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INTRODUCTION

This documenisfor Consultant and State Employeesponsible fomworking on Capital Projects. This manual
covers the preparation, review, and delivery of capital project documents across the whole project timeline
from project initiation to project completion. This manual also covers design phase scheduling.

Questions or inquiries regarding the subject matter can be forwarded to the following contacts:

Bruce Bourgoin P.E.

Transportation Supervising Engineer
AEC Applications
bruce.bourgoin@ct.gov

Mathew Calkins P.E.

Transportation Supervising Engineer
AEC Applications
mathew.calkins@ct.gov

Revision History

Digital Project Development Manual Revision History



mailto:bruce.bourgoin@ct.gov
mailto:mathew.calkins@ct.gov
https://portal.ct.gov/-/media/dot/aec/dde/digitalprojectdevelopmentmanualrevisionhistorypdf.pdf?rev=5851f0835ded497bb42e9d72d3fdfe97

ConnecticuDepartment ofTransportationc Digital Project Development Manual

Contents
1. DEFINITIONS. ...ttt ettt et e e e e e e e et e e e e e e rme e e o e e oo b a bbbt bttt e e et et e e emee e et et e e e aeeaeeeeeeasaeaaansanesaaannnsnnnennnenen 1
2. PREREQUISITES AND POLICIES. ... .ttt e e e e e e b b e s e e e e e e e eaeaeeeeeanas 2
3. PROJECT CREATION IN COMPBRASS. ...ttt ettt ettt ene e e sttt e e ettt e e e e smat et e e e s nntbeeeeeean 3
3.1. Creating a Proposed ProjecCt (PR)........cccuuiiiiiiiiiicieeee e 3
3.2, COMPASS PrOJECE ASSELS. . uuutiiiieeiiiiiieiie e e e s s site e e e e s s s sttear e e e s sme s s sntaaeeeaesssnntereeeaes 4
3.3. Proposed Project Information (PPI) FOMML........cooveiiiiiiiiiiiieee e 5
3.4, Cancel @ PropoSed PrOJECT........couiuiiieiiiiie ittt 6
3.5. Promote a Proposed Project to a Permanent Project...........ccccevveeiiiinniiienneeennnnd 6
3.6. Public Transportation and Rail ProjeCLS...........cueeiiuiiiiiiiimie e 7
3.7. Planning and Emergency Declaration Projects in the OBL.........cccccccoovvvvimineeeeennns 8
3.8. Pause or Complete a Permanent Project.........cccceeviiiiiiiieeee e 9
4. DOCUMENT MANAGEMENT SYSTEM......oiiiiiiiiiiiii ettt e e e sms e e e e 12
4.1, COMPASS OVEIVIBW....ceiieiiiieitieiieeeesaieitteetaae e s asteaeeaeessaansamssseeeeeessasssseeeeaessassnsennes 12
4.2. Project Folder Structure and Required Documents for Capital Projects............... 12
4.3. COMPASS Project Site PermiSSIQNS........c.ceiiiiiiiiiiimiie st 18
4.3.1  Site Permissions Groups DEefiNEM. .........ooiiiiiiiiiie et 18
4.3.2  Setting Up Site PermiSSIONS GrOUPS .......ciiurtiitieiiieesiet ettt ssire et sin e s sraeesbeeaene 19
4.3.3  RESIICIE EIBMENLS.....iiiiiiiiii ittt e e sttt e e e e bt e e e s s sbeeeesenbbeeeeennseeeesaanes 19
4.3.4  Accepting an Invitation (EXIEINAl USEIS)......c..ueiiuieiiiiiiieeeiieieniiiesieesiee et ee st sie e b sieeeenenes 21
4.3.5  CONSURANT SEAT....coi it e e s st e e e s bbb e e e s nbe e e e e sbaraeeeeanne 22
4.4, Navigating COMPASS ... 23
4.5. CTDOT Staff Contact, Organization, and Status Information.............ccccceeeevieenns 23
5. DIGITAL PROJECT PROGCESSES. ... ...ttt ettt e e e e e et e e e e e e e e e s s s bbb e s embeb b e e e e e eeeaaaeeeeeenas 24
5.1. Processes by ProjeCt PRasE. ..ot 24
L0 O A == o 1= g o o T L OO P PP RRTUPPRPPRNE 27
6. DOCUMENT PREPARATION AND FORMAT ...ttt n s 28
6.1. CoNtract Plan GrOUPING........ccoiuetiiiiiieeitiee e e etiee ettt et e sbenre e e s sbre e e s sebe e e s sbeeeean 28
6.2.  CoNntract Plan FOIMAL...........ooiiuiiiiieis et ee e e simre e e e e s s ee e e e s e sneneeas 30
6.3. CTDOT For Information Only SNEELS.........cccuiiiiiiiii it 32
6.4. CTDOT Standard Plan ShEEtS........cc.uuiiiiiiiieie e 32
6.5. Contract Special ProVISIONS.........cuviiiiiiiiiiiiic ettt 34
6.6. Estimates and Quantity CalCulationS............cevviiiiiiiiiiieiiiiieieeeeee e 35
6.7. Environmental PermitS............ooiiiiiiiiii e 35
6.8.  COoNtractor SUDMILLAIS.........cii it e e e e e e e s en 35
6.9. ENQINEEIING REPOIS.......viiiiiiiiieiiitiee ettt ettt snab et e et e e e sebeee e snae 36
6.10. Project Administration and Project Correspondence Documents..............ccc.eee.... 36
6.11. Project Location (Ge®patial Boundary or Route ID and Mileage)...........ccceeeee..... 37
6.12. Design CalCUlatiONS.............ccoiiiiiiiiiiee e e e e ee e ereseeaeseeeseenrees 37
6.13. Electronic Engineering Data (EED)...............ooooiiiiiiic e 37
6.14. Contract Plan Drawing and Sheet NUMDEIING...........uuuvirririreeeimriereierinieeeeeeeeeeeeees 37
6.14.1  Drawing NUMDEE........ooiiiiii ittt e et e e e ettt e e st bt e e e e e anteeeeesanaeeeeeanseeeeaenanneen 37
6.14.2 Final Plan Page Labels and Sheet NUMDEIS. ........ccoouiiiiiiiiiie et
6.14.3 Addendum and Design Initiated Change Order Page Labeling and Sheet Numbers
6.15. Consolidating Contract Plan Discipline Subsets.......ccccccccvivivimee v 43
6.15.1 When a Set File is Created and UPdate.............ueieiiiiieeiiiiie et 44
6.15.2  Creating @ St FIle........ooo it e e eee e 44
(SIS T U oo F= i g T = TR T =T 1= PR SURSR 50
6.15.4 Adding @ File t0 the Set FilE.......coioiiiiiiiiii e ....50
6.15.5 Deleting a File from the Set.........cccccceiviiiieiiiiiieeennn, rereeennn D2
7. DIGITAL SIGNATURES FOR CONTRACT AND OTHER ENGINEERING DOCUMENTS...................... 53
7.1. Graphic Image of Signature
4% 05 R 0o 1 - Tox ) = =g T SRR
7.1.2  Engineering Reports
7.1.3  WOTKING DIAWINGS. . c.ueeiiitieiiiie ittt ettt etk ht e e bt be e e e ane e e nan e sebe e e et e naneeseneeennne
5 S @ 1 1= g To oW 31T o £ SRRt
7.2. Creating Graphic Image of SIgNature..........coeeiiiiie e e 59

7.2.1 In House CTDOT or NBmofessional Engineering Signature:
7.2.2  For Consultant Staff PE Stamp:



ConnecticuDepartment ofTransportationc Digital Project Development Manual

7.3. Setting Digital Signature Appearance Preferences..........cccccooviiiiieciiiiniiiennee 60

7.4. Watermarking Plans with Graphic Image of Signature...........ccccccecvvvvvemeeeevicvnnnnn. 61

7.5. Digital Signature FIelds. ... 62
7.5.1 Bluebeam Creating Digital Signature FOrm Fields............ccoiiiiiiiiriiiii e 64

7.6.  Applying Digital SIgNALUIES........c.ceiiiiiiiiiiiiiii et 64
7.6.1  Applying Digital Signatures to 01_General Subset (FDP and Addendum Subsets)

7.6.2  Applying a Digital Signatures to 02_RevViSions SUDSEL..........ccocciiiiieriiieiiiee e
7.6.3  All Other Discipline SubsetSingle SIgNature............ccccuooiiiiiiiieiiie e
7.6.4  Standard Drawing SubsetsSSingle Signature.......
7.6.5  All Other Discipline SubsetMulti-Signatures......
7.6.6  WOrking Drawings.........cccueeeeivieeeinineeeessiieee e
7.6.7 Engineering Reports
7.6.8  Bridge LOAU RALNGS ... .eeiteeiiieeiiie ittt ettt ettt ettt e et e st e bt ettt e s bb e e e ab e e sabeeaabeeenbreesaneesneeee s

7.7. Applying Digital Signature WOorkflows..........cccccoooiiiiiiii i

8. SUBMITTING DOCUMENTS TO CTDQT . ..eieiiiiiiiiiiiee et ee e mss s e e e eneaaaaeaeaeesssmaaaaeeenanas 73

8.1. Correspondence and Memoranda in COMPASS...........cccoiiiieniimie et 73

8.2.  Correspondence t0 CONITACTOL. .......uutieiirieeiitiiee et ee e st eesbeee et e e e eeesbneeeaaes 73

8.3, REQUESE TOF WOIK ....ceeiiiiiiiiiiiii ettt 73

8.4. PS&E Milestone Reviews in COMPASS.........oviiiiiiiieeieceeiereeeeeee e 73

8.5. FDP WOrkflow in COMPASS.......ooutiiiiiiiiiieie ettt ettt e et a e e e e e e e e e e e e 73

8.6. Stakeholder Submittals in COMPASS...... ..o 73

8.7. Document Distribution in COMPASS.........ccuiiiiiiei e 73

R T B ] o O 1= Tod =T PRSPPI 73

8.9. S&T File and Document Grid ManagemenL...........coururiiriiiinee s siiee e 73

8.10. Reopen Complete Submittal / Transmittal ENVElOpE..........cccvvvevieeiiiiieiiiiieee e 73

9. CONTRACT PLAN AND SPECIAL PROVISION REVISIONS (ADDENDA AND DESIGN INITIATED CHANGE ORDER)

1S 20 Vo [0 =1 o To F- T OO PO PPPTPPPPPPPN
9.1.1 Revised PlansAddenda..............c........
9.1.2 New Sheets Addenda.........
9.1.3 Adding New SubsetAddenda..................
9.1.4  Voiding Sheets.........cccocviiiiiiiiien e
9.1.5 Addenda Special Provisians............cccceceverierrnniennnn
9.1.6 Addendum CTDOT Standard Drawing SUDSELS...........coiuiiiiieriiieiiieeiee et 77

9.2. Design Initiated Change Order (DICQ).......uuuiiiiiiiiiiiiiiiemeeieeeeeee et
9.2.1 Revised SheetsDICO.........ccccevvivereeriiiieeee e,
9.2.2  NEW ShEELE DICO.... . eeiiieeiiiiie ettt ee et e ettt e e ettt e e e sttt e e e e st eeeesasb e e e e s s beeeaeeanseeeeeannbeeeeannteeaaaeans
9.2.3  New Subset ReQUIrEHDICQ. .........coiiiiiiieaiie ettt e sae et e e sbee s beeebeeesaneeesnreesneeeaneed
9.2.4 Voiding Sheets............cccoevcvrennnen.

9.2.5 DICO Special Provisions
9.2.6  DICO Memorandum from Design t0 CONSIIUCTIOM.........ceiueriiiiiiiee ettt 80
9.2.7 DICO CTDOT Standard Sheet SUDSELS........cccuuiiiiiiiieiiiie e e

9.2.8  Design Initiated Change OrdeWorkflow in COMPASS...........ccooiiiiiiiiiieennns

9.3, 02-REVISIONS SUDSEL......ci it
9.3.1 Design Initiated Change OFGEE...........cuuiiiiiieiiieeie ettt e ba e e beeesbeeesneeas
9.3.2 02_Revisions Subset Workflevaddenda
9.3.3  02_Revisions Subset WorkflolICQ............ccccecveerireirieeennnenne
9.3.4  Adding a New Revisions Sheet to the 02_Revisions Subset..
9.3.5  Filling Out Revision INdeX SNEEL...........ccccvcuiiiiiiiiiciice e

9.4. Placing Stamps on Affected Sheet&evised, or Deleted Sheets

10. ASBUILT COMMENTEINAL PLANS ... iiiiiiiiier sttt ettt e e e e e e et e e e e e e e e e e e e e s s sssa b e e nssnsnenenes 88

10.1. AsBuilt Revisions (Digital Comments) WOrkflow..........c.cooveieiiiieie il 38
10.1.1  Post Construction ABUIIt ............cooiiiiiiii e s 88

10.2. AsBuilt Markup of CoNtract Plans...........ocuuiiiiii e 88

10.3. Applying AsBuilt Comments to Contract Plans..........cccccooiiiiiiiiiciiiiiiiieee e 89
10.3.1 Before Using Bluebeam fOr ABBIILS............cccuiiiiiiiiii et 89
10.3.2 Opening the Contract Plans from COMPASS....... J TP PP PPTUPT PP Q0
10.3.3 Applying Digital ABuilt Stamps..........cc.cccevevvernnen. e 90
10.3.4 Applying Digital ABuilt Notes........... .
10.3.5 Additional AsBuilt Information.......... B PP PPP PP POTPPN
10.3.6  Construction Completion ProjeCt POIYQOM..........eii ittt s
10.4. NOLIfICAtIONS ......evvieeiieiiiiiieeee e
10.4.1 Notifying Department Personnel
11. CONTRACTOR SUBMITTALS ...ttt ettt ettt et a e e e e e e e s s s s s ssime s s s bbb bbbt b e e et eeeessmteeeeeaeaeaeeeeeensnsnanass 99




ConnecticuDepartment ofTransportationc Digital Project Development Manual

11.1. COMPASS Submittalfansmittal Application..............cooeiiiiiiiiiieee e 99
11.2. Setting up the S&T APPLICALION.....cceeei i ccere e e 99
11.3. How to Process a Contractor SUbBMIttal..........cccccceveiiiiiimen i 99

11.3.1 Shop & Working Drawings and Product Data Submittals.............cccccovveriiiiiiiiin 99

11.3.2  Summary of Processes and ROIES.........ccccuiiiiiiiiiiiiii e 99

11.3.3 Landscape Design Unit SUDMITAIS. .........ooiiiiiiiiiiieeiie e 99

11.3.4  FaCilitieS SUDMILLAIS. .......cccuiiiiiiii e 102
114, BlUEDEAM. ...t e e e e e e e e anne 103

11.4.1 Checking Out Documents t0 Bluebeam.............ccooiiiiiiiiiiiiii e 103

11.4.2 Start Bluebeam StUdIO SESSION.........cccviiiiiiiiieie i 105

11.4.3 Finalize Bluebeam StUdio SESSION........cccuiiiiiiiiiiiiiiie et 106

11.4.4 Reconcile Bluebeam Studio Session COMMENIS..........ccviiiiiiiiiiiiii e 106
11.5. Revise and RESUDMIL........coiiiiiiiie e e e e en 116
I3 IO T o T3 g o] =3 PSSR 117
R B L | OO P PP PPPPPTPP 117
11.8. SeNd BACK t0 OWNEE......ciiiiiiiiie ettt ene s nnne e 117
11.9. Adding Attachments to a Submittal............cccceeei i e 117
11.10.Reopen Complete Submittal / Transmittal Envelope............ccccceeviiiiiceniieeenne, 117
11.11.Delete @ SUBMILTAL...........ueeiiieiiieie e e 117
11.12.Revising and Replacing @ File.........ccoiiiiiiiiiiii e 117
L1113 COMMENIS....ciiiiiiiiitiiii e 117
11.14.DOCUMENT STOTATR. .. i eeeietiierittiiiee e e e emtttias s e e e e e et eeebeba e s st as bbb s e e e eeeaeessenaanaamees 117

11.14.1 DOCUMENt StOrage SECUMMIES. ....coiuiiiitiiiiiiie ittt st 118

11.14.2  VErSION HISIOMY ... ueiiiiieitie ettt ettt e et e et e ser e e e 118
11.15.S&T File and Document Grid Management...........c.eeeeivveieiimnieeennieee e 119

12. DIGITAL REVIEW AND COMMENTING. .....cetteiiitiiett e ettt ettt e et e e e s ebbe e e e s e snanasbeeeeeean 120
I N [ o1 oo [ ox 1 o] OO PP 120
12.2. Prer@QUISITES. .. ..cciiiieie i e e ee s s s s s et ae s amssse e s be e essssaseeeeeeesemreennnneeees 121
12.3. Phase I; Digital Document Preparation...............eeeiiieeeeiimnieee et ssiieee e 121

I N R @ (o - T [ 7.2V o) PP UUPURPTSRTPPPRNS 121

12.3.2  Preparation @nd FOMMAL.........ccuiiiuiiiiii ettt stt ettt e sbee et e e st e e sabe e e beeesabeaebeeessbeesnbeeabeeanns 121
12.4. Phase Z; Set Up Digital REVIEW..........cocvvieeeeeiiiie i, 121
12.5. Phase X Invite Attendees t0 REVIEW............cevviiiiiieiieeeicericcee e e 122
12.6. Phase 4; Digital REVIEW..........uiiiiiiiii ittt

12.6.1 Review Session Layaut....

12.6.2  REVIEWING. . .eeuuteeiuteeiuite ettt e sttt e ettt e e tee bt e e s te e e e bt e e ahbeeaabe e e aheeeabe e e es b e e e aab e e eabe e e bt e e smbeesmbeeennbeeabeeaasneenn
12.7. Phase 5 Ending the Digital REVIEW...........cvviiiiiiiiiiiiiieiiieieieeeeeeee e 127
12.8. Phase & ReSOIVE COMMENTS..........oiiiiiiiiii et emer b e e e e e e 127

13. COMPASS PROJECT SCHEDIULE. ...ttt et emre b eeeeeaeaeeeas 131
13,1, GettiNg StArtQ.......ccciiiieeiiiiie ettt 132

13.1.1 Check your License and ACCESS PEIMISSIONS. .......cciiuuiiiiiiiiiieaiie ettt 132

13.1.2  Create a NeW SChEeUIE..........cooiiiiiii e 132

13.1.3 Connect to COMPASS (DOT PMA)......ueiiiiiiiie ittt eee e et te e e s taeae e e et eee e steeeeesanbeeeesannseeeeeaas 133

13.1.4  Save t0 COMPASS (DOT PUVA) ..ottt ee ettt ettt et e et e e s te e e sttt e be e sbe e e tbeaenbeesneeesnneas 135

13.1.5 Publish t0 COMPASS (DOT PYVA) .. .eetiiiuiiieeeiitteeeeaiteeaeestieeeeaatteeaaassssbeeeasnteeeeasnseeeessasnreeeeaanes 136
13.2. HOW L0 ACCESS. .. uuuuuuutuinteteteteeeeeiesseetttetseeteeeeeeeeeeeeeeeeamseeeeeeaeeaeeaaaaaaaaaeaaaeeeaeaaaaaeens 137

13.2.1  DeSKIOP APPICALION. ... .eiiiiiieiiiie ettt et ettt b e st e et e et e e e sbe e e sbe e e e nbeeenbeeenneean 137

13.2.2  COMPASS PrOJECE SIEO...iuitiiieiitiiee ettt e ettt e e ettt e e e sas b e e e e e e bbb e e e e annbeeeeaneeeeas 138

13.2.3 COMPASS (DOT PWA) SILE...cceiieiieeiiiiteeeeiieieeesetieeeeseteeeesataaeeeesssseeeeasssaeeeasssseaesssasseeassnssneesans 141
13.3. BasiC MS ProjeCt FUNCLON.........c.uuiiiiiiiieiiiiee et 142

13.3.1 Reassigning MS Project Schedule OWNEIShID. ......cc.uiiiiiiiieee e 142

13.3.2  AddING NOLES 10 @ TASK. .. .eiiiiiiiiieeiiiie ettt e e st e e e s bae e e e e s e nbn e e e e ennreeeaannes 144

13.3.3  Combining MUHIPIE PrOJECLS.......iiitiiiiiieei ettt ettt 145
13.4. Tracking the PrOJECL.......ciiiiiiii ittt 146

13.4.1 BaSeliniNg the PrOJECL......cciueiiie ittt ettt e et e e e e e e bbb e e e e annbe e e e aneeeeas 146

13.4.2 ReCOrdiNg TASK PrOGIESS.......coiiuiiiiiiiiiii ettt ettt ettt e et e e e e s ssne e e e e e satn e e e e snnreeeeas 149

14. ELECTRONIC ENGINEERING DATA (EED).......oiiiiiiieei ettt e s e 150
2 O 1 1 o Yo [T 1o o 150
L. 1.1 PUMPOSE. .. uetetee ittt e ettt e e e ettt e e e i bt e e e e s te e e e e 2a bt e et e e st st e e e aas b et e e e s mee e e e e am R be e e e e an ke e e e e e bbb eeeeeanbneeeennnnen 150
14.1.2  Definition Of EED.........ooiiiiii e 150



ConnecticuDepartment ofTransportationc Digital Project Development Manual

14.3.1 Master Model DGN File
14.3.2 Proposed Highway DGN Files
14.3.3 Existing Survey DGN Files...........
14.3.4  Terrain ModelS.........cccovviirriniineieeesee e
14.3.5 Proposed Coordinate Geometry DGN FileS..........cooiiiiiiiiiiiiiiiiciiic e 155
14.3.6 Proposed Drainage DGN FlES.......c.uoiiiiiiiiiiiiie ittt
14.3.7 Proposed Structure/Bridge DGN Files.
14.3.8 Proposed Traffic DGN Files........ccccoeviiiiiiiiiiiieeens
14.3.9 Proposed Miscellaneous Discipline DGN Files...........cccoiiiiiiiiiiiiiiiii e 156
14.4. SUDMISSION PrOCEAUIES. ....cciiuiiiiiiiiie ettt ettt et e e e snreee e 156
14.4.1  SUDMISSION DAIES....cuei ettt s et enreere e neens 156
14.4.2 EED Delivery Manifest & Quality Control CheckIist............occuiiiiiiiiiiiii e 157
14.4.3 COMPASS File LOCALON. ......ccviiiiiiieiiieenee ettt nne e s e nneenneene e
14.4.4 EED Notice to Contractor (NTC)
14.45 Converted Data.........cccoeevvieiiiciiiicnicc e .
14.4.6 Addendum and Design Initiated Change OrderS..........ccoocviiiiiiiiiie i 157
15. PROJECT LOCATION. ..o eee it iier sttt e e e e e e e ettt e e e e e e e e e e e e e e s s s e e bbbt na bbbt bbb st e e et e e e e aaaeeeeesmaeeeas 158
15.1. Project POlygon REQUIFEMENIS. ......uuuuiiiiiieiieeeieieierveteieeeeeeeeeeereseeeaesaesameeseeeeeeaeaaees 158
16. CT ASSET TRACKING & LOCATION SYSTEM.(ATLAS) ....utiiiieeeeeiieesteeeeiie et e e siienee e snaeeesneeee s 160
16.1. Authentication and PermiSSIONS. .........ccovuriiiirrererimreee e emnee e
16.1.1 Permissions for Creating and Managing...........ccccuveiuiiiriieiiiieeniee e
16.1.2  LOQging iNtO ATLAS. ...ttt ettt ettt a bt e s st e e s bt e e s abe e e be e e be e e enbeesabeeenbeeens
16.2. Launching the ProjeCt WIizard................uuuuuiiiiiiiiciiiiiiiiiieieieeeeeeeeeeeeessssesseeseeseeeeeees
16.3. Creating a Proposed Project..........coooiiioioiiiiiiee e mneneeen e vnennenes
16.3.1 Project Wizard PagedlEdit Project............ccocviiiiiiiiiiiiiccic e
16.3.2 Project Wizard Page@Edit Work Area(s)... .
16.3.3  Project Wizard Page@@SCan ASSELS . ......c.uiiiuuiiiiieiiieeriieaiee et ettt esitee s saeee st esbeeantreesiaeesareeeanaeas
16.3.4 Project Wizard Page@Select ASSEIS.......cccuiiiiiiiiiiiiiee ittt
16.3.5 Project Wizard Page-5summary............cccceeu..e.
16.3.6 Submitting a Project to COMPASS
16.4. Managing an Existing Proposed Project Or ProjecCt...........ccccvvvvvevvimivvevinnninnnnnnns
16.4.1 Accessing a Project for Management............cocvviiiiiiiiieiiie it
16.4.2 Deleting a Project/Proposed Project in ATLAS .......cooiiiiiiiiiien e
16.4.3 Managing assets and geometry for an existing Project/Proposed Project
17. RIGHTS OF WAY MANAGEMENT SYSTEM (ROWMS) WORK REQUEST........oooiiiiiiiieeeeiiiee s 182
17.1. OVEIVIEW N0 PUIPOSE. ... .eiiiiitiii ettt ettt ettt e bimre e e e e sbae e e s nneee s 182
17.2. Accessing the ROW WOrk REQUEST........ccoiiiiiiiiiiiiiiieec e 182
17.3. Project INfOrmMation..........cooiiiiiiiiiiie et 182
17.4. Schedule of OWNErs (SOQ).......ccciiiiiei e 182
17.5. Shared DOCUMENTS.........uveiiiiiiieiiri it ettt e e s 182
17.6. Project WOrk ASSIGNMENES.......ccooviiiieeeie e 182
17,7, SUDIMISSIONL....ciiiitiiiiiiieie ittt e e e e s e e 182
17.8. Work Request Status and TracKing ..........oocueeeiiieeriiimiiie e 182
APPENDIX AINITIAL BLUEBEAM SETTINGS. ... ...ttt ettt eeeee e e e e e e e e s s ssssime s s s bbeb et e e e e e s emssseeeeeeeaeaens 183
APPENDIX BUSABILITY OF PDF DOCUMENTS..... ..ottt ettt e e e e e e 187
APPENDIX CUSING THE SET FILE ... ettt e e s e e e e e et e e e e aaaeeeaesnaaann 193
APPENDIX DCONSULTANT SUBMITTAL REVIEW STAMPS......coo st 194
APPENDIX ECOMPASS RESOURCES.........ooiiiiiiiiier it
APPENDIX #REFERENCESTDOT BULLETINS AND DIRECTIVES.
APPENDIX GSUBMITTAL TRANSMITTAL FORM FOR FACILITIES PRQJECTS........ccciiiiiiiiiiiieeeeeeeee e 205




ConnecticuDepartment ofTransportationc Digital Project Development Manual

1.5STFAYAUAZ2Y A

ACDx The attribute applied to a revisiaiequested by the Processing utitan ADPdisciplinesubset.

ACL2 ¢ The attribute applied to a revision requested by the Processing unit to an ACD discipline subset.
ADP( The attribute applied to alddendumdisciplinesubset

ATLAS This tool is used to manage the location of various assets, projects, and investigations.
Bluebeant, PDF software

CIM¢ Civil Integrated Management

CSEk ConstructionSpecial provisionkstitute

DCIx, The attribute applied to a revision requested by the Processing unit to amliBEiplinesubset.

DCI2 ¢ The attribute applied to a revision requested by the Processing unit to a DCD discipline subset.

Discipline SubsetA multipage PDF document that includes all the contract plan sheets for a discipline.
Example would be all the structures sheets would be packaged in (1}paghi PDF document.

DICO¢ The attribute applied to designinitiated change order discipline subset.
DPDx Digital ProjecDevelopmentManual.
EELX, Electronic Engineering Data

Engineer of Recorlt KS Sy IAy SSNIRa RA Hed tolheé disaiplir gubsewdzNSr CUDFON staffA a |
this would be the Principal Engineer.

FDPThe attribute applied to a final design plans discipline subset.

FIOCC KS | GGNAROGdzGS FLILX ASR G2 | GF2NIAYF2NNEGAZY 2yf @
FPLg The attribute applied to an advertised FDP disciplinbset.

0365¢ Microsoft Office 365

Project Manager, Lead designer on the project. For CTDOT staffdtie TE 3 or $iervisor of the lead
discipline or consultant liaison TE3 or Supervisor.

Set Fileg Is a consolidated viewer file that is created using Bluebeam. When this file is oplétiesdcontract
plans, FDP, Addendum, Change Orders, are sorted by their pageifehelgorrect order.

S&T¢ COMPASS Submittals/Transmittals application.
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2.t NENBljdzAaAdSa yR t2f A0ASa

The following details various requirements and policieg tieeed to be followed when working on a Capital
project for the Connecticut Department of Transportation (CTDOT).

Software Requirements
1. Document Management SoftwareCTDOTises COMPASS and Office 8% document
management solution.
2. PDF Software CTDOT has standardized on Blueb@&samDF software
a. Acurrentlicense of Bluebeam Revu must be purchased to perform all the procedures in this
manual.
b. A CTDOT Bluebeam profigeavailable in Appendix A.

Digital SignaturefRequirements
1. All contract plans, working drawings, and applicable engineering reports submitted to the Department
shall be digitally signed by a CT licensed Engineer or CT licensed Architect in accordance with this
manual.
2. Digital contract plansncludingFinal Design Plans (FDP), Design Completion Data (DCD), Addenda,
Addenda Completion Data (ACD), Design Initiated Change Ot@&)and Working Drawing (WDP)
and all engineering reports shall be digitally signed in conformance with this manual.
a S5AFAGEHE aA3Tyl Gdz2NB& Ydzad YSSiG GKS NBIjdzANBYSy i
or Adobe Approved Trusted List (AATL)
b. AATL and AATL vendor information is provided at the following website:
https://helpx.adobe.com/acrobat/kb/approvedirust-list2.html
c. Trial CDS/AATL Signatures will not be accepted by the Department, a signature must be
purchased from one of the CDS/AATL Vendors.
3. Bluebeam Revu or Extreme is required for all digital signature processeiscontract plans have
been advertised, the digital signature is not allowed to be removed.

CAD Standards
1. Standard Computer Aided Design (CAD) Applications shall conform to thoseltidteel CTDOT CAD
Standards Website

Policies

1. The Consulting Engineer acknowledges and agrees that Contract Plans submitted using the [Digital
Submission Procedure set forth in this Manual] has the same force and effect for the purposes of the
[ 2yadzZ GAy3 9y 3IAYSSNRa F3INBSYSyid ¢A0K GKS {dFdS
Professional Engineer or Architect as set forth in 82010 of the Regulations of Connecticut State
Agencies or § 2093 of the Connecticut General Statutes, as applicable. Nothing iDEiserves as
an authorization for, or endorsement of, the use of this [Digital Submission Procedure] generally by the
Consulting Engineer, its subcontractor(s), or any Connecticut Licensed Professional Engineer or
Architect withrespect to other work it performs for the State or work it performs for other clients.

2. When on call consultants are used for CTDOT projects, the title sheet shall be digitally signed by CTDOT
following the procedure iligital Signatures secti@f this manual.

3.2 KSYy I R20dzySyid NBIFOKSa F FAyFE &adliddza I aCAYI f
lock for editing and ensure document retention.



https://helpx.adobe.com/acrobat/kb/approved-trust-list2.html
https://portal.ct.gov/DOT/Engineering-Applications/Digital-Project-Solutions---AEC-Main-Page
https://portal.ct.gov/DOT/Engineering-Applications/Digital-Project-Solutions---AEC-Main-Page
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Through the Project Generator, ndiapital projects are spatially identified by drawing a polygon on a map in
CTAtlas 2.0(See Sectionf)® ¢ KS L2t e3a2y Aad IAGSY | GSYLRNINE LINRZ2
in its name.

For any questions pertaining to @&flas 20 or GIS licensesreate a ticket with the Engnd Const. GIS
Support section ofhe COMPASS Support Desk

Eng. and Const. GIS Support

This shall be used to submitted support
tickets for Engineering and Construction
GIS issues including ATLAS.

Once all required steps are completedCTFAtlas 2.0, includingressing the button tNotify Compass that
project PPxxxxxxx has been createfSee Creating a Proposed Pro)jeatCOMPASS project pagimcluding
document libraries, S&T application, and all other featuy®sll automaticallygenerate.

Note: Projects are not promoted to a permanent project number until funding has been approved and the
project is in the Financial Obligation Report (OBL). Once funding is in place, the temporary project will
graduate to a permanent project number. This transition process (from a proposed project to a permanent
project number) is performed iIEOMPAS&Nd will be reflected by both the permanent number and proposed
number shown irCOMPASS.

3.1. Creating a Proposed Project (PP)

To create a newroject in COMPAS§Berform thefollowing steps:

1. Create the project polygoandperformall other required actionin CFAtlas2.0 following the
guidance providedSee Creating a Proposed Pro)eThis process for new projects includes all
projects for the Bureasiof Engineering and Construction and Public Tpartsition. SeePublic
Transportation and Rail Proje@nadPlanning and Emergency Declaration Projfatainique project
promotion processes related to these project types.

2. Once all necessary steps are completed irA@ds 2.0, aroject site will automatically generate in
COMPASS! can take up to an houor this process to completeNavigate tocCOMPAS&ndsearch
for the project number.A red banner will display in the COMPASS project site whilgitidhe
LINE GAAA2YAY T LINRPOSaa Aa aitAatt Ay LINPINBaay at Np
fAYAOGSR®DE

3. Create a ticket with th€ OMPASS Support Dgshviding the project numbeand Project Manager
name.

COMPASS Support
r
(,ﬂ} Welcome! You can submit a
A, COMPASS\Office 365 support

request here. Please select from..



https://ctdotcompass.atlassian.net/servicedesk/customer/portals
https://ctgovexec.sharepoint.com/projects/Pages/Projects.aspx
https://ctdotcompass.atlassian.net/servicedesk/customer/portals
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4. The COMPASRupport team will provide project site owner permissions to the Project Manager. All
DOT staff are automatically project site members. (S@&IPASS Project Site Permissfondetails.)

5. Populatethe Project Staffincluding the Project Initiation Staff section

6. Contactall relevantassetstewards and ensure thé/ork Types andNork Codes are selected properly
on the COMPASS Project Assets pageeECBE20239-Project Asset Forrfor more details.

3.2. COMPASS Project Assets

Project assets are to be maintained for the life of a project, from the conceptual phase through construction
SeeDOT COMPASS Knowledge Cemessets Homefor more details.

To view and maintain the Asset Work Types and Work Codes:

1. From the COMPASS Details page, select the Assets tab

Details Submittals/Transmittals Assets

J

Financial Pages

2. The Proposed Project table displays at the top of the Asset page. The table populates 20 records at a
time. If more than 20 assets are listed, use the scroll artovesivance throughhe records.

15 Active 4/21/2021 6/11/2023
15 Active 4/21/2021 6/11/2023
15 Active 4/21/2021 6/11/2023

3. Select one or morasset record from the Proposed Project table by checking the box(Esgsghe

Update Asset Info button.

Update Asset Info [

PROPOSED PROJECT

—] BRIDGE # BRIDGE TYPE NBI
] 03082 02 - Stringer/m...  Yes
1) 03146 02 - Stringer/m...  Yes
] 03148 02 - Stringer/m... Yes

Yes
Yes

Yes



https://ctgovexec.sharepoint.com/:b:/r/sites/DOTBureauofEngineeringandConstruction/Engineering%20and%20Construction%20Information%20Resources/ECD-2023-9.pdf?csf=1&web=1&e=s8sUT7
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Assets-Home.aspx
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4. An Update Bridge Assets window appedd&lectthe appropriateWork Type andWork Gode(s)from
the drop-down menus. Only one Work Type can be selectédine or more Work Codes can be
selected, as neededPress Save.

Update Bridge Assets

Work Type

RHB - Rehabilitation v
Work Codes

Cu-M - Culvert Maintenance, R-...

Cancel Save

5. The Work Type and Work Code columns will updateflectthe information selected TheUpdated
and Updated Bgolumns autepopulatethe with the date and hame of person who made the most
recent update

Additional notes
1 Columns in the Proposed Project table can be sorted alphanumerically.
9 Assets cannot be added or deleted in the COMPASS project page. To add or remove project assets,
make the appropriate revision in @¥las 2.0(See Managing Assets and Geomptry

3.3. Proposed Project Information (PPI) Form

1. Before beginning the PPI process,
a. Verify theProject Initiation Staff section of thiéroject Stafinformation is correct The
individual completing the PPI Form must be included in the Project Initiation Staff
b. Verify alCOMPASS Project Asedormation is correct.

2. Navigateto the Detailstab on the COMPASS project site.

Details Submittals/Transmittals Assets Financial Pages

3. SelectEstablish Project Number buttorfhis opens the blank PPI form.

Dashboard Details Submittals/Transmittals Assets

Establish Project Number
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4. Populate all the fields in the PPI forr&nsure all fields in the PPI form are filled out before pressing

Save Data The Title, Description, Justification, and Comments fields ha@&bs&characterlimit.
Press the Save Data button when complete.

Save Data

5. APPIPDRdocument will automatically genera@nd save in th&00 Project Initiation Documents

folder.
- Close | PPl Form () Saved Successfully X
@ Success! Form PDF saved to /Internal Documents/600 Project Initiation Documents/ folder Dismiss
GENERAL INFO

6. Route the document for signature via the S&T using the guidance providethirh Files to a
COMPASS S&T Envelapd Correspondence and Memoranda in COMRARGE digital signature
guidance, se&igning and Editing PDFs in Office.365

3.4. Cancel a Proposed Project

To cancel proposedproject, createa ticket with theCOMPASS Support Depkoviding:
1 The proposed project numberVerify that the correct proposed project is provided. Once the
project cancellation process is completed, it cannot be undone.
9 The cancellation reason.
9 A-request to cancel the project.

Once the cancellatioprocess is complete, theancelled date will displap the DATES section on the right side

of the Project Details page. Click on the cancelled date to view the cancellation reason.

DATES

o

This project was cancelled due to..

ETA

3.5. Promote a Proposed Project to Rermanent Project

Project assets are to be maintained for the life of a project, from the conceptual phase through construction.

Once fundings approved and thdengineering and Constructigmoject is in the Financial Obligation Report
(OBL), it can be promoted topermanent project SeePublic Transportation and Rail Projeatwd Planning
and Emergency Declaration Projefds unique project promotion processes relatedtteseproject types.

Do not use the Select a Project Number dredpwn field.



https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Attach-Files-to-a-COMPASS.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Attach-Files-to-a-COMPASS.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Correspondence-and-Memoranda.aspx
https://ctgovexec.sharepoint.com/teams/AEC/SitePages/Signing-in-Office-365.aspx
https://ctdotcompass.atlassian.net/servicedesk/customer/portals
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Dashboard Details submit 1 A

Select a Project Number:

To request a proposed project be promoted to a permanent project:

1. Verify thescope of the projecinatches what is portrayed i@ FAtlas 2.0e.g., assets, polygons, étc.

2. Create a ticket with th€ OMPASS Support Depkoviding
a. The proposed project number.
b. The permanent project number.
c. The project manager.
d. A request for project promotion.

COMPASS Support

&
( )3} Welcome! You can submit a
- COMPASS\Office 365 support

request here. Please select from..

3. The COMPASS Support team will review and prorifdie project passes the necessary criteria or
provide feedback if any changes are requirétbte: The project site URL will not change when the

project is promoted; it will continue to contain the proposed project number (PP3xx), not the

new permanent project number.

4. Once the promotion process is complet@date the name of the MS Project Scheduledfiectthe

permanent project number.

Note: TheCOMPASS Project Site Permissigraups and project site URL will continue to reflect the PP

number for the life of the project, even after promotion to a permanent project numbEor example, if
PP1234567 is promoted to permanent project 987132, the site permissions groups for that project will

remain as PP123567for the duration of the project.

3.6. Public Transportation andRail Projects

For Public Transportatioand RaiprojectsNOTin the CTDOT Obligation Placomplete the following steps to

create and promote a project @OMPASS.

1. Complete all necessary steps inAtlas 2.0asdescribedn Creating a Proposed Project

2. Once all necessary steps are completed irA@ds 2.0a project site will automatically generate in
COMPASS. It can take up to an hour for this process to complete. Navigawe/teASa&nd search
for the PPproject number. A red banner will display in the COMPASS project site while the site


https://ctdotcompass.atlassian.net/servicedesk/customer/portals
https://ctgovexec.sharepoint.com/projects/Pages/Projects.aspx
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3. Navigate toPublic Transportation and Rail Project Data Folfiyou do not have access to this form,
please put in a request to theOT.Helpdesk@ct.gov

4. Create the new projeatsing the permanent projectumber, adding all relevant project data to the
form.

5. Create a ticket with th€ OMPASS Support Depkoviding:
a. The proposed project number.
b. The permanent project number.
c. The project manager.
d
e

A request for project promotion.

Date when thePublic Transportation and Rail Project Data Foas completed.Note: It
takes approximately 48 hours from the time that theublic Transportation and Rail Project
Data Formis completed until the project promotion process can take place.

COMPASS Support
£
( 3) Welcome! You can submit a
- COMPASS\Office 365 support

request here. Please select from..

f. The COMPASS Support team will review and pronotiee permanent project number.
Note: The project site URL will not change when the project is promoted:; it will continue to
contain the proposed project number (PPxxxxx), not the new permanent project number.

5. Populate theProject Staffincluding the Project Initiation Staff section.

6. Contact all relevant asssetewards and ensure the Work Types and Work Codes are selected properly
on the COMPASS Project Assets pageeECE20239-Project Asset Forrfor more details.

3.7. Planning ancEmergency Declaration Projecits the OBL

ForPlanning andEmergency Declaration projects, complete the following steps to create and promote a
project in COMPASS.

1. Complete all necessary steps inAtlas 2.0 as described @reating a Proposed Project

2. Once all necessary steps are completed irA@ds 2.0, a project site will automatically generate in
COMPASS. It can take up to an hour for this process to complete. Navigaté/teASa&nd search
for the project number. A red banner will display in the COMPASS project site while the site
LINEGAAAZ2YAY T LINRPOSaa A& atuAatf Ay LINPINBaaAY at NP
f AYAOdSR®E

3. Confirm the project is in the Obligation Report (QBign create a ticket with theCOMPASS Support
Desk providing:
a. The proposed project number.
b. The permanent project number.



https://ctgovexec.sharepoint.com/sites/DOTPTRail/Lists/Rail%20Project%20Master%20List/AllItems.aspx
mailto:DOT.Helpdesk@ct.gov
https://ctdotcompass.atlassian.net/servicedesk/customer/portals
https://ctgovexec.sharepoint.com/sites/DOTPTRail/Lists/Rail%20Project%20Master%20List/AllItems.aspx
https://ctgovexec.sharepoint.com/sites/DOTPTRail/Lists/Rail%20Project%20Master%20List/AllItems.aspx
https://ctgovexec.sharepoint.com/sites/DOTPTRail/Lists/Rail%20Project%20Master%20List/AllItems.aspx
https://ctgovexec.sharepoint.com/:b:/r/sites/DOTBureauofEngineeringandConstruction/Engineering%20and%20Construction%20Information%20Resources/ECD-2023-9.pdf?csf=1&web=1&e=De1jMx
https://ctgovexec.sharepoint.com/projects/Pages/Projects.aspx
https://ctdotcompass.atlassian.net/servicedesk/customer/portals
https://ctdotcompass.atlassian.net/servicedesk/customer/portals
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c. The project manager.
d. A request for project promotion.
e. Indicate whether it is a Planning Bmergency Declaration project.

COMPASS Support

&
(;S:} Melcome! You can submit a
- COMPASS\Office 365 support

request here. Please select from..

1. The COMPASS Support team will review and prortaotiee permanent project numberNote: The
project site URL will not change when the project is promoted; it will continue to contain the
proposed project number (PPxxxxxx), not the new permanent project number.

2. Populate theProject Staffincluding the Project Initiation Staff section.

3. Contact all relevant assstewards and ensure the Work Types and Work Codes are selected properly
on the COMPASS Project Assets paSeeECBE20239-Project Asset Forrfor more details.

3.8. Pause or Complete BermanentProject

The project phasdisplayed for COMPASS projects automatically displays and updates to reflect the phase in
the CTDOT Construction Management System (e.g., Site Makag&if TOWare, etc.). In some situations, a
project manager may need to manually pause or compete a project.

To pause or complete a project, any DOT staff can perform the following steps:

1. Goto COMPASS Projectr the details or landing page of any COMPASS project site. This process
cannotbe performed via the COMPASS S&T page.

2. Navigate to the geafy Site Contents.
IR
Settings

SharePoint

Show Ribbon
Shared with...
Edit page

Add a page
Add an app

Site contents
Design Manager
Site settings
Getting started



https://ctgovexec.sharepoint.com/:b:/r/sites/DOTBureauofEngineeringandConstruction/Engineering%20and%20Construction%20Information%20Resources/ECD-2023-9.pdf?csf=1&web=1&e=De1jMx
https://ctgovexec.sharepoint.com/projects/Pages/Projects.aspx
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3. Choose Project Phase Override.

Name Type
O Design Document library
& Documents Document library
I Site Assets Document library
@  Project Phase Override List

4. Press New.

{(R) COMPASS

+ New g Edit in grid view

Project Phase Override ¢

5. Complete the New item field.
a. Enter the project number in thEXXXXXXX format (including leading zeroes).
b. Select either Completed or Paused from the Project End Date Reascdasopmenu.
c. Inthe Notes and Details fields, provide the reason for completing or pausing the project, along
with any other relevaninformation.
d. Verify information is correct, then press Save.

10
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New item

Project Number *
Enter value here

You can't leave this blank.

[ Project End Date

5/8/2023

& Project End Date Reason

IType to filter

Completed

Paused

I Attachments

Add attachments

6. To reactivate a paused or completed projemeate a ticket witthe COMPASS Support Desk

11
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CTDOTisesCOMPASand Office 365 for document managemerithe objective of COMPASS s to provide
CTDOT with project management processes that work in conjunction with aloésed digital Transportation
Management Solution, utilizing Microsoft CommerciaHD#&-Shelf Software (MCOTS) to manage the delivery
of all capital projects. Specifically, this solution will provide improved quality and control over complex
transportation projects by providing:

1 Submittal and Transmitt@allin-Courttracking

Better collaboration and communication using SharePoiiine.
Realtime project scheduling capabilities usimgegratedMS Project
Improved resource management

Realtime project statuslashboards

Document control and content management

Improved transparency and accountability

Improved risk management

=A =4 =4 =4 -8 4 A

4.1. COMPASS Overview

COMPASS is a clehdsed application built on Microsoft SharePgiages. CTDOT users are provided with a
CTDOT 0365 licenadich is used to access COMPASS and all other DOT 0365 applidatitemeal user
invitations are sent to noiCTDOT personnelsuch as consultants and contractaro grant projectspecific

site access.

Presently, COMPASS provides a single place to display the following project information:
Rightsof-Way

Environmental Permits

CORE data

Viewport data

Composite Project Database (CPD)
Submittal/Transmittal Application
Project Staff Management

MS Project Schedule Integration
Document Storage/Control
Security/User Management

=4 =4 =4 =4 =4 -4 -8 -8 -8 9

Please see COMPASS Knowledge Cefit@eiMPASS Overview

4.2. ProjectFolder Structureand Required Documentfor CapitalProjects

This sectiordetails theprojectfolder structureand the required project documents that must be submitted
for each project.The figure belovllustrates a CTDOT projdotder structure for a Capital ProjecGee
COMPASS Permissions Mdoeldetails on folder permissions.

12


https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-COMPASS-Overview.aspx
https://ctgovexec.sharepoint.com/teams/AEC/SitePages/COMPASS-Permissions-Model(1).aspx
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Project Overview

Contacts

Design

Contract Docurments
Internal Documents

Confidential Documents

Project Emails

OneMote

Note: Inthe casevheretwo or more projects are combineat advertised asne project, all contract
documents for these projects will be submitted into the lowest numbered projeCOMPASS

ProjectFolderStructureand List ofProject Documentation

DESIGN LIBRARY

The folders in the Design Library are intended to store fild®and working documents for designers.
For more information on working with CAD files stored in COMPASS, pleake §£EDOT Digital Design
Environment (DDE) GuideTDOT DDE GUIEEentley Connect Edition

CONTRACT DOCUMENTS LIBRARY

100_ContractPlans (PDR) This folderis inthe Contract Documents library améntains only final Contract
Plans, which includes the followin@here shall not be any working documents uploaded into this folder.
Final plans

Addendum plangSubfolder should be created for each addendum)

Design Initiated Change Ordgans.

AsBuilt plans

Electronic Engineering Data (EEB)nal Prepared by AEC Applications

=A =4 =8 -8 -4

110 _ContractDocumentsc This foldelis inthe Contract Documents library astiall only contain the
following finaldocuments. Thenly working file allowed in this folder is tli&ntractor Submittal ListThis list
is to be maintained through the life of the project fe€2020-1 Contractor Submittals.pdf

Signed Contract

Pre-Bid Questions and Answers

Contract Special Provisiog$-inal, Addendum, anDesign InitiatedChange Order specipfovisions.
State and Feder&llinimum Wage Rates and Classifications.

SOM(Source of Materials)

Insurance documents

PreAward DBE ReviegiSpecific Contractor

Bonds

Contractor Submittal List

= =4 =4 =4 -4 -8 -8 -8 9

125_Completed_Submittalg This folderis inthe Contract Documents libranyContractor submittalg with
the exceptions of Payroltsautomatically relocate to this folder from the 120_Contractor Submittals (PDF
folder when marked completeThis folder is readnly. Documents cannot be directly updated to or modifi
in this folder.

13



https://portal.ct.gov/dot/engineering-applications/ctdot-dde-guide---bentley-connect-edition?language=en_US
https://portal.ct.gov/-/media/dot/aec/contractor-submittal-list.xlsx
https://ctgovexec.sharepoint.com/:b:/r/sites/DOTBureauofEngineeringandConstruction/Engineering%20and%20Construction%20Information%20Resources/ECD-2020-1.pdf?csf=1&web=1&e=HHmfK9
https://portal.ct.gov/-/media/dot/aec/contractor-submittal-list.xlsx
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ProjectFolderStructureand List ofProject Documentation

130 Final Engineering Reportg This foldelis inthe Contract Documents library amontains all the final
engineering reports There shall not be any working documents uploaded into these foldéose: Ensure file
names in this folder: 1) do not include any special characters andc2urately and intuitively describe the
document.
1 Hydraulic
0 Hydraulic Report and Hydraulic Report Data

Scour Reporéand Scour Report Data
Floodway Reporand Floodway Report Data
Final Drainage Reports and Final Drainage Report Data
USGS Bridge and Channel Assessment Reports

0 Miscellaneous Technical Data, Studies, Investigations or Reports
9 Environmental Compliance

0 Task 110

0 Task 210

0 Task 310

0 Underground Storage Tank System Closure Reports
9 Bridge

0 Load Rating
Y Geotechnical

0 Geotechnical Report Project filemcludingtest boring, laboratory testing data file, and

computations

[l elNolNe]

160_Project Photog This foldeilis inthe Contract Documents library aislwhere all project photoand
videosshall be stored. Both engineering and construction photos shall be stored in this folder.

INTERNAL DOCUMENTS LIBRARY

120 _Contractor Submittals (PDFR This foldelis inthe Internal Documents library armbntains the following:
Shop Drawings

Product Data Sheets

Product Samples

Coordination Drawings

WorkingDrawings

Requests for Entitlement

Correspondence from Contractor

RFIs

RFCs

Schedules

Payrolls

Material Testing

Quality Assurance Submittals

Operation and Maintenance Manuals

Spare Parts Transmittals

Landscape Submittals

When contractors create submittals, dtbcuments automatically uploaded to this folder.

= =4 =8 =8 =8 -8 8 o8 ofofofoa o e o e

140_Project_Administratiorg, This foldeiisin the Internal Documents library and is the storage locafmm
final permanentmilestoneproject administration documents. Thepeoject administration documents can b
defined as but not limited to,deliverables such as agreemersoject approvals, project scopesgulatory
doauments, design phase schedulesc. There shall not be amlyaft documents uploaded into this folder.

14
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ProjectFolderStructureand List ofProject Documentation

Agreementg; Utility, Railroad, Municipal, etc.
Categorical Exclusion

Certification Acceptance Checklist

Commitment list

Consultant Selection Documergsscope of Services, Notice to Proceed, etc.
Construction Incidental Cost Establishment Report
DBE/SBE Approval with percentage, participation level
Design Approval

Design Exceptions

Design Phase Microsoft Project SchedU@®MPASS
Draft Noise Analysis Report

Environmental Impact StudyEIS

Final Design Report

Final Noise Analysis Report

Finding of No Significant ImpadtONSI

Lighting Agreement

Record of DecisiogROD

Rehabilitation Study Report

Risk Managemerbocuments

RPM¢ Request for Project Memorandum

Sidewalk Maintenance Agreement

Standalone Transportation Management Plan Document, taken from the final degigrt.
Stewardship Agreement

Structure Type Study

Waiver to Obligate Funds

White Papers

=4 _m _a _a_a_a_a_&a_&_a_a_8_8_28_9a_-8_9_-8_9_a_92_a9.-a._-9_a9.-2

142_Project Administration CorrespondencgeThis folderis inthe Internal Documents library arnis for all
final project correspondence documents. This is defined as any request memos, response letenestc.,
and does not include any documents that are defined in the 140_Project Administration folder. This folg
shall not include any working/draft documents.

1 Meeting Minutes

1 Request Memosg Survey Request, Design Reviews, Support unit design.

1 Response MemosResponse to the Request Memos

150_Quantity Calculationg This foldeiis inthe Internal Documents library arig where all the final quantity
calculations for contract items shall be stored.
1 FDP Estimate Quantity Computations

151 _Final Design CalculatiogsThis foldetis inthe Internal Documents library and where all the final desig
calculations shall be stored.

170_ROWFiles- This folders inthe Internal Documents library ang where the final property maps shall be
stored until they are uploaded into the IRM®\so,the project polygons and parcel polygons file shall be
stored here

210_Constructiorg This foldetlis inthe Internal Documents librarySee Construction Documentation for mo
information.
1 01c¢ Project Documents
0 Semi and Monthly Payment Estimates
0 Construction Orders with Backup
0 Copies of CodPlus Sheets with backup

15
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ProjectFolderStructureand List ofProject Documentation

All Delivery Tickets, Bituminous Concré&®egcessed Aggregate Base, Concrete, etc.
Material Certifications, etc. (All Laboratory Reports)
Nuclear Density Test and Data Sheets (Q@% 133)
Pile Driving Logs (C&aY)
Environmental Correspondence, Logs, etc.
Utility Forms (COMO and 41)
Contractor Payrolls
EEO/AA Reports (FD-90s)
Labor Wage Checks (CQ@8L)
Hazardous Waste Manifests
Stores Requisitions and Transfer Vouchers
Purchase Orders and Requisitions
Correspondence
Computer Disksproperlylabeled.
Any Other Related Records
Town Correspondence FHéncludes:
A General Material
A Request for and response to matters concerning highway, bridge, signing, lighting
by townofficials.
A Written commitments to first officials and/or elected, appointed state, federal
officials.
A Mapping Prepared by district or filed witlistrict.
02 ¢ Internal Documents
o Consultant Ratings
o Other Sensitive Documents
0 This folder has unigue permissiofSeeCOMPASS Permissions Mdoeldetails.
03¢ Measurements and Payments
o Field Books (all) Volumes 132&4s
04 ¢ Consultant Negattions
o0 Consultants Billings with Backup
0 Sensitive documents pertaining to QEEpotiations.
0 This folder has unigue permissionfSeeCOMPASS Permissions Mdoeldetails.
05¢ Environmental
USACE Work Start Notification Form
USACE Compliance Certification Form
APA/Watershed Resource Maps
CTDEEP De Minimis Change Request
CTDEEP De Minimis Change Approval
CTDEEP Notice of N@ompliance/Notice of Violation
CTDEEP Neompliance Monitoring Reports
CTDEEP Work Commencement Form
CTDEEP Compliance Certification Form
CTDEEP Permit Notification Correspondence
/ €599t {AGS LyalLlsSOiA2y wSLER2NIA& 3 whaQa
CTDEEP/USACE Permit Extension Request
CTDEEP/USACE Permit Extension Approval
CTDEEP/USACE Tofi¢Year Waiver Request

O 00000000000 O0OO0OO0oOOo

O OO0 0O O0OO0OO0OO0OO0OO0o0OOo0OOoOOoOoOo
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ConnecticuDepartment ofTransportationc Digital Project Development Manual

ProjectFolderStructureand List ofProject Documentation

CTDEEP/USACE Tofiey ear Waiver Approval
CTDEEP/USACE Emergency Authorization Request
CTDEEP/USACE Emergency Authorization Approval
CTDEEP Emergency Authorization Extension
Complaints

OEP Routine Inspection Report

OEP Semifinal Inspection Report

CTDEEP Stormwater Notice of Termination Form
Wetland Mitigation AsBuilts

USCG Deviation Letters

Submittals Satisfying CTDEEP/USACE Special Conditions

O OO OO O0OO0OO0oOOoOOoOOo

211 Materials Testing; This foldeiis inthe Internal Documents libraryi-ollow guidance provided in the
Materials Evaluation and Specifications Unit (MESU) COMPASS Construction Bulletin

220 _FHWA This folderis inthe Internal Documents library and used by the FHWA for their purposes

230_ContractAdministration ¢ This foldeiis inthe Internal Documents library and used by the CTDOT
Contracts unit.

240_ContractDevelopmentg This foldetlis inthe Internal Documents library arid thelocation where the
Designer uploads the following supplemental contract documents:

T

1
)l
)l
il

All contract special provisions and Notice to Contractors (NT@jeiid format, both final and
addendum special provisiondAll contract special provisioshallbe uploaded to the subfolddfDP
Specs No other documents shall be uploaded to the FDP Sprd¥older excepthe contract special
provisions and NTCs in Word format.

If the project contains CSI specifications, the designer is to ceeatbfolderto the 240 _Contract
Development foldenamedCSISpecsand upload all CSI specifications to this locatilio. other
documents shall be uploaded to thESISpecs subfolder except théSl specificationsITCs in Word
format. SeeDesign Review Phader instructions on how to create the CSI Specs folder.
EstimatorProposal Estimate

Calendar Day Estimate

Electronic Engineering Data Filgdoaded by theDesigner.

Permit Applications anfpprovals

310_Milestone_Submissions This folderis inthe Internal Documents library and is the location where the
designer shall submit all milestone submission documents. This includes plans, special provisions, rep
estimates, etc. This folder has stdiders for 30, 60, 90, and 100 submissions.

320_Permit_Developmeng, Thisis inthe Internal Documents library and can be used to store documents
the development of permits. Note: At FDP, the permit applications and approvals must be uploaded int
240 Contract Documents folder. The processing unit then adds the permits and applications to the con
and uploads the contract into the 110 Contract Documents folder.

=4 =4 =4 =8 -8 -8 -8 -9

Permits Needs Determination Form (PNDF)
Wetland Flagging Coordination

Natural Diversity Database (NDDB) Coordination
CTDEEP Fisheries Correspondence

LEAN Meeting Minutes

Project Manager Meeting (PMM) Minutes

Permit Review Comments

Responses to Permit Review Comments

600_Project Initiation Documents This foldetisin the Internal Documents library andvgere any project
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ProjectFolderStructureand List ofProject Documentation

initiation documents can be stored. This would include any plans developed by the Project Concepts ut
any other documents created in the project concepts phase.

CONFIDENTIAL DOCUMENTS LIBRARY

131 EngineeringReports Confidential¢This foldelis inthe Confidential Documents library and is only see
by a select number of people.
9 Bid Analysis

141_Project Administration_Confidentialg This foldeiis inthe Confidential Documents library and shall be
used for documents that only CTDOT should have access to.
9 Consultant Payroll information

231_Contract Administration_Confidentialg This foldelis inthe Confidential Documents libraryAccess is
limited to the CTDOT Contracts Unit.

241 ContractDevelopment Confidential¢ This foldetlis inthe Confidential Documents library and containg
the final engineers estimate and calendar day estimate developed by the cost estimating unit.
9 Final Engineers Estimate
9 Final Calendar Day Estimate

4.3. COMPASS Project Site Permissions

Access to COMPASS project sites is provided sisgngermission groupsEach permissionrgup has a unique
set of rights and restrictions.

CDOT personneind FHWAAre automatically added to all COMPASS site members groups.

The Project Manager will be added to thiége owners permissions group (full control of site) wheeticket is
created during the project creation process (seeating a Proposed Project (PFPlhe Project Manager (PM)
is responsible for granting and maintaining project site access for all consuttantsactors,and
stakeholders.The PM may also choose to invite another team member(s) to the site owners group and
delegate the site permissions management role to that individual(s).

It is recommended to limit the number of staff in the siteners group.The majority of CTDOT and
consultant staff will remain in the site members permissions group.
4.3.1 Site Permissions Groups Defined

There are bur permissions groupper project Site Owners, Site MemberSite Stakeholderand Site
Contractors There is a prograrwide Compass Owners group whicnig to be edited or changed by project
staff.

Please see COMPASS Knowledge CeBitx Permissions Groups Defined

Site Settings » Permissions
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Site Permissions Summary Table

o 2
2| 0| 2| 2| 8
6| 2| |2 &
FUNCTION a & 2 & 5

o 2 o n O
S0 5| g &
@) n| v

Invite or remove users from site permissions groups X X

Delete a submittal as theubmittal owner X X | X

Delete a submittal on behalf of another user (proxy) X | X

Reopen a complete S&T envelof@ternal CTDOT staff only) X X

Start, edit, revise & resubmit, or complete a review cycle as the submittal owner X | X | X

Start,edit, revise & resubmit, or complete a review cycle on behalf of another user (prq¢ X X

Startor finalize a Bluebeam Studio Session as the submittal owner X X X

Start or finalize a Bluebeam Studio Session on behalf of another user (proxy) X X

Modify the Approval Matrix X X

View the Approval Matrix X X X

Function as submittal owner per the Approval Matrix for Contractor submittals X X X

Function as submittal owner for internadternal or internalexternal submittals X X X

Viewand add posts to the submittal Comments/Log X X X

Access the Dashboard and Details pages* X X X

Create a submittal X X X X X

Replace a submittalocumentin response to an R&R X X X X X

Reviewa submittal (Submittal Review&ection) X X X X X

Contributedocuments to a subittal at any time in the review workflow X X X

Reassigor addreviewers toa review assignment (Submittal Reviewer Section) X X X

Approve or Reject Uploads as the submittal owner X X X

Approve or Reject Uploads on behalf of another user (proxy) X X

Delink files from a submittal envelope as the submittal owner X X X

Delink files from a submittal envelope on behalf of another user (proxy) X | X

View document version history X | X | X

Modify/edit files in the 125 Completed_Submittd¢gder X

*Pre-approved consultants who cannot access the Dashboard and Details pages should fill out théSfeitimg Started

with SharePoint for Consultants (ct.gotg gain access to these pages and enable improved collaboration in COMPA

4.3.2 Setting up Site Permissions Groups

The project manager or delegated staff member is responsible for maintaining the site permissions throughout
the duration of the project.
Please see COMPASS Knowledge CeBtglting up Site Permissions Groups

4.3.3 Restricted Elements

Usersshould not make any restricted changes to project sites.

4.3.3.1 Restricted Elemeng Settings Menu
Donot use any of the functionality under the Settings menu.
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People and Groups » 0134-0148 Members

. e e

é Name About me Title Department

r=

Executive Test

4.3.3.2 Restricted Element Permissions Ribbon

Do not use the menu items in thimheritance, Grant, Modify or Manage sections of the ribbBw. not delete
permissions, grant new permissions, or create new permissions grdupesCheck Permissions button can be
used toquery the permission of an individual for that project site.

BROWSE PERMISSIONS

Check
Permissions

Check

4.3.3.3 Restricted Element Modifying Site Styles

Donot use theBrowser,Pageor Publishoption in the ribbon.Best practice Keep the ribbon hidden to avoid
accidentally seleatigone of theserestricted elements

EonnectiCl’f SharePoint

l BROWSE PAGE PUBLISH I

{(R) COMPASS

To hide the ribbon, go to the GearHide Ribbon
- B

Settings

SharePoint
Shared with...
Edit page

Add a page

Add an app

Site contents
Design Manager
Site settings
Getting started
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4.3.3.4 Restricted Element Unique Permissions

Donot remove the two groups included in all project site members groups:
1 CTDOT staff: D@JompassDOTUsers group
1 FHWA staff (Connecticut): DOT CompgaRegulatory Partners Members

Donot modify any of the unique folder permissions established progvédde, as noted in th€OMPASS
Permissions Model (sharepoint.com)

4.3.4 Accepting an Invitation (External Users)

External usersé€.g.,Contractors, Consultants, Stakeholders, etc.) invited to join a COMPASS project site will
need to take the following step® accept a COMPASS invitatidixternal users should never forward their
invitations to other users.A unigue invitation needs to be sent to eaclserrequiring project site access.

If otherindividuals need access to a COMPASS project site, a request should be sent to the PM.

Sy 5SLISYRAY3I 2y (KS
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1. The external user will receive an email invitation with a direct link to the project page.

NEVER FORWARD COMPASS PROJECT SITE INVITATIONS TO OTHER USERS.
CONTACT PROJECT PM TO REQUEST ADDITIONAL ACCESS.

Hello,
CLICK TO ACCESS
COMPASS LOG-IN

Go To

2. On the SharePoint Online invitation acceptance page,
a. External users with an existing work / company Office 365 account should click Organizational
Account and logn using their company Office 36Sernameand password.
b. 9EGSNY I f dzaSNB 6AGK2dzi 'y SEA&GAY3I aAONRA&ZTI
F O02dzy ¢ | yR T 2-tiptadew, fieeKaScoumtdirtg & emiaiPaddéeSsiio which
the invitation as sent.
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Welcome to SharePoint Online

To accept your invitation, sign in with a Microsoft account or an account assigned to you by your
organization. By signing in you allow Connecticut Department of Transportation to use your basic profile
(name and email address) in accordance with their privacy statement. Connecticut Department of
Transportation has not provided links to their terms for you to review. You can remove these permissions

at myapps.microsoft.com.

.. Microsoft account

. Sign in with the account you use for OneDrive, Xbox LIVE, Outlook.com, or other Microsoft
SEvices SELECT TO SIGN-IN USING AN
EXISTING COMPANY OFFICE
/_ 365 ACCOUNT. USE THE SAME
2 W Organizational account USER NAME AND PASSWORD.
ﬂ Sign in with the account provided by your work or school to use with Office 365 or other
Microsoft services.

Don't have either account? Create a Microsoft account, it's quick and easy!

Legal Privacy SELECT TO CREATE A
egal | rivacy NEW. FREE ACCOUNT.

4.3.5 Consultant Staff
Pre-Approved BOEConsultant staffretypically invited tathe Site Members Groupy the Site Owner

4.35.1 Inviting Individual Consultants to a Project Site

Individual consultants can be invited to project sites in the same manner as CTDOT staff or other external
users. Consultants should be invited via their company email address.

4.3.5.2 Inviting Consultantdy VendorUsing Dynamic Groups

Ste ownersshouldinvite consultantgo the Site Members Permissions Group using the following format:
G5h¢ / 2 yésalwédbytheir vendor name.

Invite people

DOT Consultant -
Shared with

DOT Consultant - Altigen & Y
DOT Consultant - Zaact '

(]
(=]
1]

Do not use for the site owners group.

To use this option, the following elements aeguired:
1 Company is a prqualified BOEC consultant. Please Besgualified Consultants for Year 2024

(ct.gov)for list.

1 Individual consultant stafhhust completeGetting Started with SharePoint for Consultants (ct.gov)

4.35.3 BOEC Consultant AccesRequired Forms

All consultants To better collaborate in COMPASS and view some frequently requested documentegion, p
approved Bureau of Engineering and Construction (BOEC) Conssahantd follow the instructions provided
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in Getting Started with SharePoint for Consultants (ct.g@gmpleting this form provides accesstany
resourcesjncluding:

1 COMPASS Dashboard, Details and Asset tabs

9 Access to CTDOT Owned SpdeiaVisions

1 Access t®OT BOEC Consultantdome (sharepoint.com)

1 Ability for CTDOT Site Owners to manage permissions via company domain

For OneDrive sync onlyFor consultants who need &ync to OneDrive for use of CAD files or other needs,
please see guidance providedthis document:ctdot-connectdde-volume-1---getting-started. pdf

4.4. Navigating COMPASS

For CTDOT useifellow the instructions provided iEOMPASS Overvidavlog-in to Office 365 and access
COMPASS.

Please see COMPASS Knowledge C&gtér Navigating COMPA$S details.

4.5. CTDOT Staff Contact, Organization, andt@adnformation

Please see COMPASS Knowledge C&@tér CTDOT Staff Contact, Organization, and Status Infornfetion
details.
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5.1.

Processes by Project Phase

The followingshowsthe processes included in this mangalparated by project phaseAlso included in this
table is a link to the process map that corresponds to esatument/process

Project Initiation Phase

DocumentProcess

Requirements

Project Schedule

1 Project Schedule should be set up in accordance Mithign Phase Project

Scheduling

Preliminary Design Phase

Preliminary 1 Plans shall be grouped in accordance witimtract Plan Grouping
Contract Plans |q Plans shall be formatted in accordance withntract Plan Format
Preliminary 1 Contract Special Provisions shall be prepared in accordanc&wittiact Special
Contract Special Provisions
Provisions
Cost Estimate | Cost Estimates shall be prepared in accordance mitimates and Quantity
Calculations
Preliminary Design § Design Reviews shall be accomplished in accordanceSwithion 10 Digital Review
(30%) Review and Commenting
Project Schedule |  Project Schedule should be set up in accordance @4tttion 11 Design Phase
Project Scheduling
Permit 1 Shall be uploaded and formatted in accordance itlvironmental Permits
Applications/
Documents
Rehabilitation | { Shall be uploaded and formatted in accordance Etlyineering Reports
Study Reports
Structure Type | Shall be uploaded and formatted in accordance Viittyineering Reports
Studies
Categorical 1 Shall be uploaded and formatted in accordance Withject Administration and
Exclusion Project Correspondence Documents
Design Exception| Shall be uploaded and formatted in accordance Withject Administration and
Project Correspondence Documents
Design Approval | Shall be uploaded and formatted in accordance withject Administration and
Letter Project Correspondence Documents
Project 9 Shall be uploaded and formatted in accordance Withject Administration and
Correspondence Project Correspondence Documents
Project Polygon | Shall be prepared and uploaded in accordance Wwithiect Location (GeSpatial

Boundary or Route 1D and Mileage)

Final Design Phase

DocumeniProcess

Requirements

Contract Plans

1 Plans shall be grouped in accordance vitintract Plan Grouping
9 Plans shall be formatted in accordance withntract Plan Format

Contract Special
Provisions

1 Special Provisions shall be prepared in accordance@uittiract Special Provisions

Engineering

Reports

1 Engineering Reports shall be prepared in accordanceiwithneering Reports
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Project Schedule | §

Project Schedule should be set up in accordance Mithign Phase Project
Scheduling

Cost Estimate | §

Preliminary Cost Estimates shall be prepared in accordanceEwitmates and
Quantity Calculations

Permit i
Applications/
Approvals

Shall be uploaded and formatted in accordance vittvironmental Permits

Design Calculation;

=

Design Calculations shall be submitted in accordanceMdttign Calculations

Semi Final (60%) | 1
and Final Design
(90%) Reviews

Design Reviews shall be accomplished in accordanceSwittion 10 Digital Review
and Commenting

Quantity i
Calculations

Quantity Calculations shall be submitted in accordance #itiimates and Quantity
Calculations

Final Design Repot ¢

Shall be uploaded and formatted in accordance Wwithject Administration and
Project Correspondence Documents

Final Design ]
Statement

Shall be uploaded and formatted in accordance withject Administration and
ProjectCorrespondence Documents

Sidewalk q
Maintenance
Agreement

Shall be uploaded and formatted in accordance Wwithject Administration and
Project Correspondend@ocuments

Lighting Agreemeni

Shall be uploaded and formatted in accordance Withject Administration and
Project Correspondence Documents

DBE/SBE Goals | |

Shall be uploaded and formatted in accordance withject Administration and
Project Correspondence Documents

Commitment List | q

Shall be uploaded and formatted in accordance withject Administration and
Project Correspondence Documents

Waivers i

Shall be uploaded and formatted in accordance withject Administration and
Project Correspondence Documents

Standalone i

Shall be uploaded and formatted in accordance withject Administration and

Transportation Project Correspondence Documents
Management Plan
Project 1 Shall be uploaded and formatted in accordance Withject Administration and
Correspondence Project Correspondence Documents

Contract Processing Phase

DocumentProcess

\ Requirements

FDP

Contract Plans

Plans shall be grouped in accordance v@dtintract Plan Grouping
Plans shall be formatted in accordance withntract Plan Format
Plans shall be checked by tR®F Checker

Contract Special Provision

=A|=2 = =1

Special Provisions shall be prepared in accordance@uittiract
Special Provisions

Proposal Estimate

1 Preliminary Cost Estimates shall be prepared in accordance with
Estimates and Quantity Calculations

Federal Estimate

1 Preliminary Cost Estimates shall be prepared in accordance with
Estimates and Quantity Calculations

Calendar Day Estimate 1 Calendar Day Estimate shall be prepared in accordanceEwitimates

and Quantity Calculations

Permit Applications/ 7 Shall be uploaded and formatted in accordance ittvironmental
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Approvals Permits
Ordering Paper Copies of 1 Paper copies of contract documents can be ordered in accordance
Contract Documents Paper Plans

EED

9 Shall be prepared and uploaded in accordance Witittronic
Engineering Data (EED)

Project Polygon

1 Shall be prepared and uploaded in accordance Withiect Location
(GeoSpatial Boundary or Route ID and Mileage)

DCD

Contract Plans

Plans shall be grouped &tcordance witlfContract Plan Grouping
Plans shall be formatted in accordance withntract Plan Format
Plans shall be checked by th®F Checker

Contract Special Provision

A=A =4 =2

Special Provisions shall be prepared in accordance@uittiract
Special Provisions

Proposal Estimate

1 Preliminary Cost Estimates shall be prepared in accordance with
Estimates and Quantity Calculations

Federal Estimate

1 Preliminary Cost Estimates shall be prepared in accordance with
Estimates and Quantity Calculations

Calendar Day Estimate

1 Preliminary Cost Estimates shall be prepared in accordance with
Estimates and Quantity Calculations

Permit Applications/
Approvals

T Shall be uploaded and formatted in accordance Eittvironmental
Permits

Addendum

Contract Plans

1 Plans shall be prepared in accordance vdtintract Plan and Special
Provision Revisions (Addenda and Design Initiated Change Order)

Contract Special Provision 1 Special Provisiorshall be prepared in accordance wittontract Plan
and Special Provision Revisions (Addenda and Design Initiated Ch
Order)
EED 9 Shall be prepared and uploaded in accordance Wititironic

Engineering Data (EED)

Award Phase

Signed Contract

1 Signed Contract will be uploaded iInBOMPASI® accordance with
section xx.

Construction Phase

DocumentProcess Requirements
Contractor 9 Contractor submittals shall be uploaded in accordance Withtractor
Submittals Submittals
Contract Plans 1 Plans shall be prepared in accordance witintract Plan and Special Provision
Revisions (Addenda and Design Initiated Change Order)
Contract Special 1 Special Provisions shall be prepared in accordance@uitiiract Plan and Speci
Provisions Provision Revisions (Addenda and Design Initiated Change Order)
DICO Memo 1 DICO memo shall be prepared in accordance Wiiisign Initiated Change Orde
(DICO)
Plan AsSBuilts 1 Plan AsBuilts shall be accomplished in accordance wittBuilt Comments
Final Plans
Project 1 Shall be uploaded and formatted in accordance witioject Administration and
Correspondence ProjectCorrespondence Documents
EED 1 Shall be prepared and uploaded in accordance Wltittronic Engineering Data
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(EED)

Project Polygon 9 Shall be prepared and uploaded in accordance Withiect Location (GeBpatial
Boundary or Route ID and Mileage)

5.1.1 Paper Plans

TKS 5SLINIYSYydQa tNAyd {K2L)J KFa Of 2aSR® ¢KS F2ff206A
necessary:

1 All routine photocopies can be performed on the multifunction copiers throughout the Department.

91 Specialized duplication services and business cards can be ordered through DAS Printing
Services.https://portal.ct.gov/DAS/Services/Fedtate Employees/PrinMail-and-CourierServices

1 Project plans/specs and widermat prints should be printed on the widermat printers located
throughout the Department or utilize State Contract 19PSX0006, Document Ingeyiviges.
https://webprocure.proactiscloud.com/maincontractboard/contractviewdoc.do?docid=696&eboid=51
&&mimeType=application/pdf&docName=Contract%20Award.pdf&docUnigueName=Contract%20Aw
ard.pdf&contract=463

Questions can be addressed to Deb Elldedira.ello@ct.goor 860594-2257.
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6.1. Contract Plan Grouping

Contract plans shall be grouped by discipline into individual multiple page PDF files called discipline subsets.
The project manager is tasked with determining the discipline subset numbering and grouping and whether to
use a single volume or multiple volumes for the projeEtiscipline subset file sizes shall be a maximum of

60MB The following details eaalf theseoptions:

Single volumdligital contracts are used when each discipline or consulting firm designing the project is
responsible for 3 subsets or less. The following is an example of a single volume project.
Note: The first and second subsets shall always b8dHeral and 0Revisions. The 03 subset does
not always need to be GBlighways, the 04 does not always need to beStducture, etc.FIO subsets
shall be numbered at the end of the project before the standard subsé&tse Standards subsets shall
not be numbered.

Multiple volumesare used if the project has 1 or more of the following characteristics:
a. Most ofthe discipline/firm designers are responsible for more than 3 subsets each. This allows the
individual designers to number their subsets independently of the other disciplines.
b. There are multiple sites on the project. Splitting these sites up into volumes will provide better
organization of the project.
c. Combining multiple projects into one project.
The larger the project is, typically the more subsets wiltdzpiired,and their labels will be more specific. The
subsets shall be split up by volume and each volume shall be controlled by its assigned designer. For example,
all the subsets designed by the highway designer shall be in the same volume (02) and each subset shall have a
unique subset number.
Note: The first and second subsets when using multiple volumes shall always b&ehd€ral and
01.02Revisions. The 01.03 subset does not always need to be-Bigh8/ays, the 01.04 does not
always need to be 01.68tructure, etc.FIO subsets shall be numbered at the end of the project
before the standard subsetsThe Standards subsets shall not be numbered.
Combining Projects
In the event 2 or more projects are combined into one project, the following shall be done:

1 Each project shall be given its own volume.

1 The lowest project shall always be volume 1.

1 Each project shall have its own title sheet, which reference each other with a note.

1 There shall only be (1) Revisions subset. This subset shalWlddenme 1 and named 01.G2Revisions.

1 The Revisions subset shall be the responsibility of the project manager on the projects.

9 Each project shall have its own detailed estimate sheets.

1 There shall only be (1) set of Highway Standards and (1) set of Traffic Standards when the projects are
combined.

1 There shall not be any duplicate special provisions after the projects are combined.

9 There shall only be (1) calendar day chart.

The next two figures show examples of the single volume and multiple volume options.
Single Volume Option
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Label
(Discipline Subset)

File contents
(but not limited to)

01-General

Title Sheet
Detail Estimate Sheet

02-Revisions

Index of Revisions Sheets

03-Highways

ABBREVIATION DESCRIPTION
INX Index ofDrawings
INP Index of Plans
SVvY Survey Control Data
ALN Alignment Plans
ROW Right of Way Plans
TYP Typical Sections
MDS Miscellaneous Detail Sheets
PLN Highway Plans
DRN Drainage Plans
SED Sedimentation and Erosidbontrol Plans
PRO Profile
XSC Cross Sections
SGP Site Grading Plans
IGP Intersection Grading Plans
SUP Superelevation Diagrams
BOR Boring Logs
PIT Test Pit Data
STG Staging Plansrcludes plans, profiles, and

cross sections)

04-Structure

Index of Drawings

All Structure Sheets

Note: Multiple subsets may be required for multiple Sites
Ex: 04_Structure_Br.No.1266

05-Traffic

Index of Drawings
Signing

Pavement Markings
MPT

Traffic Signal Plans
Etc.

06-Landscape

Index of Drawings
All Landscape Sheets required.

07-Environmental

Index of Drawings
All Environmental Compliance Sheets required

08-Utiltiy

Utility Design plans. For example, 07_AT & T, 07_CL & P, 07_MDC, etc.

09-CL&P FIO**

CL & P For Information Only plans

10-AT&T FIO**

AT & T For Information Only plans

CTDOT Highway STD

CTDOT Highway Design Standard Index and Sheets required

CTDOT Traffic STD

CTDOT Traffic Engineering Standard Index and Sheets required

* If a disciplinemusto S
(Y

A z

ONB1SY dzLJ Ayd2 Y2NB GKIFy 2y

i GKS SyR 2F G(KS FANRG adowaSiz awé G GKS
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** For Information only discipline subset shall be submitted as individual pdf files based on the entity providing

the information only.

Multiple Volume Option

Label File contents Designer/
(Discipline Subset) (but not limited to) Firm
01.01-General Title Sheet, Detail Estimate Sheet Lead
01.02-Revisions Index of Revision Sheets Lead
01.03-WtInd Re-establish Wetland Reestablishment plans Designer 1
01.04-Stg Acc. Staging and Access Plans Designer 1
02.01-Typ Sections Typical Sections Designer 2
02.02-Alignments Alignment Geometry Designer 2
02.03-Plan Plans Designer 2
02.04-Profiles Profiles Designer 2
02.05-ROW Brk Right of Way Breakout Designer 2
02.06-Drain Drainage Plans Designer 2
03.01-Retaining Wall 1 Retaining wall details Designer 3
03.02-Retaining Wall 2 Retaining wall details Designer 3
03.03-Bridge 00456 Bridge_456 Designer 3
03.04-Bridge 01983 Bridge_1983 Designer 3
03.05-Bridge 01984 Bridge_1984 Designer 3
04.01-Stage 1 Stage Construction Details 1 Designer 4
04.02-Stage 2 Stage Construction Details 2 Designer 4
04.03-Stage 3 Stage Construction Details 3 Designer 4
05.01-SPM Signing and Pavement Marking Site 1 Designer 5
05.02-SPM Signing and Pavement Marking Site 2 Designer 5
05.03-SPM Signing and Pavement Marking Site 3 Designer 5
06.01-IMS IMS Plans and Details Sitel,2,3 Designer 6
07.01-Env 1 Environmental Details Site 1 Designer 7
07.02-Env 2 Environmental Details Site 2 Designer 7
07.03-Env 3 Environmental Details Site 3 Designer 7
08.01-0Utility Utility Design plans. For example, 07_AT & T, 07_CL & P, 07_MDC, etc. Designer 8
09.01-CL&P FIO CL & P For Information Only plans Designer 8
09.02-AT&T FIO AT & T For Information Only plans Designer 8
CTDOT Highway STD *CTDOT Highway Design Standard Index and Sheets required Designer 1
CTDOT Traffic STD CTDOT Traffic Engineering Standard Index and Sheets required Designer 5

6.2. Contract PlarFormat

Digital contract plangpreliminary, semfinal, FDPADP, DCO etc.) shall beformatted in accordance with the

following:

1. Contract Plans shall be in submitted to CTDAPADAormat.

2. t5C

ttlya

Ydzaid o8

projects created aftedune 2007
3. PDF plans shall be measurable to scataePDF.
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PDF plans shall be able to be printed to paper and septbpriately.
Text must besearchable.
All levelsmust have the ability to be displayed on or off, unless approved otherwise.
All information on thedigital contractPDFplans shalhavebeen createdfrom Bentley Softwarer an
approved alternate.The only information that shall bedded to the plans using a PDF editing
software are as follows:
1 Page labels
1 Sheet numbers
1 Watermarks and flattencomments.
1 Anydigital signaturdields.
9 Digital Signature
8. Discipline subsets shall be published directly from a CAD application. Scanned images or raster image
formats will not beacceptedexceptFor Information Only sheets, these da@ scanned. See
Publishing CAD Filder more instructions on how to publidhom Bentley Software
9. Eachdisciplinesubset shall contain bookmarks; one for each page.
10. The first page of each subset shall be a subset cover sheet, this includes FIO subsets. This cover sheet
shall contairboth; anindex of drawinggontained within the subset that includes both drawing
numbers and drawing titles and the form field place holder(s) which receives the digital signatures.
This table must include the subset name and number displayed as a heading in thastahtawvn in
the figure below.

No gk

Index of Drawings

05 - TRAFFIC
INDEX OF DRAWINGS

Digital Signature form
jfield place holder

with digital signature

Watermark of
Engineer of Record

11. The first page of the subset 01_General shall be the CTDOT digital project title sheet which includes an
index of the subsets contained within the project, sheet count totals for all subsets, a list of drawings
for the 01_General Subset, and an area(s) reserved for applying the digital signatGa{syltants
will need to delete the CTDOT signature blocks on the title sheet and place a digital signature
placeholder

12. The 01General subset shall include all detailed estimate sheets.

13. The 02_Revisions subset must be included in each digital project and there shall only be (1) revision
subset.

14.{ dz6 aSG nHYwS@AaAA2ya aKFfft O2y il Ay ddhededeviditB OA aA2Y
sheets are used for tracking all sheet changes due to addenddesighinitiated change order
(DICO) with respect to the entire project. These sheets are originally blankresighed andghall be
managed and updated as needed by the Project Manager. The CTDOT Revision Contract Sheets can be
found as a seed file in the CTDOT CAD workspace.
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15. PlansFor Information OnlgF10) shall be submitted digitally, in
individual subsets based on the entity providing the information, Amtrak, CL & P, AT&T, Designer etc.
¢tKSaS adoaSia R2 y20 NBIdZANBS  RAIAGEE aAr3dyl GdzN

LYFT2NXI{GA2Yy hyfteéd ¢KS &ddzoasSi ydzyroSNB akKlff o085
are last. Each sheet shall be numbered correctly
16. Utility drawings shall be submitted in accordance wita following:
9 Utility plansFor Information @ly (FIO)shall be submitted i utility subsetbased orthe
utility company, AT&T subgeCL&P subset, etc. These subsets daequire a digital
signature, bute OK aKSSG akKlff 0S8 f | BISatidyRilbsetsGaiNE LYy F 2 |
numbered so that they are the last subsets. Exanialeels 10 CL&P_FIO, 11_AT&T .FIO
These subsets must have page labels assigned
1 Utility company designed plans that include work beioge by the Stat® Contractoshall be
submitted ina utility subsetbased orthe utility company, AT&T subset, CL&P subset, etc.
Thesesubsetsdo not require a digital signatureeExampld_abes; 10 CL&P, 11 _AT&These
subsets must have page labels assigned
9 Utility plans that are designed layConsultantfirm that include work being done by the States
Contractorshall be submitted in a utility subsbased on the utility company, AT&T subset,
CL&P subset, etc., and shall be digitally signed in accordance with this niaxaraple Labels;
10_CL&P, 11_AT&These subsets must have page labels assigned
17. CTDOT Standard sheets shall also be delivered digitally.
18. Footers, displaying the sheet numbeshall be placed on each page of e&ibF subset
19. Ashuilt information shall be digitally applied to the contract subsets by District Personnel after the job
is complete usin@luebeam.
20. Preliminary Contract Plans shall be submitted to CTDOT in accordandhigvighction, but do not
need to be digitally signedrhese review documenghall be uploaded into the
310 Milestone Submissiorioldersin COMPASS
21. A Bluebeam set file shall be created at FDP and updated for any addendums or change orders
22. Contract Plan subsetsDP, DCD, DCD2, ADP, adaDinust be checked by thBiscipline SubsétDF
Checker

6.3. CTDOT For Information Only Sheets

Plans providedror Information Onl{FIO) shall be submitted digitally, in individual subsets based on the entity
providing the information, Amtrak, CL & P, AT&T, Designer etc. These subsets do not require a digital
AA3AYLFGdzNBZ odzi SIFOK aKSSG Ay GKS &adadzoaSi akKrkrff oS 1
subset shall be a subset cover sheet. These sheets shall be placed on a borignhed:d.

The subset numbers shall be selected by the Project Manager so that the FIO subsets &oe Uasbading
and attributing FIO Plans. Information only sheets may be scanned, but must conform to the fallowing
T aAyAYdzy {ATS uHuéEoné
1 Minimum dpi = 300.

6.4. CTDOT Standard Plan Sheets

Standard sheets shall also be delivered digitally @@MPASS using the Submittals/Transmittals application
Thefollowing shows how to obtain the latest version of the CTDOT Standard Sheets and how to prepare them
for a digital project.
1. Download the latest standards from the following link for the proje€tDOT Standard Drawings
Website
2. Upload the standard subset in@OMPASI® accordance
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3. Nextopenthe standards fronCOMPASBy double clicking on it. Once it opens click on the index
sheet.

ctdot_highway_std.pdf =

& PDF Package

Double click on
the index sheet

Hiw-01 INDEX pdf 17872013 11:19 Ak

Hw-02INDEX pdf 17872013 11:19 AM

Hiw-0506_01.pdf TH1 KB 17872013 11:19 A

Enter Project Number

e A
~onty STaDARD SEETS waRkED wire an ' ane mn s el o BEFEE Yoneese and check drawings
ST - e to be included in Project &
V| Yo o1 | enowaiis, siore prven mieTs Ao ouTieTs " [T = ETSY
B w-do.o2 [ e por s v towans —_ a2 S riny i s e e
| tw-sfe 03| enowas FoR FIPE ARCH 51809 MISCELLANEOUS DETAILS FOR BARRIER TRANSITIONS
o7 o1 | TveE e, c & onor e e =TT TEMPORARY PRECKST CORCRETE BARRIER CURB
FEE BRI 11011 | [ frses or | rences ano sarwavs
o | tisfr 53 | Tvee o ek couBLE aRate TvRE 1 a0t 310 01 | W- BEAM WETAL BEAW RATL HARGWARE
| v . "C-L" & ROUND PRECAST CONCRETE CB 111011 Wi-910.02 | METAL BEAM RAIL (TYPE R-B 350) GUIDERAIL
- TVPE 'C" & 'C:L"_PRECAST CONCRETE (B DOUBLE GRATE TYPE - I 111011 || [of | 757805 | METAL BEAM RAIL (VR M-8 350) Fo51T
| 137 06 | TVPE "C" & "CL" PRECAST CONCRETE CB GOUBLE GRATE TYPE - II 111031 W-910-04 | METAL BEAM RAIL (TVPE R-8 350) SYSTENS 5,54, 8 &
W' vw-shr 07 | TVPE "C* & "C-L CATCH BASIN TOPS AND CURBS 11-10-11 wi-910-05 | METAL BEAM RAIL R-8 350 SPAN TYPE I, Il, 11l SECTIONS
| rWSf7 05 | CATCH BASIN FRAMES AND GRATES S1s0s || [ f7om0 o8 | m 350 siDGe aTTACRMENT SAFETY Shae PARAPET
o705 | neaw ouTy Lock bown Toms ey Vi-510.07 | A6 350 BRIDGE ATTACHWENT WERTICAL SHAPE PARAPET
| vw-shr 10| manHOLE - FRAME & cover 6-09-11 | Fvi-s10 08 | R 350 BRIDGE ATTACHMENT TRAILING END
tw-chi 01 | FIGURES FOR DATES ON BRIDGE PARAPETS 50911 ['TW| fw-910 000] MISCELLANEOUS GUIDERAIL TRANSITIONS SHEET 1
{ HW-6§1 01 | C.C.M. PIPE INSTALLATIONS IN FILL & ROCK SLOPES & CULVERT TRENCH DETAIL| 7-12-12 Wi-910.09b| MISCELLANEQUS GUIDERAIL TRANSITIONS SHEET 2
| vw-efi 02| siomEn oram pe 12+ 157 18%24%300 (305-381-457-610-762) 7-13-12 fiiw-o10 10] METAL BEAM RAIL 8" (203) X 6" (152) BOX BEAM
. vw-cf2 01 | culverT enos Tz -W-910 11| CURVED GUIDERAIL TREATMENT DETAIL
w7101 UNDERDRAING AND LINDERDRAIM OUTLETS 7-12-12 W-310 12 MERRITT PARKWAY GUIDERAIL ATTACHMENT - SYSTEM 2 & 3
| rw-shs o1 | paven omron anp paveD apRom 7-12-12 W-910_120) MERRITT PARKWAY GUIDERAIL
| vw-d1i 01| cursmc 7-12-12 W-910 12| MERRITT PARKWAY GUIDERAIL TRAILING END ATTACHMENTS
| bwesds 01| GRAMITE STONE TRANSITION CURBING 10-18-10 W-91012d[  MERRITT PARKWAY MEDIAN GUIDERAIL AND END AMCHOR
Hw-BJ1 01a] TRANSITION 45° (1145) F-SHAPE TO 45' (1195 VERTICAL SHAPE SHEET 1 1201z || ] |10 13 THRICEEAM METAL BEam RALL HARDWARE
| rv-efa01b]  TRANSITION 457 (1145) F-SHAPE TO 45" (1145) VERTICAL SHAPE SHEET 2 10-18-10 W-510-135  THRIE-BEAM TRANSITIONS
| hveeli oac]  TRANSITION 45" (1195) F-SHAPE TO 45" (1145) VERTICAL SHAPE SHEET 3 12612 W-310 149 THRIE-BEAM 350 BRIDGE ATTACHMENT
/| ok 025 45" (1145) F-SHAPE PAECAST CONCRETE BARRIER CURR SHEET 1 ez W-310 14 THRIEBEAM 350 GUIDERAIL TRANSITION TO R-B 350 GUIDERAIL
" 1025|453 (1195) F-SHAPE PAECAST CONCRETE BARRIER CURD SHEET 2 12612 W-910 15 MO8 350 MEDIAN BARRIER SAFETY SHAPE ATTACHMENT TYFE I
WS 03d] TRANSITION - 32 {313) JESEY SAAPE TO 45° (1145) VERTICAL SHAPE SHEET 1| 12512 [MW-910 16] MDB 350 MEDIAN RARRIER SAFETY SHAPE ATTACHMENT TYPE It
Hw-5j1 034 TRANSITION - 32 (B13) JERSEY SHAPE TO 45" (1145) VERTICAL SHAPE SHEET 2| 10-18-10 w-o10_17] -8 TERMINAL SECTION
Hw-of1 03c| TRANSITION - 32° (813) JERSEY SHAPE TO 45" (1145) VERTICAL SHAPE SHEET 3| 10-18.10 W-310_18 | METAL BEAM RALL (1YPE MO-1}
| rw-efs 030 TRANSITION - 32* (813) JERSEY SHAPE TO 45" (1143) VERTICAL SHAPE SHEET 4| 10-18-10 METAL BEAM RAIL (MODIFIED TYPE R-I) AND END ANCHORAGE TYFE I
HWBJ1 0a]  MERRITT PARKWAY NARROW MEDIAN BARRIER 50511 WETAL BEAM_RAIL (MODIFIED TYPE A1) AND END ANCHORAGE TYPE I
| rw-gli 0sb]  MERRITT paskwaY - 2'(610) WIDE MEDIAN BARRIER AWD ROADSIDE BARRIER 6-09-11 HW-911 01| R-B END ANCHORAGE TYPE 1 AND I 6-00-11
\ HW-E§1 0Sal TRANSITION - 45" {1145) F-SHAPE TO 54" {1372) VERTICAL SHAPE SHEET 1 1-26-12 HW-911.02| MD-B END ANCHORAGE TYPE I 10-18-10
croor HIGHWAY
—— e — E— — GFFICE OF ENGINEERING

5. Delete the standards that are not included in the project as shown below:
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ctdot_highway_std.pdf* = HW-D1INDEX™

1. Click on the
PDF Packzge _ standards file

Hyw-01INDEX pdf 412 KB 11812013 17:18 &M
Hw-02INDEXgpdf 207 KB 11812013 17:18 &M
yea  Hw-0506_01.pdf 7E1 KB 11812013 17:18 &M

Hy/-0506_02.py 445 KB 11812013 17:18 AM

2. Right Click 1812013 11:18 &AM
and select delete
on drawings not
included in project

Hyw/-0507_01.pdf 1782012 11:18 AM

Hyw-0507_02.pdf 1782013 11:18 AM
434 KB 1782013 11:18 AM

596 KB 1782013 11:18 AM

EE Hyw/-0507_05.pdf 518 KB 1782013 11:18 AM

6. Next digitally sign all index sheets
7. Then upload the standards into the 100_Contract Plans foldEGMPASS

6.5. ContractSpecialProvisions

1. Digital ContracSpecial provisionshall be submitted iMSWord format SeeContract Development
to acces®Owned Special Provisions and Instructions and Templates for Special Prov@ssdrspecial
provisions shall be submitted in pdf format.

2. FDP and Addenduspecial provisionand CSI special provisions shall be submitted to CTDOT in
accordance with the following:

1 The complete specification section or special provision shall be reissued when a specification
section or special provision is modified. A vertical line in the right margin, to allow for quickly
identifying changes or deletions made, shall appropriately mark all revisions.

1 FDP, revised F¥Pecial provisionsAddendunspecial provisionsand revisecaddendum
special provisionshall be uploaded iatthe 240 Contract Development élder under the
project inCOMPASS

3. Design Initiated Change Ordgpecial provisionshall be prepared and submitted &rcordance with
the following:

1 The complete specification section or special provision shall be reissued vepeciication
section or special provision is modified. A vertical line in the right margin, to allow for quickly
identifying changes or deletions made, shall appropriately mark all revisions.

1 On each sheet of the revised specificatian/, khall beplaced in the bottom right corner of
the footer. For exampleq /ém

1 The consultant or state design Project Manager dbdtw guidancefor submission of DICO

specifications

Submission of DICO specs to be in .pdf format.

Stampingequirements of specg The current guidance mentions placing the change order

identifier in the bottom right of the new spec but does not mention stamping any voided or
revised specs.

=a =4
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6.6. Estimatesand Quantity Calculations

Estimates
Cost Estimates shall be prepared in accordance with the procedures detailed on this website:
Cost Estimating

Preliminary cost estimateshall be uploaded into the 310_Milestone Submissimider under the applicable
project

Final Proposal and Federal Estimates shall be uploaded into the 240_Cdb&eelopment foldeunder the
applicable project

Calendar Day estimates shall iqgloaded into the 240_Contradbevelopment foldeunder the applicable
project.

Quantity Calculations
Quantity Calculationshall be formattecand submitted in accordance with the following:
1 Shall be native PDF whenever possible.
1 Scanned pages shall be readable and have a minimum resolution of 200 dpi.
¢ t138a Ay (GKS ts5C Oly o6S lye &aAal So ydpé E mMmME A
1 Shall be uploaded into th£50_Quantity Calculations foldesnder the applicable project in COMPASS

6.7. Environmental Permits

Environmental permit applicationpermit approvas, and other permit documentshall be uploadeéhto
COMPAS&Nd formatted in accordance with the following:
Permit Need Determination Form (PNDF) a@ther PermitDocuments
1 Shallbe native PDwhenever possible.
1 The PNDEhall be uploaded into the 320 Pernilievelopment Folder under the project GOMPASS
Environmental Permit Applications
1 Shall be native PDF whenever possible.
1 Scannegagesn the application must have a maximum resolution of 200 dpi and a minimum of 125
dpi.
f Allpagesexceptplanssheetst K £ £ 68 &A1 SR yaihpeésizel upMavrEéd E tH H /D & K
1 Before FDP,ach permit application shall be in amdividual multipage PDF fileEach permishall be
then uploaded into the 320 PermibDevelopment Folder under the projeCOMPASS
1 At FDP, all approved individual mepage PDF files shall be uploaded into the
240_Contract_Development folder under the project in COMPASS
EnvironmentalPermit Approval
91 Shall be native PDF whenever possible.
9 Scanned pages in the permit must have a maximum resolution of 200 dpi and a minimum of 125 dpi.
T {KItf 0SS AT SR yodpé E MMED
1 Before FDP, each permit approval shall be in an individual-page PDF file. Each permsiitall be
then uploaded into the 320_PermiDevelopment Folder undehe project inCOMPASS.
1 At FDP, the indidual multipage PDF files be uploaded into the 240 _Contfaevelopment folder
under the project COMPASS

6.8. Contractor Submittals

SeeContractor Submittalfor format, submittal,and reviewrequirementsfor Contractor Submittasuch as
Working DrawingsShop DrawingsProduct Dat&sheets RF, and RFE
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6.9. Engineering Reports

Hydraulic, Scourf-loodway, and Final Drainageeports: Shall be formatted in accordance with the following:
Shall be native PDF whenever possible.
Scanned sheets in the reports must hav@aximumresolution of 200 dpi and a minimum of 125 dpi.
All sheetexceptplansshees K| f £ 0 S mamAbnSkReetPyé 68 aAl SR dzll (2
Shall be digitally signeahd watermarked
Any data files that must accompany the PDF report shall be uploade@®kPASH a zipped folder.
Thereports and zipped folder for any data fildsadl be submitted into the 130_EngineerirReports
folder under the applicable project

1 The final status shall also be applied

9 Preliminary reports shall be uploaded into tB&0_Milestone Submissionflder inCOMPASS.
Task 110, Task 220, Underground Stordgek System Closure ReparShall be formatted in accordance
with the following The content of the report shall be in accordance with the Scope defined by the Division of
Environmental Compliance

91 Shall be native PDF whenever possible.

Scanned sheets in the reports must have a maximum resolution of 200 dpi and a minimum of 125 dpi.

= =4 =4 =4 -4 =9

Shall be digitallgigned.

(0]

1
f All sheetexceptplanssheets K £ £ 0S5 &A1 SR Yopé o8B mmd R ddd yiz2a K
1
1

Thesereportsshall be submitted into the 130_Engineerifeportsfolder under the applicable project
in COMPASS.

1 Preliminary reports shall be uploaded into tB&0_Milestone Submissionfolder inCOMPASS
Rehabilitation Study Reportand Type Study ReportsShall becreated andormatted in accordance with the
Bridge Manual

1 Final reports shall be uploaded into thdQL Project Administrationfolder inCOMPASS

1 Preliminary reports shall be uploaded into tB&0_Milestone Submissionflder inCOMPASS.
BridgeLoad RatingsShall be created and formatted in accordance with Bhizlge Load Rating Manual

1 Final load ratings shdik digitally signed

9 Final reports shall be uploaded into the 130_EngiimegReports folder rCOMPASS

9 Preliminary reports shall be uploaded into tB&0_Milestone Submissionflder inCOMPASS.
Geotechnical Reports:

1 Shall be native PDF whenever possible.

1 Scanned sheets in the reports must have a maximum resolution of 200 dpi and a minimum of 125 dpi.

T 1ttt akKSSita SEOSLI LXlya aksSSia akltt oS &aAl SR

1 These reports shall be submitted into the 130 _EnginegfReports folder under the applicable

project.
9 Preliminary reports shall be uploaded into tB&0_Milestone Submissionflder inCOMPASS.

6.10.  ProjectAdministrationand Project Correspondendg@ocuments

Project Administration Documents
Final projectadministrationdocumentsshall be stored in the 140_Projeé&dministration folder under the
project inCOMPASH accordance with the following:
9 Shall be in PDFormat
1 Scannedlocumentsmust have a maximum resolution of 200 dpi and a minimum ofdi#25
1 The document must baploaded intorCOMPASS.
1 Draftproject administration documentsan also be created and worked onGOMPASSThese file
aKFtt 0S8 20 (dSdplinehé RSy librdys CQiiP SIS &
Project Correspondence Documents
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Project correspondence documents shall be stored inl#h2 ProjectAdministration Correspondence folder
under the project ICOMPASHE accordance with the following:

1 Shall be in PDiFormat.

1 Scanned documents must have a maximum resolution of 200 dpi and a minimum of 125 dpi.

9 The document must be uploaded iINRBOMPASS

This folder is for all final project correspondence documents. This is defined as any request memos, response
memaos, emails, letters, etc. and does not include any documents that are dédfiriee

140 _ProjectAdministration folder. This folder shall not include any working/draft documents.

Emails; The sender of the email is required to store a PDF of the email mess@@MPASS

Letters

Meeting Minutes

Request Memog Survey Request, Design Reviews, Support unit design.

Response MemosResponse to the Request Memos

=a == . —m |

6.11. Project Location (Ge&patial Boundary or Route ID and Mileage)
The projectocationshall be prepared and submitted in accordance with Asset Tracking & Location System

(ATLAS)

6.12.  Design Calculations

Design Calculations for all structural elementsagproject shall be formatted and submitted in accordance
with the following:
1 Shall be native PDF format whenever possible.
I Scanned pages shall be readabtel have a minimum resolution of 125 dpi.
f t138a Ay (GKS t 5C Opage sizdS redoyidendedh | S @ ydpé E mMmE
9 Shall be uploaded into th&51 FinalDesign Calculations foldarnder the project ilCOMPASS

6.13.  Electronic Engineering Data (EED)

Electronic Engineering Data shall be prepared and submitted in accordancgl&ithonic Engineering Data

(EED)

6.14. Contract PlarDrawing and Sheet Numbering

6.14.1 Drawing Number

The drawing rumber is usegbrimarily for sheet to sheet referencing, typically it not limitedto section
details, section cutgnddetail callouts Drawing numbers in digital contracts shall consist of the discipline
designator followed by a hyphen and the sheetrrher. Examples of discipline designators are HWY, PRO,
IND, XSC, S, TR, A, E, etc.

w»

¢KS FTANBG aKSSU Ay F RAAOALXAYS adzonaSi akKhff K @S
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DRAWING NO.
5-01

SHEET NO.

04.01

6.14.2 Final Plan Page Labels and Sheet Numbers

Page labels andneet numbers are applied to the discipline subskeiathe contract plans arg@ublishedto
PDF.

Page labels andheet numbers shall be managed and placed on the discipline subsets, usmgnber pages
andheader and footer todwithin Bluebeam.Page labels ancheet numbers shall be applied to all
submissions of contract plans.

The first sheet in every subset shall start ou@at For examplghe first sheet in theéd5-Trafficsubset shall be
05.01.

DRAWING NO.
S-01

SHEET NO.

04.01

Thepage label andheet number place holder shall be determined by the total estimated sheet count. For less
than 100 sheets two place holders is adequate. For greater than or equal to 100 sheets thecegidiees are
necessary For subsets less than 10 sheets, two placeholders shall be.eséd.01 thru 01.04 for &our-
sheetsubset.

Thepage labels andheet numbes must be placed correctly becauséadtused tocorrectlyassemblehe

contract plangnto a properly orderedconsolidated sethat District Construction takes advantage of during
construction of the project.

Single Volume Projects:

The page labels andheet numbes, for single volume projects shall B&oncdenation of the dscipline subset
number, a decimal point, and the sheet numb&ior examplethe page labels anéheet numberdor subset

a nwould be as followdess than 100 sheetst1,04.02,04.03, etc or Greater than 100 sheet®t.001,
04.002, 04.003 etc.

TheProject Manageshoulddetermine the total number of subsets and give each discipline their
corresponding subsetumber.

Multi Volume Projects:
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For a multi volume project thpage labels andheet numbes shall be a concatenation of the volume number,
a decimal point, the discipline subset number, a decimal point fixadly the sheet numberExample: Volume
2, Subset 5; 02.05.01, 02.05.02, 02.@5.0

Volume numbershall beused on large projects. They are effective becausdtiogect Manageonly must
deliverto the other engineers their perspective volume numbeowing them tananage their subset
numbersindependentlyof the otherdisciplinevolumes and subset counts

Subsetumbers shll start at 01 for all volumes.

BLUEBEAMApplyingPage Labels anSheet Numbers
To applypage labels andheet numbers in Bluebeam follow the figures below:
1. First page labels must be applied to the discipline subset. Go to the thumbnail pane as shown below,
right click on a thumbnail and select Number Pages:

thumbnail icon (2) Right click

(1) Select s
on a thumbnail ]

(3) Select
Number
Pages

Ctrl+Shift+M

A

> Markups List ~ Y -

B Subject Measurement

For subsets that contain less than 10 shebts page labelsan be appliedo all the sheets at once. In the
case where there are 10 or more sheets in the subset thevimiig will have to be done twic® get the
correct number of place holders.

2. Select the correct style, insert correct prefix for the sheets being numbered, and apply to the correct

pages.C2NJ SEI YLX S AFT G(G(KS nn &dzaSi KI a-bpthyRKEBS G ¢
For sheet 10 through 99.
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ring and Labelng BE (1) Select this style ]

(2) Type correct prefix ]

(3) Start at 1 for
sheets 1-9 and 10 for
5% sheets 10-99

Pages: | All Pages (1-31)

(4) Apply to correct
pages

PT mockup

Pages are
now
labled

7

4. Next,we will apply the sheet numberszromBluebeam select thBocumentii 6 | YR G KSy @l S
Footek
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Edit View Document || Batch Tools Window Help

El] E] { i) ) (\Document Properties  Ctrl+D

Ctr+3hift+R
SFD Plans Page

s~ ot L1 3 ages..  Chrl+ShiftX

Ctrl+Shift+Y
Ctri+Shift+D

Shift+Alt+0

_Teate Page Labels...

Headers & Footers

Security...

Compare Documents...

Cirl+Shift+0

5. Place the sheet numbers, as shown beldvote the margins may have toe adjusted as necessary.
After you select the font, set the margins, and type in <<PagelLabel>> as shown B&lemvclick save
for save settings. The next time you are going to apply sheet numbers to a subset, \wimmgn
selectthe saved settingsThen click OK.

E Pages

58-308 SFD Plans pdf All Pages (1-31)

Cancel

Header and Footer O *
Save Settings | New Border w || Save.. Delete [ Fit content inside margins
Font Margins (Inches)
Century Gothic ~ | |12 V| e J U Top: |0.50 Bottom: (0.94 |2

Left: 1.00 = Right: [1.10 |2

Header and Footer
Header Left Center Right

£l

izl |
»|3

3
=
3

=
>
2

Footer Left

|3 L]
1 [=] (=

wj

<<Pagelabel>>

&

Ingert: | Page Mumber Date Bates Number File Data
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6.14.3 Addendum and Design Initiated Change Order Page Labeling and Sheet
Numbers

Page labels andsS S ydzYo SNB T2 NJ |y HRR SYiIR dadkChHARESBRIets Peektd S & ¢
havea @/ ¢ G0 .G0KS SyR

Toapply page labels and sheet numbers in Bluebeam follow the figures below:
1. First page labels must be applied to each sheet in the addendum or change order. This can only be
done ore sheet at a time.
2. Go to thethumbnail pane as shown below and then double click on the page label. Then type in the
correct page label for the sheet.

Revu File Edit View Document Batch Tools

k ® B e BB QP

Select the
thumbnail icon

[g] ~ Name: SFD Plans Pag

EH Thumbnails v = 5

Double click on
the page
number and
type in the
correct page

3. After all page labels have been applied, the sheet numbers can be appli@echBluebeam select the
Documenti 6 YR (GKSY €1 SIFIRSNJ g C220SNJ
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Edit Batch

B 8o Y

View

e
D Plans Page

Ol B

Is ~

Ctrl+Shift+0

4.
have to be adjusted as necessary.

58-308 SFD Plans.pdf

Header and Footer

SHEET NUMBERS -

Yongg ) (oo )

Save Setting!
Fort

‘roperties  Ciri+D

Tools  Window Help

= N

Ctri+Shift+R

ighway_STI

Girl+L

Select your sheatumbers saved settings from before and click Qléte the margins and size may

Pages.

All Pages (1-31)

[] Fit cortert inside margins

Marging (Inches)

Verdana w16 |w @ B I U 5 -
Lot [100 3 (1) Select
Header and Footer you r save
Header Left Certer Right -
settings
Footer Left
<<Pagelabel>>
Insert: | Page Number ] [ Date ] [ Bates Mumber ] [ File Diata

Preview

TRAFFIC - LEGEMNDS &
LIST OF DRAWINGS

CT_CON_FPL_0120_0085_04-T

' (2) Click OK

b Pl Pages Range (1-6

6.15.

Consolidating Contract Plan Discipline Subsets
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The consolidation of the contract plan discipline subsets is accomplished using the Set feature in
Bluebeam.¢ KA & FSI (dzZNB ONBIFGSa || aay3atsS GASESNI FAES OFf ¢
signed files, sort them by their sheet numbers, and view them in order witbombining the files.

The project manager shall create a Set file for the project at DCD that contains all the discipline subsets, DO
NOT include the highway and traffic standard subs&then an Addendum or Change Order is required for
the project, the project manager shall update the set file to include the Addenda or Change Order subsets.

The following shows when and how a set file will be created and updated throughout the life of a project.

SeeAppendix Gor general use of a set fildNote: To use a set file the contract plans folder
must be synced to thedza Sdddpa@ter. For outside consultants that are unable to
sync in COMPASS please contactthew.calkins@ct.gofor assistance in creating
the set file.

Note: Steps 15 of Appendix Amust be followed to create and use the Set File feature in
Bluebeam.

Also,the PDF checker must be run on tlsebsets,and they must receive a PASS status for the Set
File to sort the subsets correctlySee section 6.3 information on the PI2Recker.

6.15.1 When a Set File is Created and Updated

et File Creation
1. The project manager shall create a set file of all the discipline subsets at DCI2csee
6.15.2
Set File Updates
2. If any Addendum subsets are required for the project, these Addendum subsets shall be added
to the set file by the project manager.
3. If any Design Imitated Change Order subsets are required for the project, these Design
Initiated Change Order subsets shall be added to the set file by the project manager.
SeeSection6.15.3for updating the set file.

6.15.2 Creating a Set File
Note: Steps 15 of Appendix Amust be followed to create and use the Set File feature in
Bluebeam.

Also,the PDF checker must be run on tlsebsets,and they must receive a PASS status for the Set
File to sort the subsets correctlySee section 6.3 information on the PBRecker.

After all the discipline subsets have been submitted G@OMPASS for DCD the project manager shall create

0 KS LINE 2 S Gdcadanca vBti theFolldwiig: A y
1. Sync the contract documents library from COMPASS.
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d
0059-0164
H
b m T Upload = Editingrid v a; Add shortcut to OneDrive i ExporttoExcel () Power Apps #5 Automate

Contract Documents

Name Modified Modified By Add column
100_Contract_Plans (PDF)
110_Contract _Documents

125_Completed_Submittals

130 Final _Engineering_Reports

160 Project Photos

Environmental

2. Launch Bluebeam from the desktop icon on your computer.
3. Next Click on the Set Icon and select New Set as shown below:
Revu File Edit View Document Batch Tools W

® B e By@®@ B QA ©

PT mockup CTDOT_

4. Then click Add and thedly Compute and OK as shown below:
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File Name Category
!
Open From st
Type Location Status "
SharePoint https://ctgovexec sharepoint. com/proj...  Ready
SharePoint https://ctgovexec sharepoint. com/proj...  Ready
SharePoint https://ctgovexec-my sharepoint. com/p... Ready
SharePoint https://ctgovexec sharepoint. com/proj...  Ready
SharePoint https://ctgovexec sharepoint. com/proj...  Ready
m \ SharePoint https://ctgovexec sharepoint. com/proj...  Ready
) SharePoi N ovexec sharepoint.com/proj...  Ready
| Use Relative Path ___Di——hﬁl]ﬁﬁ&i:_:.‘
s e . q'. My Computer From Disk
P

- W
[] Show Paths
k| Login Logout Cancel
Open... Save Save As|

- = ==

5. bSEG oNRgasS 2dzi G2 @2dz2NJ LIN22SOGQa wmnn [ 2y (N
computer and select all plans except the standard subsEten click OpenAfter you click Open
it may take a minute for Bluebeam to load all the files into the set, please be patient.

Qrganize * New folder v @ @
=/ Pictures | MName Status Date modified Type
@ Onelrive - Connecticut Department of Transport E 01-GENERAL.pdf ] 9/4/2021 10:15 AM PDF Decument
B 02-R BOLndf o Q12007 100 Ang PDF Document
e . ~ "
@ OneDrive - State of Connecticut B 05 DF Document

[z State of Connecticut B 06 DF Document
= P os.

R Bean n:] Selectall of the discipline [y
0044-0156 - 140_Proje ministration
J Bel subsets except the standard  orecument

v 0059-0164 - Contract Documents DF Document
T, S— subsets. S

110_Contract _Documents E 005 DF Document
125_Completed_Submittals B 003 DF Document
130 _Final _Engineering_Reports B CTl DF Document
160_Project Photos B CT_CON_FDP_0059-0164 03 - HI AYS.. O 11/4/2021 3:02 PM PDF Document

E JayTestPass.pdf 7/2/2021 619 PM PDF Document

Environmental
0079-0240 - Internal Documents
0109-0173 - Design
0120-0090 - Docurments

File name: |"CT_CON_FDP_ODS‘}-01 64_03 - HIGHWAYS.pdf" "01-GENERAL pdf" "02- Revisions_RO1.pdf" "

6. Next Click on Relative Paths and then click options:

PDE.Eiles.(* pdf) v

(Com D oo
e —
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Set : New Set.bex [= @][=]

File Name

01-01-General_CT_FPL_0040-0136 pdf
01-02-A2-Revisions_CT_ADFP_D040-0136 pdf
01-02-Revisions_A3_CT_ADP_0040-0136 pdf
01-02-Revisions_CT_FPL_0040-0136 pdf
01-03-Highway_A3_CT_ADP_0040-0136 pdf
01-03-Highway_CT_FPL_0040-0136 pdf
01-04-Structure_AZ CT_ADP_0040-0136 pdf
01-04-Structure_CT_FPL_0040-0136 pdf
01-05-Landscaping_CT_FPL_0040-0136 pdf -
1| 1 |

I
i _— Options...
( i lUse Relative Paths ) -

[7] Show Paths

[ COpen... H Save ][Sa\re As ]

| »

m

7. Nexton the sorting tab, make sure all the options shown below are set:

Set Options ==
| Sorting | Categories | Tags |
Shiow: 'File Mame and Page Label v]
Sort By: | Page Label Only -

[7] Sort Tagged Sheets By Shest Number

Sort Order: [Nphanumeric Ascending 'l

[7] Stack Multi-Page Documents

Revision Fitter: ’H"Iﬁldcard "l

Stack Revisions By: | Page Label

[2qidoard Syrtac: 72 D] The Wildcard
Previous Revisions: [Cross Out v Syntax must be ?#
Cumert Revisions: lHighIight "l
7] Copy markups to newly added revisions
Unflatten Markups before Copy
Flatten Marups after Copy ] - Uncheck all of
[ Stamp previous revisions "Superseded" these th ings

8. Then on the Categories Tab make sure the categories are turned off:
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Set Options
Sortirlg,| Categories [Nags
‘ Categories: | Off = )-
Categorize By: Sheet Number
Category Fitter
rY
[E] Civil C
Landscape
@ Structural S
Architectural Demalition AD
Architectural A
Interiors |
Plumbing P
Mechanical M
Fire: Protection FP
Electrical E
Telecom T

9. Then on the Tags Tab make sure nothing is checked and then click OK:
Set Options

Scrting||:ategm1¥ Tags |-
"'-—J

Add Tags to sheets within a Set. Tags can be applied manually
or by a user-defined region, which finds text on the sheets via AutoMark.

Tag Mame Type
Sheet Name Teod
Sheet Number Tent
Revision Mumber Mumber

FXEE]

o Taq: Revision Mumber per Sheet Mumber
o Tag: Discipling per Sheet Number (A1A Standards)
o Tag: Sheet Type per Sheet Number (AlA Standards)

OO0

10. Next click Save, this may take a while depending on how big the project is, please be
patient. When the box pops uphooseMy computerand click OK:
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Save To x
Type Location Status 6
SharePoint https://ctgovexec sharepoint.com/proj...  Ready
SharePoint https://ctgovexec sharepoint.com/proj...  Ready
SharePoint https://ctgovexec-my sharepoint.com/p... Ready
SharePoint https://ctgovexec sharepoint.com/proj...  Ready
SharePoint https://ctgovexec sharepoint.com/proj...  Ready
SharePoint https://ctgovexec sharepoint.com/proj...  Ready

it m—tpe. L Cgovexec sharepoint.com/proj...  Ready
mputer

— p— W

} Cancel

11.SaveKS FTAES Ay GKS wmnn O2yidNI O

—iree S S— e
@ OneDrive - State of Connecticut
~ [ State of Connecticut

0017-0187 - Design
0044-0156 - 140_Project_Administration

58-0164 - Contract Documents
> 100_Contract_Plans (PDF)
110_Contract _Documents
r 125_Complete

_Submitta
130_Final _Engineering_Reports
160_Project Photos

Envirenmental

v o€ >

AR ARAR s P i
EEle nome | SetFile > -
Save as type: | Bluebeam Set Files (*.bex) w

A Hide Folders ‘. Cancel

12. When the Tags box pops up just click OK:

== [E=3 Bl =
Edit tag values here... X
File Name Pagelabel  SheetMame  Sheet Number Em;‘:ﬁ

-

3 01-01-General... | 01.01.01
01-01-General... |01.01.02
01-01-General... |01.01.03
01-02-A2-Revi... | 01.02.01.A2
01-02-Revisio... |01.02.01.A3
01-02-Revisio... |01.02.01
01-03-Highwa... | 01.03.04.A3
01-03-Highwa... | 01.03.01
01-03-Highwa... |01.03.02
01-03-Highwa... |01.03.03
01-03-Highwa... |01.03.04
01-03-Highwa... |01.03.05
01-03-Highwa... |01.03.06 2

) e |
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13. Now the set file has been createds you see below all the sheets from the files are listed and
crossed out accordinglyror use of the Set File see Appendix C:

00_Set File_0063-0703.

01.03-Highway_CT_FPL_0063-0703.pdf

6.15.3 Updating a Set File

Note: Steps 15 of Appendix Amust be followed to create and use the Set File feature in
Bluebeam.

Also,the PDF checker must be run on tlsebsets,and they must receive a PASS status for the Set
File to sort the subsets correctlySee section 6.3 information on the PBRecker.

The following will show how to update a set filhen an Addendum or Change Order is required for the
project, the set file shall be updated by the project manager.

6.15.4 Adding a File to the Set File

1. Double click on the set fil’om the sync folders on your computefhis may take a while
depending on how big the project is, please be patient.
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2. Next click on theSet icon and click Add as shown below:

File Name Category
01-GENERAL pdf

02- Revisions_R01.pdf

05 - llumination.pdf

06 - FRONTIER {FIO) SUBSET paf 0
pen From X
07-CT WATER COMPANY (FIO) SUBSET pdf
08 - REGIONAL WATER AUTHORITY (FIO) ... N -
09 - SOUTHERN CT GAS (FIO) SUBSET pof Type Location Status
CT_CON_0059-0164_03_Highways_R01.pdf SharePaint https://ctgovexec sharepoint com/proj. Ready
CT_CON_FDP_0059-0164_03 - HIGHWAYS. SharePaint https://ctgovexec sharepoint com/proj...  Ready
SharePoint https://ctgovexec-my sharepoint.com/p... Ready
SharePoint https://ctgovexec sharepoint com/proj...  Ready
Add SharePoint https://ctgovexec sharepoint com/proj...  Ready
Use Relstive Pl SharePoint https://ctaovexec. sharepo?m com/proj...  Ready
L ps.//ctgovexec sharepoint.com/proj.” -
[ Show Paths Ll Comp.ter From Disk =
Open Save Save As ( oK D Cancel

3. Next browse out to your project and select the files to add to the set and click Opes.may
take a minute to add the additional file to the set so please be patiéifter it finishes click OK.

4. Now the file will be added to the set, scroll down and you will see it.

; @ PT mockul]

00_Set File_0063-0703.bex

Latest version
added

01.03.03.11.A3
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6.15.5 Deleting a File from the Set

Note: Steps 15 of Appendix Amust be followed to create and use the Set File feature in
Bluebeam.

1. Double click on the set fileom the synced folders on your computer

2. Next click on the Set Icormhen select the file to remove from tiset and click delete:
Set New Setbex o o

File Name il

0-0-General_CT_FPL_0040-0136 pdf
01-02-A2-Revigions_CT_ADP_0040-0136 pdf

4 m 3

=D
Use Relative Paths

[ Show Paths

[ Open... ] [ Save l [ Save As... '
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75A AP NBY I Fi2dbNE/ &2 WIRNIWDQK SN 9y IAY SS|

The followng contract documents must be digitally signed when submitted to the Department in accordance
with the following section:

1 Contract Plang FDP, Addendum, Change Orders

1 Engineering Reports

0 Hydraulic Report
Scour Report
Floodway Report
Final Drainage Reports
Bridge Inspection Reports
Bridge Load Ratings
Task 110
Task 220
0 Underground Storage Tank System Closure Reports

1 WorkingDrawings for Permanersnd Temporanstructuresg Plans and Calculations

O O0OO0OO0OO0OO0Oo

Thismanualrefersto digital signatures in two waysertifying signatures and signing signaturdse Engineer
of Recordor document signewill always digitally sign usingvisiblecertifying signature.If multiple signatures
are required per documenthe second signer or suéngineers shall always digitally sign usingsélesigning
signatureafter the primarysigner orengineer has applielis @rtifying signature.Certifying signaturs allow
controlled changesto the now certified documentThese controlled changéscludeallowingPDF digital
comments, andhe application ofadditionalsignatures Sgning signatureshould always be accompanied by
anote listing the sheets the signerrissponsible fomwithin a subset.

Todigitally secure a POdocument,the signe(s)applies aigital signature(s) tonlythe first sheet othe
document regardless othe number ofpages the documentontains. This digital signature secsitke entire
document.

A graphic image of thé A 3 \si§ndirémust be createdand shall be used for the followipgrposes:
1 It shallbe attached to the digital signature ardisplayedwhen the digital signature is applied.
9 It shall beplaced as a watermark on albntract plansheetsa particular engineer of recorid
responsible fo(digitally signindor).
1 It shall be placed on the first sheet by theeparer andchecker of an engineering report.
1 The watermarksall be placed onlbcontract plan sheets and all plan sheets contained in a working
drawing submittal.

Adigital IDmust bepurchasedo apply a digital signatureDigital L 5 rfwu&t meet thespecial provisionsef

Il R20SQa / SNIi AT A $ADSIH ARdObdzXpprgvied TruStedfiat BT henecessary hardware
and software needed to apptye requireddigital signature may bepurchased fronthe vendor listprovided
at the followingwebsite http://www.adobe.com/security/partners cds.htmladditionalinformation on

I R 2 oCH&salso available at this website

Beforedigitally signing anglocument,Bluebeam must be set up as detailedAippendix A.

7.1. Graphic Image of Signature
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7.1.1 Contract Plans

The following figursRA & LX & 'y SEFYLX S 2F 020K | &aGF 38 RS&aA3IyS
and their accompanyingraphic imagés)of their signatur€s) SeeSection 7.2for instructions on how to
create a graphic image.

The consultan y 3 A yg&hNIhagenust containhiscompanies name anaddress his signature his
ProfessionaEngineers stampor his Professional Architecture Starffpe stateS YLJX 2@ $SQa 3INJ LKA O
must contain aly hissignature.See Below.

- State Design
Digital Signature

TRAFFIC - LEGENDS &
LIST OF DRAWINGS

—-—| 1%page of Subset

L. Consultant
Ii.;‘ge“,ua i:?,:l']zilﬂ. Digital Signature

1. 24
145 DS-0eo

Scanned Signature "Graphic Appearance”

In addition to a digital signature being placed on the first sheet of any comgfact working drawing plans,
and working drawing calculation§TDOT also requires that sllbsequenpageshe watermarked witha copy
of the engineer of recordgraphic signature before they are digitally signé¢hatermarkscontaining these
signaturesare applied usin@luebeamand are always placed in the bordgfrcontract plans and working
drawings for permanent structure¥his is to prove validation of a digital documéryrinted.

Watermark of State Design Graphic
Signature

— = T == ]
SCALE: 33" = 1-_0--'\j SCA

™ W PROJECT T
A 7| OFFICE OF ENGINEERI
APPROVED BY: DATE: N

lotar ) W/

Watermark of Consultant Designers
Graphic Signature

e sl ®

7.1.2 Engineering Reports

Hydraulic, Scour, Floodway, and Final DrainaBeports
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The following shows thevatermarks that need to be placed on the first sheeadfydradic, Scour Floodway
or Final DrainagReportby the Preparer and the Checker and the digital signature of the Approved Hydraulic

Engineer.¢ KS RAIAGFE aA3dyl GdzNB

Y dza {

Ay O f pdaRdSignatui¢eds I NI LIK A O

shown below Section 7.2for instructions on how to create a graphic imagehese reports shall be digitally

signed in accordance withection 7.6.7

fApproved By:

V-
O oy
fu%‘f':“‘ *‘M%;f‘g David M. Cicia
T 2014.11.03

- )
Fgg%éﬂg&@ 09:33:39-05'00"
|

......

Checked By: Date: 11/4/2014

David Cicia

Bridge Inspection Reports

Digital Signature ..

J FINAL HYDRAULIC ANALYSIS REPORT

Project No. 170-2811 (P.E.)

Prepared B_\«@[‘mlc: 11/4/2014
Cameron Hendry P re pa re r a n d

May, 2014
Revised November. 2014

Prepared for:
State of Connecticut
partment of Transportation

Bridge No. 00145

State Project No. 83-261
F.A.P. No. 0951(351)

Watermarks of

Checker

The following shows how Bridge Inspection reports are to be digitally signed in the bagiathandcorner

2F (GKS NBLRNI® ¢KS RAIAGLHS

AAIYL GdNB  Ydza i

Ay Ot dzR S

shown belowSection 7.2for instructions on how to create a graphic image. These reports shall be digitally

signed in accordance withection 7.6.7
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Inspection Type: Routine and Fracture Critical {

BRIDGE NO.08069R

08070 - BRIDGEPORT
MAINLINE
over
KOSSUTH STREET

Routine and Fracture Critical Inspection
5/27/2015

Digital
Slgnature\A p. Mathew J.
Calkins, P.E.
f) 2015.08.20

10:37:09-04'00'

Bridge Load Ratings

The following shows how Bridge Load Ratings are to be digitally siinedligital signature must include the

IANF LIKAO AYF3AS 2F (KS aA 3y SN aSedtid 7.4fdr InstructionsypiRhowd tv I y | { dz!
create a graphic imagelhe load ratings shall be digitally signed in accordanceuittiion 7.6.1
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STATE OF CONNECTICUT

DEPARTMENT OF TRANSPORTATION

LOAD RATING

Bridge No. 00634

Silver Street

over

Route 9

Middletown

Andrew Lessard
+] ,2018.01.02
” 16:23:28-05'00"

BY PLACEMENT OF THE PROFESSIONAL ENGINEERING STAMP AND SIGNATURE | HEREBY
STATE THAT | HAVE PERFORMED AN INDEPENDENT CHECK OF THE METHODS, ASSUMPTIONS,
LOAD DISTRIBUTION, COMPUTER INPUT FILE(S) AND ALL CALCULATIONS FOR THIS LOAD
RATING REPORT FOR THE BRIDGE NUMBER STATED ABOVE. BY STAMPING AND SIGNING
ABOVE, | CONFIRM THAT | AGREE WITH ALL METHODS, ASSUMPTIONS, LOAD DISTRIBUTIONS,

AND CALCULATIONS CONTAINED IN THIS RATING REPORT.

() stant
Stantec Consulting Services Inc.

55 Church Street Suite 601, New Haven, CT 06510 12/22/2017

Environmental Compliance Reports

James Fuller
(203) 495-1645

The digital signature fohe Task 110, Task 228ndUnderground Storage Tank System Closure Repuarst

include a graphic image of the ProfessioBal 3 A Y5i§ratNERENI |

AN} LIKAO AYIF3AS 27F

where applicable, seBection 7.2for instructions on how to create a graphic image. These remhdd be

digitally signed in accordance wittection 7.6.7

7.1.3 Working Drawings

Working Drawings for Permanerdnd TemporaryStructures

The following shows the digital signatuaad Rofessional Engineeringatermark requirements for the
engineer who preparethe working drawing submittal These types of submittals shall be digitally signed

Note: Working Drawing for Temporary Structures only require that the first sheet in the submittal be digitally

signed watermarks are not necessareeCreating Graphic Image of Signatfoeinstructions on how to

create a graphic image.

Working DrawingPlans
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The first plan sheet in the submittal shall have a digital signature and a watermark placed on it as shown
below. Allother sheets will only have the watermarld place in the border of the plan sheets shall have a spot
for this watermark.

BEAM END PAINTING AND BEARING REPLACEMENT IN DISTRICT 2.

CONNECTICUT DEPARTMENT OF TRANSPORTATION
STATE PROJECT NO. 172-405

BRIDGE #3415 & #3416 - WORK PLAN

DRAWING INDEX
[oawin va.omawin Tine
130020101 _|coven sueer
|13002-01-02 | GENERAL NOTES
13002-01-03 | JACKING PROCEDURE
13002-01-10 PLATFDRM-FMN
- ; 30020111 [pLATrORM PN
- Digital Signature L2113 | ckiG PN

130020113 _| JACKING PLAN

130020120 _|PLATFORM SECTION
130020121 _|PLATFORM SECTION
130020122 | FLATFORM SECTION
130020123 | PLATFORM WALKWAY
130020122 |sTamcase
130020130 | JackiNG DETAL
13002-0131 | JACKING DETAIL

A g William Pratt
Al 2014.03.12
£ 13:49:10-0400

13002-01-40 | cONTAINMENT SECTION
13002-0141 | CONTAINMENT SECTION
13002-01-56__| CONTAINMENT DETAIL
1130020160 | CONTAINMENT NOTES

Watermark

~

BRIDGE #3415 & #3416
“COVER SHEET

L FROEET ¥, )
2 172-405

e e e ¢
52413 [ 13002-01-01

Working Drawing Calculations
The first sheet of the calculations shall have a digigiiature as shown below:

ABHE
SvosopA
INC.

7

BRIDGE BEAM END AND BEARING REPAIR
IN DISTRICT 2
CONNECTICUT DEPARTMENT OF
TRANSPORTATION

PROJECT NO.172-405, ASI JOB NO.13002
(BRIDGE #3415 & #3416)
Calculations

William Pratt

Digital =% , .
ik 14.03.1
S gnature e 5349‘:3130-024‘00'

Abhe & Svoboda, Inc.

17066 Revere Way, Prior Lake, MN 5537

June 24, 2013

Abihe: & Sucboda, Inc. i an Equal Opparunity Employer J
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7.1.4 Other Documents

Documents that do not require to be signed by a Professional Engineer shall have a graphic image of the
AA3AYSNRA aA3ylF GdzNB | G0 OSSR Giaghic iinkoS Af RihnRifodnstiudtibns & A 3y |
on how to create a graphic image.

7.2. Creating Graphi¢mage ofSignature

7.2.1 In House CTDOT or Non-Professional Engineering Signature:
The graphicsignaturewill be used byCTDOT employeesdsigners that are not signing as a Professional
Engineer.

CTDOTraphicsignaturesshall be created as follows:

Signer must sign a blank piece of paper.

Scarthis signature.

Crop the image so that the image is approximag9 pixels wide byL00pixels high.
Save the imagesn PDRo an area on your PC.

12 30—

7.2.2 For Consultant Staff PE Stamp:

PoObdPE

Gonsultant Engineers shalieate two differentgraphic signaturémages: one that shall accompany their
digital signatures and a different one that shall be placed as a watermark thie plan sheets theengineeris
signing for.

This section shows an example of a Professional Engineer preparing their graphic image of their signature;

I NOKAGSOGlQa akKhff F2ftft2¢ GKAA aSOGAz2y 6KSy GKSe& | NI
Graphic Appearance Attached to Digital Signature

The graphic signature thaccompanieshe digital signature onlpeedsti 2 Ay Of dzZRS (G KS RSaA3ay
P.E. Stampand shall be created as follows:

Stamp andigna blank piece of paper.

Scarthis signature.

Crop the image tapproximately 250 pixels wide by 250 pixels high.

Save the imagen PDRo an area on your PC or server, where you can easily access it for later use in
the sighature setup procedure.

PoODdPE

Wk
O oMl

NN/
S 98 P o2
A}

Graphic Appearance used as a Watermark
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A2y G2 GKS RS aAhE gidNdsignatirk Ealib gladeNBs awatdRmatk ¢l {

Ly F RRAG
dzR S i KofpaRyhame And &dddasind shall be created as follows:

alsoA y Of

On blank papec Print company name and address.

Place P.E. stampext to company name and address.

SgnP.E. Stamp

Scarthe image created in steps 1 thru 3 above.

Crop the imageo approximately 500 pixels wide by 250 pixels high.

Save the imagen PDF tcan area on your PC or server, where you can easily access it for later use in
the watermarking procedure.

ogkwnpE

i,
c\>"’°°”~ ’// Consultant Co. A

/
\‘&f& "“"f 8% Address
O S az

‘%
=

|
S,
m

'
=
“Z\ CENS ‘p
// ’ONA\.\"—
'}’lmu\

Once the graphic images haleen properly ceated and saved, the digital signatuappearance preferences
must be set as follows:

7.3. SettingDigital Signature Appearance Preferences

Once the graphic signatures are created the digital signature appearance settings must be defined as follows:
Bluebeam Digital Appearance
1. Make sure your CDS USB token is inserted into the comghéarinBluebeam go tahe Document
tabandselecf A Ay | G dzZNSap5A3IAGEE L5QayY

[
Document  Batch Tools Window Help

% [fi‘f] @ O Markup

Stamp

Measure
Sketch to Scale
Form
CTDOT Highway —
Signature e gn Document

Fyperink . Shitetl [ Certify Document.

File Attachmel?
Toolbars 5 Digital IDs...

R Trusted ldentities...
leuse

2. Next click on your ID and click Manage Appearances:
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A
“BRATIS (1) select ID

Location

Narne

d:\Documents and Settingshealkinsmbpp

l: Mathew Calking ’

‘Windows Certificate Store

B<iE|a

(3) Double Click

|dentity

ame: Mathew Calkire
OrganizationagUnit:

Organization Myme:

lzsued By:
Starts:

Expires:

E-mail Addrdgs:

[Expnlt ([ Manage Appearances. ] '

E—

(2) Click Manage
Appearance

3. Nextfollow the figurebelow:

Signature Appearance

‘ Tile:  Mathew Calkins|

Graphic

==l

D,

4— Type in Name

) None

) Name

( @ File D:\Users\zalkinsmj‘\Desktop'mic pe jpg

@ lst () Right (©) Background

Browse to graphic
appearance

LD e

Fosition:

Text

= gE"{‘ghd Name ,,;TEED—7 Make sure these
) oo o settings are set
e —— as shown
Font Size: |3 Ao | [ Logo
Preview
<Name>
:BZ?;:” |~ click 0K

4. Now the digital appearance will be saved and can be used to digitally sign.

7.4. Watermarking Planswith Graphiclmage ofSignature

TheEngineer ofRecord(Principal Engineers for State Desida),each disciplineshallplace a copy of their
graphic signature aswaatermarkon eachsheetof eachdiscipline subset, or working drawisgbmittal Plans
and Calculationghat they are responsible forf-or Engineering Reports tipeeparer andchecker of the
report shall place a copy of their graphic signature as a watermagkon the coverof the report

Bluebeam- Watermarking Plans with Graphic Image of Signaty@&rDOT and Consultant Designed)

There are two ways tapply watermarks using Bluebeam, see below for options 1 afith2.following shows

an example of a CTDOT signature, but the procedure is the same for a consultant when they are placing their
PE stamp in the bordenr on the first sheet of an engineering report.

Watermarking Workflow:
Option 1
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1. The watermark in Bluebeam is placed using the stamp function. Firsttge kdarkuptab and select
Stampand then choose your stampf yourt NJ&A y O A Lditam®is notAnNte tisfollovippendix A
If your stamp is in the list go to step 2.

2. Nextplace the stamp in the border on the first sheet

Place stamp in this
area in the border ——

SIGHATURE] FADIECT TITLE:

= BLOCK
F CONNECTICUT OFFICE OF CNGINEERING -

)JF TRANSPORTATION === o

it

3. NextNAIK{G Of AO1 2y GKS &ail YEJouayeRvatérBaikBgain enginebdnd & G 2
report, you do not need to apply to all pages.

I STA. 2 ut Cirl+X
[ LENGTH Cir+C
Ctri+V

Painter Ctrl+Shift+C

il X Delete
Open Pop-Up Note

Change Colors

Layer

Order
Alignment
Ctr+Shift+E
T 04.01.401 (1
™\ Flatten
Ctrl+Shift+L

Legend

Apply to All Pages

‘u: Properties

If more than one groupustwatermark this subset, browse to the pages the other group is responsible for
and delete the watermark. Then they can come in a place their watermark on these sheets.
Flatten Markups
4. After the watermarks havbeen placedii KS &1 4§ SN¥YI N} & Ydzad oS a¥FtladSy
Go to Document>Flatten Markups. Use the default settings and click OK.
1. ' TGSNI GKS 41 GSNXYIFNJa KFE@S 0SSy LI OSR 2y (GKS adz
document. Go to Document>Flatten Markups. Use the default settings and click OK.

7.5. Digital Signature Fields

Contract Plans
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Digital signature fields are form fieldseatedusingBluebeam andre used to house the digital signatures
Digital Signature form fields shall piaced within theform field place holdersThe form field place holders
are cells that are placed in thgentley Softwardile on the title sheet and the subset cover sheatsl, on any

Addendum,or Change Order Subsethe figure below shows a CTDOT designed project with the form field
place holders (circled) on the title sheet and the discipline subset cover sheet.

g&:: CONNECTICUT DEPARTMENT OF TRANSPORTATION o

EDIT FOR
PROJECT
TITLE

EDIT FOR
TOWNS AND/OR
CITIES

## - SUBSET NAME
INDEX OF DRAWINGS

000-0000 =5

0St 20

¢KS TAIdNB
form field place holders.

Oz2yads G yi

RSaA3IySR

’&' CONNECTICUT DEPARTMENT OF TRANSPORTATION @
REPLACEMENT OF 4
BRIDGE NO. 02301, ROUTE 43
OVER HOLLENBECK RIVER p

| A = R
Dorgd 2
Fo T CORNWALL
/ e )

## - SUBSET NAME
INDEX OF DRAWINGS

Place holders determine the location and size of the digital signature form field.

Form field place holding cell librar@T Digital Sigs.zip

LINR 2 S ¢

The digital signature place holder and form fields dbatreatedon the first page of each discipline subgat

eachrequireddigital signature

Note: All dgnatureform fields need to be createdor both certifying and signing signaturdsefore any

digital signaturesis appliedto the document

Contractor Submittals

Contractor submittals will not be required to have a digital signature place holder.

Engineering Reports

Engineering reports will not be required to have a digital signature place holder.
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7.5.1 Bluebeam - Creating Digital Signature Form Fields

The following example shows how to place the (3) digital signature form fields on tlse0éral title sheet of
a CTDOT designed project. For a discipline subset or a consultant desigBededal title sheet, only one
digital signature form field needs to be placed.

1. To place signaturBelds,click X

2. Next place three signature fields in the appropriate location and hit save as shown below:

THE DESIGN APPEARS TO CONFORM TO APPLICABLE CRITERIA, APPROVAL IS
MNOT TO BE CONSTRUED TO MEAN THAT ALL ASPECTS OF THE DESIGN HAVE
BEEN PERSOMALLY CHECKED BY THE UNDERSIGNED.

=

SUBMITTED BY TRANSPORTATION PRINCIPAL EMCIMEER F.E.
[

APPROVAL RECOMMENDED BY MANAGER OF STATE DESIGN - SCOTT @, HILL PE.
[

[APPRIVED TRAMSPORTATLON ENGINEERING ADMINISTRATOR - JAMES H. NORMAN P.E.

7.6. Applying Digital Sigatures
This section describe®tv to applydigital signaturefor contract plansengineering reportsworking drawing
plans, and working drawing calculations

Contract Plans
Contract plan disciplineubsets 01General and 0Revisions and the Highway and Traffic Standard drawing
subsets have unique requirements as described in the following sections.

CTDOT projects shall have thaigciplinesubsets digitally signed after they havedn uploaded into
COMPASBecause the Principal Engineer will be lookinG@MPAS® digitally sign documents.

Discipline subsets designed by a single engisball be digitall\signed by the engineer of recordjsing a
single visibleertifying signature applied to the signature form field located on the first pageathsubset.

Discipline subsets designed by multiple enginestwalfirst be digitallysignedby the Engineer of Record who is
responsible for the most sheets in the subsets. This enginileapply avisiblecertifying signaturein the
topmostform field. The next Engineer of Recatthllapplytheir signingsignaturesin the subsequent form
fields. This Engineeshallalso include aeason when applyindheir digital signatureslisting the pages they

are responsible for.

Digital signaturesnustbe applied to digitasignatureform fields previously

Engineering Reports
Engineering Reports shall be digitally signedhleyEngineer of Recordsing acertifying.

7.6.1 Applying Digital Signatures to 01_General Subset (FDP and Addendum
Subsets)

CTDOT DESIGNED PROJECTS:
The following procedure applies to both the 01_General subset at FDP and any 01_General_A# subset.
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Theproject title sheet of the 01_Generalbsetshallfirst be digitallysignedby thef S R R ARti@ipdldt A y S Q3
Engineer using aertifying signature The Principal Engineer should make sure that all three digital signature

form fields (blue boxes in the signature block) placedbefore signing, as these forms cannot be added after

the document is digitally certifiedAfter processing has approved the 01_general sufisefdvertisingthe

Manager,and the Transportation Engineering Administrasball digitally sigthe same sheet directlgelow

0 KS LINRA y O A ,Liing 8igning sigBaglitenhitzM® plans are in thanager and Engineer Admin.

Signstate.

Processing shall notify the lead designer when th&@heral subset is placed in tManager and Engineer
Admin. Sigrstate. The lead designer shallen coordinate the digital signingy the Manager and Engineering
Administratorof the 01_General subset. When both signatures are applied to the plans, the lead designer
shall then notify processing that the @eneral subset has been signed.

See Section 7.7 Applying Digital Signature Workflows
Note: Whendigitally signing the 01_General subset all signers shadle the reason code blank
The following image shows a typigaibjecttitle sheetfrom the 01_Generadubsetthat is digitally signed

Y RTINS YW TV IR TRYNT

gyi CONNECTICUT DEPARTMENT OF TRANSPORTATION @

upné"ﬁéu"ns =

SIDEWALK RAMPS
Tammgesc o

NEW HAVEN

THE DESIGN APPEARS TO COMFORM TQ APPLICABLE CRITERIA, APPROVAL IS
E DESIGN HAVE

BEEN PERSOMALLY CHECKED BY THE UNDERSIGNED.

] ,;;_:;f?’k\ Leo L. Fontaine Visible Certifying Signature
f A 2012.04.03 11:59:18-04'00"
SUBMITTED BY: TRANSPORTATION PRINCIPAL ENGINEER - LEO L. FOUNTAINE P.E.
A ] James A. Fallon si iani ;
\ 2 <y |
Do (A NeMdoor 2012.04.04 08:54:35-0400 Visible Slgning Signature
AL RECONENDD B VAN O TS & TALLON .2 :
4 ST
James H. Norman o Fo— .
: 2012.04.04 09:58:05-04'00° Visible Signing Signature

APPROVED BY: TRANSPORTATION ENGINEERING ADMINISTRATOR - JAMES H. NORMAN P.E.

CONSULTANT DESIGNED PROJECTS:

The project title sheet of the 01_Generlbset shalbe digitallysignedby thelead consultant, using a
certifying signature.

SeeSection7.7 Applying Digital Signature Workflew
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LOCATION
OF PROJECT

~ CONNECTICUT DEPARTMENT OF TRANSPORTATION
REPLACEMENT EI:F:EF{IDGE No. 02973
OVER PATTAGANSETT RIVE

Town(s)/City of

EAST LYME

:::::::::::
RoAD RESPONSIBILITY LenGTH

nnnnnnnnnnn

044-0148 [

When more than one consultant works on a CTDOT digital project the project manager (prime consultant) shall
apply a visible certifying signature to the first page of the 01_General suBgeipplying thisignature the

prime consultant is accepting responsibility for the entire set of digital contract pldosiever the individual

subsets shall be signed by the corresponding firms.
Note: When applying certifying or signing signatures leave the reason code blank.

7.6.2 Applying a Digital Signatures to 02_Revisions Subset

This section applies to both CTDOT designed projects and Consultant designed projects. The figures
contained in this section showGTIDOT signatureut the workflows are the same.

This subset does not need to be signed at FDP. This subsebesigned when the sheet is filled out for

an Addendum odesigninitiated change order, whichever comes first.

Thefirst index of revision sheet(s) located in the 02_Revistuisset shall be digitallsignedby thelead

designer using a certifying signature.

1. Theleaddesignershall apply a&ertifying signatureas described isection 7.7 Applying Digital
Signature Workflowwith the followingEXCEPTIOBheoptiona b 2 / K y 3 Snusthef f 2 6 SR ¢
selected to eliminate unauthorizedhangesafter certifyingthe document.See the figure below:
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Dvigital 10
I |MattEalkins VH Wiem... ][ Mew... ]

Pazzward:

Signature Type
() Digital Signature

(*) Document Certification

j ermitted changes after certitying:
] | Mo changes allowed v

Optionz

Reazon: | v|
Location: | |
Contact Info: | |

| Appearance
! |StandardTe:-:t VH Edit... H Mew... ]

~ <Name>
pattar f 1 <| ocation>
<Date>
[ K ][ Cancel ]
7.6.3 All Other Discipline Subsets - Single Signature

This section applies to both CTDOT designed projects and Consultant designed projects. The figures contained
in this section show a consaltt signature, but the workflovwsthe same.

Eachdiscipline subsethall bedigitally signed with a visible certifying signatung ONLYthe responsible
design engineelAs shown below.

: \\

OEEERSULTANT COMPANY NAME \\}\,\},?2‘?:.‘?5&//, William Pratt
SE P 02

SETHR 252 2009.01.27

ﬁ; 10:46:19

R NO
.
’,35;13‘,&1;;%\ - -05'00"

7.6.4 Standard Drawing Subsets — Single Signature
This section applies to both CTDOT designed projects and Consultant designed projects. The figures contained
in this section show a consultant signature, but the workflow is the same.

Only thestandard drawing sutetindex sheetsHighways and Traffic Standard Drawinmg=ed tobe digitally
signed with a visibleertifyingsignature, by the responsible design enginget submits the subset to
COMPASSor example, in the case where the Traffic unit is submitting a Highway standards subset, the
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Traffic Principal Engineer is responsible for digitally signing the index sheets, not the Highway Principal
Engineer.

7.6.5 All Other Discipline Subsets — Multi-Signatures

This section applies to both CTDOT designed projects and Consultant designed projects. The figures contained
in this section show a consultarigaature, but the workflow ithe same for CTDOT designed projects.

Multiple signatures per a single subset are required whete or more disciplines/firmare responsible for
one subset

Thelead designethat is responsible for most of the pages within a discipline sutisafldigitally sign the

subset using a ceftiing signature andeave the reasolode blank.

Once certified by the subset lead, tremainingdesigners(s) shatligitallysign the same subset using a signing
signature anccomplete the reason code with a note stating which pages, contained in this subset, that they
are responsible forSee table 2L below:

Designer Certify or | Responsible Shee Reason Code
Sign Numbers
Lead Designer Certify
SubDesigner 1 Sign 03.78 Thru03.88 | am Sigring for Sheet Nos03.78 thru03.88
SubDesigner Z; etc. | Sign 03.88 Thru03.98 | am Sigring for Sheet Nos03.88 thru03.98
7.6.6 Working Drawings

Working drawing submittalshall be digitalleertifiedin accordance wittsingle Signaturééisible Digital
Signature using a Certifying signaturéthis manual.

7.6.7 Engineering Reports

Engineering Reports shall be digitally signed, byapplicable persomising acertifying. SeeSingle Signatures
for instructions on how to apply a certifying signature to an engineering repbatreport needs to be digitally
signed by more than one person, the first person must apply a certifying signature as showalin
Signaturesand any subsequent signature will be a signing signature as shdwndie Signatures

7.6.8 Bridge Load Ratings

Load Ratings shall be digitally signed, by the applicable person using a certifying signature with the No Changes
Allowed option selected as shown below:
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Diigital 10:
|MattEaIkins VH iew. .. H MNew... ]

Password:

Signature Type
() Digital Signature
(%) Document Certification

‘ermitted changes after certibing:
| Mo changes allowed -

b

Options
Reason: | v|
Location: | |
Contact Info: | |
Appearance
|StandardTth v” Edit... H Mew... ]
<Name>
patar 9 <| ocation>
<Date>

7.7. Applying Digital Signature Workflows

This section applies to both CTDOT designed projects and Consultant designed p8geatsdigning and
Editing PDFs in Office 3f@r instructions and related troubleshooting tip#.a signature is required by the
Chief Engineer, Assistant Chief EnginEegineering Administrator or Construction Administratorproject
documents please se@&lanagement Signatures in COMP Aatuidance on how to assign the review in
COMPASS.

Certifying Signature
1. Left click on the signature field and then update the settings as shown bexamples below are for
I/ ¢5h¢ RSAAIYSR LINR2SOGQa GAGES aKSSid FyR

Discipline Subsets
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Select your ID and
select as shown

/

Click on the signature
/ to certify

e /4
THE DESIGN APPEARS TO E&n TO APPLICADLE CRITERIA. APPROVAL 1S () Digtal Sionature
BECN PERSONALLY CHECKED OY THE UNOERSICNED. ] (%) Document Cersécation

Mato.0s. i in forms. and S0t signatires v

Optons

B e A facs
Reascn

r Locason
Contact info:

MpPRna MECMOCED BT manalER (F STATE (ESHN - SOTT AWl PE.
EE—) =

Mathew Calkin
R0 TRRFRTATIIN DEDETRNG KM TRATIR - JHES 1 NiFown 7. s
%’42 2011.10.18 10:
38:10-04'00"

Engineering Reporter Documents that Require (1) Digital Signature

FINAL HYDRAULIC REPORT
FOR SOUTH MAPLE STREET BRIDGE

OVER SCANTIC RIVER

Enfield, Connecticut

PREPARED BY: Tectonic Engineering & Surveying Consultants PC

March 8, 2010 _
Pl f Date: 1/21/14

Prepared By:
Mathew Calkins click on the
Checked By: Tt Date: 1/21/ : P
ecked By: __ e K/ signature field
and .
to certify

2. Next for documenstlocated iInCOMPASS or SharePosdye to the appropriate SharePoint Library as
shown below:
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Save File to SharePoint Library X
(=7 Site address: |https:ffctgevexe{:.sharepomt.comfProjectstOgZ—O686f v | Load Site
7§ Librayfoider: | ~|
Name Date Modified Type File Size  Version
Contract Documents
Design
Internal Documents
ProjectEmails
Shared Documents
SiteAssets
File name: | | |PDF Files (“pdf)  ~
Save to Disk oK Cancel

3. Then select yes toreate a new version of the fila COMPASS or SharePoint.

Digital SigningSignature:

Once theprime engineer applies his certifying signature #uglitionalsigning signaturesanbe applied by the

sub-consultants as follows:

1. Left click on the signature field and then update the settings as shown below:

Click on the
/ signature
/

ITERIA. APPROVAL 1S

THE DESIGN APPCARS TO COMTORM TO APPLICARE
OF THE OESIGN MAVE

nOT 1O B8 COMSTRUED 1O MCAN THAT ALL ASPEC
BLON PERSONALLY OMECKEID BY THE UNCERSIONE!

%00 3

SN IED 81 SNACTONIA KN MOCIR. DKL

Mat) Calkins
2071018 10:40:43-04'00"

e TATIOn [ SRATON - St | W e 71

Dwptal 1D
Mathew Cabors
Passwoed

Soratue Type
@ Diptal Signature

A\

Mathew Calkin
s

2011.10.18 10:
40:46-04'00

Select your ID, a reason
if necessary and select
as shown

2. Next, fordocuments located in COMPASS or SharePoint, save to the appropriate SharePoint Library as

shown below:
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Save File to SharePoint Library X

@ Site address: ‘https:ffctgovexec.sharepOint.comfPrOjectstOQZ—OﬁSﬁf V‘

7 Library folder: | ]

Name Date Modified Type File Size  Version
Contract Documents
Design
Internal Documents
ProjectEmails
Shared Documents
SiteAssets

File name: | | PDF Files (“pdf)  ~

Save to Disk Cancel

3. Then select yes toreate a new version of the file in COMPASS SharePoint.

72



ConnecticuDepartment ofTransportationc Digital Project Development Manual

8.{ dzo YA (i G Ay 3 B 2/065r18e/ (i &

The S&T application can be usedBailin Court (BICrackingof any document workflow in COMPASS.
Examples of typical workflasare provided in this section.

8.1. Correspondence and Memoranda COMPASS

Please se€OMPASS Knowledge Cent€orrespondence and Memoranda in COMP#®E&sample
workflow for generating, reviewing and distributing project memoranda using the COMPASS
Submittals/Transmittals (S&T) application.

8.2. Correspondence to Contractor

Please se COMPASS Knowledge Centeorrespondence to Contractor in COMP fdt@ sample workflow
for sending correspondence to Constructidontractorausing the COMPASS Submittals/Transmittals (S&T)
application.

8.3. Request for Work

Please se€OMPASS Knowledge Centeequest for Worlor a sample workflow for sending and responding
to a Request for Worlkising the COMPASS Submittals/Transmittals (S&T) application.

8.4. PS&E Milestone Reviews in COMPASS

Please se€OMPASS Knowledge CenteG&E Milestone Reviews in COMPiaE& sample workflow for
conducting a PS&E Milestone Review using the COMPASS Submittals/Transmittals (S&T) application.

8.5. FDP Workflow in COMPASS

Please se€OMPASS Knowledge CenteDP Workflow in COMPAfeshow to complete an FDRorkflow in
COMPASS.

8.6. Stakeholder Submittals in COMPASS

Please se€OMPASS Knowledge Cent8takeholder Submittals in COMPA&rSa sample workflow of
stakeholder submittals in COMPASS.

8.7. Document Distribution in COMPASS
Please se€OMPASS Knowledge CentBocument Distribution in COMPASS

8.8. PDF Checker
Please se€OMPASS Knowledge CenteDF Checker in COMPASS

8.9. S&T File and Document Grid Management

Please se€OMPASS Knowledge Cent8&T File ManagemenRename and Move Filand S&T Document
Grid Managemenfor details.

8.10. Reopen Complete Submittal / Transmittal Envelope

Please se€OMPASS Knowledge Centeeopen Complete Submittal/Transmittal Enveldgehow to reopen
completed Submittal / Transmittal Envelope.
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9.1. Addenda

Contract planghat arerevisedor addeddueto addendashallbe submittedin digitally signedPDFdiscipline
subses containing only the changed sheefBhe sheets being revised or deleted shall not be included in the
Addenda submittalThe first sheet of each addendum subsets shall be digitally sigreedigital signature
place holderthat is placed iBentley SoftwareAddendum subset®O NOheedan index of drawings sheet
Once digitally signedhe adderdum subsets shall be submitted to CTDGBhgCOMPAS&sdescribed in
Addendum Plans in COMPASS.

Addenda sheets from different subsets cannot be combined and submitteghasubset, they must be
submitted per their respected subsets.

The addenda subset shall have the sEb@MPASIabel as theoriginal final plan subset with the addition of
(_AH##) added to the end, where thg#equals the addenda numbeGeeexample below:

COMPASSILE NAMES

Original Discipline Subset: 04-Traffic

Addenda Discipline Subset: 04-Traffic AO1
2nd Addenda 04-Traffic A02
6th Addenda 04-Traffic AO6

The ontract sheetqpreviously submittedinal gdans orearlieraddendaplans) being revised bpddendashall
NOTbe modifiedexcept the Engineer of Record shall plaamgdendastamp on theaffectedsheets This
addendastamp crosses out the entire sheet with a redril adds the followingote: "THIS SHET REPLACED
BY ADDENDUM NO."Y'heve "Y" equals the addendum numbdiis stamp is placed ovdigital signatures;
therefore,removal of the signatures is not requir@dor to placinghe addendastamp

WARNING When placing the stamps, removing the digital signature is not allowed.

The Index of Revisions Sheet(s) located in ®#eRevisions subsét) shall bemanagedby the project manager
for alladdenda. A newsubsetmust be updated for each addendum.

I gl OSNXYIEFNY] 27F ;KiGnatirel aaly ©MNQDOTY, or3RE StamigN®r (Consultants) shall be
placed on all added or revised sheets.

9.1.1 Revised Plans - Addenda

Bentley SoftwareProcesses
For revised sheets thaawing numbes shallnot be modified.

The areas on the sheet that are being revised shatltnededand a numbered triangle shall be placed
somewhere on the line of the cloudh like numbered triangleshallbe placed in the revision block the
changed sheetaccompanied by descriptionof the revisionitself. The revision number is specific to a
particularsheet andncreases in consecutive order per revision and per adddhdasheet is changed for the
first time underAddendum #2 thetthe sheetsrevision number is &ince this is the first changéf the next
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time it is changed agaiis under Addendum #3he revision number becomessince this is the second change
to the sheet

Note: If there are a lot of changes to a sheatd it is not possible to cloud all the changes in a clear manner
do not void out the existing sheet and create a new shedh these instances, the designer shall place a
cloud just inside the border of theevised addendm sheet.

Note: When preparing an Addendum that will change quantities on a project that includes a "Detailed
Estimate Sheet", never revise the "Detailed Estimate Sheet." A "Detailed Estimate Sheet" is never included in
an addendum. Also, the "Quantities" box shown on the General Plan sheet for any structure is never to be
revised.

Bluebeam Processes

A note shall be placedh the bottomright-handside of the borderpn the replacement sheetstating,
G!'559b5!'a bho a4, £X ¢6KSNB d Thisno s dztdma in h&K @§DOTRRSY Ry dz
Miscellaneous tools in the Bluebeam tool chest that needs to be added and edited. If you do not have these

tools in the tool chest you can find them in Appendligf this manual.

Sheet numberdor revised planshall be as follows:
Original Final PlaBheet.

Original: 02.25

Addenda 1: 02.25A1
Previous Addend8heet.

Original: 02.25.A2

Addenda 4 02.25./M

If a sheet requires further revisions by a subsequent addendum, the addendum shall be prepared, as detailed
above The previously revised sheet shaw be stamped usinBluebeamafter addendum approvakee
Section7.4.

9.1.2 New Sheets - Addenda

Bentley SoftwareProcesses
Changes that requira new sheefs) to be added toa discipline subsethall beformatted in one of two ways,
as follows:

1. If the new sheet does not have to be placed in a specific location withidiiogline subsetthe new
sheet shall be placed last, andmbered sequentially from the last sheet of thiscipline subset The
total number of sheets noted on tharoject plansand discipline subsettays the sameThe revision
block on theaddedsheet,shall not befilled out.

2. If the designer determines that the new sheet must go in a specific location withidigbipline
subset the new sheet number shall be the number of firevioussheet followed by-1. A#), where #
is the Addendum NumberFor example, if the me sheetmust be placed in a discipline subsigiht
after sheet0257, thenew sheet shall be numberéi? 57-1. Al, if an additional sheenheedsto be
added in this case it would b8257-2.A1 The total number of sheets noted on the project plans
stays the same.
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When adding a newheet,a new drawing number is also required with the sheet numbethe
drawing number of the new sheet shall be the drawing number ofileeious sheeplusa dashand
the sheet count For example, if the new drawing must be placed in the project plans right after
drawing numbeiS5, the drawing number shall be5s1.

Bluebeam Processes

A note shall be placed on the new sheet stating, "NEW SHEET ADDED BY ADDENDUM NO."Y", where "Y" equal
the addendum number. This noghall be placeth the bottomright-handside of the border This note is a

stamp in the CTDOT Miscellaneous tools in the Bluebeam tool chest that needs to be added and edited. If you
do not have these tools in the tool chest you can find therAppendix Aof this manual.

Addedsheetnumbers, inserted NOT added to the end of Subséill be afollows:
Original Final Plan Sheet;

Original: 04.31
Addenda 3: 04.31-1.A3

Previous AddendaAddedSheet.

Original: 03.24.AL
Addenda 4: 03.241.A4

Previous AddendaRevisedSheet.

Original: 05.141.A1
Addenda 2: 05.141.A2

Previous AddendaAddedSheet.

Original: 05.141.A1
Addenda 2: 05.142.A2

If adding sheets to the end of a subset, the new sheet number shall be a continuation of the previous sheet
number plusA#, where # equals the addenda number.

Original Final Plan Sheet

OriginalLast Sheet  04.31
Addenda 3: 04.32.A3

9.1.3 Adding New Subset — Addenda

The new subseshall be submitd by an Addendurand beprepared the same way as an FDP discipline

subset, with the addition of an A# in the sheet numbers and a note shall be pladbd,bottomright-hand

side of the borderpn the sheetstating,d b 9SHEET ADDEDB859b5! a bho d, ¢ gKSNB
addenda number.This note is a stamp in the CTDOT Miscellaneous tools in the Bluebeam tool chest that

needs to be added and edited. If you do not have these tools in the tool chest you carefmaithppendix A

of this manual.The label attribute on the new subset shall contaim @ ! | Thé fibst sheet o new subset
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to the contract will be a subset cover sheet and cimtn index of drawingsAlso,the DO NOT update the
project title sheet in the General subset to show the addition of new subsets to the project.
9.14 Voiding Sheets

Sheets submitted withirfinal designplan subsets andddendasubsetsshall NOTbe deleted; butshallvoided

by the engineer of record with arddenda stampusingBluebeam This addenda stamp crosses out the entire
sheet with a red X and adds the followimgte: "VOIDEDBY ADDENDUM M&'; where "Y" equals the
addendum number.

9.1.5 Addenda Special Provisions

Contract Special provisionthat are revised or added due to addenda shall be submitted digitally

9.1.6 Addendum CTDOT Standard Drawing Subsets

The designer shall prepare an addendum to a CTDOT Standard Drawing subset in accordance with the
following.

The Addendum for a standard subset shall only include the added sheets, do not include all the standards for

the project.
When uploading tCOMPASS | RR Iy a! 11 ¢ (2 GKS
Update the 02Revision subset to record this change.

9.2. Designinitiated Change OrderjICQ

Design Initiated Change OrdéDICQ are changeorder requests in which the designer alters the origomaitract
by:

1 Arrevision taanexistirg plan sheet(s) or specification(s)

1 The addition of a newylan sheet(s) or specification(s)

9 The deétion of an existing plan sheet(@) specificatios)

The ceation and management oflD@2 shall be as specified in this section.

Contract plans changed or added dueDiC shall be submitted in a digitally signed PDF disciplineet(s)s
containing only the added or changed shedike sheets being revised or deleted shall not be included in the
Change Order submittalhe first sheet of eacBICOsubset shall beligitally signed in a digital signature place
holder, that is placed iBentley Softwares described isection5 of this manual, DO NOT ADD a cover sheet.
Once digitally signed thel©O subset(s) shall be submitted to the CTDOT using COMPASS.

The contract sheetfeviously submitted final plans, addenda plans, E2O plans), being revised biCD
shall NOT be modified except when the Engineer of record plac&S@ famp on the revised sheets. This
digital/ h adl YL) ONRPaasSa 2dzi GKS SyUuANB aKSSd 6A0GK |

REPLACEDBW { LDb LbL¢L!¢95 /1! bD9 hw59w bhd &, ¢ @gKSNB

number. This stamp is placed over digital signatures.
Warning: When placing the stamps, removing thgital signature is not allowed.

The Index of Revision Sheet(s) located in th&k@gisions subset shall be updated by the project manager for
all DCOs A new 02Revisions subset shall be submitted for each DICO.
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I 6 GSNXYINY] 2F G4KS &A 3y SNDaesignedplahsiiodNESEmpdck GoyidulianizNE 2
designed plans shall be placed on aCO sheets.

9.2.1 Revised Sheets — DICO

9.21.1 Bentley SoftwareProcesses

The areas on the sheet that are being revised shall encirclecclopdand a numbered triangle shall be

placed somewhere on the line of the cloud. A-ikenbered triangle shall be placed in the revision block of

the changed sheet, accompanied by a description of the revision itself. The revision number is specific to a
particular sheet and is specific to the number of times a sheet is changed, including addenda changes. It starts
with one and increases by one for each revision or change to the sheet. If a sheet is changed for the first time
under DCO % thenthe sheets revision number issince this is the first changdf the next time it is changed

again is under [TO #7 the revision number becomesi@ce this is the second change to the sheet.

Details shown on the original sheet, but are no longer required, shall not be deleted but shall only be crossed
2dzi 6AGK |y a-¢ 2y (GKS NBOGAAaSR akKSSio 9y IAYSSNAY3
information for the contractor.

If the number of changes to the sheet cannot be clouded in a clear and concise manner, the existing sheet
should be voidedThe new sheet is considered a revised sheet and not a new sheet to the contract and should
follow section 9.2.1.2 for numbering.

9.2.1.2 Bluebeam Processes

A note shalbe placed in the bottomight-handside of the bordepf the replacement sheetstating,d 59 { L Db
LbL¢L! ¢95 /1! b DK SIS Dw £b hSdj dal féa G KS 5SaA Iysndteisdal A (S
stamp in the CTDOT Miscellaneous tools in the Bluebeam tool chest that needs to be added and edited. If you
do not have these tools in the tool chest you can find them in AppendixiAis manual.

Sheet numbers for revised plans shall be as follows:

Description Sheet M.
Original Final Plan Sheet 02.25
DICOL 02.25C1

Previous Addenda Sheet 02.25.A2

DICO4 02.25C4
PreviouDICQ2 Sheet 02.25.C2
DICO4 02.25C4

Drawing numbers shall not be modified on revised sheets.

Approval blocks oall new sheets shall be watermarked with a signature (CTDOT) or PE Stamp (Consultant)
and the first sheet of the subset shall be digitally signed
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9.2.2 New Sheets — DICO

9.2.2.1 Bentley SoftwareProcesses

Changes that require new sheet(s) to be added to a discipline subset shall be formatted in one of two ways, as
follows:
1. If the new sheet does not have to be placed in a specific location within a discipline subset, the new

sheet shall just be added to the end and humbered sequentially from the previous last sheet of the
discipline subset. The total number of sheets noted on the project plans and discipline subsets stays
the same.

2. If the designer determines that the new sheet belongs in a specific location within a discipline subset,
the new sheet number shall be the number of the sheet it most closely relates to followed. Gy,
For example, if the new drawing should reside in theHd@hway discipline subset right after sheet
03.57 but before sheet 03.58, the new sheet shall be numbered 6B G#.

When adding a newheet,a new drawing number is also required. The drawing number of the new
sheet shall be the drawing number of the sheet it most closely relates to followed)oyRor

example, if the new drawing must be placed in the project plans right after drawing numbeilBWY
the drawing number shall be H\AIY)>-1.

9.2.2.2 Bluebeam Processes

I y2GS akKlfft 0SS LIXIFIOSR 2y (KS yS¢ aKSSi GEORDERY 3I> al
b h ® This aote shall be placed in the bottamght-handside of the border.This note is a stamp in the

CTDOT Miscellaneous tools in the Bluebeam tool chest that needs to be added and edited. If you do not have
these tools in the tool chest you can find them in Appendof this manual.

Added sheet numbers shall be as follows:

Description Sheet M.
Original Final Plan Sheet 04.31
DICCB 04.31:1.C3

Previous Addenda SheetdAdded Sheet 03.24.A1

DICO4 03.241.C4
PreviousDICC; Revised Sheet 02.45.C1

DIC 02.45C2

Previous Addendgq AddedSheet 05.141A1
DIC 05.142.C2
PreviousDICC; Added Sheet 02.451.C1
DIC 02.452.C2

If adding sheets to the end of a subset, the new sheet number shall be a continuation of the previous sheet
number plus C#, where # equals the Degigtiated Change Order Request number.

Description Sheet M.
Original Final Plan Sheet 04.5
DICOL 04.6C4
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9.2.3 New Subset Required — DICO

New subsets shall be submitted byI® and prepared the same way asFDP discipline subset except with

the addition of a C# in the sheet numbers and a note plairetihe bottomleft-handside of the borderon the

NBLX I OSYSy( akKSSdGa adqradAy3da ab9z2 {199¢ ! BhHsddeisa, 59{ I
stamp in the CTDOT Miscellaneous tools in the Bluebeam tool chest that needs to be added and edited. If you

do not have these tools in the tool chest you can find them in Appenditiiis manual.first sheet of a new

subset will be a subset cover sheet containing an index of drawings contained in that specific subset.

9.24 Voiding Sheets

Contract sheets are never deleted. Sheets submitted within final design plan subsets, addenda subsets, or
designinitiated change order subsets that are no longer needed shall NOT be deleted, but shall be voided by

the engineer of record, with alDO stamp. The voided stamp crosses out the entire sheet with a red X and

adds the followingnoté + kL 595 ., 59{LDb LbL¢!¢95 /1 !bD9 hwb59w b
Initiated Change Order number.

9.2.5 DICO Special Provisions

Soecial provisionshall be created in accordance with thentract Special Provisians

9.2.6 DICO Memorandum from Design to Construction

ADICO Memorandum from the Designer to Construction shall be prepared for all change orders. This
memorandum shall not include any digitally signd@O plans and / orlIBO specifications. The memorandum
shall include the following:

1 A detailed description and justifications of the changes requested.

Identify the funding source, if known.

A listing of each new, revised, replaced and / or voided plan sheet(s).

A listing of each new, revised replaced and / or voided special provision(s).

A list of the changes in the estimated quantities for the project (increase, decrease). The list should
also include any item that is new to the project or any item that is delbwxhuse ofhe revised

work. Item numbers of items already in the project should be provided. Item numbers for items that
are not currently in the contract should be provided if known.

9 The estimated increase in cost or credit associated with the change order request.

=A =4 =4 =4

9.2.7 DICO CTDOT Standard Sheet Subsets

The designer shall prepare d@D to a CTDOT Standard Drawing subset in accordance with the following.

The DCO for a standard subset shall only include the added sheets, do not include all the standards for the
project. Only include the added sheets and check off only those sheets on the index sheets.

When uploading tCOMPAS&ddad / | 1 ¢ (G2 GKS SyR 2F GKS 1 0St FGGNRO
Update the 02Revision Subset to record this change.

9.2.8 Design Initiated Change Order - Workflow in COMPASS

Please sed®esign Initiated Change Orders in COMHA6G&sample workflow for sending Desinitiated
Change Ordergsing the COMPASS Submittals/Transmittals (S&T) application.
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9.3. 02-Revisions Subset
The project manager is responsible for managing this subset.

Each poject has a ORevisionsubset,and this subseonly containghed LY RSE 2F wS@gA&aAz2ya
revision sheets are used for tracking all sheet changes due to addabdand Designnitiated Change
Order(DICQ with respecto the entire project. The GRevisions subset starts out as an-signed blaniplace

holder in the project.This filehas seed file in our CAD worksapt&hen an addendum or DICO is required an
02-Revsions file shall be created in CAD following this proc&se figure bw is an example of a blank-02
Revisions subset:

= =
"V seET Mo, | DATE IS

[REV] DATE |23 4 TREV DATE |Z |3
g|E DESCRIPTION wv o] sweer o [ OATE|E|3 | DESCRIPTION By (i) sueeT no. | O0E | |2

»»»»»»»» HEE

REV]

DESCRIFTICN BY

DEL

e ’ REHABILITATION OF ™ TOLLAND aries
STATE OF CONNECTICUT @ OFFICE OF ENGINEERING BRIDGE NO. 00840 |

- TREV-L
DEPARTMENT OF TATION BOUTEDE VN LES o SHEET fewersr
02,01

ADDENDA:

When the project requires an Addendum, the Projel@tnagermustrecord these changes onNEWO02-
Revisions_A#gubset, wiere A##equals the Addendum ##New 02-Revisions subseshall contain all

previous Addendum information. For example, Addendum 4 shall include all changes made from Addendum
1, 2, 3 and 4.

Note: A New OZRevisions subset is required for each addendum because there are times when multiple
addendums are being submitted contractprocessing for the same project. An example of this is if
Addendum 1 and Addendum 2 are submitted to processing at the same time, two addendum revision sheets
must be submitted.

9.3.1 Design Initiated Change Order

Whenaproject requires a Designitiated Change OrdeD{CQ, the following process shall be followed:

For eactDICQ the ProjectManager shaltreate a newd2-Revisionsubset The 0ZRevisiorsubset shall
alwayscontain all previous Addenduinformationand the new ICQinformation. For example, whenIQO
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#1 is prered, the 02Revisionsubset shall include all Addendum information as well as the changes made
for DICO#1.

tKS F2f
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Detail A from figure 1 shows the information typed in for a change to the contract plans. The project designer
inputs the Addendum or BOnumber, the sheet number, the date, a description of the change, the person
who made the change, and checks the appropriate box for: new sheet added, revised sheet or deleted sheet.

';EV |_srTET No, DATE E 5|z DESCRIPTION =] L BY PI\\I[: SH
7:?1‘ 01.01.003A1 01/28(11 v ENTIRE SHEET REFLACED JES a1 0308
AL | D101.004A1 01/28(11 v ENTIRE SHEET REPLACED JES A1 03080
AL | 01.01.005A1 01/28/11 v ENTIRE SHEET REPLACED = G E
01.01.006A1 01/28(11 v ENTIRE SHEET REFLACED 3

AL 781 01/28(11 v ENTIRE SHEET REPLACED JES A1 [oa.00
A1 | 01.01.008] i1 V ENTIRE SHEET REPLACED e 1ES a1 o408l
a1 | 010100941 01/28/11 FLACED =] A1 |04.08.
a1 | 01010101 03/28(11 v ENTIRE SHEET REFLACED JES a1 [os.02
a1 [oLone11ar 01/28/11 v ENTIRE SHEET REPLACED = a1 [oa.0s
a1 [0L01012A1 03/28/11 + ENTIRE SHEET REPLACED e N _[aes a1 04080
Al |01.01.013A1 01/28/11 I ENTIRE SHEET REPLACED DETAIL 5= A1 [o4.000
A1 [ 010101481 01/28/11 ; ENTIRE SHEET REPLACED JES a1 [oa.00
a1 [o4.00

A1 | 0102.001A1 01/28(11 v ENTIRE SHEET REPLACED JES a1 [os.0a0
A1 |04.09

a1 | 01.03.00581 01/28/11 v ENTIRE SHEET REFLACED JES a1 o409
a1 | 01.03.006A1 01/28(11 v ENTIRE SHEET REPLACED JES a1 [os.0a0
vo Thenanamas maraae 7 CirrinE FuEET REm ArEn = = Tnaen

Detail B shows the title block information.
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9.3.2

B OK

follows:
1.

2.

9.3.3
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A3 | UeusUDIAS ueaapas v EULI BEAKING FAU ELEVATIUNS =
VISE THE NUMBER OF SERVICE CONNECTORS JES A3 | 04.09.064.A3 02/15/11 'l EDIT BEARING PAD ELEVATIONS JES

A3 | 04.09.065.A3 02/15/11 v EDIT BEARING PAD ELEVATIONS JES
LETETED DRAWINGS JES A3 | 04.09.07B.A3 02/15/11 ¥ EDIT DIMENSION JES
D NOTE 3 JES A3 | 04.09.080.A3 02/15/11 ¥ EDIT DIMENSION JES
LETE DEMONSTRATION SHAFT, EDIT CALLOUT JES A3 | 04.09.083.A3 02/15/11 ¥ EDIT DIMENSION LOCATION JES

| | |
DETAIL B

____'-'-—-.-—---
\ / ADDENDUM NO. 3

5 STARTFORD/MILFORD 138-221

=) RECONSTRUCTION OF THE _ T

P MOSES WHEELER BRIDGE REVISIONS
01.02.001_.:.3._

P  ——

02_Revisions Subset Workflow - Addenda

GAYS 'y I'RRSYRdzY A& A&dadzSRI G(GKS 4aLyMdagerssT wSOA

The user wilcheckout theD2-Revisions subsdtom COMPASS

With your digital signature USB key inserted within the UigBt click on the Signaturi@ox,andselect
Clear Signaturas shown belowthis is the first Addendum this step can be skipped since the subset
will not have a signature on:it

— e ]
/ PROIECT 1
; 3 74 aniiinz,.
g : Clear Signature I
C U T ":-‘) s(n:\ walidate Signature
SR Yisw Signed Wersion
RT ATIO N Compare Signisd ersion to Current Yersion
Show Sianature Propsttiss...
Lol Ntics. .
RB-01.dgn o ——

tin &

Enter the information into form fields as described

' RR y203S8S d&a! 559b5! a righhhéndcoener aftfie shiektaboe2hé iitle brock,
where Y = the Addendum number.

Add new revision sheet each time previous sheet becomes!fuR R YNEW SHE&T ADDED BY

Il 559b5!a bhd &, ¢ 6KSNB a,¢ Sldzrfa G§KS FRRSYRLE
When finished signsing a certifying signature

Check thadocument intoCOMPASS to save the changes

02_Revisions Subset Workflow - DICO

The following workflow shalbe used by the Project Manager for recordingDs tahe 02-Revisions subset.
In this workflow the user edits the subset@OMPASShey do not have to export the document cand

submit
1.

a new subset

Check out the ORevisionsubset fromCOMPASSSeeChecking Out Documents to Bluebefon
instructions.
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2. With your digital signature USB key inserted within the UigBt click on the Signatui®ox,andselect
Clear Signaturas shown below, this is the first Addendum this step can be skipped since the subset
will not have a signature on it:

e —
/
/ LY VT 7 P .,

i o,

£

z 2 Clear Signature [%
) & Validate Signaturs

\‘5““

Fan Wisw Signed Yersion

s
PROJECT 1

Compare Signed Yersion to Current Yersion

Show Signature Properties. .

Legal Notice. ..

RB-01.dgn
in €

Enter the information into form fields
Edit the note above the title block with 5 9 { LDb LbL¢L! ¢RGY¥/ 1! bD9 hw59w

If a new revisions sheet is added, add thegwibove the title block wittt b 92 {1 99¢ ! 5595
59{LDb LbL¢L!¢95 /1 !bD9 hw59w bho £

5

6. Resign the ORevision subset

9.3.4 Adding a New Revisions Sheet to the 02_Revisions Subset

D2oyt2FR I ySé GLYRKRSE 2F wSorarzya akSSi

2. Insert the new sheet into the existing ®evisions subsetdf. Update the title block information and
update the sheet accordingly.

=

To fill out a form field simply click on the box and begin typing. The first column is the Addendum or Design
Initiated Change OrdeiThe second column is the revised or new sheet number. The third column is the date,
followed by a brief description that ke the description on the actual sheet being revised. Finally click in the
appropriate check box per row to describe the action taken, new sheet, revised sheet, or sheet deleted. Note:
The Engineer is not required to input changes numerically by Sheet No. If another changed sheet is added to
'y ' RRSYRdzY Ay (KS St S@SyiK K2dzNE A (exOflRgvisionS LI | OS
{dzo0aSié¢ o
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