBMITTAL 

A-2: Letters of Public Interest Finding 
 

Letters of Public Interest Finding (LPIF’s) are required by Federal Code of Federal 
Regulations 23 CFR 635, Subpart D and Oregon 
Revised Statute Chapter 279C.345.   

OPL has developed the LPIF Guidance 
Document which provides guidance and 
examples for the development of various LPIF’s. 
This guide is posted on the OPL website, 
Manuals, Guides, Forms and Publications page 
at: 

http://www.oregon.gov/ODOT/HWY/OPL/Pages/
manuals_forms_etc.aspx#Guides 

Under the Templates section on this same 
website page are both the LPIF Template and 
examples of various previously-approved LPIF’s 
including Sole Source Materials, Proprietary 
Products and Contractor Purchased Materials for 
State Ownership.  

http://www.oregon.gov/ODOT/HWY/OPL/Pages/
manuals_forms_etc.aspx#Templates 

The OPL Manager has delegated authority from the State Traffic-Roadway Engineer to 
approve both Letters of Public Finding and Anticipated Item (AI) Requests (see Section A-3: 
Anticipated Items).  This approval authority also includes LPIF’s for projects bid and award 
under the Local Agency Certification Program. 

 

  

Section 

A 

http://www.ecfr.gov/cgi-bin/text-idx?SID=96c613791d20e232bf2e3ce08d8252e7&mc=true&node=se23.1.635_1407&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=96c613791d20e232bf2e3ce08d8252e7&mc=true&node=se23.1.635_1407&rgn=div8
https://www.oregonlegislature.gov/bills_laws/ors/ors279C.html
https://www.oregonlegislature.gov/bills_laws/ors/ors279C.html
http://www.oregon.gov/ODOT/HWY/OPL/docs/pdf/lpif_guidance.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/pdf/lpif_guidance.pdf
http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx#Guides
http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx#Guides
http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx%23Templates
http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx%23Templates
http://www.oregon.gov/ODOT/HWY/LGS/Pages/Certification.aspx
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A-2: Letters of Public Interest Finding 
 

OPL has worked closely with FHWA to develop a combined Programmatic LPIF/AI for six 
(6) frequently requested work items:   

• APHIS (Animal & Plant Health Inspection Service)  
• Railroad Flagging  
• Utility Connection/Hookup  
• Archaeological Site Monitoring  
• Paint Coating Inspection 
• Public Information  

 
The programmatic LPIF/AI must be reviewed and re-approved yearly. The OPL Pre-Letting 
Specialist is responsible for the yearly update process. The LPIF/AI template and the 
Programmatic request and approval by FHWA are all posted on the OPL Templates 
website. 

 

  

http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx
http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx
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A-2: Letters of Public Interest Finding 

 

OPL has also worked with the ODOT ITS Unit to develop a Programmatic ITS LPIF/AI 
template. This is used for all ODOT projects which will provide agency-supplied ITS 
materials, or require use of proprietary ITS materials.  All requests for Agency-supplied ITS 
materials must be submitted directly to the ITS Standards Engineer, ODOT ITS Unit. The 
ODOT ITS Unit is responsible for completing and submitting all Programmatic ITS LPIF/AI 
requests as well as obtaining re-approval of the Programmatic LPIF/AI from FHWA every 
five (5) years or more frequently if new products are added.  
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A-2: Letters of Public Interest Finding 
 

 

 

The City of Portland (COP) has a similar programmatic ITS LPIF template for ITS materials 
used on their system.  The Region 1 LAL is responsible for working with the COP and 
FHWA to review and re-approve this LPIF every three (3) years or when needed. The OPL 
Pre-Letting Specialist will coordinate the re-approval of the COP LPIF.  

  

PROGRAMMATIC ITS LPIF/AI TEMPLATE 
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A-2: Letters of Public Interest Finding 
 

 

 

Approved LPIF’s are posted on the Electronic Bidding Information Distribution System 
(eBIDS) by Region staff prior to the project advertisement. (See Section C-3: eBIDS). 

COP PROGRAMMATIC ITS LPIF TEMPLATE 
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A-2: Letters of Public Interest Finding 
 

After bid opening, the LPIF’s are moved by the OPL Pre-Letting Specialist to the OPL Public 
Interest Findings website page at: 

  http://www.oregon.gov/ODOT/HWY/OPL/Pages/Public-Interest-Findings.aspx 

 

 

 

  

http://www.oregon.gov/ODOT/HWY/OPL/Pages/Public-Interest-Findings.aspx
http://www.oregon.gov/ODOT/HWY/OPL/Pages/Public-Interest-Findings.aspx
http://www.oregon.gov/ODOT/HWY/OPL/Pages/Public-Interest-Findings.aspx
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A-2: Letters of Public Interest Finding 
 

Making all LPIF’s public began in July 2012 in an effort to increase transparency and meet 
the intent of the LPIF: 

 

Once the project has reached the Second Notification milestone in the construction phase, 
the LPIF is removed from the OPL website and archived by year on the following OPL share 
drive: 

\\scdata\opl\OPL_Official_Records\Pre-Letting\Public_Interest_Finding 

  

file://scdata/opl/OPL_Official_Records/Pre-Letting/Public_Interest_Finding
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A-2: Letters of Public Interest Finding 
 
In May, 2014, after the occurrence of several projects being bid and awarded without the 
required Railroad agreements in place, and with no PD-02 Exception Letter approving the 
missing required submittal, OPL instituted a minor, but important quality control change in 
the LPIF process. 
 
All Programmatic LPIF/AI Requests for Utility Connection/Hookup or Railroad Flagging will 
need to be submitted to the State Utility and Railroad Liaison for review and concurrence 
prior to being approved by the OPL Manager. This additional review and occurrence step 
ensures that any Utility or Railroad issues are identified and resolved prior to PS&E 
submittal. OPL staff will be responsible for routing the LPIF for this additional review and 
concurrence. 
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A-2: Letters of Public Interest Finding 

OPL PROCESSING OF SUBMITTED LPIF’s 
[Non-Certified Agency Projects] 

 
• LPIF’s are submitted electronically to the OPL Pre-Letting email box at ODOTPre-

Letting@odot.state.or.us. Other OPL staff may be cc’d on the submittal, but it must 
be directed to the Pre-Letting email box in order to be processed. Programmatic ITS 
LPIF’s will be submitted to OPL directly by the ODOT ITS Unit staff. 

• The Pre-Letting Specialist will record the LPIF, assign it a number, print out the LPIF, 
perform the initial QA review, and route to the assigned QAE) for review and 
concurrence.  If the LPIF contains any Railroad or Utility items, the QAE will route to 
the State Utility and Railroad Liaison for review and concurrence. Detailed 
instructions for processing LPIF’s are in the Pre-Letting Specialist Procedure Manual. 
Any questions, edits, etc. from the QAE and/or State Utility and Railroad Liaison are 
marked on the hard copy and routed to the OPL Manager for review and comment or 
approval. 

• The OPL Manager will review the LPIF, along with any comments or questions made 
by the Pre-Letting Specialist, QAE and/or State Utility and Railroad Liaison.  If no 
outstanding issues remain, the OPL Manager will sign and date the LPIF and return 
to the Pre-Letting Specialist. 

• Comments, questions or requests for clarification are returned to the provider by the 
Pre-Letting Specialist. Unless rejected, the LPIF’s are typically revised by the 
provider and resubmitted to OPL for comment or approval. 

• If the project is designated as Focused Federal Oversight (FFO), the Pre-Letting 
Specialist will submit the LPIF to FHWA for approval. FHWA will return the approved 
LPIF electronically. 

• Once all approvals have been obtained, the Pre-Letting Specialist will enter the LPIF 
into the OPL database for tracking, and send an electronic copy of the LPIF back to 
the provider. 

• The PL is responsible for posting copies of approved LPIF’s on eBIDS prior to the 
project advertisement date (see Section C-3: eBIDS).  Once the project has been 
advertised, only ODOT staff with eBIDS administrator access (OPL or OPO-CCU) 
can post the LPIF’s on the eBIDS site. 

• Once the project has been successfully bid, the Pre-Letting Specialist will post the 
approved LPIF on the OPL LPIF website.  The Pre-Letting Specialist is also 
responsible for removing the LPIF from the website once the project has reached the 
second notification milestone during the construction phase. 

Full details on processing LPIF’s can be found in the Pre-Letting Specialist Procedure 
Manual.  
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A-2: Letters of Public Interest Finding 
 

OPL PROCESSING OF SUBMITTED LPIF’s 
[Certified Local Agency Projects] 

 

• LPIF’s for Certified Local Agency projects can be submitted to either the ODOT 
Pre-Letting email box, or directly to the OPL Manager. These LPIF’s can come 
directly from the Local Agency or through the LAL.   

• The Pre-Letting Specialist will do the initial QA review.  Any comments or edits 
are forwarded to the State Utility and Railroad Liaison for review and 
concurrence, and the OPL Manager for final review and approval.  The Pre-
Letting Specialist will coordinate the return of any review comments back to the 
provider. Unless rejected by the OPL Manager, the LPIF is typically revised by 
the provider and resubmitted to OPL for comment or approval. If submitting 
directly to the Local Agency, the LAL will be copied. 

• LPIF’s for Certified Local Agencies are not tracked by OPL and are not assigned 
a number.   

• Once approved by the OPL Manager, an electronic copy is returned to the 
provider. The original, signed LPIF is mailed back to the Local Agency for their 
project records.  OPL does not keep file copies of LPIF’s for Certified Local 
Agency projects. 
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A-2: Letters of Public Interest Finding 
 

Examples of some unique LPIF scenarios: 

 

 

 

  

Early Contract for Tree Removal w/Federal Funds Reimbursed 
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A-2: Letters of Public Interest Finding 
 

 

 

 

 

  

Using Federal Funds to pay for Additional Maintenance Parts 
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PRIOR TO PS&E SUBMITTAL 

A-3: Anticipated Items 
 

Anticipated Items (AI’s) are used to provide a funding mechanism only for non-biddable 
elements for work that may be needed to complete a project. AI’s are covered in: 

o PD-07 - PS&E Submittal to Bid Opening 
o The PS&E Delivery Manual – Section 3.b Anticipated Items 
o ODOT Construction Manual, Chapter 5 – Construction Authorization, 

Appendix 1 
o Estimating Manual 

AI’s are “known” items of work that cannot be quantified or identified sufficiently to be 
included as a biddable item in the contract. “Unknown” items of work are covered by the 
project Contingency funds. AI’s cannot be created for items of work that cannot be 
competitively bid, or for unfinished or incomplete design work per FHWA guidance (see 
Section K-9: Technical Directives, Bulletins & Operational Notices - PD-07 – PS&E 
Submittal to Bid Opening). 

Under the Templates section on the OPL website page are both the AI Request template 
and examples of various previously-approved AI Requests including Tree Removal and 
Third Party Inspection.  

http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx#Templates 

 

 

 

 

  

Section 

A 

http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pdltnotice07.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/ConstructionManual/cm05.pdf
http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/ConstructionManual/cm05.pdf
http://www.oregon.gov/ODOT/HWY/ESTIMATING/docs/estimating_manual.pdf
http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx%23Templates
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A-3: Anticipated Items 

 

The OPL Manager has delegated authority from the State Traffic-Roadway Engineer to 
approve AI Requests.   

OPL has worked closely with FHWA to develop a combined Programmatic LPIF and AI 
Request template for frequently requested work such as APHIS, Railroad Flagging, Utility 
Connections and Public Information. (See Section A-2: Letters of Public Interest Finding).  
The Programmatic LPIF/AI Request must be reviewed and re-approved yearly. The OPL 
Pre-Letting Specialist is responsible for the yearly update process. The Programmatic 
LPIF/AI Request Template is also on the OPL website page. 
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A-3: Anticipated Items 
 

The only non-biddable work items that are not required to have an approved AI Request 
are: 

o Asphalt / Fuel / Steel Escalation/De-Escalation 
o AC Statistical Bonus, and 
o AC / PCC Smoothness Bonus 

 
Approved AI’s must show up on the PS&E Estimate and in the bid items. 

FHWA must also approve all AI Requests on FFO projects. OPL staff will facilitate obtaining 
FHWA review and approval when required, and return a copy of the signed AI Request back 
to the provider. 

AI Requests should be submitted and approved prior to PS&E submittal. It is time-
consuming and risky to process AI Requests after PS&E submittal as the rework entails 
removing and re-entering all AASHTOWare Project (aka “Trns*Port”)  entries which is a high 
risk task for data entry errors. Only rare circumstances will justify approval of AI Requests 
received after PS&E submittal, through bid opening. These AI requests must be processed 
by the Trns*Port Systems Administrator. 

OPL PROCESSING OF SUBMITTED AI REQUESTS 
 
AI Requests are submitted directly to the ODOT Pre-Letting inbox (ODOTPre-
Letting@odot.state.or.us) and are processed by the Pre-Letting Specialist.  Detailed 
instructions for the internal processing of AI Requests can be found in the Pre-Letting 
Specialist Procedure Manual. 
 

POST-CONSTRUCTION REPORTING ON ANTICIPATED ITEMS 
 
In an effort to more closely monitor the types of work items being included as Anticipated 
Items and how those work items are paid for, the Project Manager (PM) will need to provide 
the following information for all approved Anticipated Items as part of the Project Manager’s 
Narrative form after project completion: 

  

mailto:ODOTPre-Letting@odot.state.or.us
mailto:ODOTPre-Letting@odot.state.or.us
mailto:ODOTPre-Letting@odot.state.or.us
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PRIOR TO PS&E SUBMITTAL 

A-4: Design Exceptions 
 

Design Exceptions typically originate during the project development process, or in some 
instances during the planning process, and must be submitted and approved by both ODOT 
and FHWA (if required) prior to PS&E submittal. Outstanding Design Exceptions cannot be 
included in a PD-02 Exception Letter (see PS&E Delivery Manual, Section 2.2.p – PD-02 
Exception Letter).  Approval of Design Exceptions for ODOT projects has been delegated to 
the State Traffic-Roadway Engineer.  

Design Exception requirements are covered in the ODOT Highway Design Manual, Chapter 
14 – Design Exception Process.  Additional information on submitting and processing 
Design Exceptions can also be found in the PS&E Delivery Manual and in the Pre-Letting 
Specialist Procedures Manual. Design Exceptions are processed by the Pre-Letting 
Specialist and are not reviewed or signed by the OPL Manager. 

The Pre-Letting Specialist will provide the Roadway Engineering Unit Manager with a 
Design Exception Report showing all “OPEN” Design Exceptions on the second and fourth 
Monday of each month for review. 
 
A “PENDING” FHWA Approval Report is also produced by the Pre-Letting Specialist on a bi-
weekly basis and sent to the applicable FHWA Engineer and Field Operations Engineers to 
remind them which Design Exceptions are still pending approval. See Section K-8: 
REPORTS  - k. Design Exception Report. 
 

 

 

 

 

 

 

  

Section 

A 

http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
ftp://ftp.odot.state.or.us/techserv/roadway/web_drawings/HDM/2011%20HDM%20Rewrite/2012%20Chapter%2014%20Design%20Exception%20Process.pdf
ftp://ftp.odot.state.or.us/techserv/roadway/web_drawings/HDM/2011%20HDM%20Rewrite/2012%20Chapter%2014%20Design%20Exception%20Process.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf


Version 1 - January 2017 Page 33 
 

PRIOR TO PS&E SUBMITTAL 

A-5: PD-02 Exception Letters 
 

A PD-02 Exception Letter provides a mechanism to request authorization allowing a project 
to precede to advertisement with some incomplete PS&E submittal requirement(s). This 
means the requested PS&E submittal item is marked “NO” on the PS&E Submittal 
Checklist. PD-02 Exception Letters are covered in: 

o PD-02 – Project Development Decision Structure 
o The PS&E Delivery Manual – 2.2.p PD-02 Exception Letter 
o GE07-01(B) – FHWA Limitations on PS&E Exception Letters 

 
The term “PD-02” specifically refers to Operational Notice PD-02.See Section K-9: 
Technical Directives, Bulletins & Operational Notices – PD-02-Project Development 
Decision Structure, which discusses the accountability and process guidance for project 
delivery on both state and local projects.  
 
PD-02 Letters are submitted directly to the ODOT Pre-Letting inbox (ODOTPre-
letting@odot.state.or.us) and are processed by the Pre-Letting Specialist.  The internal OPL 
process is covered in the Pre-Letting Specialist Procedure Manual. OPL is the custodian of 
the original, signed PD-02 Letter (i.e., “record copy”). PD-02 Exception Letters must be 
submitted using the template posted on the OPL website at: 
 

http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx#Templates 
 
 
 
 
 
 
 
  

Section 

A 

http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pdltnotice02.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/GE07-01b.pdf
mailto:ODOTPre-Letting@odot.state.or.us
mailto:ODOTPre-letting@odot.state.or.us
mailto:ODOTPre-letting@odot.state.or.us
http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx%23Templates
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A-5: PD-02 Exception Letters 
 
 
 

 
  

PD-02 Exception Letter Template 
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A-5: PD-02 Exception Letters 
 

 
 
All questions must be addressed or the request will be returned to the submitter for revision. 
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A-5: PD-02 Exception Letters 
 
PD-02 Exception Letters submitted directly to the Chief Engineer or Highway Administrator 
instead of the OPL Pre-Letting email address, will be sent back to OPL for review and 
“concurrence” prior to being signed. The Pre-Letting Specialist will review the submittals for 
both content and dates.  Some, but not all, of the PS&E Submittal deliverables not allowed 
to be included on the PD-02 Exception Letter include: 
 

• OCR documentation 
• Buy America Waivers 
• Cost Estimate in Trns*Port Estimator 
• Design Exceptions 
• Project Mobility Considerations Checklist 
• Right of Way Certification Form 
• Completed Environmental Documentation 

 
Technical Bulletin GE07-01(B) – FHWA Limitations on PS&E Exception Letters also clarifies 
that no project will be approved by FHWA for advertisement when outstanding federal 
clearances are present.  
 
The Pre-Letting Specialist will enter the information from the PD-02 Exception Letter into the 
OPL database and file the original letter in the Region binders in OPL.  If there is an 
exception item for intergovernmental agreements (IGA) and/or personal service contracts 
(PSK), an email notice will be forwarded to appropriate ODOT Procurement Office (OPO) 
staff along with a copy of the PD-02 Exception Letter.  
 
The Pre-Letting Specialist will produce a weekly “Open PD-02” report and share with the 
QAE’s and OPL Manager. The Pre-Letting Specialist is also responsible for tracking 
outstanding PD-02 Exception items to ensure they are resolved by the date specified in the 
letter.  If the exception item is either an IGA or PSK, follow-up emails will be sent to the 
appropriate OPO staff 1-2 weeks prior to the due date.  
 
On the scheduled bid opening date, OPO-CCU staff will review all outstanding PD-02 
Exception items as part of the responsiveness review of the low bidder. All outstanding PD-
02 Exception items with resolution dates prior to bid opening must be resolved before the 
contract award process can move forward, or a revised PD-02 Exception Letter must be 
submitted and approved.   
 
After bid opening, OPO-CCU staff will be responsible for monitoring any PD-02 Exception 
items with resolution dates between bid opening and contract award to ensure they are 
completed by the date specified.  Once the PD-02 Exception item has cleared, confirmation 
will be received via email and maintained in the OPO-CCU project records. 
 
Periodic ad-hoc reports on PD-02 Exception Letters may be requested by the Chief 
Engineer or other Technical Services staff, but there is no regularly scheduled report 
established at this time.  If a report is requested, the Pre-Letting Specialist can produce it 
using the data in the OPL database. 
  

http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/GE07-01b.pdf
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A-5: PD-02 Exception Letters 
 

In March 2014, at the direction of the Chief Engineer, the resolution timing for outstanding 
PS-02 Exception items was moved to no later than two (2) weeks prior to the scheduled bid 
opening date. This was to reduce the risk and impact on the industry staff bidding on 
projects: 
 

 
 
Exceptions to this two (2) week time frame must be pre-approved by the Chief Engineer or 
Highway Division Administrator prior to submittal of the PD-02 Exception Letter to OPL. 
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PRIOR TO PS&E SUBMITTAL 

A-6: Fast-Track PS&E and Expedited Award 
Process 
 

In response to the increasing number of requests received by OPL and OPO-CCU  for 
either a Fast-Track PS&E (less than the standard 24 days) or for an Expedited Award 
process (less than the number of days specified in §00130), OPL and OPO-CCU jointly 
developed a standard, formalized process.  The process was rolled out in July 2013. 

 

 

  

Section 

A 
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A-6: Fast-Track PS&E and Expedited Award Process 

The Fast-Track PS&E / Expedited Award Template is maintained and kept with the Pre-
Letting Specialist in OPL; it is not posted on the internet or intranet sites.  The Area 
Managers (AM’s) are provided with a copy of the most current template to ensure the project 
teams must discuss any requests with them prior to submittal. The current template and 
process is available to internal OPL staff at: 

\\scdata\OPL\OPL_Official_Records\Pre-Letting\Procedures\Fast-Track_PS&E_&_Expedited_Award_Process 

 

file://scdata)/OPL/OPL_Official_Records_Pre-Letting/Procedures/Fast-Track_PS&E_&_Expedited_Award_Process
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A-6: Fast-Track PS&E and Expedited Award Process 
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A-6: Fast-Track PS&E and Expedited Award Process 
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A-6: Fast-Track PS&E and Expedited Award Process 
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A-6: Fast-Track PS&E and Expedited Award Process 
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A-6: Fast-Track PS&E and Expedited Award Process 

 

  



Version 1 - January 2017 Page 45 
 

A-6: Fast-Track PS&E and Expedited Award Process 
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A-6: Fast-Track PS&E and Expedited Award Process 
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A-6: Fast-Track PS&E and Expedited Award Process 
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A-6: Fast-Track PS&E and Expedited Award Process 
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A-6: Fast-Track PS&E and Expedited Award Process 

 

Fast-Track PS&E Requests are approved by the OPL Manager only.  Requests for an 
Expedited Award must be approved by both the OPL Manager and the OPO-CCU 
Manager. 

NOTE: DOJ does not acknowledge any different QA rules for Fast-Track projects. 
Therefore, to comply with the additional restrictions and expectations placed on the Agency 
under the 2015 DOJ Class Exemption, the 10-day Fast-Track PS&E can only be requested, 
and approved, under the following conditions: 

• Projects that have gone to bid and all bids were rejected and are being rebid without 
significant changes made to the project plans or specifications; 

• Projects with an emergency declaration which have 120 days to obligate emergency 
funds; 

• Projects identified as “priority” by the Director or Highway Divisions Administrator 
which are being accelerated or advanced. 
 

If a Fast-Track PS&E request is being considered, the OPL Manager will need to 
communicate the request to the Sr. Specifications Engineer so DOJ can be notified of the 
intent. Agreement must also be received from OPO-CCU and the Program & Funding 
Services Unit as the Fast-Track PS&E process will impact their workload and processes.   
 
Fast-Track PS&E and Expedited Award requests are tracked by the OPL Manager and Pre-
Letting Specialist on an Excel spreadsheet (“Fast-Track Project List”) and maintained in the 
\\scdata\opl\OPL_Official_Records\Pre-Letting\Reports share drive. At this time there is no 
formal report required.  
 

 

  

file://scdata/opl/OPL_Official_Records/Pre-Letting/Reports
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PRIOR TO PS&E SUBMITTAL 

A-7: PS&E Project File Management Process 
 

The OPL PS&E Project File Management Process was established to define a standard 
method of preparing, tracking and archiving project files within OPL. Project files are 
defined as either “Hard Copy” or “Electronic Copy”.   

Hard Copy Project File Preparation 

• A project folder and a Pre-Letting Internal Checklist will be prepared for each 
project the Friday prior to the scheduled PS&E due date. The project folder will 
be labeled with the project name, highway name, county, region and key number. 
The contract number, final completion date and completed date (final note) will 
be added by the QAE. 

• The project folders are then filed by bid date in the lateral file cabinet where they 
remain during the PS&E review and advertisement phases of the project. 

• The project folders are moved and refiled by contract number in the lateral file 
cabinet after the project has been awarded. 

Hard Copy Project File Contents 

• Hard copy of bidding plan set 
• Hard copy of project Special Provisions 
• Copy of OCR documentation email 
• PS&E estimate 
• Project Completion Date Schedule 
• Risk Assessment Summary 
• Final PS&E Submittal Checklist 
• Pre-Letting Internal Checklist 
• Addenda Letters (if original signatures) 
• Letter of Clarification (if original signatures) 
• Class of Work worksheet 
• All handwritten notes, notes to file, phone logs and documents with original 

signatures (“record copy”). 

Section 

A 
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A-7: PS&E Project File Management Process 

OPL also maintains the record copies, with original signatures, of the following 
documents, which are filed in the Region binders: 

• Letter of Public Interest Finding 
• Letter of Approval for Anticipated Item Request 
• PD-02 Exception Letter 
• ODOT Contract Verification Form (HB 2375) 

Electronic Copy Project File Preparation 

• A project folder will be set up in the \\scdata2\seopl_archives folder for each 
project the Friday prior to the scheduled PS&E due date.  

• The project folder will include the PS&E QA Report/Comment sheet. 

Electronic Copy Project File Contents 

• PS&E QA Report / Comment Sheet 
• CE Minimums (for NEPA (National Environmental Policy Act) Class 2 projects) 
• Bidding Special Provisions 
• Final Special Provisions 
• POR (Professional of Record) sheets 
• Special Provisions Integrity Certification 
• PS&E Estimate 
• Estimator Files (.est and .dat) 
• Fuel Escalation Worksheet 
• Steel Escalation Worksheet 
• Right of Way Certification 
• Utility Certification 
• Buy America Waiver 
• Mobility Checklist and supporting emails 
• Final PS&E Submittal Checklist 
• Bid Sheets 
• Project Advertisement 
• Document Assembly Sheet 
• Addenda Letters and Letters of Clarification 
• Project Emails 
• Class of Work Worksheet 

 

  

file://scdata2/seopl_archives
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A-7: PS&E Project File Management Process 

 

After contract award, all project email files from the QAE, Pre-Letting Specialist, 
Specifications Engineers and OPL Manager are placed in the project electronic file.  
The email files can be in either .pst or .pdf format.  It is important that these records be 
included in the project archive file in the event of future claims or document discovery 
requests.  

  

 

 

 

  

Email saved in .pst format 

Email saved in .pdf format 
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PRIOR TO PS&E SUBMITTAL 

A-8: Mandatory Pre-Bid Meeting (Approval and 
Scheduling Process) 
 

A Mandatory Pre-Bid Meeting may be applicable to a project if there are special work 
items or schedules that need to be communicated to all prospective bidders, or if the 
project is using an alternative contracting method.  Only bidders who attend the 
Mandatory Pre-Bid Meeting will be allowed to submit a bid on the project.  

As required by PD-07 – PS&E Submittal to Bid Opening, before a Mandatory Pre-Bid 
Meeting can be scheduled, the PM has to make the determination that a Pre-Bid 
Meeting will be beneficial to the advertising and bidding process.  

 

  

Section 

A 

http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pdltnotice07.pdf
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A-8: Mandatory Pre-Bid Meeting (Approval and Scheduling Process) 

Justification to hold a Mandatory Pre-Bid Meeting must be submitted by the PL to the 
AM for review and approval  The justification should clearly indicate the features or 
issues of a project that require a meeting, the proposed agenda, and a list of the 
expected outcomes.  Once the Mandatory Pre-Bid Meeting is approved by the AM, the 
PL will forward a copy of these documents to the OPL Pre-Letting Specialist. 

 

 

 

  

Example Request for AM approval to hold Mandatory Pre-Bid Meeting 
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A-8: Mandatory Pre-Bid Meeting (Approval and Scheduling Process) 

To avoid conflicting meetings, all proposed scheduling of Mandatory Pre-bid Meetings 
will be cleared through OPL.  The meeting needs to be scheduled two (2) weeks after 
the project goes to advertisement to give prospective bidders enough time to review the 
bid documents prior to the meeting.  Meetings should never be scheduled Thursdays so 
as to not conflict with bid openings. The PL is responsible for coordinating the meeting 
schedule with the OPL Pre-Letting Specialist who maintains the Pre-Bid Meeting 
Schedule Calendar.  

After the Mandatory Pre-Bid Meeting date and location have been confirmed, the 
information is included in the bidding documents, both on the cover sheet and in Section 
00120.15 by using the approved Unique Boilerplate Special Provision: 
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A-8: Mandatory Pre-Bid Meeting (Approval and Scheduling Process) 

 

 

Once the Mandatory Pre-Bid Meeting has been held, the PM will have additional 
responsibilities.  These are covered in Section C-5: Mandatory Pre-Bid Meeting (Post-
Meeting Requirements). 
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PRIOR TO PS&E SUBMITTAL 

A-9: Project Special Provision Development 
 

One of the most important, yet most time consuming parts of the project development 
process is the project Special Provision development. Spec Writers are responsible for 
compiling complete and legally correct Special Provisions while at times meeting 
conflicting needs and desires from project Designers, PM’s, PL’s and local communities.  

In order to ensure the successful development of the project Special Provisions, Spec 
Writers are guided by TSB12-01(B) to utilize the Standard Specifications and Boilerplate 
Special Provisions unless there are project-specific special circumstances that warrant 
the use of something different. When modifications to the Standard Specifications 
beyond those available with the Boilerplate Special Provisions are required, the 
expectations and guidance in TSB12-01(B) and TSB13-01(B) must be followed.  

Historically one of the key expectations was that the Spec Writers could accurately and 
consistently make the determination on which modifications to the Standard 
Specifications, Boilerplate Special Provisions or Unique Special Provisions could be 
made without obtaining prior approval from the Sr. Specifications Engineer and/or DOJ. 
Historical determinations made by Spec Writers were inconsistent and were often not in 
compliance with the current DOJ Exemption.  

Also See Section E-8: TSB13-01(B):  - Approval of Specification Modifications 
(Specifications Engr. Concurrence/Approval). 

Additional clarification from DOJ in the 2015 DOJ Exemption letter has allowed the 
Specifications Unit to provide very clear guidance to project development staff, 
specifically Spec Writers, on the requirement for all modifications to the Standard 
Specifications, Boilerplate Special Provisions and Unique Specifications to be submitted 
to both the assigned Technical Resource and the Sr. Specifications Engineer for review 
and approval prior to incorporation into the project Special Provisions. The request for 
Technical Resource review and concurrence should be submitted prior to, or at the 
same time, as the request for the Sr. Specifications Engineer review and approval. 

  

Section 

A 

http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb12-01b.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb13-01b.pdf
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A-9: Project Special Provision Development 

The Sr. Specifications Engineer will work closely with both the Technical Resources 
(see Section E-5: Technical Resources) and DOJ to ensure the appropriate reviews, 
concurrences and approvals are obtained for all project-specific modifications. 
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PS&E SUBMITTAL 

B-1: PS&E QA Review Process 
The QA review process for PS&E submittals is outlined, step-by-step, in the PS&E Delivery 
Manual, Appendix C – PS&E Internal Checklist. 

PS&E Submittal Package Review: 

The initial completeness review and check-in of the PS&E submittal is completed by the 
Pre-Letting Specialist as steps 1-7 on the Pre-Letting Checklist: 

.  

  

Section 

B 

http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
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B-1: PS&E QA Review Process 

8. If the project is designated as FFO, the Pre-Letting Specialist will make a paper copy of 
specific PS&E submittal documents:   

 

9. For FFO projects, the Pre-Letting Specialist will mail paper copies of the following 
documents to FHWA: 

 

10. OPL Systems Administrator will pull copies of the following documents from the PES 
(Proposal and Estimating System) module of Trns*Port: 

 

The paper copy of the estimate is used to check against the paper Estimator file submitted. 
All other PDF copies are placed in the project electronic file. 

11. The Pre-Letting specialist will export the bid items from the PS&E Estimator program into 
the Class of Work (COW) Calculator and perform the COW validation step. See Section E-
1: Class of Work (COW) Determination. 
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B-1: PS&E QA Review Process 

12. After the COW validation is complete, the Pre-Letting Specialist will fill in the COW 
designation section of the PS&E QA Report (see Section B-4: Region PS&E QA Report). 

 

 

As part of the PS&E submittal check-in process, and prior to handing the project off to the 
QAE, the Pre-Letting Specialist will also complete items #1 and #2 under the PS&E – Plan 
Review. Once the PS&E Submittal has been checked in, the Pre-Letting Specialist will put 
together the project file: 

• Place the following documents on the left hand side of the project folder: 

o Signed Special Provision Integrity Certification Statement 
o Project Risk Assessment Summary 
o OCR Documentation (email format) 
o Escalation (fuel and steel) Worksheets 

• Place the following document on the right hand side of the project folder: 
o Project Completion Date Schedule 

• Place the rest of the PS&E submittal documents, except for the paper copies of the 
plans and mylars, in the middle of the project folder. Hand off the project folder, 
along with the paper copies of the plans and mylars to the QAE assigned to the 
project. 
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B-1: PS&E QA Review Process 

13. Once the project folder has been received, the QAE will send the Highway Program & 
Funding Unit email notification that the PS&E submittal is complete and has been accepted. 

 

 

14. For all federally-funded projects, the QAE will email the Final PS&E Submittal Checklist, 
Estimate, Right of Way Certification, Utility Certification and CE Minimums documentation 
for the project to FHWA as part of the request for approval to advertise the project. 
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B-1: PS&E QA Review Process 

 

PS&E – PLAN REVIEW 

1. The Pre-Letting Specialist will check the title sheet for signature, correct title, correct 
signature block, bid let month, and federal-aid project number. 
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B-1: PS&E QA Review Process 

2.  The Pre-Letting Specialist will make sure all plan sheets are included and have the 
required stamps and signatures. 

 

 

3. The QAE will review the plan sheets to make sure that the Traffic Section has signed off 
on all signal sheets (if applicable). If not, the QAE will obtain the required signatures from the 
Traffic Section. 

 

4. The QAE will review the plan sheets to ensure all Standard Drawings referenced on the 
plan sheets are included on the Index of Sheets. 
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B-1: PS&E QA Review Process 

5. The QAE will take a general look at all plan sheets for fatal flaws or omissions. 

 

6. Once the Plans Review is completed, the QAE will sign the signature page of the Final 
PS&E Submittal Checklist. 

 

 

7. The QAE will forward the PS&E documents along with the title sheet mylar, to the OPL 
Manager for signature indicating approval to move the project forward to advertisement. 

 

 
 
After signature, the OPL Manager will forward the package to the Chief Engineer for 
signature on the mylar title sheet: 
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STOP 

B-1: PS&E QA Review Process 

 
8. After the Chief Engineer signs the title sheet it will be returned to the QAE who will then 
deliver the signed mylars and scanning request to Reprographics for scanning. 
 

 
 

 
 
 
PS&E – SPECS AND ESTIMATE REVIEW 
 

1 – 19. The QAE will review the 19 required Specifications items listed on the Pre-Letting 
Checklist. These 19 items have been reviewed and concurred with by DOJ, and are 
required to be reviewed on every project to ensure compliance with the DOJ Exception (see 
Section E-4: ODOT/APWA Standard Specifications Updates and Section a. DOJ Class 
Exemption).  

20. Upon completion of the Plans, Specs and Estimate review, the QAE will send the PS&E 
QA Report Review Comments sheet back to the PS&E provider (see Section B-4: Region 
PS&E QA Report).  

 

The PS&E QA review process can only move forward from this point 
after all identified issues with the Plans and Specifications have been 
resolved.  
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B-1: PS&E QA Review Process 

21. The QAE will fill in the document assembly sheet.  

 

 

The document assembly sheet will be used by OPO-CCU staff to compile the appropriate 
bidding documents. 
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B-1: PS&E QA Review Process 

22. The QAE will write the project advertisement (aka Notice to Contractors) using the 
approved Notice to Contractors template. 

 

 

The purpose of the advertisement is to inform prospective bidders of the general nature of 
the project and to inform prospective subcontractors and suppliers of special items which 
may be of interest to them. Ads are paid for by the line, so it is important to keep the ad as 
short as possible yet convey the necessary information.  
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B-1: PS&E QA Review Process 

Approved Notice to Contractors template: 
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B-1: PS&E QA Review Process 

23. Place the applicable PS&E submittal documents on the \\scdata2\PS&E_Docs share 
drive for retrieval by OPO-CCU. (NOTE: You must be granted access to place documents 
on this share drive). 

 
 

 
24. The QAE will send notice via email to OPO-CCU that the project documentation is 
available on the share drive.  
 

 
 

 
 
 

  

file://scdata2/PS&E_Docs
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B-1: PS&E QA Review Process 

25. The QAE will update the Access Database Project Summary. 
 

 
 
 
26. The QAE will coordinate obtaining and delivering to OPO-CCU the final (“conformed”) 
project Special Provisions with all Addenda incorporated by 5:00 pm on the bid let date.  
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B-1: PS&E QA Review Process 

27. The QAE will archive an electronic copy of the project Special Provisions, all addenda, 
all QAE project emails, and other related project records in the \\scdata2\SEOPL_Archives 
drive. 
 

 
 

 
  

file://scdata2/SEOPL_Archives%20
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B-1: PS&E QA Review Process 

The PS&E submittal check-in and quality review processes must be performed by OPL staff 
in the timeframes identified in the PS&E Delivery Manual. The 24-day PS&E Review 
Calendar is Appendix D. The 24-day calendar does not account for FFO designated 
projects, which will require three (3) weeks prior to day 0 for FHWA review.  
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B-1: PS&E QA Review Process 

 
The OPL Sr. Specifications Engineer will work closely with the QAE’s during the project QA 
review process to confirm approval of any specification modifications, or to obtain 
concurrence/approval of any unapproved modifications submitted with the PS&E or included 
in any subsequent addendum. The Sr. Specifications Engineer is the Agency’s single point 
of contact with DOJ during the project development and advertisement periods. 

To assist the Spec Writers and the QAE’s in the development and review of the project 
Special Provisions, the OPL Specifications Unit has provided guidance on using the 
compare document tool in WORD, and the process for comparing the PS&E submitted 
Special Provisions against the required Boilerplate Special Provisions.  This comparison, 
which is ran by the QAE, compares the Special Provisions submitted at PS&E with the 
applicable Standard Specifications and Boilerplate Special Provisions, and highlights all 
modifications made. This helps the QAE ensure all modifications have been made 
appropriately, or have received the appropriate review and approvals, if required.  

This is the result of comparing the compiled Special Provisions using the 15_SPLIST 
document, then comparing against the Boilerplate Set and finally running a Compare 
Document function in WORD; 
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B-1: PS&E QA Review Process 

The OPL Cost Estimator will begin review of the PS&E Estimate shortly after PS&E 
submittal. This is in preparation for the Final Engineers Estimate (FEE) which is sent out two 
(2) days prior to the scheduled bid opening (see Section C-4: Final Engineers Estimate 
(FEE)). The PS&E Estimate review items are not included on the Pre-Letting Internal 
Checklist, or in the PS&E Delivery Manual. Standard PS&E Estimate review items are listed 
on the Region PS&E QA Report (see Section B-4: Region PS&E QA Report) and include: 

• Use of current catalog prices in the estimate 
• Accuracy of line item prices 
• Use of Anticipated Items without prior approval 
• Bid item difference >20% (PS&E vs EE) 
• Accuracy of fuel/project schedule program data 
• Use of 9Z9 or incidental bid items 
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PS&E SUBMITTAL 

B-2: Trns*Port Data Entry 
As part of the PS&E process, the procedures for Trns*Port data entry are varied and 
complex. The Systems Administrator has developed and maintains written procedures 
for all of the steps in the process on the following OPL share drive: 
 

//scdata/OPL/OPL_Working_Documents/Transport/Procedures 
 

 

One process not specifically documented are the series of queries within the Quality 
Monitor database which highlights out-of-range values or unsynchronized 
Trns*Port/OPL/STIP database values. .Access to this information is on the same share 
drive identified above. 
 

  

Section 

B 
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PS&E SUBMITTAL 

B-3: PS&E Estimate 
 

The PS&E Estimate is prepared by the Region or Local Agency/Consultant project staff 
during the project development phase, and is a key deliverable in the PS&E submittal. 
The PS&E Estimate is prepared using the Trns*Port Estimator program following the 
guidance in the OPL Estimating Manual.  

The electronic Estimator .est and .dat files and one (1) paper copy of the Estimator file 
printout (two (2) copies if FFO) are submitted with the PS&E submittal. The OPL Pre-
Letting Specialist will upload the PS&E Estimate file into the TrnsPort PES system and 
generate the project bid schedule.  The Estimator file information is used by the ODOT 
Program and Funding Office to request construction funds authorization for the project 
from FHWA. Also refer to the PS&E Delivery Manual, Section 2.2.i – PS&E Cost 
Estimate.  

The PS&E Estimates submitted with the PS&E Submittal are used by OPL Estimating 
Unit staff in preparing the FEE (see Section C-4: Final Engineers Estimate (FEE)). 
The FEE is produced by making adjustments to unit costs shown on the PS&E Estimate 
to incorporate economic market trends or changes, location, etc. The FEE will also 
incorporate any addenda that may occur during the advertisement phase and material 
cost adjustments such as steel and asphalt.  

The FEE, along with a line-by-line adjustment worksheet showing changes made to the 
PS&E Estimate, is submitted by the OPL Cost Estimator to the Spec Writer or LAL 
within two (2) working days of the scheduled bid opening date. 

During the PS&E Estimate review by the OPL Cost Estimator, the following items are 
checked and noted on the Region PS&E QA Report (see Section B-4: Region PS&E 
QA Report): 

•  Use of current catalog prices in the estimate 
• Accuracy of line item prices 
• Use of Anticipated Items without prior approval 

  

Section 

B 

http://www.oregon.gov/ODOT/HWY/ESTIMATING/docs/estimating_manual.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
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B-3: PS&E Estimate 
 

• Bid item difference >20% (PS&E vs EE) 
• Accuracy of fuel/project schedule program data 
• Use of 9Z9 or incidental bid items 

 

 

 

 

 

 

  



Version 1 - January 2017 Page 79 
 

PS&E SUBMITTAL 

B-4: Region PS&E QA Report 
 

The Region PS&E QA Report is a quality assurance report completed on all PS&E 
submittals.  The information from this report is entered into an Access database from 
which periodic reports are compiled and shared with the Regions in an effort to improve 
PS&E quality. 

The report covers many parts of the PS&E submittal: 

• PS&E On-Time Measurement 
• PS&E Completeness 
• PS&E Plans and Special Provisions Review Score 
• PS&E Estimate Review Score 
• Class of Work Designation Score 
• Number and Type of Addenda issued 
• Bid Opening Information 
• QA Reviewer Comments 

The Region PS&E QA Report is initially set up by the OPL Pre-Letting Specialist and 
placed in the project electronic folder the Friday prior to the bid opening date.   

At PS&E submittal, the Pre-Letting Specialist will enter the information to calculate the 
On-Time and Completeness measurements:   

 

 

 

  

Section 

B 



Version 1 - January 2017 Page 80 
 

B-4: Region PS&E QA Report 

 

The updated Region PS&E QA Report is placed back in the project folder and is now 
ready for the QAE’s use. 

As the project plans and specifications are reviewed by the QAE, review comments are 
placed on the QA Comment Sheet.  The comment sheet (only) is sent back to the Spec 
Writer for resolution.     

 

 

At the end of week two (2) (week five (5) for FFO projects), the OPL Pre-Letting 
Specialist will post the preliminary comment sheet (resolution column incomplete) on 
the OPL PS&E QA Reports SharePoint site as “17418_PSE_QA_Comments” (leading 
number is the project Key Number): 

  

http://transnet.odot.state.or.us/hwy/opl/Pages/PSE_QA_Reports.aspx
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B-4: Region PS&E QA Report 

 

No later than the Friday prior to the scheduled bid opening date, the Spec Writer must 
complete the “Resolution” column on the comment sheet and return it to the QAE.  This 
“final” comment sheet is then posted on the OPL PS&E QA Reports SharePoint site 
replacing the preliminary comment sheet. 

 

The final comment sheet will remain on the OPL PS&E QA Reports SharePoint site until 
the complete Region PS&E QA Report is posted, typically within 30 days of bid opening. 

 

 

  

http://transnet.odot.state.or.us/hwy/opl/Pages/PSE_QA_Reports.aspx
http://transnet.odot.state.or.us/hwy/opl/Pages/PSE_QA_Reports.aspx
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B-4: Region PS&E QA Report 
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B-4: Region PS&E QA Report 

 

As the QAE enters the information onto the comment sheet, the information is 
automatically transferred to the Region PS&E QA Report and the Plans and 
Specifications review scores are calculated: 
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B-4: Region PS&E QA Report 

 

During the PS&E Estimate review by the OPL Cost Estimator (prior to bid opening), 
review comments are also added to the Region PS&E QA Report: 

 

After bid opening, the Pre-Letting Specialist will complete the Bid Opening Information 
section of the Region PS&E QA Report using information taken from Trns*Port: 
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B-4: Region PS&E QA Report 

The complete Region PS&E QA Report is then posted on the OPL PS&E QA Reports 
SharePoint site, and all preliminary comment sheets are removed.  The Region PS&E 
QA Report is given to the OPL Budget & Web Specialist who will import the data into 
the Access database. The project scoring information is now available for reporting (see 
Section K-8-e. Region PS&E QA Report (Project-Specific and Summary)). 

On a monthly basis the Pre-Letting Specialist will transfer the data from the comment 
sheets onto the master comment log.  There is a comment log for all projects submitted, 
by year. 

 

The drop-down feature on all columns allows users to sort the project information many 
different ways, by Region, by project, by Section, etc. Regions use this information to 
track error trends for process improvement purposes. 

The updated comment logs are posted on the OPL intranet site and are available to all 
ODOT personnel: 

 

See Section K-8 e. Region PS&E QA Report (Project-Specific and Summary).  

http://transnet.odot.state.or.us/hwy/opl/Pages/PSE_QA_Reports.aspx
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ADVERTISEMENT TO BID OPENING 

C-1: Addendum / Addenda 
 

The use of Addendum or Addenda on highway transportation projects is dictated by OAR 
731-005-0580 and Model Rule 137-049-0250.  

The Oregon Administrative Rule (OAR) defines Addenda as: 

“An addition or deletion to, a material change in, or general interest explanation of the 
Solicitation Document. Addenda shall be labeled as such and distributed to all interested 
entities in accordance with these rules.” 

The Oregon Standard Specifications for Construction defines Addendum as: 

“A written or graphic modification, issued before the opening of Bids, which revises, adds to, 
or deletes information in the Solicitation Documents or previously issued Addenda.” 

Section 00120.30 of the Standard Specification covers the distribution of Addenda and also 
clarifies that the bidders, not the Agency, shall be responsible for failure of bidders to check 
and download all Addenda. 

The Addenda process is also covered in the PS&E Delivery Manual, Section 4.1, and in the 
OPL Pre-Letting Specialist Procedure Manual. 

Addenda Timing 

While technology allows the potential for Addendum changes up to the very last minute, it 
has been deemed inappropriate for ODOT to assume that all bidders have the same 
resources and abilities to assess and update their proposals at the last minute. It is 
preferable to issue multiple Addenda than to save up needed corrections and changes for a 
late term, comprehensive Addenda. 

Addenda may be issued from the day of initial project advertisement up to the closing of the 
bid advertisement period. However, constraints imposed on ODOT by statutory procurement 
regulations, as well as the practical issues of the time required to prepare and post 
Addenda, require limitations on the Addenda process. 

  

Section 

C 

http://arcweb.sos.state.or.us/pages/rules/oars_700/oar_731/731_005.html
http://arcweb.sos.state.or.us/pages/rules/oars_700/oar_731/731_005.html
http://arcweb.sos.state.or.us/pages/rules/oars_100/oar_137/137_049.html
http://www.oregon.gov/ODOT/HWY/SPECS/docs/15book/15_00100.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
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C-1: Addendum / Addenda 

DOJ Division 49 Model Rule 137-049-0250 states “the Contracting Agency shall issue 
Addenda within a reasonable time to allow prospective Offerors to consider the Addenda in 
preparing their offers. Except to the extent required by public interest, the Contracting 
Agency shall not issue Addenda less than 72 hours before the closing unless the Addendum 
also extends the closing”.  

OAR 731-005-0580 states “no Addenda, other than for bid cancellation or postponement, 
will be issued less than 48 hours before the closing of the advertisement period.”  

To comply with both statute and rule, the ODOT policy is that no Addenda, other than for bid 
cancellation or postponement, will be accepted for posting to eBIDS after noon on the fourth 
working day prior to the bid opening UNLESS prior agreement has been made with the OPL 
Manager and the QAE.  

For Alternative Contracting projects no Addenda, other than for bid cancellation or 
postponement, will be accepted for posting to eBIDS after noon on the fourth working day 
prior to the Technical Approach Component bid closing UNLESS prior agreement has been 
made with the OPL Manager and the Alternative Contracting Program Manager. 

This means: 

• If a project is scheduled for bid opening on a Thursday, the deadline for eBIDS 
posting of the Addendum is noon on the preceding Friday. The Addendum, and all 
applicable attachments, must be submitted to OPL early enough for QA review, 
processing, scanning, preparing revised bid scheduled, obtaining required 
concurrences or approvals (such as the Sr. Specifications Engineer and DOJ) and 
submitting to OPO-CCU prior to the Friday noon deadline. Large and/or complex 
Addenda may need additional time to process.  All Addenda are given the same level 
of QA review as the PS&E Submittal and must follow the requirements in the DOJ 
Exemption Letter (see Section K-4 a. DOJ Class Exemption).  The OPL Pre-Letting 
Internal Checklist contains an Addenda Checklist that is completed to document the 
QA review of all Addenda.  

• Addenda issued on FFO projects will require an additional two (2) working days in 
order to have FHWA review and approval prior to posting. The QAE will coordinate 
with FHWA to obtain the appropriate approvals. In December 2012, FHWA formally 
requested ODOT allow this additional time for their approval of Addenda.  Last 
minute requests for approval (i.e., Friday a.m.) should be the exception rather than 
the norm.  ODOT has made a commitment to FHWA to comply with this request. 

• Late submittal of Addenda may be cause for bid date postponement in order to allow 
bidders to fully execute and adjust to the changes specified in the Addendum. 

• State holidays falling on either Friday or Monday will also adjust the Addenda delivery 
schedule.  

Addenda must be submitted using the approved Addenda template posted on the OPL 
website and be signed by the preparer. Addenda must be signed as approved by a P.E. 

http://www.oregon.gov/ODOT/HWY/SPECS/Pages/manuals_forms_etc.aspx#Templates
http://www.oregon.gov/ODOT/HWY/SPECS/Pages/manuals_forms_etc.aspx#Templates
http://www.oregon.gov/ODOT/HWY/SPECS/Pages/manuals_forms_etc.aspx#Templates
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C-1: Addendum / Addenda 

OPL QAE’s will process the Addenda and complete the Addenda portion of the PS&E 
Internal Checklist:   

 

Addenda items also listed on the PS&E Internal Checklist include: 

• Addenda – Plan Review 
• Addenda – Spec Review 
• Addenda – Bid Item Review 
• Addenda – Postponement 
• Addenda – Final Review 

 
The Addenda checklist items were added to the PS&E Internal Checklist in 2015 at the 
request of DOJ to ensure all Addenda are given the same level of QA review as the original 
PS&E submittal documents.  
 
Upon completion of the Addendum QA review, the QAE will forward the Addendum and all 
attachments to OPO-CCU for posting on eBIDS as a Bid Document.  

NOTE:  Effective with all ODOT–developed projects with PS&E due dates on or after 
January 1, 2017, all addendums postponing a project more than two (2) weeks must be 
accompanied by a revised ODOT Contract Time Schedule. See Section C-7: ODOT 
Contract Time Schedule 
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C-1: Addendum / Addenda 
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C-1: Addendum / Addenda 

 

 

ISSUING ADDENDA TO RESOLVE BidExpress SYSTEM ERRORS: 

Occasionally errors may occur in the BidExpress electronic bidding file, while the paper 
bidding documents remains correct. (See Section H-2: Electronic Bidding (Bid 
Express® “BidX”). In this case, OPL staff will issue an Addendum to notify prospective 
bidders of the error and direct them to delete and download, or download and replace 
the complete electronic bidding file (EBLib) with an updated version.  In this case an 
Addendum is the appropriate method to use.  
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C-1: Addendum / Addenda 
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C-1: Addendum / Addenda 

If it is determined that additional information needs to be provided to prospective 
bidders on the correct, step-by-step process for replacing the EBLib file is needed, a 
Letter of Clarification (LOC) can also be posted on eBIDS. Example: 
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C-1: Addendum / Addenda 

 

  



Version 1 - January 2017 Page 94 
 

ADVERTISEMENT TO BID OPENING 

C-2: Letter of Clarification (LOC) 
 

A Letter of Clarification (LOC) is intended to be informational in nature and is appropriate for 
responding to questions received by one (1) or more prospective bidders, where there are 
no changes being made to the plans, specifications, quantities or bid items, and for posting 
additional Bid Reference Documents.  

Guidance on the use of LOC’s can be found in the following: 

• PS&E Delivery Manual, Sec 4.2 

• PD-07 – PS&E Submittal to Bid Opening 

• ODOT Construction Manual, Chapter 6 – Examination of Project Site or Data by 
Bidders 

• OPL Pre-Letting Specialist Procedure Manual 

LOC’s are not governed by the same statutory rules as those governing Addenda (see 
Section C-1: Addendum / Addenda).  However, to accommodate processing times, the 
same timing guidelines as for Addenda also apply to LOC’s.  Therefore: 

• If a project is scheduled for bid opening on a Thursday, the deadline for eBIDS 
posting of the LOC is noon on the preceding Friday unless prior agreement has been 
made with the OPL Manager and QAE. LOC’s posted on or after the Monday prior to 
a Thursday bid opening should be very minor in nature. 

• State holidays falling on either Friday or Monday will also adjust the LOC delivery 
schedule.  

LOC’s will not include any changes to the plans, specifications, quantities or bid items so 
allowance for additional QAE review time is not required.  LOC’s issued to add Bid 
Reference Documents to eBIDS should be submitted early enough to allow the posting 
process to take place, preferably by noon on Thursday prior to bid opening. Also, FHWA 
does not need to review and approve any LOC’s prior to posting, even on FFO designated 
projects.  

  

Section 

C 

http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pdltnotice07.pdf
http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/constructionmanual/cm06.pdf
http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/constructionmanual/cm06.pdf
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C-2: Letter of Clarification (LOC) 

 

LOC’s must be submitted using the approved LOC template posted on the OPL website and 
be signed by the preparer. LOC’s must be created on ODOT letterhead from the office or 
Region of origin. Do not submit using Consultant or Local Agency letterhead.   

  

http://www.oregon.gov/ODOT/HWY/SPECS/Pages/manuals_forms_etc.aspx#Templates
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C-2: Letter of Clarification (LOC) 

 

 

The QAE will review and process the LOC’s and forward to OPO-CCU for posting on eBIDS 
as a Bid Reference Document. LOC’s submitted directly to OPO-CCU will be forwarded to 
the QAE for review. The QAE will forward the LOC to OPO-CCU for posting.  

LOC TEMPLATE 
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C-2: Letter of Clarification (LOC) 

 

  

LOC Example #1 - Bid Reference Documents Added After Advertisement 
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C-2: Letter of Clarification (LOC) 

 

 

  

LOC Example #2 - Bid Reference Documents Added After Advertisement 
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C-2: Letter of Clarification (LOC) 

 

 

 

  

LOC Example #3 – Response to Bidders Question 
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C-2: Letter of Clarification (LOC) 

 

 

 

  

LOC Example #4 – Correct eBIDS Posting Error 
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ADVERTISEMENT TO BID OPENING 

C-3: eBIDS 
 
The Electronic Bidding Information Distribution System (eBIDS) is an online tool that 
enables contractors, suppliers and other interested parties to locate, view and download 
bid-related documents for design-bid-build highway and bridge construction projects 
that ODOT currently has advertised to bid. ODOT eBIDS provides free downloading of 
bid booklets, addenda, clarification letters, plans, specifications and bid reference 
documents. ODOT vendors may also self-register as prime or informational plan holders 
for these projects.  
 

 

  

Section 

C 
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C-3: eBIDS 

Project information is posted in either the Bid Documents or Bid Reference 
Documents sections of eBIDS.   

 

Bid Documents are the contractual documents to be used by prospective bidders when 
submitting a bid on a project including the bid booklet, bidding plans and special 
provisions, and all Addenda: 
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C-3: eBIDS 

 
A Bid Reference Document is a document provided by ODOT for informational 
purposes only. Bid Reference Documents are made available solely to help familiarize 
users with ODOT projects, but their use does not relieve bidders or contractors from any 
duties to investigate, inspect, follow responsible bidding procedures, or perform the 
terms of the contract. Unless expressly included in the project Special Provisions, a Bid 
Reference Document obtained from ODOT eBIDS will not become part of the contract. 
A project’s Bid Reference Documents will only be available to users on ODOT eBIDS 
during the project’s solicitation period. Any consideration or use of the information or 
data provided in a project’s Bid Reference Documents is solely at the discretion of the 
User. Also see the Bid Reference Document on the eBIDS site. 
 
Bid Reference Documents are uploaded to eBIDS by the PL, LAL or delegated assistant 
during the pre-bid phase which is after the PS&E due date but before the advertisement 
date. The PL/LAL cannot upload any documents to eBIDS after the advertisement 
date. The eBIDS system will provide the means for potential bidders to download the 
Bid Reference Documents as needed.  
 
NOTE: Some Bid Reference Documents, such as LOC’s, Wage Information or ODOT 
Contract Time Schedules, may be posted to the Bid Documents tab on eBIDS, but will 
contain the header “BID REFERENCE DOCUMENT” to clarify that they are in fact Bid 
Reference Documents.  
 
If additional Bid Reference Documents are identified after the advertisement date and 
uploading to eBIDS is required, the PL/LAL must contact the QAE for assistance. 
Adding new Bid Reference Documents will require an LOC be issued. The QAE can 
assist in the LOC development and document uploading process.  
 
  

http://www.oregon.gov/ODOT/CS/CONSTRUCTION/docs/EB/PSE_Bid_Reference_User_Guide_v1.5.pdf
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C-3: eBIDS 
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C-3: eBIDS 

After bid opening, only eBIDS users internal to ODOT are allowed to view the Bid 
Reference Documents. 

As eBIDS is an internal ODOT program, any functionality issues are handled by the 
OPL Systems Administrator, OPO-CCU eBIDS staff, and the ODOT Help Desk. 

eBIDS also lists all Plan Holders, both Bidding Plans and Informational Plans.  Holders 
of Bidding Plans are those prospective bidders who have downloaded the Bid 
Documents from eBIDS.  Holders of Informational Plans are those who have an interest 
in the project such as subcontractors and material suppliers, but have not prequalified 
with ODOT as a Prime Contractor and cannot submit a bid.  

 

Links to eBIDS for both internal ODOT staff and external parties are on both the OPL 
and OPO-CCU websites: 

  

http://www.oregon.gov/ODOT/HWY/OPL/Pages/index.aspx 

http://www.oregon.gov/ODOT/CS/CONSTRUCTION/pages/ebids.aspx 

  

http://www.oregon.gov/ODOT/HWY/OPL/Pages/index.aspx
http://www.oregon.gov/ODOT/CS/CONSTRUCTION/pages/ebids.aspx
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C-3: eBIDS 

 

 

 

User guides are available for both internal 
ODOT and external users.  These guides 
are available through links on the eBIDS 
home page. 
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ADVERTISEMENT TO BID OPENING 

C-4: Final Engineers Estimate (FEE) 
 

After PS&E submittal, but before bid opening, the OPL Cost Estimators will prepare the 
Final Engineers Estimate (FEE). The goal of setting the FEE is to establish an estimate 
that is deemed to be a “fair” value for the project to the project owner. The FEE 
considers factors such as prior bid item cost history, project difficulty and locale, 
expected level of competition, current market pricing trends, magnitude of the project, 
uniqueness of the work, etc. The FEE is based off the PS&E Estimate submitted with 
the PS&E submittal. Changes to the PS&E Estimate are made to account for errors, 
market conditions or judgement calls by the Cost Estimator. 
 
The FEE is completed and sent to the Spec Writer or LAL for local agency projects the 
Tuesday prior to the scheduled bid opening date.  For confidentiality purposes, and to 
protect the chain of custody, the Spec Writer/LAL is the only recipient of the FEE.  It is 
the responsibility of the Spec Writer/LAL to initiate any needed actions and/or 
responses to the FEE.  This includes confirmation of adequate funding if the FEE has 
increased the project cost above the programmed funding amount, as well as desired 
communication regarding significant estimate changes. In all cases the OPL Senior 
Cost Engineer has the final say in establishing the FEE. Distribution to other Region 
staff is a Region decision but should be severely restricted during the bid and award 
process. 
 
The FEE document is considered CONFIDENTIAL and as an ODOT policy remains so 
until after contract award. After award a formal public records request is required to be 
submitted in order for the FEE to be released. 
 

 

  

Section 

C 
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C-4: Final Engineers Estimate (FEE) 

 

 

a. FEE Policy 
 

The current FEE policy (eff 5-4-16) which defines the management of the Engineers 
Estimate is posted at:   

http://www.oregon.gov/ODOT/HWY/seopl/docs/guides/ee-policy.pdf. 

  

http://www.oregon.gov/ODOT/HWY/seopl/docs/guides/ee-policy.pdf
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C-4: Final Engineers Estimate (FEE) 
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C-4: Final Engineers Estimate (FEE) 
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C-4: Final Engineers Estimate (FEE) 
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C-4: Final Engineers Estimate (FEE) 

b. Public Records Request for FEE 
Although the longstanding ODOT policy has been to not release the FEE either before 
or after contract award, the Agency was challenged with a Public Records Request in 
2015. After thorough review of the applicable state statutes, rules and policies, DOJ 
issued an opinion that the Agency did not have a basis for denying the request after the 
contract had been awarded.  As of August 2016 only one (1) Public Records Request 
for a project FEE has been received. 

 

The OPL Cost Estimators each have a copy of DOJ’s full opinion on this matter if the 
issue should arise again. 
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ADVERTISEMENT TO BID OPENING 

C-5: Mandatory Pre-Bid Meeting (Post-Meeting 
Requirements) 

 
NOTE: Also see Section A-8: Mandatory Pre-Bid Meeting (Approval and Scheduling 
Process) 

If a Mandatory Pre-Bid Meeting has been approved and scheduled, the PM will be 
responsible for conducting the meeting and all follow-up tasks. 

Within two (2) business days after the Pre-Bid Meeting the PM shall issue a meeting 
summary and forward to OPO-CCU. The meeting summary will include: 

• The names of all attendees and the organization they represent 

• The meeting agenda 

• Responses to any items or issues that could not be completely addressed at the 
meeting, or require follow-up by the Agency. If there are issues that will require more 
than two (2) days to resolve those issues must be described in the summary and a 
forecast given for when and how the issue will be resolved. Issues requiring changes 
to the project plans, special provisions or bid items will require an addenda to be 
produced. 

The list of attendees is critical to ensure the low responsive bidder did in fact attend the 
Mandatory Pre-Bid Meeting per §00120.15. 

The OPO-CCU will post the meeting minutes, which will include the list of attendees, on 
eBIDS along with a LOC notifying all prospective bidders: 

 

  

Section 

C 
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C-5: Mandatory Pre-Bid Meeting (Post-Meeting Requirements) 
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ADVERTISEMENT TO BID OPENING 

C-6: Prevailing Wage Reports (PWR) – 
Preliminary and Revised 
The OPL Cost Estimating Unit is responsible for completing the Project Prevailing Wage 
Reports (PWR), preliminary, revised and bid day versions. The function of this report is to 
identify the project midpoint utilizing data from the project title sheet and the ODOT 
TransGIS system. Distance calculations are then made from the project midpoint to the 
reference city dispatch locations to establish the minimum wage rates the construction 
personnel shall be paid. 

This information is for reference and informational purposes only and is provided without 
warranty or guarantee. It does not replace or supersede the contractor’s responsibility and 
liability for determining and paying correct PWR’s.  

The bid day PWR information is also provided to the ODOT PM’s for their use in reviewing 
the Contractor’s certified payroll reports.  

The Preliminary Project Wage Information is completed and posted on eBIDS as “Wage 
Information No. 1”, no later than the Wednesday after the project advertisement date. The 
information may be posted on the Bid Documents tab, but will include the BID REFERENCE 
DOCUMENT header to clarify it is in fact a Bid Reference Document, not a Bid Document. 

 

  

Section 

C 
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C-6: Prevailing Wage Reports (PWR) – Preliminary and Revised 

 

 

 

  

Preliminary Project Wage Information Example 
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C-6: Prevailing Wage Reports (PWR) – Preliminary and Revised 
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C-6: Prevailing Wage Reports (PWR) – Preliminary and Revised 
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C-6: Prevailing Wage Reports (PWR) – Preliminary and Revised 

 

If any modifications are made to the Bureau of Labor and Industries (BOLI) or Davis Bacon 
wage rates after the Preliminary PWR was posted, a “Project Wage Information – Revised” 
report is posted on eBIDS as “Wage Information No. 2” no later than the Monday before the 
scheduled bid date.   
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C-6: Prevailing Wage Reports (PWR) – Preliminary and Revised 

 

See Section D-3: Prevailing Wage Report (PWR) – Bid Day for information on post-bid 
day distribution of this information. 
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C-6: Prevailing Wage Reports (PWR) – Preliminary and Revised 

Because determining the correct PWRs can be very confusing, the Cost Estimating Unit 
also provides a Wage Information Frequently Asked Questions document:  

  

http://www.oregon.gov/ODOT/HWY/ESTIMATING/docs/estimator/Wage_Info_FAQ.pdf
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ADVERTISEMENT TO BID OPENING 

C-7: ODOT Contract Time Schedule 
 

In response to the guidance established in Highway Directive TRA 10-16 – Guiding 
Principle for Work Zone Safety, the Project Delivery Team is responsible for developing 
and submitting an ODOT Contract Time Schedule as part of the PS&E submittal. The 
effective date for this new requirement is for all ODOT-developed PS&E submittals due 
on or after January 1, 2017. As of the effective date, this requirement does not apply to 
Local Agency-developed projects. The Contract Time Schedule replaces the previously 
required Project Construction Schedule. The template for this schedule was developed 
by, and maintained by the OPL Cost Estimating Unit. 

Upon submittal the ODOT Contract Time Schedule will be reviewed and validated by 
the Cost Estimator for the project. Upon validation, the schedule information is posted 
on eBIDS by OPL as a Bid Reference Document within one (1) week after project 
advertisement, using the following template:  

 

Section 

C 

http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/TRA10-16d.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/TRA10-16d.pdf
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 C-7: ODOT Contract Time Schedule  

 

 

Any project postponement more than two (2) weeks will require a revised ODOT 
Contract Time Schedule be submitted with the Addendum to postpone. The Cost 
Estimator will review and validate the revised schedule, and post a revised ODOT 
Contract Time Schedule template letter on eBIDS as a Bid Reference Document no 
later than two (2) weeks prior to the revised bid let date. See Section PC-9: Project 
Postponements.   
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ADVERTISEMENT TO BID OPENING 

C-8: Prospective Bidder Communications 
 

Once the advertisement for the project breaks, all prospective bidder communications 
must be submitted to, and responded to, by the PM identified in the bidding documents 
under “Project Information”: 
 

.   

Clarification shall be requested in writing through the PM per §00120.15:  

 

Any questions from prospective bidders received by OPL staff must be forwarded to the 
PM and not responded to. The PM will make the determination on how to respond 
following the guidance in the ODOT Construction Manual, Chapter 6 – Examination of 
Project Site and Responding to Bidders’ Questions. PM responses can be via email, 
LOC or Addendum depending on the nature of the question received and the response.  
 

Also see the PS&E Delivery Manual, Section 4.1 – Addenda. 

  

Section 

C 

http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/constructionmanual/cm06.pdf
http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/constructionmanual/cm06.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
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ADVERTISEMENT TO BID OPENING 

PC-9: Project Postponements 
 

In November 2013, OPL was asked by Director Garrett and Highway Division Administrator 
Paul Mather to develop a system for tracking project postponements occurring after project 
advertisement.  This request was prompted by concerns raised by AGC members in 
response to the increasing number of projects being postponed. 

OPL established a new process for requesting, approving, tracking and reporting all project 
postponements. This new process went into effect in November 2013. 

 

  

Section 

C 
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PC-9: Project Postponements 
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PC-9: Project Postponements 

The explanation for the postponement, the postponement code and the postponement 
addendum information is entered into the OPL database by the assigned Cost Estimator, 
and is used for bi-annual reporting to the Highway Division Administrator and Director.  This 
language must be developed and submitted to the QAE by the Region, and must be agreed 
to and/or concurred with by both the PM and the AM.  

  

ODOT and AGC have mutually agreed to a minimum of two (2) weeks for postponements, 
unless extenuating circumstances prevent it.  An addendum must be issued to initiate the 
postponement. 

Effective January 1, 2017, all addendum issued to postpone more than two (2) weeks will 
need to be accompanied by a revised ODOT Contract Time Schedule. See Section C-7: 
ODOT Contract Time Schedule. 

REPORTING (See Section K-8: REPORTS - d. Project Postponement Report) 

Both bi-annual and annual reports are compiled by OPL and submitted to the Director, 
Highway Division Administrator and Region Tech Center Managers on all projects 
postponed. This is the format for the report for the Director and Highway Division 
Administrator: 
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PC-9: Project Postponements

 

This report will show the number of postponements and the reasons.  However, the Director 
will also request information regarding the percentage of projects advertised being 
postponed.  He will also want to know which Regions have the highest number of 
postponements. 

 

This additional information comes from a report OPL maintains and produces showing how 
many projects on each bid opening are postponed, which Region the postponement 
occurred in, and whether the project was an ODOT or Local project.  This report is submitted 
to the Tech Center Managers, Chief Engineer and Traffic-Roadway Engineer at the same 
time the previous report is sent to the Director: 
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PC-9: Project Postponements 

Postponement Report (By Region-By Year) for Tech Center Managers: 
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PC-9: Project Postponements 

 

 

Postponement reports are archived on the OPL share drive at: 

\\scdata\opl\OPL_Official_Records\Pre-Letting\Reports\Postponement_Reports 

 

 

 

 

 

 

 

 

  

file://scdata/opl/OPL_Official_Records/Pre-Letting/Reports/Postponement_Reports
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BID OPENING TO CONTRACT AWARD 

D-1: Bid Analysis / Award-Not Award 
Recommendation 

 
 

Within a few hours after bid opening, OPO-CCU will post the preliminary bid results on the 
OPO-CCU website and proceed to review all bids received.  
 

 
 
 
The objective of the bid review is to determine that the bids received are responsive and 
responsible and have met all of the requirements specified in the solicitation documents.  
 
  

Section 

D 

http://www.oregon.gov/ODOT/CS/CONSTRUCTION/pages/preliminary_bid_results.aspx
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D-1: Bid Analysis / Award-Not Award Recommendation 
 

OPO-CCU will complete all bid reviews within 1-2 working days after bid opening, including 
entry of bids into Trns*Port, review of proposals, production of bid tabulation reports and 
rejection of non-responsive bidders. OPO-CCU will notify the OPL Cost Estimator for the 
project of the apparent low responsive bidder at which time the Cost Estimator will initiate 
the bid evaluation. 

a. Bid Evaluation 
 
The bid evaluation process will follow the Bid Evaluation and Recommend of Award 
process, and the guidance in the Estimating Manual.  The Cost Estimator will consult with 
others within ODOT and/or the Consultant or Local Agency, as needed, to develop their final 
award/not-award recommendation. 
 
The bid evaluation identifies differences in pricing between the FEE and the low responsive 
bidder. When the bidder’s unit price is substantially different than the FEE, the bid evaluation 
compares the unit prices for bid items between the bids received for a project in an attempt 
to identify the cause or a consistent trend. In addition, an assessment is made regarding the 
amount of competition that existed for the project and to identify any factors that may have 
influenced or impacted competition.  
 
The bid evaluation identifies and documents possible mathematical or material unbalancing 
of bid items. Unbalancing could be detrimental to the Agency and result in the state paying 
higher costs for construction. Mathematical unbalances are identified in the evaluation and 
outlined in the Bid Evaluation and Recommendation, then relayed to the PM for monitoring 
in the field during construction. Materially unbalanced bids are a serious concern to the 
Agency and FHWA and may be a cause for rejection of all bids.  
 
Additional information on unbalanced bids can be found in the FHWA Contract 
Administration Core Curriculum Manual, Section III.A.10 – Post-Award Procedures.  
 
Additional information on the Bid Evaluation and Recommendation policy/process can be 
found in PD-08 – Bid Opening to Notice to Proceed. 

 
  

http://www.oregon.gov/ODOT/HWY/ESTIMATING/docs/estimating_manual.pdf
http://www.fhwa.dot.gov/programadmin/contracts/coretoc.cfm#s3A14
http://www.fhwa.dot.gov/programadmin/contracts/coretoc.cfm#s3A14
http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/PD-08_5.pdf
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D-1: Bid Analysis / Award-Not Award Recommendation 
 
 

 

 
 

  

OPL Bid Evaluation and Recommendation of Award Policy 
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D-1: Bid Analysis / Award-Not Award Recommendation 
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D-1: Bid Analysis / Award-Not Award Recommendation 
 
The Estimator’s recommendation shall be communicated to the OPO-CCU via the Bid 
Evaluation template letter: 
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D-1: Bid Analysis / Award-Not Award Recommendation 
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D-1: Bid Analysis / Award-Not Award Recommendation 
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D-1: Bid Analysis / Award-Not Award Recommendation 
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D-1: Bid Analysis / Award-Not Award Recommendation 
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D-1: Bid Analysis / Award-Not Award Recommendation 
 

The bid evaluation indicates whether or not the low bidder’s total bid price is consistent 
with the fair market value of the work, and whether or not awarding the project to the 
low bidder would be in the best interest of the Agency. The evaluation is normally 
completed within eight (8) working days of the bid opening and is forwarded to OPO-
CCU for use in proceeding with the award or rejection of all bids. It is also used as 
supporting documentation with the construction authorization and award package. 
 
In the case of a recommendation to award, the OPO-CCU will initiate the formal award 
process. 

b. Reject All Bids 
 

In the case of a recommendation to not-award (rejection of all bids) the Cost Estimator 
and the OPL Manager will work with the Region/Local Agency to obtain their 
concurrence with the not-award recommendation.  If concurrence is received, OPO-
CCU will prepare a Public Interest Finding supporting the rejection of all bids and send 
the recommendation to the State Traffic-Roadway Engineer, Highway Administrator, 
and FHWA (if FFO) for approval.  
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D-1: Bid Analysis / Award-Not Award Recommendation 
 

OPO-CCU will also notify the low bidder of the decision to reject all bids: 
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BID OPENING TO CONTRACT AWARD 

D-2: Award Protests 
 

Upon determination that the contract is to be awarded, OPO-CCU will provide a Notice of 
Intent to Award (NOIA) on the OPO website at: 

 http://www.oregon.gov/ODOT/CS/CONSTRUCTION/Pages/Bid_Award.aspx 

 

 

The award will not be final until the latter of: 

• Three (3) working days after the NOIA has been posted, or 

• The Agency has provided a written response to each timely protest, denying the 
protest and affirming the award. 

 

 

 

  

Section 
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http://www.oregon.gov/ODOT/CS/CONSTRUCTION/Pages/Bid_Award.aspx
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D-2: Award Protests 

 

 

  

NOIA Protest Example 
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D-2: Award Protests 
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D-2: Award Protests 

 

Although OPL staff does not participate in the Protest of NOIA process, the OPL Manager is 
provided with a courtesy copy of both the protest and response.  

 

 

 

 

  



Version 1 - January 2017 Page 146 
 

BID OPENING TO CONTRACT AWARD 

D-3: Prevailing Wage Report (PWR) – Bid Day 
 

On all projects with an Award recommendation outcome, the OPL Cost Estimator will post 
the Bid Day Prevailing Wage Report (PWR) for the project in the applicable Construction 
Section folder within one (1) week after bid opening. This final PWR will reflect any wage 
rate modifications made after the Project Wage Information – Revised report is posted (see 
Section C-6: Prevailing Wage Reports (PWR) – Preliminary and Revised). This report 
will be used by contract administration staff to manage the PWR’s paid by the Contractor, 
and is also shared with the Contractor.  
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D-3: Prevailing Wage Report (PWR) – Bid Day 
 

NOTE:  This report will be posted in ProjectWise in lieu of the Construction Section folder 
when the transition to electronic document storage is completed. As of January 2017, the 
shared folder is the current repository for this document. 
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BID OPENING TO CONTRACT AWARD 

D-4: HB 2375 Requirements 
 

House Bill (HB) 2375 was passed in 2015 and made a part of ORS 279A.140 through 
279A.155.  The bill aims to improve procurement processes, bring efficiency and 
consistency to statewide procurement practices, and create a system of integrity for 
state procurement and contracting through regulations, standards, oversight, training 
and education. 
 
Different sections of HB 2375 will become operative at different times. The ODOT 
Procurement Office has a HB 2375 website which will track the implementation process: 
 

HB 2375 Website 
http://transnet.odot.state.or.us/cs/opo/Pages/HB2375.aspx 

 
The first part of HB 2375 implementation to affect OPL is ORS 279A.161 – Contract 
Verification Form Process, which was operational on January 1, 2016. This revision 
requires an ODOT Contract Verification Form to be completed for any contract over 
$150,000 which has material advice and recommendations from DOJ or DAS provided 
during the procurement and contract award process. This form then becomes part of the 
procurement file.  
 
The Sr. Specifications Engineer has been delegated as the Contract Administrator for 
this process up to bid opening, and the Chief Engineer is the delegate for the ODOT 
Director.  
 
For all transportation construction projects bid and awarded by ODOT, the Contract 
Administrator will complete the ODOT Contract Verification Form (HB 2375) within one 
(1) week after bid opening and either: 
 
a. Complete the form and mark the “No advice received” box, sign, scan and 
electronically forward to OPO-CCU, and forward the original form to the Pre-Letting 
Specialist for filing in the project file; or 
  

Section 
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https://olis.leg.state.or.us/liz/2015R1/Downloads/MeasureDocument/HB2375/Enrolled
http://transnet.odot.state.or.us/cs/opo/Pages/HB2375.aspx
http://transnet.odot.state.or.us/cs/opo/Pages/HB2375.aspx
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D-4: HB 2375 Requirements 
 
b. Complete the form and attach copies of all correspondence received from DOJ or 
DAS with respect to a specific contract, sign, and forward to the Chief Engineer for 
signature. Once all signatures are obtained, the Contract Administrator will scan and 
electronically submit the form and all attachments to OPO-CCU. The record copy of the 
form with original signatures is forwarded to the Pre-Letting Specialist to file in the 
project file. 
 
OPO-CCU is responsible for completing the ODOT Contract Verification Form (HB 
2375) for the time between bid opening and contract award.  The Contract 
Administration Engineer (CAE) is responsible for completing the form, if applicable, 
between contract award and contract completion.  
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BID OPENING TO CONTRACT AWARD 

D-5: Bidder Communications 
 

During the project advertisement or solicitation phase, the PM is the sole source for 
communicating with prospective bidders.  The solicitation phase ends at bid opening. 
After bid opening all communications with the apparent low bidder and unsuccessful 
bidders will be through OPO-CCU until Notice to Proceed (NTP). Any questions or 
comments received by the PM or OPL staff must be forwarded to OPO-CCU for 
response.  
 
This requirement is outlined in the ODOT Construction Manual, Chapter 6 – 
Examination of Project Site and Responding to Bidders’ Questions. 
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http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/constructionmanual/cm06.pdf
http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/constructionmanual/cm06.pdf
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1 - ODOT SPECIFICATIONS UNIT 
 

The ODOT Specifications Unit, located within the Office of Project Letting, is responsible for 
maintaining the ODOT/APWA (American Public Works Association) Standard Specifications 
for Construction, the Boilerplate Special Provisions, Unique Specifications, and all 
associated supporting documents and procedures. 

The Specifications Unit consists of the Sr. Specifications Engineer (PE2 PN1161016) and 
the Specifications Engineer (PE1 PN1161014) positions. Additional staff may be assigned to 
the Specifications Unit for support during heavy work periods or to work on special projects.  

The Sr. Specifications Engineer serves as the most Senior Specifications technical resource 
within the Agency, and is designated by Letter or Authority as the Agency’s “owner” of the 
Standard Specifications and Boilerplate Special Provisions. The Sr. Specifications Engineer 
also acts as the primary specifications-related contact with DOJ to assure compliance with 
the Modified Exemption from DOJ Legal Sufficiency Review and Approval for ODOT 
Highway Construction Contracts.   

In order to fulfill their responsibilities, the Specifications Unit staff will develop, maintain, or 
use the following guidance documents: 

• ODOT/APWA Oregon Standard Specifications for Construction 

• ODOT Boilerplate Special Provisions (Standard and Unique) 

• ODOT Specification and Writing Style Manual 

• AASHTO Guide Specifications for Highway Construction 

• FHWA Approval letter 

• DOJ Exemption Letter 
The Specifications Unit is under the authority of the Roadway Leadership Team (RLT) and 
the Technical Leadership Team (TLT). Any specification-related policy changes must be 
reviewed and approved by both RLT and TLT prior to implementation.  

Major specification-related policies and processes are covered in the following technical 
guidance documents: 

TSB 12-01(B) - Project-specific Special Provisions; Supersedes TBS09-02(B) 
TSB 13-01(B) - Approval of Specification Modifications (Project Special Provisions and 
Contract Change Orders) 
  

http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/DOJ_Exemption_2015.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/DOJ_Exemption_2015.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/Pages/2015_Standard_Specifications.aspx
http://www.oregon.gov/ODOT/HWY/SPECS/Pages/2015_Standard_Specifications.aspx
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/specification_writing_style_manual.pdf
https://bookstore.transportation.org/item_details.aspx?ID=1197
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/FHWA_Approval_2015.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb12-01b.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb13-01b.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb13-01b.pdf
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2 – COST ESTIMATING UNIT 
 

The ODOT Cost Estimating Unit is responsible for the establishment of the FEE, 
maintenance and management of the ODOT bid item database and bid item cost history, 
the development and posting of the project-specific PWR reports, and for performing an 
economic analysis of all bids received for projects centrally bid and providing an award/not 
award recommendation. 

The Cost Estimating Unit consists of the Sr. Cost Estimator (PE2 PN0305087) and the Cost 
Estimator (CES3 PN1161184).  

In order to fulfill their responsibilities, the Cost Estimating Unit staff will develop, maintain or 
use the following guidance documents: 

• Cost Estimating Manual 

• ODOT/APWA Oregon Standard Specifications for Construction 

• FHWA Guidelines on Preparing Engineer’s Estimate, Bid Reviews and Evaluation 
 

The Cost Estimating Unit is under the authority of RLT, Project Delivery Leadership Team 
(PDLT) and TLT. Any cost estimating-related policy changes must be reviewed and 
approved by RLT, PDLT and TLT prior to implementation.  

The Cost Estimating Unit is responsible for two (2) deliverables:  

1.  A quarterly report to be submitted to the OPL Manager, summarizing the year-to-date 
performance relative to the FHWA standard and ODOT Quarterly Business Report (QBR) 
(50% of projects awarded within ± 10% of the FEE). 

2. Annual report summarizing bid item activity (number of bid items, number of items added, 
most used items, etc.). 

  

http://www.oregon.gov/ODOT/HWY/ESTIMATING/docs/estimating_manual.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/Pages/2015_Standard_Specifications.aspx
http://www.fhwa.dot.gov/programadmin/contracts/ta508046.cfm
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3 – PRE-LETTING UNIT (Pre-Letting Specialist & 
QA Engineers) 
 
The Pre-Letting Unit is responsible for managing, developing and maintaining all PS&E 
submittal processes and requirements for all projects bid and awarded centrally (excludes 
Certified Local Agency projects and Region-procured contracts). The goal of the Pre-Letting 
Unit is to assist customers in the successful delivery of their projects. 

The Pre-Letting Unit consists of one (1) Pre-Letting Specialist/Systems Coordinator and two 
(2) PS&E QAE’s: 

• The Pre-Letting Specialist/Systems Coordinator (OPA1 PN7771051) is responsible 
for scheduling all projects for bid, determining PS&E submittal due dates and 
overseeing the monthly lock-in process used for performance measurement. This 
position is also the part-time back-up for the OPL Systems Administrator. 

• The two QAE’s (PE1 PN9901218 & CES3 PN1161037) are responsible for the 
quality assurance review of all PS&E submittals for technical compliance and 
conformance to Federal, State and DOJ Exemption compliance through the 
performance of high-level, fatal-flaw evaluations. The QAE’s also prepare reports 
documenting the accuracy of the PS&E submittals and prepare the PS&E submittal 
for delivery to OPO-CCU for bid and award.  

In order to fulfill their responsibilities, the Pre-Letting Unit staff will develop, maintain, and/or 
use the following guidance documents: 

• PS&E Delivery Manual 
• Specification and Writing Style Manual 
• Pre-Letting Specialist Desk Procedures 
• ODOT, FHWA, AASHTO Design Manuals 
• Oregon Standard Specifications for Construction / Boilerplate Special Provisions & 

Unique Special Provisions 
• ODOT Technical Bulletins, Directives and Advisories 
• ODOT Contract Plans Development Guide 
• Modified Exemption from DOJ Legal Sufficiency Review and Approval for ODOT 

Highway Construction Contracts (current version) 
• FHWA Approval for use of Standard Specifications (current version) 

 

The Pre-Letting Unit is under the authority of RLT and TLT. Any pre-letting or quality 
assurance-related policy changes must be reviewed and approved by RLT and TLT prior to 
implementation.  

 

 

 

http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/PSE_Delivery_Manual.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/specification_writing_style_manual.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/Pages/2015_Standard_Specifications.aspx
http://www.oregon.gov/ODOT/HWY/TECHSERV/Pages/technicalguidance.aspx#Bulletins?
http://www.oregon.gov/ODOT/HWY/ENGSERVICES/pages/contact_plans_dev_guide_home.aspx
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/DOJ_Exemption_2015.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/DOJ_Exemption_2015.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/FHWA_Approval_2015.pdf
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3 – PRE-LETTING UNIT (Pre-Letting Specialist & QA Engineers) 

The Pre-Letting Unit is responsible for multiple deliverables: 
 
1. Monthly: 

a. Bidding Volume Trends Report (for ODOT-Industry Leadership Team) 
b. 12-Month Bid Schedule for Contractors (Posted on OPO-CCU website) 

 
2. Quarterly: 

a. PS&E Dashboard Metrics 
b. Bid Letting Costs Report 

 
3. Annual: 

a. Salvaged Materials Report 
b. Addenda Letter / Letter of Clarification Report 
c. Public Interest Findings / Anticipated Item Request Report 
d. PD-02 Exception Letter Report 
e. Fast-Track PS&E/Expedited Award Request Report 
f. Project Postponement Report 
g. PS&E Completeness and Quality Summary Report 
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4 – OPL SYSTEMS ADMINISTRATION  
 
The OPL Systems Administration staff are responsible for the development and 
maintenance of the AASHTOWare Project (formerly known as Trns*Port) system, 
eBIDS, BidX, and the OPL bid scheduling Access database. This position is the Agency 
expert, leader, trainer and key resource for the AASHTOWare family of software. 
The System Administration staff consists of one (1) Trns*port Administrator (OPA3 
PN1171300) position and one part-time Pre-Letting Specialist/Systems Coordinator 
(OPA1 PN7771051) position (see Section 3 – PRE-LETTING UNIT (Pre-Letting 
Specialist & QA Engineers). 
The Systems Administration staff functions are under the authority of TLT.  
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5 – ALTERNATIVE CONTRACTING UNIT 
 
The OPL Alternative Contracting Unit is responsible for providing “subject matter expert” 
level guidance and support to Region staff for Alternative Contracting methods within the 
low-bid environment. Alternative Contracting Unit staff is responsible for the development 
and maintenance of the Alternative Contracting base documents and Alternative Contracting 
website. 
 
The Alternative Contracting Unit is comprised of a single Alternative Contracting Program 
Manager (OPA3 PN0305061) position.   
 
The Alternative Contracting Unit is the Region’s main point of contact for coordinating 
OPO-CCU, DOJ, and FHWA involvement during the project development and 
procurement phases for Alternative Contracting projects.  
In order to fulfill the position responsibilities, the Alternative Contracting Program 
Manager will develop, maintain, and/or use the following guidance materials: 
 

• ODOT Design-Build Procurement Manual / Base Documents 
• Alternative Contracting Strategies Guide 
• ODOT CM/GC Procurement Manual / Base Documents 
• ODOT Best Value Contracting Manual / Base Documents 
• ODOT Design-Build Lite Low-Bid Project Delivery Manual / Base Documents 
• FHWA SEP-14 – Alternative Contracting 
• FHWA Final Rule on Design-Build Contracting 
• OAR 731-007-0340 to 0400 – Alternative Contracting Methods 
• ORS279C.335 – Competitive Bidding (Exceptions/Exemptions) 

 
The Alternative Contracting Unit is under the authority of PDLT. 
The Alternative Contracting Unit is responsible for multiple deliverables (see K-8: 
REPORTS - K-8-p. Alternative Contracting Reports): 

• Quarterly Alternative Contracting Projects Report for PICLT and the Construction 
Section, Contract Administration Unit  

• Annual Alternative Contracting Projects Report for PDLT 
  

http://www.oregon.gov/ODOT/HWY/OPL/Pages/alt_contracting.aspx
http://www.oregon.gov/ODOT/HWY/OPL/Pages/alt_contracting.aspx
http://transact.odot.state.or.us/hwy/AltContracting/SitePages/Home.aspx?&&p_SortBehavior=1&p_FileLeafRef=FINDINGS%20FOR%20EXEMPTION&&PageFirstRow=1&&View=%7b5CE9011C-329B-498C-B84D-2869E9C71D55%7d&InitialTabId=Ribbon%2EDocument&VisibilityContext=WSSTabPersistence
http://transact.odot.state.or.us/hwy/AltContracting/SitePages/Home.aspx?&&p_SortBehavior=1&p_FileLeafRef=FINDINGS%20FOR%20EXEMPTION&&PageFirstRow=1&&View=%7b5CE9011C-329B-498C-B84D-2869E9C71D55%7d&InitialTabId=Ribbon%2EDocument&VisibilityContext=WSSTabPersistence
http://transact.odot.state.or.us/hwy/AltContracting/SitePages/Home.aspx?&&p_SortBehavior=1&p_FileLeafRef=FINDINGS%20FOR%20EXEMPTION&&PageFirstRow=1&&View=%7b5CE9011C-329B-498C-B84D-2869E9C71D55%7d&InitialTabId=Ribbon%2EDocument&VisibilityContext=WSSTabPersistence
http://transact.odot.state.or.us/hwy/AltContracting/SitePages/Home.aspx?&&p_SortBehavior=1&p_FileLeafRef=FINDINGS%20FOR%20EXEMPTION&&PageFirstRow=1&&View=%7b5CE9011C-329B-498C-B84D-2869E9C71D55%7d&InitialTabId=Ribbon%2EDocument&VisibilityContext=WSSTabPersistence
http://www.fhwa.dot.gov/construction/cqit/sep14.cfm
https://sites.ewu.edu/nwttap/2014/02/18/fhwa-final-rule-on-design-build-contracting/
http://arcweb.sos.state.or.us/pages/rules/oars_700/oar_731/731_tofc.html
http://www.oregonlaws.org/ors/279C.335
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6 – BUDGET & WEB SUPPORT 
 
The OPL Budget/Web Support staff member is responsible for providing budget support 
to all Technical Services, Traffic-Roadway Section managers, and for providing web 
support to all Traffic-Roadway Section staff. 
The OPL Budget/Web Support staff is comprised of a single Budget & Web Support 
(AS2 PN2111088) position. 
The Budget & Web Support position is the main point of contact for budget issues for 
the Traffic-Roadway Section, Right of Way Section, and Engineering Automation 
Section. Budget duties include assisting Unit Managers in establishing new biennium 
budgets, developing budget forecasts, and running monthly budget reports. 
The Budget & Web Support position is the designated web Designer for the Traffic-
Roadway Section. As such, this position is authorized to add new web pages and create 
new libraries. 
This position also performs Asset Management duties for OPL and the Access 
Management Unit, and handles all Mobile Assets (cell phones and IPads) for the Traffic-
Roadway Section.  
In order to fulfill the position responsibilities, the Budget & Web Support positon will 
develop, maintain, and/or use the following guidance materials: 

• Financial Administration & Standards Manual (FASM) 
• Oregon Accounting Manual 

The Budget & Web Support position is not directly governed or provided oversight by 
any of the Technical Services Leadership Teams. 
 
 
 
 
 
 
 
 
  

http://transnet.odot.state.or.us/cs/fsb/Web%20Components/FASM.aspx
http://www.oregon.gov/das/Financial/Acctng/Pages/oam.aspx
http://www.oregon.gov/das/Financial/Acctng/Pages/oam.aspx
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SPECIFICATIONS UNIT 

E-1: Class of Work (COW) Determination 
 

Determination of the Class of Work (COW) is necessary because of the requirement that the 
prime contractor perform at least 30% of the work in the contract with their own work force.  
This is a federal requirement under Title 23 CFR 633.102, incorporated in all federally 
funded contracts as Form FHWA-1273 – Required Contract Provisions, and is also identified 
in the Standard Specifications for Construction, Section 00180.20(a). 

The COW for the project is listed in the advertisement, bid booklet and Special Provisions. 
Only those bidders being prequalified in the identified COW can submit bids on the project.  

The COW is determined by completing a COW form.  This is completed by the project Spec 
Writer prior to PS&E submittal.  The COW form (aka “Blue Sheet”) is available on the OPL 
Manuals, Guides, Forms and Publications website along with instructions for completion.  
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http://www.fhwa.dot.gov/programadmin/contracts/1273/1273.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/08book/08_00100.pdf
http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx
http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/class_instructions.pdf
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E-1: Class of Work (COW) Determination 

 

  



Version 1 - January 2017 Page 161 
 

E-1: Class of Work (COW) Determination 

Due to an increase in the number of incorrect COW’s being assigned prior to PS&E 
submittal, OPL implemented a new validation program/process.  This process was 
presented to and approved by TLT in September 2012: 

  

At the time of PS&E submittal, the Pre-Letting Specialist will perform a validation on the 
COW using the values from the PS&E Estimate. See Section B-1: PS&E QA Review 
Process. Any discrepancies between the pre-established COW and the validation COW are 
moved to the Sr. Specifications Engineer for resolution and approval.    

During the resolution process, the following items are considered: 

• Mobilization is assumed to be 10%; therefore any COW % at or above 20% is valid. 

• Goal is to maximize competition but not to list all of the possible combinations. 

• The Sr. Specifications Engineer often modifies a copy of the COW file and saves it as 
REVISED on the SEOPL server when resolving items listed as “Other”. 

  



Version 1 - January 2017 Page 162 
 

E-1: Class of Work (COW) Determination 
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E-1: Class of Work (COW) Determination 

If the COW is changed after PS&E submittal, the QAE will contact the Region Spec Writer to 
make the change in the bidding documents. The Pre-Letting Specialist will update the COW 
entry in the Trns*Port PES module. 

Detailed instructions for performing the COW validation process are covered in the Pre-
Letting Specialist Procedure Manual. 

IMPORTANT: The COW assignments at the item level are managed by the Sr. 
Specifications Engineer and cannot be modified without input from AGC.  Recommended 
modifications to any of the established COW item assignments must be resolved through a 
subcommittee chaired by the Sr. Specifications and comprised of ODOT (OPL and OPO 
staff), AGC and DOJ. 
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SPECIFICATIONS UNIT 

E-2: Specifications Training 
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SPECIFICATIONS UNIT 

E-3: Specification Change Request Process 
 
As the “Owners” of the Oregon Standard Specifications for Construction, Boilerplate Special 
Provisions and Unique Specifications, and with the sole responsibility for maintenance of 
these documents, the Specifications Unit has developed a standardized process for 
submitting requested changes or additions to any of these documents. All information 
related to the Specification Change Request Process is posted on the Specifications 
website at: 

 http://www.oregon.gov/ODOT/HWY/SPECS/Pages/spec_change_request.aspx 
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http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/Change_Request_Process.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/Pages/spec_change_request.aspx
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E-3: Specification Change Request Process 
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E-3: Specification Change Request Process 

 

The Specification Change Request Process document clearly outlines the step-by-step 
process for submitting a requested change. The process was established to first set a 
formalized process that is easily understood by both internal and external users, and to 
ensure the requestor thoroughly identifies an actual “need” for the change versus a “want”. 
The use of this document is also helpful in determining the history of specific changes. This 
is accomplished through the completion and submittal of the Problem Statement/Proposed 
Solution form: 
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E-3: Specification Change Request Process 
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E-3: Specification Change Request Process 

In order to convey true transparency in the Specifications Unit process, a monthly 
Specification Change Request Status Report is posted providing the current status of all 
Specification Change Requests. This reduces the number of status request emails sent to 
the Specifications Unit, and also helps submitters determine if a duplicate or related request 
has already been submitted by someone else. 

  

 

 

 

 

 

  

http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/bp_status.pdf
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SPECIFICATIONS UNIT 

E-4: ODOT/APWA Standard Specifications 
Updates 
 

The Specifications Unit is responsible for the 
maintenance, including updates, to the Oregon 
Standard Specifications for Construction. The 
Standard Specifications are jointly owned by 
ODOT and APWA. Updates to the Standard 
Specifications are generally completed every 
three (3) years, and are updated to incorporate 
the related Special Provisions written after the 
previous publication was released.  

If time allows, and if there is a consensus to do 
so, ODOT will coordinate with APWA through 
the establishment of joint subcommittees to 
work on revising sections of the Standard 
Specifications.  Specifications Unit staff will 
send out internal and external notice of an 
upcoming update to the Standard 
Specifications early enough to ensure all users 
have time to provide input if needed. 
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E-4: ODOT/APWA Standard Specifications Updates 
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E-4: ODOT/APWA Standard Specifications Updates 

Prior to release of the updated Standard Specifications, the Specifications Unit will 
coordinate the review and approval process with DOJ, FHWA, and the ODOT Chief 
Engineer.  Approval letters from DOJ, FHWA and the Chief Engineer Approval letter are 
issued prior to the release of the new book. 

The FHWA Approval letter will give ODOT the approval to use the updated Standard 
Specifications and Boilerplate Special Provisions on all state and local agency federal-aid 
projects. This approval letter will typically contain several conditions which must be complied 
with on all federally-funded projects. 

The DOJ Approval letter is in the form of a Modified Exemption from DOJ Legal Sufficiency 
Review and Approval for ODOT Highway Construction Projects.  The Exemption letter will 
modify the previously-issued exemption (starting in 1998) and will include revised or new 
conditions. See Section a. DOJ Class Exemption. 

Beginning with the 2015 update to the Standard Specification, ODOT contracted with the 
Lynx Group for the printing and distribution.  This outsourcing effort was completed as an 
effort to eliminate ODOT labor, printing and storage costs.  

 

The use of an outside vendor for the sales of the Standard Specifications book means 
internal ODOT staff will also have to purchase the books.  OPL bears the cost of providing 
books to FHWA, DOJ and the Oregon State Library. 

 

 

  

http://www.oregon.gov/ODOT/HWY/SPECS/docs/15book/Chief_Eng_2015_book.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/FHWA_Approval_2015.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/DOJ_Exemption_2015.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/DOJ_Exemption_2015.pdf
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E-4: ODOT/APWA Standard Specifications Updates 

a. Exception Process 
Although the incorporation of new Standard Specifications and Boilerplate Special 
Provisions will have a set effective date (The 2015 Specifications will be incorporated into 
all centrally procured transportation construction contracts that have a PS&E due date 
of January 1, 2015 or later), there are some special circumstances under which this may 
not apply. To accommodate these circumstances, the Specifications Unit has established an 
exception process.  This process allows Regions the ability to request the use of the 
previous version of the Standard Specifications to be used if solid justification can be 
provided.  
 
The exception request and recommendation from the Sr. Specifications Engineer must be 
reviewed and concurred to by the OPL Manager, and ultimately approved by the Chief 
Engineer. Once approved the project may be submitted for bid and award using the old 
Standard Specifications.  However, since the project will be submitted outside of the most 
current DOJ Exemption which only applies to the newest version it will be subject to full DOJ 
legal sufficiency review and approval. This full DOJ review may apply to all phases of the 
procurement process including bid and award documents and Contract Change Orders 
(CCO’s). The Sr. Specifications Engineer will work with DOJ and communicate the decision 
and status to OPO-CCU and the Contract Administration Engineer (CAE). 
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E-4: ODOT/APWA Standard Specifications Updates 
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SPECIFICATIONS UNIT 

E-5: Technical Resources 
 

Although the ODOT Specifications Unit is responsible for the maintenance of the Standard 
Specifications for Construction and Boilerplate Special Provisions, they are not in a position 
to have the technical expertise to provide or maintain all the content. Therefore ODOT has 
assigned “Technical Resources” (TRs) to each of the Standard Specification sections. The 
TRs are responsible for maintaining the technical contents of the sections they are assigned 
to, including submitting Specification Change Requests when updates are needed (see 
Section E-3: Specification Change Request Process).  

The TRs are also responsible for reviewing and providing concurrence to project-specific 
modifications to the Standard Specifications or Boilerplate Special Provisions as part of the 
project development process. See TSB-12-01(B) – Project Specific Special Provisions and 
TSB13-01(B) – Approval of Specification Modifications (Project Special Provisions and 
Contract Change Orders). 

The Specifications Unit maintains the Technical Resource List with input from Technical 
Services Section Managers. The TR List is posted on the Specifications Unit website at: 

http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/technical_resource_list.pdf 

 

 

 

 

 

  

Section 

E 

http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb12-01b.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb13-01b.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb13-01b.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/technical_resource_list.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/technical_resource_list.pdf
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E-5: Technical Resources 
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SPECIFICATIONS UNIT 

E-6: Prevailing Wage Rate Posting 
 

Another important responsibility of the Specifications Unit is the maintenance of the Project 
Wages webpage. The overview section of this page explains what is being provided 
(posted) and what the information is being used for.  This information is developed and 
posted in conjunction with the Prevailing Wage Rates – Preliminary and Revised, which are 
provided to prospective bidders during the project advertisement phase, and the Prevailing 
Wage Rates – Bid Day which is provided to the Project Manager after contract award. (See 
Section C-6: Prevailing Wage Reports (PWR) – Preliminary and Revised, and Section 
D-3: Prevailing Wage Report (PWR) – Bid Day). 

 

  

Section 

E 

http://www.oregon.gov/ODOT/HWY/SPECS/Pages/wages.aspx
http://www.oregon.gov/ODOT/HWY/SPECS/Pages/wages.aspx
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E-6: Prevailing Wage Rate Posting 

The website contains both the BOLI-only PWR’s: 

 

and Davis-Bacon/BOLI Combined PWR’s: 
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E-6: Prevailing Wage Rate Posting 

Although ODOT provides project wages both on this website and in eBIDS, the information 
is solely for the bidder’s convenience. Bidders are still responsible for monitoring the BOLI 
and U.S. Department of Labor (USDOL) websites and determining the correct PWR’s for a 
specific project. 
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SPECIFICATIONS UNIT 

E-7: Posting Boilerplate Special Provision 
Updates 
 

Specification Unit staff are responsible for posting completed, approved Boilerplate Special 
Provisions for use by all internal and external project delivery staff.  

 

  

Section 

E 

http://www.oregon.gov/ODOT/HWY/SPECS/Pages/2015_special_provisions.aspx
http://www.oregon.gov/ODOT/HWY/SPECS/Pages/2015_special_provisions.aspx
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E-7: Posting Boilerplate Special Provision Updates 

As monthly Boilerplate Special Provisions are posted, each will also include an effective 
date which will be approximately three months after publishing and always on the first day of 
the month. Projects bid on or after the effective date must incorporate the applicable 
Boilerplate Special Provision. 

 

BOILERPLATE SPECIAL PROVISION EXAMPLE: 
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E-7: Posting Boilerplate Special Provision Updates 

At the same time the Boilerplate Special Provision updates are posted, the Specifications 
Unit will also create a new Special Provision List (SPLIST) and .zip file to be used by project 
Spec Writers when compiling project-specific Special Provisions. 

The completed Boilerplate sets, in .zip format, are on the Specifications Unit website at:  

http://www.oregon.gov/ODOT/HWY/SPECS/Pages/2015_special_provisions.aspx 

 

 

 

 

  

http://www.oregon.gov/ODOT/HWY/SPECS/Pages/2015_special_provisions.aspx
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E-7: Posting Boilerplate Special Provision Updates 

 

 

Using this pre-set list will help Spec Writers ensure required Boilerplate updates are not 
omitted or duplicated during the project-specific Special Provision development process. 
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SPECIFICATIONS UNIT 

E-8: TSB13-01(B):  - Approval of Specification 
Modifications (Specifications Engr. 
Concurrence/Approval) 
 

One of the most time-consuming, yet important tasks assigned to the Sr. Specifications 
Engineer is the review and concurrence/approval of specification modifications. The Sr. 
Specifications Engineer, through Letter of Authority from the Traffic-Roadway Section 
Manager/State Traffic-Roadway Engineer, is the “Agency’s Owner” of the Standard 
Specifications, Boilerplate Special Provisions and Unique Special Provisions.   

 

This gives the Sr. Specifications Engineer the authority and responsibility for concurring with, 
approving, or seeking appropriate approvals for all project-specific modifications to the 
Standard Specifications, Boilerplate Special Provisions and Unique Special Provisions. 

  

Section 

E 
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E-8: TSB13-01(B):  - Approval of Specification Modifications (Specifications Engr. 
Concurrence/Approval) 

The guidelines for when and what type of modification requires concurrence and/or approval 
is outlined in both the 2105 Modified Exemption from DOJ Legal Sufficiency Review and 
Approval, and TSB13-01(B) – Approval of Specification Modifications.   

Two (2) years prior to the 2015 DOJ Exemption, TSB13-01(B) was written to clarify the 
conditions in the DOJ Exemption under which ODOT is required to obtain DOJ review and 
approval.  As the Agency’s sole contact with DOJ on Specification matters prior to contract 
award, the Sr. Specifications Engineer is the conduit through which the required DOJ review 
and approval is sought.  The ODOT Contract Administration Engineer (CAE) is the Agency’s 
contact with DOJ after contract award. TSB13-01(B) is intended to help ensure ODOT, local 
agency and consultant staff will remain in compliance with the Exemption issued to ODOT 
by DOJ, and that ODOT does not lose its ability to operate under the current, or any future 
Exemptions.  

There has been a long-standing misunderstanding within ODOT around what sections of the 
Standard Specifications are subject to DOJ oversight. Many have thought that the Section 
100 – General (“Legal”) Conditions were the only sections subject to DOJ review and 
approval.  However, TSB-13-01(B) clarifies DOJ’s position that all legal requirements 
contained in Parts 00200 – 03000 – Technical Specifications are also overseen by DOJ. 
DOJ has confirmed their intent that the legal requirements, in addition to those clearly listed 
in the DOJ Exemption, includes any additions, deletions or modifications to any of the 
measurement and payment provisions (typically the .80 and .90 subsections of the technical 
specifications). 

DOJ also reviews and approves the Standard Specifications, all Boilerplate Special 
Provisions, including Unique Special Provisions, prior to posting and selected project-
specific modifications. 

Another misconception was that the DOJ Exemption only applied to project-specific Special 
Provisions written prior to contract award. Again, DOJ has confirmed their intent is that the 
conditions of the Exemption apply to all modifications made: 

• Before the procurement is initially issued (prior to advertisement); 

• During the procurement phase by addendum; 

• Before or at the time the original contract is signed; or 

• By Contract Change Order after the original contract is signed. 
 

The responsibilities of all parties involved in the project development process are clearly 
defined in TSB13-01(B). This guidance applies to all state and federal-aid projects 
processed by OPL and awarded by OPO-CCU regardless of delivery by the Agency or 
outsourced forces. 
 

  

http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb13-01b.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/15book/2015_STANDARD_SPECIFICATIONS.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/15book/2015_STANDARD_SPECIFICATIONS.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/15book/2015_STANDARD_SPECIFICATIONS.pdf
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SPECIFICATIONS UNIT 

E-9: Specification and Writing Style Manual 
 

 

The Specifications Unit is responsible for the 
maintenance of the Specification and Writing 
Style Manual which is available in electronic 
format and posted on the OPL website at: 

http://www.oregon.gov/ODOT/HWY/SPECS/Pag
es/manuals_forms_etc.aspx 

The main focus of this manual is to provide 
guidance to staff responsible for writing project-
specific Special Provisions used in ODOT-
delivered construction contracts, as well as draft 
modifications to current Specifications and 
Boilerplate Special Provisions.  

This manual provides guidance on: 

• Writing Techniques 
• Formatting and Punctuation 
• ODOT-specific Requirements 
• Page formatting 

• Addenda 
• Writing and compiling Project  Special Provisions 
• PS&E Submittal Requirements 

 

 

  

Section 

E 

http://www.oregon.gov/ODOT/HWY/SPECS/Pages/manuals_forms_etc.aspx
http://www.oregon.gov/ODOT/HWY/SPECS/Pages/manuals_forms_etc.aspx
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SPECIFICATIONS UNIT 

E-10: Local Agency Specifications – Section 100 
– General Conditions 
 

As part of the Local Agency Certification Program administered by the Active Transportation 
Section, ODOT and APWA members have jointly developed the Local Agency 
Specifications Section 100 General Conditions. These General Conditions are based on the 
2015 Standard Specifications for Construction and are a template used as a starting point 
for Certified Local Public Agencies (LPA’s). The ODOT Certification Office is responsible for 
reviewing each LPA’s proposed General Conditions for FHWA certified projects and 
obtaining the required DOJ review and approval. 

Although OPL does not participate in the project-specific specification reviews, the Sr. 
Specifications Engineer is a member of the ODOT/APWA committee responsible for the 
development and maintenance of these Local Agency Section 100 General Conditions.  

The Local Agency Specifications Section 100 General Conditions are currently housed on 
the Active Transportation Section, Certification Program website at: 

http://www.oregon.gov/ODOT/HWY/LGS/Pages/Certification.aspx#LocalAgencySpecificatio
ns 

Section 

E 

http://www.oregon.gov/ODOT/HWY/LGS/Pages/Certification.aspx%23LocalAgencySpecifications
http://www.oregon.gov/ODOT/HWY/LGS/Pages/Certification.aspx%23LocalAgencySpecifications
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COST ESTIMATING UNIT 

F-1: Estimating Manual 
 

The Cost Estimating Unit is responsible for the 
maintenance of the Estimating Manual which 
is available in electronic format and posted on 
the OPL website under Manuals. 

The main focus of this manual is to provide 
guidance to staff responsible for developing 
project-specific PS&E Estimates used on 
ODOT-delivered construction contracts using 
the AASHTOWare Project (aka “Trns*Port) 
Cost Estimator System (CES).  

This manual provides guidance on: 

• Identifying Bid Items 
• Correct Use of Lump Sum and Hybrid 
Lump Sum Bid Items 
• Anticipated Items and Incidental Work 
Items 
• Importing a Skeleton File 
• Description of Different Trns*Port 
Modules, including CES 

• Building, Saving and Distributing an Estimate 
• Estimate Review 
• ODOT Policies and Procedures related to Estimates 
• Estimate Quality Control Checklist 
 

  

Section 

F 

http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx
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COST ESTIMATING UNIT 

F-2: EE-CCO Program / Template 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Section 

F 
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COST ESTIMATING UNIT 

F-3: Fuel, Asphalt & Steel Prices 
 

a. Fuel Escalation/De-Escalation 
 

The intent of the Fuel Escalation/De-Escalation (FE) specifications are meant to limit the 
risk to the construction contractor on projects if the cost of fuel changes drastically 
between the time the project is bid and the time the qualifying work is performed.  
 
FE provisions are included in the project Special Provisions, Section 00195.11, by the 
Spec Writer only if the project meets the minimum qualifiers shown on the Fuel 
Escalation Worksheet which is managed by the Cost Estimating Unit.  

 

If there is qualifying work items listed in Section 00195.11, the fuel base price will need 
to be established for the project. This base price for fuel is the monthly fuel value for the 
month preceding the bid opening date. This is the base value the contract 
administrators will use to determine if either an escalation or de-escalation is applicable 
for the month the qualifying work is performed.  

 

  

Section 

F 
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F-3: Fuel, Asphalt & Steel Prices 

The monthly fuel prices are established by the Cost Estimating Unit using prices 
obtained from the Oil Price Information Service (OPIS), and are posted on the Cost 
Estimating website at: 
 

http://www.oregon.gov/ODOT/HWY/ESTIMATING/Pages/asphalt_fuel.aspx 

 

  

http://www.opisnet.com/
http://www.oregon.gov/ODOT/HWY/ESTIMATING/Pages/asphalt_fuel.aspx
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F-3: Fuel, Asphalt & Steel Prices 

b. Asphalt Escalation/De-Escalation 
 

The intent of the Asphalt Escalation/De-Escalation (AE) specifications are meant to limit 
the risk to the construction contractor if the cost of asphalt materials changes drastically 
between the time the project is bid and the time the qualifying work is performed. 
 
AE provisions are included in the project Special Provisions by the Spec Writer only 
when there are more than 150 tons of asphalt materials on the project. If there ae more 
than 150 tons, the qualifying asphalt bid items will be listed in the Special Provisions, 
Section 00195.10: 
 

 
 
The Cost Estimating Unit will establish the monthly asphalt cement material price (MACMP) 
using prices established by Poten & Partners, and post on the Estimating website at: 
 

http://www.oregon.gov/ODOT/HWY/ESTIMATING/Pages/asphalt_fuel.aspx 
 

The MACMP is the value the contract administrators will use to determine if either an 
escalation or de-escalation is applicable for the month the qualifying work is performed.  
Two (2) MACMP prices are established each month. One MACMP will be based on 
average prices for the Pacific Northwest, Portland Oregon, and the other MACMOP will 
be based on the average prices for the Boise Idaho area.  Boise Idaho numbers are 
used when any portion of a project is in District 13 or District 14 only.  
 

 

  

http://www.poten.com/about-us
http://www.oregon.gov/ODOT/HWY/ESTIMATING/Pages/asphalt_fuel.aspx
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F-3: Fuel, Asphalt & Steel Prices 
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F-3: Fuel, Asphalt & Steel Prices 
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F-3: Fuel, Asphalt & Steel Prices 

 

c. Steel Escalation/De-Escalation 
 

The intent of the Steel Escalation/De-Escalation (SE) specifications are meant to limit the 
risk to the construction contractor if the cost of steel materials changes drastically between 
the time the project is bid and the time the qualifying work is performed. 
 
SE provisions are included in the project Special Provisions by the Spec Writer only if 
the project meets the minimum qualifiers shown on the Steel Escalation Worksheet, 
which is maintained by the Cost Estimating Unit and is posted on their website at: 
 
http://www.oregon.gov/ODOT/HWY/ESTIMATING/Pages/manuals_forms_etc.aspx#Forms 
 
If the project contains bid item work meeting the minimum qualifiers for SE, the bid 
items will be listed in the project Special Provisions, Section 00195.12(d): 
 

 

  

http://www.oregon.gov/ODOT/HWY/ESTIMATING/Pages/manuals_forms_etc.aspx#Forms
http://www.oregon.gov/ODOT/HWY/ESTIMATING/Pages/manuals_forms_etc.aspx%23Forms
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F-3: Fuel, Asphalt & Steel Prices 

The Cost Basis (CB) for each qualifying bid item listed is taken directly from the Steel 
Escalation Worksheet. The Cost Estimating Unit will establish the monthly steel materials 
value (MV) taken from the IDWPUSISTEEL1 Bureau of Labor Statistics (BLS), Producer 
Price Indexes (PPI), and post on the Estimating website after the final numbers are 
established: 
 

http://www.oregon.gov/ODOT/HWY/ESTIMATING/Pages/steel.aspx 
 
The MV is the value the contract administrators will use to determine if either an 
escalation or de-escalation is applicable for the month the qualifying work is performed.  
 

 

  

http://www.bls.gov/ppi/
http://www.bls.gov/ppi/
http://www.oregon.gov/ODOT/HWY/ESTIMATING/Pages/steel.aspx
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F-3: Fuel, Asphalt & Steel Prices 
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OPL PRE-LETTING UNIT 

G-1: Pre-Letting General Information 

a. PS&E Delivery 
Manual 
One of the main functions of the Pre-Letting 
Specialist is the maintenance of the OPL 
PS&E Delivery Manual. This manual is used 
by all PS&E providers, both internal and 
external, in the development of the PS&E 
submittal. The manual is posted on the OPL 
website, under the Manuals section. 

The manual is periodically updated, with input 
from ODOT PL’s and LAL’s.  Any changes to 
standard processes or procedures will also 
need to be vetted through RLT before 
incorporation.  

During the update review process, all 
comments and suggested edits received are 
tracked on an errata sheet to show the 
disposition. This document is then posted on 

the website under the Forms section.  

  

Section 

G 

http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx
http://www.oregon.gov/ODOT/HWY/OPL/Pages/manuals_forms_etc.aspx
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G-1: Pre-Letting General Information- PS&E Delivery Manual 

To assist manual users in identifying which sections of the manual have been modified, all 
revisions to the PS&E Delivery Manual are listed in the Revision History directory in the front 
of the manual: 

 

The Pre-Letting Checklist, which is used by OPL staff when completing the PS&E QA 
review, is included in the PS&E Delivery Manual as Appendix C.  It is also posted on the 
website as a stand-alone document under the Forms section. 

b. Final PS&E Submittal Checklist / 
Completeness Checklist 

 
The PS&E Delivery Manual tells the PS&E provider how to complete their PS&E submittal. 
The Final PS&E Submittal Checklist/Completeness Checklist is the certification from the 
Region that all items on the project are complete and that adequate funding exists to 
proceed with bid advertisement. This is the document used to transmit the PS&E submittal 
to OPL. 
 
The Final PS&E Submittal Checklist and the Final PS&E Completeness Checklist are two 
(2) different forms, but combined into a single document.  
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G-1: Pre-Letting General Information - Final PS&E Submittal Checklist / Completeness Checklist 
 
 
The Final PS&E Submittal Checklist defines the items that must be delivered to OPL in 
order for the project to go to advertisement.  
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G-1: Pre-Letting General Information - Final PS&E Submittal Checklist / Completeness Checklist 
 

 

The Final PS&E Completeness Checklist is a four (4) page document which defines the 
items that must be completed by the Region in order for the project to go to advertisement, 
but are not submitted to OPL as part of the PS&E Submittal. Projects that are submitted with 
incomplete or missing items on the PS&E Completeness Checklist will require a PD-02 
Exception Letter (see Section A-5: PD-02 Exception Letters).  
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G-1: Pre-Letting General Information - Final PS&E Submittal Checklist / Completeness Checklist 
 

 

The Region is responsible for ensuring all items on both the PS&E Submittal Checklist and 
the Final PS&E Completeness Checklist are completed and noted correctly. Both checklists 
must be submitted to OPL as part of the PS&E submittal. 

Any changes to the items listed on either checklist must be vetted through RLT, and possibly 
TLT, prior to implementation. Modifications to the PS&E Checklist will also require a related 
updated to the PS&E Delivery Manual. 

 

c. Commonly Missed PS&E Items 
 

As a customer service task, the Pre-Letting Specialist also maintains and posts the list 
of the most commonly missed PS&E items.  These are the top items that are either 
omitted or incorrectly submitted with the PS&E submittals.  These items are posted on 
the OPL website at: 

http://www.oregon.gov/ODOT/HWY/OPL/pages/commonly_missed.aspx 

 

http://www.oregon.gov/ODOT/HWY/OPL/pages/commonly_missed.aspx
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G-1: Pre-Letting General Information – Commonly Missed PS&E Items  
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G-1: Pre-Letting General Information – Who Signs What?  
 

d.  Who Signs What? 
 

Another customer service item developed and maintained by the Pre-Letting Specialist is 
the “Who Signs What?” document which is posted on the OPL website at: 

http://www.oregon.gov/ODOT/HWY/OPL/docs/who_signs_what.pdf 

This document provides information on who is responsible for producing and signing Letters 
of Public Interest Findings, Anticipated Items Requests and PD-02 Exception Letters. 

 

  

http://www.oregon.gov/ODOT/HWY/OPL/docs/who_signs_what.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/who_signs_what.pdf
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OPL SYSTEMS ADMINISTRATION 
 

H-1: AASHTOWare®  
 

AASHTOWare is an enterprise software suite designed by transportation professionals 
across the country. AASHTOWare modules are licensed for use on a yearly basis and are 
not owned by the Agency. ODOT has been using AASHTOWare products since the early 
1990’s. In 2014 ODOT’s sole-source use of the AASHTOWare system was legally 
challenged by a competing vendor. Through this process ODOT worked closely with DOJ to 
ensure we could continue to use AASHTOWare modules without going through an annual 
request for proposals from other vendors.  

AASHTOWare is comprised of five (5) major software packages: 

  

AASHTOWare Project™ is the enterprise-wide software for managing the Agency’s 
construction program and is the main software used by OPL. 

 AASHTOWare Project™ consists of the following 
four (4) modules for preconstruction, civil rights, 
construction and estimation: 

1. AASHTOWare Project Preconstruction™ - 
Proposal, Estimates, Letting and Award System 

2. AASHTOWare Project Civil Rights & 
Labor™ - Civil Rights and Labor Management 
System 

3. AASHTOWare Project Construction & Materials™ - Construction, Materials & Lab 
Information Management System 

4. AASHTOWare Project Estimation™ - Estimation System 
 

Section 

H 

http://www.aashtoware.org/Pages/About-AASHTOWare.aspx
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H-1: AASHTOWare® 

 

Of the thirteen (13) AASHTOWare Project Preconstruction™ modules, OPL licenses the 
following: 

• PES® - Proposal and Estimates System 
• LAS® - Letting and Award System 
• AASHTOWare Project BAM/DSS™ - Data Warehouse and Decision Support 

System 
• AASHTOWare Project Estimator™ - Cost Estimation Workstation 
• Expedite – Electronic Bidding System 

 
The OPL Systems Administrator is the administrator of the AASHTOWare software modules 
and is the Agency’s expert, leader, trainer and key resource for this family of software. This 
position is responsible for processing the annual license invoices for signature and payment 
following the pre-established approval process. 
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OPL SYSTEMS ADMINISTRATION 

H-2: Electronic Bidding (Bid Express® “BidX”) 
 

Bid Express (BidX) is a subscription-based bidding website and is available for use by 
bidders for a monthly fee. Bids prepared using the Trns*Port Expedite® or AASHTOWare 
Project Bids™ component can use BidX to submit bids electronically. BidX is not ODOT 
software but is made available to bidders who can subscribe to the service. 

  

Section 

H 
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H-2: Electronic Bidding (Bid Express® “BidX”) 

Additional information on Bid Express is posted on the ODOT Procurement Office website: 

http://www.oregon.gov/ODOT/CS/CONSTRUCTION/Pages/Bid_Express.aspx 

Additional documented processes for creating the EBS files and uploading documents to 
Bid X are maintained by the Systems Administrator and located in: 

\\scdata/OPL/OPL_Working_Documents\Transport\Procedures 

  

http://www.oregon.gov/ODOT/CS/CONSTRUCTION/Pages/Bid_Express.aspx
file://scdata/OPL/OPL_Working_Documents/Transport/Procedures
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ALTERNATIVE CONTRACTING UNIT 

I-1: Alternative Contracting Methods 
 

Alternative Contracting Methods 
Alternative Contracting methods are methods that use innovative techniques for 
procuring or performing public improvement contracts. Alternative Contracting methods 
utilize a best-value process, where selection and award is based on price plus other 
factors such as time, qualifications, and/or technical approach. The traditional selection 
method of design-bid-build uses low price as the sole condition for award of the 
contract. 
Oregon state law (ORS 279C.300) requires the use of low-bid procurement for all 
transportation construction projects unless an exemption from this requirement is 
approved (ORS 297C.335). In certain cases, such as unique, complex or schedule-
critical projects, Alternative Contracting or procurement methods may be appropriate, 
with its use governed by OAR 731-007-0340. ODOT has a history with various 
Alternative Contracting methods and tools such as: 

• Design-Build 

• Design-Build Lite Low-Bid (DBLB) 

• Alternative Bidding 

• Construction Manager/General Contractor (CM/GC) 

• Best-Value Multi-Parameter (A+C+D) 

• Cost +Time (A + B) 

• Inventive/Disincentive (I/D)  

• Contractor Special Pre-Qualification (CSP) tool (see Section I-2: Contractor 
Special Prequalification (CSP) Process) 

When considering Alternative Contracting, the selection of the right method or tool for 
the project is critical to success.  The Alternative Contracting Unit will support the 
Region project delivery staff in selecting the right Alternative Contracting method or tool 
to use. 
  

Section 

I 

http://www.oregonlaws.org/ors/279C.300
http://www.oregonlaws.org/ors/279C.335
http://arcweb.sos.state.or.us/pages/rules/oars_700/oar_731/731_007.html
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I-1: Alternative Contracting Methods 

The Alternative Contracting Unit will provide a Request to Utilize Alternative Contracting 
Methods letter template to Regions seeking approval to use Alternative Contracting 
methods. The Region will return the completed request letter to the Alternative 
Contracting Program Manager who in turn forwards the letter to the OPO-CCU Manager 
and OPL Manager for review and approval or rejection. 
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I-1: Alternative Contracting Methods 
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I-1: Alternative Contracting Methods 

 
NOTE: The A+ Multi-Parameter Bidding Procurement Process Flow Chart is not 
included in this manual. See the Alternative Contracting Program Manager for a copy.  
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I-1: Alternative Contracting Methods 

There is a separate Request to Utilize the Design-Build Low-Bid method as the 
timelines and procurement requirements are different than the Multi-Parameter Bidding 
procurement processes: 
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I-1: Alternative Contracting Methods 
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I-1: Alternative Contracting Methods 

 
NOTE: The Design-Build Low-Bid Procurement Process Flow Chart is not included in 
this manual. See the Alternative Contracting Program Manager for a copy.  
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I-1: Alternative Contracting Methods 

 
The Alternative Contracting website maintains historical information on Alternative 
Contracting methods successfully used by ODOT: 

 

  

http://www.oregon.gov/ODOT/HWY/OPL/Pages/alt_contracting.aspx
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I-1: Alternative Contracting Methods 

 

The website also houses a comprehensive list of all Alternative Contracting and 
procurement methods project list: 

 

Upon request, the Alternative Contracting Program Manager will provide copies of schedule, 
procurement and contract templates/examples, Findings of Fact for Exemption (FFE) 
templates/examples, and FHWA Special Experimental Projects No. 14 (SEP-14) 
templates/examples. 

 

 

 

 

 

  

http://www.oregon.gov/ODOT/HWY/OPL/docs/pdf/Alt%20Contracting%20and%20Bidding%20Projects%20List.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/pdf/Alt%20Contracting%20and%20Bidding%20Projects%20List.pdf
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ALTERNATIVE CONTRACTING UNIT 

I-2: Contractor Special Prequalification (CSP) 
Process 
 

Contractor Special Prequalification (CSP) may be required, in addition to the mandatory 
contractor prequalification required by OAR 731-007-0500 thru 0570, when the elements of 
a particular public improvement project requires specialized knowledge and expertise. When 
CSP is required, a notice of the Request for Contractor Special Prequalification will be 
posted on the OPO website and in the Daily Journal of Commerce (DJC) for projects with an 
estimated cost over $125,000. 

 

Qualifications are submitted by bidders in response to the posted Request for Contractor 
Special Prequalification.  An evaluation committee determines pass/fail results. Only bidders 
with a passing submittal will be specifically prequalified and allowed to submit a bid on the 
project.  

  

http://www.oregon.gov/ODOT/HWY/OPL/Pages/Special_Pre-Qual.aspx
https://www.oregon.gov/ODOT/CS/RULES/docs/20160301/731-007-0500prptext.pdf
http://www.oregon.gov/ODOT/CS/CONSTRUCTION/Pages/Bid_Award.aspx
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I-2: Contractor Special Prequalification (CSP) Process 

 

CSP documents (packet, advance plans and specs) are only available by hard copy through 
OPO-CCU. No CSP documents are posted on eBIDS. The bidder must demonstrate 
experience and commit to the availability of key skilled personnel necessary to complete the 
entire scope of work required for the projects. Submittals that do not comply with the criteria 
identified in the instructions will be considered to have failed and the submitting bidder will 
not become prequalified and will be ineligible to submit a bid.  

Once the CSP advertisement breaks, the CSP documents and notice of CSP is posted on 
the OPO-CCU website. All addenda, LOC’s and responses to questions received will also 
be posted on the OPO-CCU website.  
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I-2: Contractor Special Prequalification (CSP) Process 

Once the project goes to bid, the following CSP language will need to be included in the 
project Special Provisions Sections 00120 and 00130: 
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I-2: Contractor Special Prequalification (CSP) Process 

 

These Unique Special Provisions are housed on the Alternative Contracting SharePoint site 
and are available upon request from the Alternative Contracting Program Manager. 

OPO-CCU is in control of the entire CSP process, with assistance from OPL staff. OPO-
CCU will maintain the website where all CSP documents are posted, including the Request 
for CSP, addenda and LOC’s, notifying the bidders of the qualification results, and 
investigating and responding to protests. 

OPO-CCU maintains a detailed CSP Overview (process) document which is available to 
OPL staff upon request. This document is not posted as general information and will need to 
be formally requested from the OPO-CCU Alternative Contracting staff member. 
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ALTERNATIVE CONTRACTING UNIT 

I-3: Incentive / Disincentive (I/D) Process 
 

Incentive/Disincentive (I/D) is a contract provision which compensates the contractor a 
certain amount of money for each day identified critical work is completed ahead of 
schedule and assesses a deduction for each day the contractor overruns the I/D time. 
The use of I/D is primarily intended for those critical projects where traffic inconvenience 
and delays are to be held to a minimum. The amounts are based upon estimates of 
such items traffic safety, traffic maintenance, and road user costs.  

The Alternative Contracting website provides additional information on the use of I/D: 

http://www.oregon.gov/ODOT/HWY/OPL/Pages/Incentive_Disincentive.aspx 

 

  

Section 

I 

http://www.oregon.gov/ODOT/HWY/OPL/Pages/Incentive_Disincentive.aspx
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I-3: Incentive / Disincentive (I/D) Process 

I/D provisions provide an effective method to motivate the contractor to complete 
projects or portions of projects faster than normal. However, it is recommended that I/D 
provisions not be used routinely. Generally, I/D provisions should be limited to those 
projects whose construction would severely disrupt highway traffic or highway services, 
significantly increase road user costs, have a significant impact on adjacent 
neighborhoods or businesses, or close a gap therefore providing a major improvement 
in the highway system. 

The following I/D language will need to be included in the project Special Provisions 
Sections 00180 and 00198: 
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I-3: Incentive / Disincentive (I/D) Process 

 

The Boilerplate Special Provisions for these sections are housed on the Alternative 
Contracting SharePoint site, and are available on request from the Alternative Contracting 
Program Manager. 

The Alternative Contracting Unit will work with Regions wanting to utilize I/D provisions 
in order to maintain construction completion dates, encourage innovation in work 
sequencing and accelerate project delivery. The decision to accelerate a project 
involves the consideration of many factors such as: political pressure; legal constraints, 
legislative priorities; community interests; project goals; context sensitivities; funding 
availability; staffing capacity; mobility issues; project complexity; social and physical 
environment; and, any other factors impacting scope, schedule and budget. 

To ensure that the use of I/D is justified and to determine the appropriate I/D amounts 
and durations for the project the Region Project Team Lead and project team members 
must consider, develop, and provide the following: 

• Follow PDLT Operational Notice PD-17 -Incentive/Disincentive Contracting 
Provisions 

• Provide goal and purpose for utilizing I/D 

• Utilize the Design Acceptance Package (DAP) analysis worksheet, located on 
ODOT Estimating Unit I/D webpage to calculate Road User Costs (RUC) 

• Develop and provide standard construction and accelerated construction 
schedules that provide a comparison of the work and timelines for the work 
requiring acceleration 

• Provide a list of all work line items being accelerated and their estimated cost  

http://transact.odot.state.or.us/hwy/AltContracting/SitePages/Home.aspx?RootFolder=%2Fhwy%2FAltContracting%2FShared%20Documents%2FALTERNATIVE%20PROCUREMENT%20AND%20CONTRACTING%20STRATIGIES&FolderCTID=0x0120004304268D62E8A8429D06CD18CE1FBC97&View=%7b5CE9011C-329B-498C-B84D-2869E9C71D55%7d&InitialTabId=Ribbon%2EDocument&VisibilityContext=WSSTabPersistence
http://transact.odot.state.or.us/hwy/AltContracting/SitePages/Home.aspx?RootFolder=%2Fhwy%2FAltContracting%2FShared%20Documents%2FALTERNATIVE%20PROCUREMENT%20AND%20CONTRACTING%20STRATIGIES&FolderCTID=0x0120004304268D62E8A8429D06CD18CE1FBC97&View=%7b5CE9011C-329B-498C-B84D-2869E9C71D55%7d&InitialTabId=Ribbon%2EDocument&VisibilityContext=WSSTabPersistence
https://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pd17_final_3-6-2007.pdf
https://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pd17_final_3-6-2007.pdf
https://www.oregon.gov/ODOT/HWY/ESTIMATING/Pages/id_program.aspx
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• I-3: Incentive / Disincentive (I/D) Process 

The Alternative Contracting Unit will use the information provided by the Region and the 
following process and factors to calculate three (3) daily I/D amounts for each project:  

• I/D Cost Calculator tool with the daily RUC provided by the DAP analysis 
worksheet (NOTE: The Alternative Contracting Program Manager maintains the 
password required for the use of the I/D Cost Calculator tool). 

• FHWA recommended cap of 5% of the total contract amount as the maximum 
incentive payment. See FHWA 1989 Guideline to I/Ds. 

• Anywhere from 10% of the estimated RUC to the entire amount of RUC. See 
Establishing Guidelines for Incentive/Disincentive Contracting at ODOT. 

The Region shall determine and justify which daily I/D amount is sufficient enough to 
encourage contractor interest, stimulate innovative ideas, and increase the profitability 
of meeting tight schedules. I/Ds must be large enough to cover the contractor’s cost of 
the accelerated work (additional crews, overtime, additional equipment, etc.). 
 

 

  

http://www.fhwa.dot.gov/legsregs/directives/techadvs/t508010.htm
http://www.oregon.gov/ODOT/TD/TP_RES/ResearchReports/Incentive_Disincentive.pdf
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ALTERNATIVE CONTRACTING UNIT 

I-4: Alternative Contracting Strategies 
 

Periodically, the Agency may find itself in a 
position of having to obligate excess program 
funding in a very short time frame. In this 
situation, Regions may request information on 
Alternative Procurement and Contracting 
Strategies that are available and could be used 
to obligate the funds more quickly than the 
traditional design-bid-build method.   

In response, the Alternative Contracting Unit 
has developed and maintains the 
Alternative/Innovating Procurement and 
Contracting Strategies guide.  This document 
identifies many different methods used either 
by ODOT or other state DOT’s.  Although 
many of the methods contained in the guide 
have not been used by ODOT (such as Design 

Sequencing or Lump Sum Bidding), the information is provided in order to allow upper 
management to make appropriate decisions.   

This guide is housed on the Alternative Contracting SharePoint site and is available only to 
internal ODOT staff with permissions to access the site.  

 

 

 

 

  

Section 
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http://transact.odot.state.or.us/hwy/AltContracting/SitePages/Home.aspx?RootFolder=%2Fhwy%2FAltContracting%2FShared%20Documents%2FALTERNATIVE%20PROCUREMENT%20AND%20CONTRACTING%20STRATIGIES&FolderCTID=0x0120004304268D62E8A8429D06CD18CE1FBC97&View=%7b5CE9011C-329B-498C-B84D-2869E9C71D55%7d&InitialTabId=Ribbon%2EDocument&VisibilityContext=WSSTabPersistence
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ALTERNATIVE CONTRACTING UNIT 

I-5: Alternative Contracting Base Documents 
 

A key function of the Alternative Contracting Unit is the development and maintenance of the 
Alternative Contracting Base Documents.  Base Documents are the templates used to 
develop project-specific procurement and contract documents.  These documents are 
housed on the Alternative Contracting SharePoint site and are available only to internal 
ODOT staff with permissions to access the site. 

 

As part of the transparency process used to update the Design-Build (DB) Base Documents, 
ODOT staff has joined forces with DOJ and AGC to ensure any modifications are completed 
by consensus.  A core Base Document Workgroup, consisting of OPL, Traffic-Roadway, 
Construction and OPO-CCU staff, along with DOJ, has been established to work on updates 
to the Design-Build Base Documents.  The Alternative Contracting Program Manager is 
responsible for the development and/or maintenance of the other Base Documents 
(CM/GC, DB Low-Bid, etc.) housed on the SharePoint site.  

Section 

I 

http://transact.odot.state.or.us/hwy/AltContracting/SitePages/Home.aspx
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BUDGET & WEB SUPPORT 

J-1:  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Section 

J 
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MISCELLANEOUS OPL ITEMS 

K-1: Records Management 
 

Until such time as the Agency makes the complete transition to electronic records, and new 
document storage, archiving and retention policies are established, OPL staff members will 
follow existing records management and records retention policies. 

Information on ODOT policies regarding “Public Records” is available on the Records 
Management intranet website at: 

http://transnet.odot.state.or.us/cs/BSS/Shared%20Documents/Records.aspx 

 

  

Section 

K 

http://transnet.odot.state.or.us/cs/BSS/Shared%20Documents/Records.aspx
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K-1: Records Management 

In 2008, OPL established an internal Archiving and Records Retention policy for OPL 
documents. This internal policy follows the ODOT Retention Schedule where applicable, 
and established internal processes for other documents: 

POLICY: 

The ODOT Retention Schedule was updated for Technical Services in 2006. For project-
level documents, there are several retention timeframes for OPL depending on the type of 
document. 

 

  

http://sos.oregon.gov/archives/Documents/recordsmgmt/sched/schedule-highway-division.pdf
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K-1: Records Management 

In addition, project records related to contracting need to be kept ten (10) years after the 
project is completed (i.e., Final Payment). Original documents relating to structures 
(plans, specs, construction, materials, etc.) need to be kept for the life of the structure. A 
structure is considered anything built (bridges, roadways, signs, illumination, etc.). 
These records are developed and retained in the Region project files. 

Documents with original signatures such as PD-02 Exception Letters and Public Interest 
Findings must be kept in paper format.  

Manuals, Guides and Forms produced by OPL have a separate retention schedule and 
must be kept for six (6) years after it is superseded. The exception is the Standard 
Specifications which must be kept for twenty (20) years after they have been 
superseded. 

 

NOTE: Both the Digital Signatures and ProjectWise initiatives will require an update to 
the Agency-wide retention and archiving standards set by the Secretary of State office, 
which will supersede the internal OPL retention and archiving policy.  
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MISCELLANEOUS OPL ITEMS 

K-2: Project Naming Conventions 
 

ODOT has a formal project naming convention in the Statewide Transportation 
Improvement Program (STIP) Development Manual.  Project naming is important to OPL to 
ensure statewide consistency and continuity.  Naming convention is one of the QA checklist 
items at time of PS&E submittal. 

If questions arise during the PS&E submittal QA review, the project team should be directed 
to the STIP Development Manual for the project naming and project re-naming convention 
guidelines. The manual is available on the following intranet website: 

http://transnet.odot.state.or.us/tdd/ActiveTransportation/Program%20Funding%20Services/1
5-18%20STIP%20Development%20Manual.pdf 

 

  

Section 

K 

http://transnet.odot.state.or.us/tdd/ActiveTransportation/Program%20Funding%20Services/15-18%20STIP%20Development%20Manual.pdf
http://transnet.odot.state.or.us/tdd/ActiveTransportation/Program%20Funding%20Services/15-18%20STIP%20Development%20Manual.pdf
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MISCELLANEOUS OPL ITEMS 

K-3: Technical Services Leadership Teams 
 

There are multiple Technical Services Leadership Teams that OPL is either a member of, or 
has frequent interaction with.   

All current Leadership Teams are described on the following Technical Services website: 

http://www.oregon.gov/ODOT/HWY/TECHSERV/Pages/leadershipteams.aspx  

Additional information regarding Statewide Teams at ODOT is available on the Leadership 
Teams Portal website. 

The OPL Unit Manager is a member of the: 

•  Roadway Leadership Team and 

•  Access Management Leadership Team. 

The OPL Manager will also participate in the Project Delivery Leadership Team (PDLT) and 
TLT as requested to provide updates or reports on various items such as: 

• Project Postponements 

• Design QA Program 

• Region PS&E QA Report Trends 

• Specifications Issues 

Agendas and handouts for PDLT meetings are posted on the PDLT SharePoint site. 

Agendas and handouts for TLT meetings are posted on the TLT share drive. 

OPL Specifications Unit and Cost Estimating Unit staff are both occasionally involved with 
the Construction Leadership Team - CLT.  

  

Section 

K 

http://www.oregon.gov/ODOT/HWY/TECHSERV/Pages/leadershipteams.aspx
http://transnet.odot.state.or.us/od/IO/Pages/LTPortal.aspx
http://transnet.odot.state.or.us/od/IO/Pages/LTPortal.aspx
http://www.oregon.gov/ODOT/HWY/TECHSERV/pages/roadwayleadershipteam.aspx
http://www.oregon.gov/ODOT/HWY/TECHSERV/pages/amlt.aspx
http://transnet.odot.state.or.us/od/IO/Pages/LTPortal.aspx
http://transnet.odot.state.or.us/hwy/TSpdlt/PDLT%20Meetings/Forms/AllItems.aspx?RootFolder=%2fhwy%2fTSpdlt%2fPDLT%20Meetings%2f2015&FolderCTID=0x012000F6A577BA90F6CB49AEFEC2721A097C26
file://scdata2/TechnicalLeadershipTeam_Share
http://www.oregon.gov/ODOT/HWY/TECHSERV/pages/constrleadershipteam.aspx
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K-3: Technical Services Leadership Teams 

The OPL Manager also co-chairs the Public Improvement Contracts Leadership Team 
(PICLT) with the OPO –CCU Manager. In 2014 PICL was officially sponsored by PDLT and 
is a formal Leadership Team under them.  A member of PDLT sits on PICLT on a two (2)-
year rotation. All PICLT information, meeting documents, Charter, etc., is posted on the 
PICLT SharePoint site. Access to the PICLT site is managed by OPL and is restricted to 
ODOT internal employees only. PICLT members outside of ODOT (DOJ, FHWA, etc.) 
receive information via email. All other members are expected to obtain information directly 
from the SharePoint site. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

http://transnet.odot.state.or.us/hwy/PICLT/SitePages/Home.aspx
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MISCELLANEOUS OPL ITEMS 

K-4: Department of Justice (DOJ) 
 

a. DOJ Class Exemption 
Each time the Agency updates the Oregon Standard Specifications for Construction, 
ODOT anticipates that DOJ will issue a Modified Exemption from DOJ Legal Sufficiency 
Review and Approval (see Section E-4: ODOT/APWA Standard Specifications 
Updates). The Agency cannot legally bid or award any contracts using the new Spec 
Book without full DOJ sufficiency review unless this Exemption letter has been received. 
The current DOJ Class Exemption letter is posted on the OPL Specifications website at: 

http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/DOJ_Exemption_2015.pdf  

b. DOJ Hourly Rates 
Every two (2) years DOJ will establish new legislatively-approved legal service rates.  These 
are the hourly rates which will be charged by DOJ staff working on OPL tasks such as 
Specifications reviews, AASHTOWare Invoice review/approval and Alternative Contracting 
Program/Project tasks.  

 

  

Section 
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http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/DOJ_Exemption_2015.pdf


Version 1 - January 2017 Page 237 
 

b. DOJ Hourly Rates 

Each month, the Executive Support Specialist in the Traffic-Roadway Section will also 
receive a separate, summarized DOJ invoice from OPO which she will forward to the Sr. 
Specifications Engineer for review.  The OPL Manager only needs to review this invoice if 
there are any issues or errors noted on the invoice, or if OPL staff are involved in any special 
initiatives requiring DOJ assistance (such as AASHTOWare licensing, Alternative 
Contracting program work, etc.). 
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MISCELLANEOUS OPL ITEMS 

K-5: FHWA 

a. FHWA Approval to use new Standard 
Specifications 
Each time the Agency updates the Oregon Standard Specifications for Construction, 
approval must be received from FHWA to bid and award contracts using the new 
Specifications. This approval letter will also include any limitations such as restrictions 
on warranty language, restrictions on payment methods for specific work and limitations 
on use of specific language for Aggregate and ACP. See Section E-4: ODOT/APWA 
Standard Specifications Updates. 

FHWA’s 2015 Approval letter is posted on the OPL Specifications Unit website at: 

http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/FHWA_Approval_2015.pdf  

b. FHWA/ODOT Stewardship and Oversight 
Agreement 
FHWA and all State Departments of Transportation have long worked as partners to 
deliver the Federal-Aid Highway Program in accordance with Federal requirements. 
Congress has recognized the need to give the States more authority to carry out project 
responsibilities traditionally handled by FHWA, and established requirements in 23 
U.S.C. 106(g).  The Stewardship and Oversight Agreement between the FHWA Oregon 
Division Office and ODOT defines the roles and responsibilities of both FHWA and 
ODOT with respect to Title 23 project approvals and related responsibilities and 
Federal-aid Highway Program oversight.  

The current Stewardship Agreement is posted on the Technical Services website at: 

https://www.oregon.gov/ODOT/HWY/TECHSERV/docs/pdf/Stewardship_Agreement.pdf  
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http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/FHWA_Approval_2015.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/FHWA_Approval_2015.pdf
https://www.oregon.gov/ODOT/HWY/TECHSERV/docs/pdf/Stewardship_Agreement.pdf
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MISCELLANEOUS OPL ITEMS 

K-6: INDUSTRY   
 

As part of our regular business practices, ODOT, and specifically OPL, works closely 
with many different Industry groups such as: 
 

• AGC – Association of General Contractors (Oregon Columbia Chapter) 
• OCAPA – Oregon Concrete Aggregate Producers Association 
• APAO – Asphalt Pavement Association of Oregon 
• APWA – American Public Works Association  

 
As part of the cooperation between ODOT and AGC, ODOT maintains frequent contact 
with members of the AGC Highway Council. This council is broken down into four (4) 
separate groups: 
 

• Administrative 
• Bridges 
• Roadwork 
• Specialty 

 
Different members of AGC will participate on the different Council groups. As ODOT 
modifies existing Standard Specifications and Boilerplate Special Provisions, or works 
on development of new standards, the members of the applicable AGC Council will 
invited to participate. As part of the standard Specification Change Request Process 
(see Section E-3: Specification Change Request Process), all specification changes 
are submitted to AGC for review and comment prior to implementation. Specification 
change requests specifically dealing with aggregate, grinding, cement or paving (just to 
name a few) are also sent to APAO and OCAPA for review and comment.  Specification 
change requests sent to AGC, APAO or OCAPA are also sent to APWA as the co-
owners of the Standard Specifications for Construction. 
 
The OPL Alternative Contracting Program Manager also communicates with the 
applicable members of the AGC Highway Council during the development of the 
Alternative Contracting Base Documents. 
 
  

Section 
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https://www.agc-oregon.org/
http://www.ocapa.net/
http://apao.org/
http://www.apwa.net/
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MISCELLANEOUS OPL ITEMS 

K-7: Technical Leadership Center (TLC) 
 

All employees working in the Technical Leadership Center (TLC) should become familiar 
with the TLC website and the employee information available on this site. 

  

 

http://transnet.odot.state.or.us/hwy/TSFacilities/SitePages/Home.aspx 
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http://transnet.odot.state.or.us/hwy/TFacilities/SitePages/Home.aspx
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MISCELLANEOUS OPL ITEMS 

K-8: REPORTS  
OPL is responsible for contributing to, producing and/or distributing a wide variety of reports. 

a. Quarterly Business Line Report (QBR) 

The Quarterly Business Line Report (QBR) is produced by the Strategic Business Services 
Branch and delivered to several Leadership Teams.  Information from the PS&E Metrics 
Report produced by OPL is used to provide some of the data in the report: 

 

Information regarding the percent of projects awarded within ±10% of the FEE, which is a 
federal metric, is also reported in the QBR:  

Section 

K 
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K-8: REPORTS 

 

Data on the number of bids received per quarter, and the average number of bids per 
project is another metric included in the QBR: 
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K-8: REPORTS 

Information for reporting these measures is automatically taken from the OPL database and 
Trns*Port by the report developers. Upon request, the OPL Manager can review the QBR 
information prior to its release to the Leadership Teams. 

b. Salvaged Materials Annual Report 
One of the requirements of Technical Bulletin RD07-05(B) – Salvaging Features and Excess 
Materials is an annual report to the Technical Services Manager summarizing the prior 
year’s approved salvaged material requests. This summary shall also include a brief 
discussion of any observations and/or discernable trends that may be of value for 
subsequent policy and/or procedure evaluations. The report is due within four (4) weeks 
after the end of the calendar year.  The State Traffic-Roadway Engineer has designated the 
OPL Manager as the person responsible for delivering the annual report to the Technical 
Services Manager. 

Prior to 2014, the annual report broke out the salvage materials requests that were 
approved at the Region level, and those approved by OPL.  RD07-05(B) was updated in 
January 2014, requiring all salvage material request to be submitted to OPL for 
review/approval. Beginning with the 2015 Annual Report, all requests will be reported as 
approved by OPL. 

The Pre-Letting Specialist is the OPL staff member responsible for compiling the Salvaged 
Materials Annual Report, submitting to the OPL Manager for signature, and routing to the 
Technical Services Manager/Chief Engineer. The detailed process for compiling the report is 
in the Pre-Letting Specialist Procedure Manual under Annual Duties. 

Copies of the annual reports are archived in the OPL share drive: 

\\scdata\OPL\OPL_Official_Records/Pre-Letting/Reports/Salvage_Reports 

  

http://www.oregon.gov/ODOT/HWY/TRAFFIC-ROADWAY/docs/tech_bulletins/rd07-05b.pdf
http://www.oregon.gov/ODOT/HWY/TRAFFIC-ROADWAY/docs/tech_bulletins/rd07-05b.pdf
file://scdata/OPL/OPL_Official_Records/Pre-Letting/Reports/Salvage_Reports
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K-8: REPORTS 

 

c. PDLT – ODOT Project Delivery Review 
In December of each year, the Strategic Services Branch will request input from OPL on 
reporting areas for the Annual PDLT Project Delivery Review report.  Until the 2015 
report, OPL provided information on the QC/QA Program Implementation.  In 2015 this 
work was transferred to Lea Ann Hart-Chambers at the direction of Tom Lauer, and is 
no longer a discipline handled by OPL.  Information for this area of the Report should be 
provided by Lea Ann. 
 

d. Project Postponement Report 
The project Postponement Report is a bi-annual report sent to the ODOT Director and 
Highway Division Administrator showing all projects postponed after advertisement and 
the reason for the postponement.  A second report (different format) is sent to the 
Region Tech Center Managers and Chief Engineer.  Details on the Postponement 
Report process are covered under Section PC-9: Project Postponements. 
 
 

  

mailto:Lea.Ann.Hart-Chambers@odot.state.or.us
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K-8: REPORTS 
 

e. PD-02 Exception Letter Report 

Although there is no standardized PD-02 Exception Letter Report, OPL will occasionally 
be asked for a report showing the number of projects with PD-02 Exception Letters, and 
the type of PD-02 items being requested.  Typically this request will come from the 
Chief Engineer. 

The Pre-Letting Specialist is responsible for producing the PD-02 Exception Letter Report 
from data stored in the OPL database. A typical Region-specific PD-02 Exception Letter 
Report will look like this: 

 

\\scdata\OPL\OPL_Working_Documents\Pre-Letting\Reports\PD02_Exceptions 

f. Addenda Report 

Addenda Reports are another non-standard report that OPL will be asked for occasionally.  
The Pre-Letting Specialist is responsible for pulling the report data from the OPL database 
and producing a report that satisfies the needs of the requestor.  An example of an 
Addendum Letter Metrics Report: 

  

file://scdata/OPL/OPL_Working_Documents/Pre-Letting/Reports/PD02_Exceptions
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Addenda Letter Reports are archived in the OPL share drive: 

\\scdata\OPL\OPL_Official_Records/Pre-Letting/Reports/Addenda_Letters 

 

g. 17-Month PS&E Lock-In Report 
On the first of each month, the Pre-Letting Specialist will send out the 7-Month PS&E Lock-
In Report to all PL’s, LAL’s, AM’s, and STIP Coordinators,  showing all projects scheduled 
for PS&E Lock-In at the end of the month.  The 7-Month PS&E Lock-In Report is part of the 
PS&E Acceptance and Lock-In Procedure documented in the November 1, 2007 PDLT 
Memo on Project Delivery Milestones and Performance Measures: 

  

                                                            
1 The PS&E Lock-In Process was modified from 13-Month to 7-Month in September 2016 

file://scdata/OPL/OPL_Official_Records/Pre-Letting/Reports/Addenda_Letters
http://www.oregon.gov/ODOT/HWY/OPL/docs/pdf/pse_lock-in_procedure.pdf
http://www.oregon.gov/ODOT/HWY/OPL/docs/memo_pdperformancemeasures_final_11-1-2007.pdf
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All project delivery staff having projects shown on the report must confirm that the project(s) 
listed can be locked in, or are not ready to be locked in and need to be moved to a new bid 
date.  This is the last opportunity for moving non-ready projects outside the 7-Month PS&E 
Lock-In window.  

7-MONTH PS&E LOCK-IN REPORT 
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One (1) week prior to the end of the month, the Pre-Letting Specialist will follow up with non-
responsive project delivery staff to confirm their project lock-in date or to change the 
scheduled bid date. No response will result in projects automatically being locked in at the 
end of the month. 

Detailed instructions for this task can be found in the Pre-Letting Specialist Procedure 
Manual. 
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2016 PDLT Memo on PS&E Lock-In Process 
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h. 12-Month Contractor’s Tentative Schedule 
 

The 12-Month Contractor’s Tentative Schedule is a list of projects that ODOT is planning on 
funding, advertising and bidding in the next 12 months. The schedule is created for Industry 
(contractors, subcontractors, suppliers, etc.) to use in order to plan resources and work over 
the next year.   

 

The 2range value is provided to assist bidders in determining which projects they may 
pursue bidding based on bonding capacity.  This value has been discussed on many 
occasions with Industry so they are clear on its meaning.  The range value listed in the 
project advertisement is based on the PS&E estimate and may be a different range value 
than shown on this tentative Schedule. 

The Schedule contains a disclaimer at the bottom to ensure users understand this is a very 
tentative schedule and listed projects may be cancelled, moved or delayed.  It also clarifies 
that the range value is preliminary and does not reflect the Engineers Estimate. 

 

The 12-Month Tentative Schedule is produced by the Pre-Letting Specialist from data in 
both PDWP and PCS.  The Schedule is updated on the first of each month and posted on 
the OPO Letting Schedules website. The Schedule is also sent to ODOT Project Delivery 
Staff along with the PS&E Lock-In Report (see Section K-8-h. 7-Month PS&E Lock-In 
Report) for review for any necessary changes. 

Detailed instructions for this task can be found in the Pre-Letting Specialist Procedure 
Manual.  

                                                            
2 See Section K-8(h) for PDLT’s 09/2016 memo defining changes to the process used to establish the range value. 

http://www.oregon.gov/ODOT/CS/CONSTRUCTION/Pages/Letting_Schedules.aspx
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12-Month Contractor’s Tentative Schedules are archived in the OPL share drive: 

\\scdata\opl\OPL_Official_Records/Pre-Letting/Reports/Contractors_Tentative_Schedules 

i. Bidding Volume Trends Report 

The Bidding Volume Trends Report is a report requested by AGC members of the ODOT 
Industry Leadership Team (OILT).  This report is ran by either the OPL Pre-Letting Specialist 
or the Trns*Port Administrator and submitted to the Construction Section each month one 
(1) week prior to the OILT meeting. The full report covers: 

• Number and size of projects scheduled to bid in the next six (6) months 

• Awarded projects by number and by region 

• Size of awarded projects by number and by region 

• Contract awards and contract payments by month and by year 
 

 

 

j. Design Exception Report 
The Design Exception Report is produced by the Pre-Letting Specialist for the Roadway 
Engineering Unit Manager (see Section A-4: Design Exceptions). Copies of this report are 
not shared with the OPL Manager. Full details on the production of this report are covered in 
the Pre-Letting Specialist Procedures Manual.  

file://scdata/opl/OPL_Official_Records/Pre-Letting/Reports/Contractors_Tentative_Schedules
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k. PS&E Dashboard Metrics 
 

The PS&E Dashboard Metric report documents OPL’s informal metrics around PS&E 
acceptance.  This is different that the PS&E formal metrics which is part of the Quarterly 
Business Report performance measure (see Section K-8-a. Quarterly Business Line 
Report (QBR)).  Information regarding the PS&E Dashboard Metrics and the quarterly 
reports are posted on the OPL website at: 
 

http://www.oregon.gov/ODOT/HWY/OPL/Pages/pse_measures.aspx 
 
 
 
 
 
 
 

  

http://www.oregon.gov/ODOT/HWY/OPL/Pages/pse_measures.aspx
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The website includes a document clearly defining all items measured in the PS&E 
Informal Metrics along with background information on why the report is produced: 
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The website also contains a “comparison” document which compares the QBR 
performance measure of PS&E Acceptance and OPL’s informal metrics to show how 
the same project data is used differently for different reports: 
 

 

  

http://www.oregon.gov/ODOT/HWY/OPL/docs/comparison_of_qbr_performance_measure_of_pse.pdf
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The informal Statewide PS&E Delivery Dashboard Metrics Report is produced quarterly 
and posted on the OPL website at: 
 

http://www.oregon.gov/ODOT/HWY/OPL/Pages/pse_measures.aspx  

http://www.oregon.gov/ODOT/HWY/OPL/Pages/pse_measures.aspx
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Full details on the report production and posting can be found in the OPL Pre-Letting 
Specialist Procedure Manual. 
 

l. OTC Annual Work Plan Update – Alternative 
Contracting 
In 2013, the Project Delivery Contracting Methods showed up on the OTC Annual Work 
Plan: 
 

 
 
As a result, ODOT is required to provide a yearly status on the “guidance” for their 
approval.  The first status report, provided in September 2013 stated: 
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Upon request, the Alternative Contracting Program Manager in OPL will need to provide 
a yearly update on the status of both the Alternative Contracting Strategies Document 
and Decision Matrix.  
 
The September 2014 update stated: 
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m. Annual APAO Conference – Project Projection 
Report 
Each year in December, the Construction & Materials Engineer will give a presentation at 
the annual APAO conference. His presentation will include a projection of the number and 
value of construction projects for the upcoming year as well as the total value for projects 
awarded in the previous year. The Construction Section will contact the OPL Manager for 
this information.  

This information can be obtained in several different ways, but the easiest method is to use 
the 7-Month Lock-In Report or Bid Schedule and the construction values from PCS. Using 
this method ensures we only report highway construction projects and not “other” projects in 
the STIP.  

Examples of previous reports prepared are archived in the OPL share drive: 

\\scdata\opl\OPL_Official_Records\Pre-Letting\Reports\APAO Annual Rpt (Const Sect) 

 
 

 

  

file://scdata/opl/OPL_Official_Records/Pre-Letting/Reports/APAO%20Annual%20Rpt%20(Const%20Sect)
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n. Bid Schedule Volume Report 
 

An annual report produced by OPL for the Chief Engineer and Traffic-Roadway Engineer 
shows the yearly PS&E peak review workloads, also known as “Spring Let” and “Fall Let”. 
These are the heaviest workload periods for both OPL and OPO staff.  The Chief Engineer 
uses this information in discussion with project delivery staff around project bid scheduling.   

The report can be produced by either the OPL Pre-Letting Specialist using data from the 
OPL database, or by the Trns*Port Administrator using data taken from Trns*Port.  

The latest report, which was produced in 2015, showed the bid schedule volume trends 
from 2011 through 2015: 
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o. Alternative Contracting Reports 
The Alternative Contracting Unit produces several reports documenting the status of 
active and completed Alternative Contracting projects: 

1. Alternative Contracting Projects Report for PICLT and Construction (quarterly): 

 

2. Alternative Contracting Projects Report for PDLT (annual): 
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K-9: Technical Directives, Bulletins & 
Operational Notices 
 

There are a wide variety of Directives, Bulletins, and Operational Notices that have a direct 
effect on the work practices in OPL. Some of the most relevant guidance documents are 
covered here. 

Operational Notices are available on the Technical Services website at: 

http://www.oregon.gov/ODOT/HWY/TECHSERV/Pages/Operational-Notices.aspx 

a. PD-02 – Project Development Decision Structure 

This Operational Notice provides direction to the business line on Project Development 
decision-making and change management for all commission services, design-bid-build 
construction projects under the responsibility of ODOT, and specifically in terms of project 
management for scope, schedule and budget. 

Section 1 addresses the PS&E Submittal decision-making point for State and local projects, 
as well as the requirement for PD-02 Exception approval: 

  

Section 

K 

http://www.oregon.gov/ODOT/HWY/TECHSERV/Pages/Operational-Notices.aspx
http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pdltnotice02.pdf
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b. PD-07 – PS&E Submittal to Bid Opening 

This Operational Notice identifies critical items of work, establishes and clarifies individual 
roles and responsibilities, and documents the process from the time PS&E documents are 
submitted to OPL, up to bid opening for ODOT OPO – Central Procurement transportation 
construction projects. 

Also covered in PD-07 are: 

• Anticipated Items 

• Mandatory Pre-Bid Meeting 

• Engineers Estimate 

• Addenda and Letters of Clarification 

• Project Advertisement 

• Communications with Prospective Bidders 
 

c. PD-08 – Bid Opening to Notice to Proceed 

This Operational Notice provides guidance and clarification of the processes, roles and 
responsibilities occurring during the time between bid opening and notice to proceed for 
ODOT OPO – Central Procurement transportation construction projects. It also provides 
guidance on developing the Construction Engineering budget and the Bid Analysis process 
performed by the OPL Cost Estimating Unit. 

The Award/Not Award recommendation, including the recommendation to reject all bids, is 
also covered in this Operational Notice. 

d. PD-10 – Disposal of Excess Excavation Materials  
Also see GE07-01(B) – FHWA Limitations on PS&E Exception Letters 

This Operational Notice provides guidelines to Project Teams in developing projects with 
excess excavation materials.  OPL staff will need to follow the guidance in this Operational 
Notice when reviewing LPIF’s and project Special Provisions submitted on projects 
identifying either mandatory material source(s) and/or mandatory disposal site(s). 

e. PD-15 – Project Risk Assessment Insurance 

This Operational Notice implements a standardized approach to identify potential project 
risks and improve the quality of decisions relating to general and specialty insurance 
requirements. OPL staff will need to follow the guidance in this Operational Notice when 
reviewing project Special Provisions identifying specialty insurance.   

http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pdltnotice07.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/PD-08_5.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pdltnotice10.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pdltnotice15.pdf
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f. PD-16 – Highway Mobility 

This Operational Notice deals with the policies and procedures related to highway mobility. 
Although the guidance in this Operational Notice is used by project delivery staff and not 
OPL, the required Project Mobility Considerations Checklist is a PS&E deliverable.  

 

g. PD-17 – Incentive/Disincentive Contracting Provisions 

This Operational Notice provides guidance and clarification on the use of 
Incentive/Disincentive (I/D) contracting provisions. I/D is an industry standard practice 
typically used to maintain construction completion dates, encourage innovation in work 
sequencing and accelerate project. OPL staff responsible for working with the project 
delivery staff on the use of I/D include the Alternative Contracting Program Manager and the 
Sr. Cost Estimator. See Section I-3: Incentive / Disincentive (I/D) Process. 

Bulletins are available on the Technical Services website at: 

http://www.oregon.gov/ODOT/HWY/TECHSERV/Pages/technicalguidance.aspx 

 

  

http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/PDLTNotice_16.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/BPDS%20docs/pd17_final_3-6-2007.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/Pages/technicalguidance.aspx
http://www.oregon.gov/ODOT/HWY/TECHSERV/Pages/technicalguidance.aspx
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h. TSB12-01(B) – Project-specific Special Provisions (supersedes 
TSB09-02(B)) 

The purpose of this Technical Services Bulletin is to provide expectations for the 
modification process for project-specific Special Provisions in public works construction 
projects bid by ODOT. This Bulletin eliminated the formal documentation process (Project-
Specific Special Provision (PSSP) form), instead relying on the Regions to establish internal 
communication processes. 

This Bulletin provides guidance to project delivery staff on what modifications can be made 
to the Standard Specifications and Special Provisions without obtaining concurrence and/or 
approval from the Technical Resources, Sr. Specifications Engineer or DOJ. 

This Bulletin was written by, and is maintained by OPL.  

i. TSB13-01(B) – Approval of Specification Modifications (Project 
Special Provisions and Contract Change Orders) 

This Bulletin provides clarification concerning DOJ review and approval of modifications to 
the Standard Specifications or Boilerplate Special Provision, and new project-specific 
Special Provisions. The 2015 Modified Exemption from DOJ Legal Sufficiency Review and 
Approval for ODOT Highway Construction Contracts identifies the conditions under which 
ODOT is required to obtain DOJ review and approval for modifications made to the 
Standard Specifications and Boilerplate Special Provisions.  

This Bulletin was written by, and is maintained by OPL. Also see Section E-8: TSB13-01(B):  
- Approval of Specification Modifications (Specifications Engr. 
Concurrence/Approval) 

j. GE07-01(B) – FHWA Limitations on PS&E Exception Letters 

This Bulletin provides clarification on the FHWA legal requirements and guidance regarding 
acceptance of PS&E Exception Letters prior to approval of state and local federal-aid 
highway program projects covered by a NEPA Categorical Exclusion for bid advertising. The 
OPL Pre-Letting Specialist will follow the guidance in this Bulletin when reviewing submitted 
PD-02 Exception Letters (see Section A-5: PD-02 Exception Letters). 

  

http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb12-01b.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb12-01b.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb13-01b.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb13-01b.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/DOJ_Exemption_2015.pdf
http://www.oregon.gov/ODOT/HWY/SPECS/docs/forms_manuals/DOJ_Exemption_2015.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/GE07-01b.pdf
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k. GE08-04(B) – Designating Construction Staging and Disposal Sites 
(also see PD-10) 

This Bulletin supports PD-10 - Disposal of Excess Excavation Materials, by providing 
clarification on procedures for designating disposal sites, for placement or temporary 
storage of clean fill, and construction staging sites. 

l. RD07-05(B) – Salvaging Features and Excess Materials Associated 
with Transportation Projects by Contract Specification 

This Bulletin establishes a process for the Agency to salvage features and excess materials 
associated with transportation facilities when planned for at the time of project specification 
preparation. This Bulletin satisfies the FHWA requirement for ODOT to have a procedure 
that ensures the process of stewardship is clearly defined for Agency-salvaged materials 
related to federal-aid highway program activities. 

The guidance in this Bulletin will be used by OPL staff in reviewing Salvage Materials LPIF’s 
and project-specific Special Provisions identifying materials to be salvaged. 

This Bulletin is maintained by the Traffic-Roadway Section and is updated by OPL. 

m. RD13-03(B) – 3D Roadway Design 

This bulletin updates the 3D Roadway Design in Chapter 16 of the Highway Design Manual 
and clarifies when the agency will require designers to provide roadway digital design 
documents to bidders at project advertisement. 

Roadway digital design files are uploaded to eBIDS as a Bid Reference file by the PL/LAL 
one (1) week prior to project advertisement. Guidelines for uploading are in the “How-To” 
Guide: Posting a Roadway Digital Design eBIDS package document. Updates or 
modifications to this Bulletin are coordinated with OPL as the owner of the eBIDS system. 
(See Section C-3: eBIDS). 

Advisories are available on the Technical Services website at: 

http://www.oregon.gov/ODOT/HWY/TECHSERV/Pages/technicalguidance.aspx 

  

http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/GE08-04b.pdf
http://www.oregon.gov/ODOT/HWY/TRAFFIC-ROADWAY/docs/tech_bulletins/rd07-05b.pdf
http://www.oregon.gov/ODOT/HWY/TRAFFIC-ROADWAY/docs/tech_bulletins/rd07-05b.pdf
http://www.oregon.gov/ODOT/HWY/TRAFFIC-ROADWAY/docs/tech_bulletins/RD13-03b.pdf
https://www.oregon.gov/ODOT/HWY/ENGSERVICES/Pages/hwy_manuals.aspx
http://www.oregon.gov/ODOT/HWY/3DRDM/REFERENCES/HowToPostRdwayeBIDS_pkg.pdf
http://www.oregon.gov/ODOT/HWY/3DRDM/REFERENCES/HowToPostRdwayeBIDS_pkg.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/Pages/technicalguidance.aspx
http://www.oregon.gov/ODOT/HWY/TECHSERV/Pages/technicalguidance.aspx
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n. TSB16-01(A) – Digital Signature-Documents Requiring Professional 
of Record Seal 

The purpose of this Advisory is to provide guidance for Professionals of Record (POR) and 
others digitally signing documents for Highway Division construction projects to expedite the 
flow of digital document routing and acceptance through the entire process. Digital 
Signatures are to be used by all ODOT POR’s and others to digitally sign documents and 
data for all documents defined in TSB11-02(D) as requiring a POR seal. This Advisory 
moves ODOT to digitally signing (sealing) electronic files produced by POR’s. Digitally 
signing electronic documents replaces the prior business practices. 

 
  

http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb16-01a.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb16-01a.pdf
http://www.oregon.gov/ODOT/HWY/TECHSERV/docs/tech_bulletins/tsb11-02d.pdf


Version 1 - January 2017 Page 274 
 

MISCELLANEOUS OPL ITEMS 

K-10: ePLANS 
 

The ODOT ePLANS intranet site provides electronic copies of Contract Special Provisions 
and Contract Plans for internal ODOT employees. Files prior to 2011 also include copies of 
project bidding documents (bid booklet, bid plans and bid special provisions).  

http://transnet.odot.state.or.us/cs/eplans/default.aspx 

 

  

Section 

K 
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Ownership of and responsibility for maintenance of this site was transferred from OPL to 
OPO-CCU in 2014: 
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