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INTRODUCTION 
 
This document is for Consultant and State Employees responsible for working 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 
HUbruce.bourgoin@ct.gov 
 
Mathew Calkins P.E. 
Transportation Supervising Engineer 
AEC Applications 
Mathew. 
mathew.calkins@ct.gov  
 
 
 
            ___________ 
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1. 5ŜŦƛƴƛǘƛƻƴǎ 

ACD ς The attribute applied to a revision requested by the Processing unit to an ADP discipline subset.   
 
ACD2 ς The attribute applied to a revision requested by the Processing unit to an ACD discipline subset.   
 
ADP ς The attribute applied to an Addendum discipline subset. 
 
ATLAS ς This tool is used to manage the location of various assets, projects, and investigations.  
 
Bluebeam ς PDF software. 
 
CIM ς Civil Integrated Management 
 
CSI ς Construction Special provisions Institute  
 
DCD ς The attribute applied to a revision requested by the Processing unit to an FDP discipline subset.    
 
DCD2 ς The attribute applied to a revision requested by the Processing unit to a DCD discipline subset.    
 
Discipline Subset ς A multi-page PDF document that includes all the contract plan sheets for a discipline.  
Example would be all the structures sheets would be packaged in (1) multi-page PDF document.   
 
DICO ς The attribute applied to a design-initiated change order discipline subset. 
 
DPD ς Digital Project Development Manual. 
 
EED ς Electronic Engineering Data 
 
Engineer of Record ς ¢ƘŜ ŜƴƎƛƴŜŜǊΩǎ ŘƛƎƛǘŀƭ ǎƛƎƴŀǘǳǊŜ ǘƘŀǘ ƛǎ ŀǇǇlied to the discipline subsets.  For CTDOT staff 
this would be the Principal Engineer.  
 
FDP ςThe attribute applied to a final design plans discipline subset. 
 
FIO ς ¢ƘŜ ŀǘǘǊƛōǳǘŜ ŀǇǇƭƛŜŘ ǘƻ ŀ άŦƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴƭȅέ ŘƛǎŎƛǇƭƛƴŜ ǎǳōǎŜǘΦ   
 
FPL ς The attribute applied to an advertised FDP discipline subset. 
 
O365 ς Microsoft Office 365 
 
Project Manager ς Lead designer on the project.  For CTDOT staff this is the TE 3 or Supervisor of the lead 
discipline or consultant liaison TE3 or Supervisor.     
  
Set File ς Is a consolidated viewer file that is created using Bluebeam.  When this file is opened all the contract 
plans, FDP, Addendum, Change Orders, are sorted by their page labels in the correct order.  
 
S&T ς COMPASS Submittals/Transmittals application. 
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2. tǊŜǊŜǉǳƛǎƛǘŜǎ ŀƴŘ tƻƭƛŎƛŜǎ 

The following details various requirements and policies that need to be followed when working on a Capital 
project for the Connecticut Department of Transportation (CTDOT).   
 
Software Requirements 

1. Document Management Software ς CTDOT uses COMPASS and Office 365 for a document 
management solution.   

2. PDF Software ς CTDOT has standardized on Bluebeam its PDF software. 
a. A current license of Bluebeam Revu must be purchased to perform all the procedures in this 

manual.    
b. A CTDOT Bluebeam profile is available in Appendix A.   

 
Digital Signatures Requirements 

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 plans, including Final Design Plans (FDP), Design Completion Data (DCD), Addenda, 
Addenda Completion Data (ACD), Design Initiated Change Order (DICO), and Working Drawing (WDP) 
and all engineering reports shall be digitally signed in conformance with this manual. 

a. 5ƛƎƛǘŀƭ ǎƛƎƴŀǘǳǊŜǎ Ƴǳǎǘ ƳŜŜǘ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ !ŘƻōŜΩǎ /ŜǊǘƛŦƛŜŘ 5ƻŎǳƳŜƴǘ {ŜǊǾƛŎŜǎ ό/5{ύ 
or Adobe Approved Trusted List (AATL).   

b. AATL and AATL vendor information is provided at the following website: 
https://helpx.adobe.com/acrobat/kb/approved-trust-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 processes. After contract 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 those listed on the 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 
/ƻƴǎǳƭǘƛƴƎ 9ƴƎƛƴŜŜǊΩǎ ŀƎǊŜŜƳŜƴǘ ǿƛǘƘ ǘƘŜ {ǘŀǘŜ ŀǎ ŀ ǎƛƎƴŀǘǳǊŜ ŀƴŘ ǎŜŀƭ ƻŦ ŀ /ƻƴƴŜŎǘƛŎǳǘ [ƛŎŜƴǎŜŘ 
Professional Engineer or Architect as set forth in § 20-300-10 of the Regulations of Connecticut State 
Agencies or § 20-293 of the Connecticut General Statutes, as applicable. Nothing in this DPD serves 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 with respect 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 in Digital Signatures section of this manual.     

3. ²ƘŜƴ ŀ ŘƻŎǳƳŜƴǘ ǊŜŀŎƘŜǎ ŀ Ŧƛƴŀƭ ǎǘŀǘǳǎ ŀ άCƛƴŀƭ {ǘŀǘǳǎέ ǎƘŀƭƭ ōŜ ǇƭŀŎŜŘ ƻƴ ǘƘŜ ŘƻŎǳƳŜƴǘΦ  ¢Ƙƛǎ ǿƛƭƭ 
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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3. tǊƻƧŜŎǘ /ǊŜŀǘƛƻƴ ƛƴ /hat!{{ 

Through the Project Generator, new Capital projects are spatially identified by drawing a polygon on a map in 
CT-Atlas 2.0 (See Section 16)Φ ¢ƘŜ ǇƻƭȅƎƻƴ ƛǎ ƎƛǾŜƴ ŀ ǘŜƳǇƻǊŀǊȅ ǇǊƻƧŜŎǘ ƛŘŜƴǘƛŦƛŜǊ ǿƛǘƘ ǘƘŜ ƛƴƛǘƛŀƭ ƭŜǘǘŜǊǎ ƻŦ άttέ 
in its name.   
 
For any questions pertaining to CT-Atlas 2.0 or GIS licenses, create a ticket with the Eng. and Const. GIS 
Support section of the COMPASS Support Desk: 
 

 
 
Once all required steps are completed in CT-Atlas 2.0, including pressing the button to Notify Compass that 
project PPxxx-xxxx has been created (See Creating a Proposed Project), a COMPASS project page ς including 
document libraries, S&T application, and all other features ς will automatically generate. 
 
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 in COMPASS and will be reflected by both the permanent number and proposed 
number shown in COMPASS. 

3.1. Creating a Proposed Project (PP) 
To create a new project in COMPASS, perform the following steps: 
 

1. Create the project polygon and perform all other required actions in CT-Atlas 2.0 following the 
guidance provided (See Creating a Proposed Project). This process for new projects includes all 
projects for the Bureaus of Engineering and Construction and Public Transportation.  See Public 
Transportation and Rail Projects and Planning and Emergency Declaration Projects for unique project 
promotion processes related to these project types. 
 

2. Once all necessary steps are completed in CT-Atlas 2.0, a project site will automatically generate in 
COMPASS.  It can take up to an hour for this process to complete.  Navigate to COMPASS and search 
for the project number.  A red banner will display in the COMPASS project site while the site 
ǇǊƻǾƛǎƛƻƴƛƴƎ ǇǊƻŎŜǎǎ ƛǎ ǎǘƛƭƭ ƛƴ ǇǊƻƎǊŜǎǎΥ άtǊƻƧŜŎǘ ǇǊƻǾƛǎƛƻƴƛƴƎ ƛƴ ǇǊƻƎǊŜǎǎΦ  {ƻƳŜ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ǿƛƭƭ ōŜ 
ƭƛƳƛǘŜŘΦέ 

 
3. Create a ticket with the COMPASS Support Desk providing the project number and Project Manager 

name. 

 
 

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 COMPASS Support team will provide project site owner permissions to the Project Manager.  All 
DOT staff are automatically project site members.  (See COMPASS Project Site Permissions for details.) 
 

5. Populate the Project Staff, including the Project Initiation Staff section. 
 

6. Contact all relevant asset stewards and ensure the Work Types and Work Codes are selected properly 
on the COMPASS Project Assets page.  See ECD-2023-9-Project Asset Form for 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.  
See DOT COMPASS Knowledge Center - Assets - Home for more details. 
 
To view and maintain the Asset Work Types and Work Codes:   

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

 
 

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 arrows to advance through the records. 

 
 

3. Select one or more asset records from the Proposed Project table by checking the box(es).  Press the 
Update Asset Info button. 

 
 

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 appears.  Select the appropriate Work Type and Work Code(s) from 
the drop-down menus.  Only one Work Type can be selected.  One or more Work Codes can be 
selected, as needed.  Press Save. 

  
 

5. The Work Type and Work Code columns will update to reflect the information selected.  The Updated 
and Updated By columns auto-populate the with the date and name of person who made the most 
recent update.   
 

Additional notes: 

¶ Columns in the Proposed Project table can be sorted alphanumerically. 

¶ Assets cannot be added or deleted in the COMPASS project page.  To add or remove project assets, 
make the appropriate revision in CT-Atlas 2.0 (See Managing Assets and Geometry). 

3.3. Proposed Project Information (PPI) Form 
1. Before beginning the PPI process, 

a. Verify the Project Initiation Staff section of the Project Staff information is correct.  The 
individual completing the PPI Form must be included in the Project Initiation Staff. 

b. Verify all COMPASS Project Asset information is correct. 
 

2. Navigate to the Details tab on the COMPASS project site. 

 
 

3. Select Establish Project Number button.  This opens the blank PPI form. 
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4. Populate all the fields in the PPI form.  Ensure all fields in the PPI form are filled out before pressing 

Save Data.  The Title, Description, Justification, and Comments fields have a 255-character limit .  
Press the Save Data button when complete. 

 
 

5. A PPI PDF document will automatically generate and save in the 600 Project Initiation Documents 
folder.   

 
 

6. Route the document for signature via the S&T using the guidance provided in Attach Files to a 
COMPASS S&T Envelope and Correspondence and Memoranda in COMPASS.  For digital signature 
guidance, see Signing and Editing PDFs in Office 365. 

3.4. Cancel a Proposed Project 
To cancel a proposed project, create a ticket with the COMPASS Support Desk, providing: 

¶ The proposed project number.  Verify that the correct proposed project is provided.  Once the 
project cancellation process is completed, it cannot be undone. 

¶ The cancellation reason. 

¶ A request to cancel the project. 
 
Once the cancellation process is complete, the cancelled date will display in the DATES section on the right side 
of the Project Details page.  Click on the cancelled date to view the cancellation reason. 

 

3.5. Promote a Proposed Project to a Permanent Project 
Project assets are to be maintained for the life of a project, from the conceptual phase through construction.  
Once funding is approved and the Engineering and Construction project is in the Financial Obligation Report 
(OBL), it can be promoted to a permanent project.  See Public Transportation and Rail Projects and Planning 
and Emergency Declaration Projects for unique project promotion processes related to these project types. 
 
Do not use the Select a Project Number drop-down 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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To request a proposed project be promoted to a permanent project: 
 

1. Verify the scope of the project matches what is portrayed in CT-Atlas 2.0 (e.g., assets, polygons, etc.). 
 

2. Create a ticket with the COMPASS Support Desk, providing: 
a. The proposed project number. 
b. The permanent project number. 
c. The project manager. 
d. A request for project promotion. 

 
 

3. The COMPASS Support team will review and promote if the project passes the necessary criteria or 
provide feedback if any changes are required.  Note:  The project site URL will not change when the 
project is promoted; it will continue to contain the proposed project number (PPxxx-xxxx), not the 
new permanent project number. 
 

4. Once the promotion process is complete, update the name of the MS Project Schedule to reflect the 
permanent project number. 
 

Note:  The COMPASS Project Site Permissions groups and project site URL will continue to reflect the PP 
number for the life of the project, even after promotion to a permanent project number.  For example, if 
PP123-4567 is promoted to permanent project 9876-5432, the site permissions groups for that project will 
remain as PP123-4567 for the duration of the project. 

3.6. Public Transportation and Rail Projects  
For Public Transportation and Rail projects NOT in the CTDOT Obligation Plan, complete the following steps to 
create and promote a project in COMPASS. 
 

1. Complete all necessary steps in CT-Atlas 2.0 as described in Creating a Proposed Project. 
 

2. Once all necessary steps are completed in CT-Atlas 2.0, a project site will automatically generate in 
COMPASS.  It can take up to an hour for this process to complete.  Navigate to COMPASS and search 
for the PP project 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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ǇǊƻǾƛǎƛƻƴƛƴƎ ǇǊƻŎŜǎǎ ƛǎ ǎǘƛƭƭ ƛƴ ǇǊƻƎǊŜǎǎΥ άtǊƻƧŜŎǘ ǇǊƻǾƛǎƛƻƴƛƴƎ ƛƴ ǇǊƻƎǊŜǎǎΦ  {ƻƳŜ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ǿƛƭƭ ōŜ 
ƭƛƳƛǘŜŘΦέ 
 

3. Navigate to Public Transportation and Rail Project Data Form.  If you do not have access to this form, 
please put in a request to the DOT.Helpdesk@ct.gov  
 

4. Create the new project using the permanent project number, adding all relevant project data to the 
form. 

   
5. Create a ticket with the COMPASS Support Desk, providing: 

a. The proposed project number. 
b. The permanent project number. 
c. The project manager. 
d. A request for project promotion. 
e. Date when the Public Transportation and Rail Project Data Form was completed.  Note:  It 

takes approximately 48 hours from the time that the Public Transportation and Rail Project 
Data Form is completed until the project promotion process can take place.      

 
 

f. The COMPASS Support team will review and promote to the 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 (PPxxx-xxxx), not the new permanent project number.  

 
5. Populate the Project Staff, including the Project Initiation Staff section. 

 
6. Contact all relevant asset stewards and ensure the Work Types and Work Codes are selected properly 

on the COMPASS Project Assets page.  See ECD-2023-9-Project Asset Form for more details. 

3.7. Planning and Emergency Declaration Projects in the OBL 
For Planning and Emergency Declaration projects, complete the following steps to create and promote a 
project in COMPASS. 
 

1. Complete all necessary steps in CT-Atlas 2.0 as described in Creating a Proposed Project. 
 

2. Once all necessary steps are completed in CT-Atlas 2.0, a project site will automatically generate in 
COMPASS.  It can take up to an hour for this process to complete.  Navigate to COMPASS and search 
for the project number.  A red banner will display in the COMPASS project site while the site 
ǇǊƻǾƛǎƛƻƴƛƴƎ ǇǊƻŎŜǎǎ ƛǎ ǎǘƛƭƭ ƛƴ ǇǊƻƎǊŜǎǎΥ άtǊƻƧŜŎǘ ǇǊƻǾƛǎƛƻƴƛƴƎ ƛƴ ǇǊƻƎǊŜǎǎΦ  {ƻƳŜ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ǿƛƭƭ ōŜ 
ƭƛƳƛǘŜŘΦέ   

   
3. Confirm the project is in the Obligation Report (OBL), then create a ticket with the COMPASS 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 or Emergency Declaration project. 

 
 

1. The COMPASS Support team will review and promote to the 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 (PPxxx-xxxx), not the new permanent project number. 
 

2. Populate the Project Staff, including the Project Initiation Staff section. 
 

3. Contact all relevant asset stewards and ensure the Work Types and Work Codes are selected properly 
on the COMPASS Project Assets page.  See ECD-2023-9-Project Asset Form for more details. 

3.8. Pause or Complete a Permanent Project 
The project phase displayed for COMPASS projects automatically displays and updates to reflect the phase in 
the CTDOT Construction Management System (e.g., Site Manager, AASHTOWare, 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. Go to COMPASS Projects, or the details or landing page of any COMPASS project site.  This process 
cannot be performed via the COMPASS S&T page. 

 
2. Navigate to the gear Ą Site Contents. 

 
 

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. 

 
 
 

4. Press New. 

 
 

5. Complete the New item field. 
a. Enter the project number in the XXXX-XXXX format (including leading zeroes). 
b. Select either Completed or Paused from the Project End Date Reason drop-down menu. 
c. In the Notes and Details fields, provide the reason for completing or pausing the project, along 

with any other relevant information. 
d. Verify information is correct, then press Save. 
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6. To reactivate a paused or completed project, create a ticket with the COMPASS Support Desk. 
 
 
 
 
 
 
 
 
 
 
  

https://ctdotcompass.atlassian.net/servicedesk/customer/portals
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4. 5ƻŎǳƳŜƴǘ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳ 

CTDOT uses COMPASS and Office 365 for document management.  The objective of COMPASS is to provide 
CTDOT with project management processes that work in conjunction with a cloud-based digital Transportation 
Management Solution, utilizing Microsoft Commercial Off-the-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: 

¶ Submittal and Transmittal Ball-In-Court tracking 

¶ Better collaboration and communication using SharePoint online. 

¶ Real-time project scheduling capabilities using integrated MS Project  

¶ Improved resource management 

¶ Real-time project status dashboards 

¶ Document control and content management 

¶ Improved transparency and accountability 

¶ Improved risk management 

4.1. COMPASS Overview  
COMPASS is a cloud-based application built on Microsoft SharePoint pages.  CTDOT users are provided with a 
CTDOT O365 license which is used to access COMPASS and all other DOT O365 applications.  External user 
invitations are sent to non-CTDOT personnel ς such as consultants and contractors ς to grant project-specific 
site access. 
 
Presently, COMPASS provides a single place to display the following project information: 

¶ Rights-of-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 
 
Please see COMPASS Knowledge Center - COMPASS Overview. 

4.2. Project Folder Structure and Required Documents for Capital Projects 
This section details the project folder structure and the required project documents that must be submitted 
for each project.  The figure below illustrates a CTDOT project folder structure for a Capital Project.  See 
COMPASS Permissions Model for details on folder permissions. 

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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Note:  In the case where two or more projects are combined or advertised as one project, all contract 
documents for these projects will be submitted into the lowest numbered project in COMPASS. 
   

Project Folder Structure and List of Project Documentation 

DESIGN LIBRARY 

The folders in the Design Library are intended to store CAD files and working documents for designers. 
For more information on working with CAD files stored in COMPASS, please see the CTDOT Digital Design 
Environment (DDE) Guide CTDOT DDE GUIDE - Bentley Connect Edition.   

CONTRACT DOCUMENTS LIBRARY 

100_Contract_Plans (PDF) ς This folder is in the Contract Documents library and contains only final Contract 
Plans, which includes the following.  There shall not be any working documents uploaded into this folder. 

¶ Final plans 

¶ Addendum plans (Subfolder should be created for each addendum) 

¶ Design Initiated Change Order plans. 

¶ As-Built plans 

¶ Electronic Engineering Data (EED) ς Final Prepared by AEC Applications 

110_Contract_Documents ς This folder is in the Contract Documents library and shall only contain the 
following final documents.  The only working file allowed in this folder is the Contractor Submittal List.  This list 
is to be maintained through the life of the project per ECD-2020-1_Contractor_Submittals.pdf. 

¶ Signed Contract 

¶ Pre-Bid Questions and Answers 

¶ Contract Special Provisions ς Final, Addendum, and Design Initiated Change Order special provisions.   

¶ State and Federal Minimum Wage Rates and Classifications. 

¶ SOM (Source of Materials) 

¶ Insurance documents 

¶ Pre-Award DBE Review ς Specific Contractor 

¶ Bonds  

¶ Contractor Submittal List 

125_Completed_Submittals ς This folder is in the Contract Documents library.  Contractor submittals ς with 
the exceptions of Payrolls ς automatically relocate to this folder from the 120_Contractor Submittals (PDF) 
folder when marked complete.  This folder is read-only.  Documents cannot be directly updated to or modified 
in this folder.  

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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Project Folder Structure and List of Project Documentation 

130_Final _Engineering Reports ς This folder is in the Contract Documents library and contains all the final 
engineering reports.  There shall not be any working documents uploaded into these folders.  Note: Ensure file 
names in this folder: 1) do not include any special characters and 2) accurately and intuitively describe the 
document. 

¶ Hydraulic  
o Hydraulic Report and Hydraulic Report Data 
o Scour Report and Scour Report Data 
o Floodway Report and Floodway Report Data 
o Final Drainage Reports and Final Drainage Report Data 
o USGS Bridge and Channel Assessment Reports 
o Miscellaneous Technical Data, Studies, Investigations or Reports 

¶ Environmental Compliance  
o Task 110 
o Task 210 
o Task 310 
o Underground Storage Tank System Closure Reports 

¶ Bridge 
o Load Rating 

¶ Geotechnical 
o Geotechnical Report Project files - including test boring, laboratory testing data file, and 

computations 
160_Project Photos ς This folder is in the Contract Documents library and is where all project photos and 
videos shall be stored.  Both engineering and construction photos shall be stored in this folder.    

INTERNAL DOCUMENTS LIBRARY 

120_Contractor_Submittals (PDF) ς This folder is in the Internal Documents library and contains the following: 

¶ Shop Drawings 

¶ Product Data Sheets 

¶ Product Samples 

¶ Coordination Drawings 

¶ Working Drawings 

¶ 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, all documents automatically uploaded to this folder. 

 
140_Project_Administration ς This folder is in the Internal Documents library and is the storage location for 
final permanent milestone project administration documents.  These project administration documents can be 
defined as, but not limited to, deliverables such as agreements, project approvals, project scope, regulatory 
documents, design phase schedules, etc.  There shall not be any draft documents uploaded into this folder.    
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Project Folder Structure and List of Project Documentation 

¶ Agreements ς Utility, Railroad, Municipal, etc.  

¶ Categorical Exclusion 

¶ Certification Acceptance Checklist 

¶ Commitment list 

¶ Consultant Selection Documents ς Scope 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 Schedule - COMPASS 

¶ Draft Noise Analysis Report 

¶ Environmental Impact Study ς EIS 

¶ Final Design Report 

¶ Final Noise Analysis Report 

¶ Finding of No Significant Impact - FONSI 

¶ Lighting Agreement 

¶ Record of Decision ς ROD 

¶ Rehabilitation Study Report 
¶ Risk Management Documents 
¶ RPM ς Request for Project Memorandum  

¶ Sidewalk Maintenance Agreement 

¶ Standalone Transportation Management Plan Document, taken from the final design report. 
¶ Stewardship Agreement 
¶ Structure Type Study 
¶ Waiver to Obligate Funds 

¶ White Papers  

142_Project Administration Correspondence ς This folder is in the Internal Documents library and is for all 
final project correspondence documents.  This is defined as any request memos, response memos, letters, etc., 
and does not include any documents that are defined in the 140_Project Administration folder.  This folder 
shall not include any working/draft documents.   

¶ Meeting Minutes 

¶ Request Memos ς Survey Request, Design Reviews, Support unit design.    

¶ Response Memos ς Response to the Request Memos 

150_Quantity Calculations ς This folder is in the Internal Documents library and is where all the final quantity 
calculations for contract items shall be stored. 

¶ FDP Estimate Quantity Computations 

151_Final Design Calculations ς This folder is in the Internal Documents library and is where all the final design 
calculations shall be stored. 

170_ROW Files - This folder is in the Internal Documents library and is where the final property maps shall be 
stored until they are uploaded into the IRMS.   Also, the project polygons and parcel polygons file shall be 
stored here. 

210_Construction ς This folder is in the Internal Documents library.  See Construction Documentation for more 
information. 

¶ 01 ς Project Documents 
o Semi and Monthly Payment Estimates 
o Construction Orders with Backup 
o Copies of Cost-Plus Sheets with backup 
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Project Folder Structure and List of Project Documentation 

o All Delivery Tickets, Bituminous Concrete, Processed Aggregate Base, Concrete, etc. 
o Material Certifications, etc. (All Laboratory Reports) 
o Nuclear Density Test and Data Sheets (CON-125, 133) 
o Pile Driving Logs (CON-87) 
o Environmental Correspondence, Logs, etc. 
o Utility Forms (CON-40 and 41) 
o Contractor Payrolls 
o EEO/AA Reports (30-60-90s) 
o Labor Wage Checks (CON-131) 
o Hazardous Waste Manifests 
o Stores Requisitions and Transfer Vouchers 
o Purchase Orders and Requisitions 
o Correspondence 
o Computer Disks - properly labeled. 
o Any Other Related Records 
o Town Correspondence File - Includes: 

Á General Material 
Á Request for and response to matters concerning highway, bridge, signing, lighting, etc. 

by town officials. 
Á Written commitments to first officials and/or elected, appointed state, federal 

officials. 
Á Mapping Prepared by district or filed with district. 

¶ 02 ς Internal Documents 
o Consultant Ratings 
o Other Sensitive Documents 
o This folder has unique permissions.  See COMPASS Permissions Model for details. 

¶ 03 ς Measurements and Payments 
o Field Books (all) Volumes 1,2,3, & 4s 

¶ 04 ς Consultant Negotiations 
o Consultants Billings with Backup 
o Sensitive documents pertaining to CEI negotiations. 
o This folder has unique permissions.  See COMPASS Permissions Model for details. 

¶ 05 ς Environmental  
o USACE Work Start Notification Form 

o USACE Compliance Certification Form 

o APA/Watershed Resource Maps 

o CTDEEP De Minimis Change Request 

o CTDEEP De Minimis Change Approval 

o CTDEEP Notice of Non-Compliance/Notice of Violation 

o CTDEEP Non-Compliance Monitoring Reports 

o CTDEEP Work Commencement Form 

o CTDEEP Compliance Certification Form 

o CTDEEP Permit Notification Correspondence 

o /¢599t {ƛǘŜ LƴǎǇŜŎǘƛƻƴ wŜǇƻǊǘǎ ϧ whaΩǎ 

o CTDEEP/USACE Permit Extension Request 

o CTDEEP/USACE Permit Extension Approval 

o CTDEEP/USACE Time-of-Year Waiver Request 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fctgovexec.sharepoint.com%2Fteams%2FAEC%2FSitePages%2FCOMPASS-Permissions-Model(1).aspx&data=05%7C01%7CLynne.Hassey%40ct.gov%7C734ec1c4b0d8437b75d908db41043557%7C118b7cfaa3dd48b9b02631ff69bb738b%7C0%7C0%7C638175258550919470%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=88C8qFkPpn9XCCWl9mfl2Wm1REiPB6oswbs7DQrLXBo%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fctgovexec.sharepoint.com%2Fteams%2FAEC%2FSitePages%2FCOMPASS-Permissions-Model(1).aspx&data=05%7C01%7CLynne.Hassey%40ct.gov%7C734ec1c4b0d8437b75d908db41043557%7C118b7cfaa3dd48b9b02631ff69bb738b%7C0%7C0%7C638175258550919470%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=88C8qFkPpn9XCCWl9mfl2Wm1REiPB6oswbs7DQrLXBo%3D&reserved=0
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Project Folder Structure and List of Project Documentation 

o CTDEEP/USACE Time-of-Year Waiver Approval 

o CTDEEP/USACE Emergency Authorization Request 

o CTDEEP/USACE Emergency Authorization Approval 

o CTDEEP Emergency Authorization Extension 

o Complaints 

o OEP Routine Inspection Report 

o OEP Semifinal Inspection Report 

o CTDEEP Stormwater Notice of Termination Form 

o Wetland Mitigation As-Builts 

o USCG Deviation Letters 

o Submittals Satisfying CTDEEP/USACE Special Conditions 

211_Materials Testing ς This folder is in the Internal Documents library.  Follow guidance provided in the 
Materials Evaluation and Specifications Unit (MESU) COMPASS Construction Bulletin. 

220_FHWA ς This folder is in the Internal Documents library and is used by the FHWA for their purposes. 

230_Contract_Administration ς This folder is in the Internal Documents library and is used by the CTDOT 
Contracts unit. 

240_Contract_Development ς This folder is in the Internal Documents library and is the location where the 
Designer uploads the following supplemental contract documents: 

¶ All contract special provisions and Notice to Contractors (NTC), in Word format, both final and 
addendum special provisions.  All contract special provisions shall be uploaded to the subfolder FDP 
Specs.  No other documents shall be uploaded to the FDP Specs subfolder except the contract special 
provisions and NTCs in Word format. 

¶ If the project contains CSI specifications, the designer is to create a sub-folder to the 240_Contract 
Development folder named CSI Specs and upload all CSI specifications to this location.  No other 
documents shall be uploaded to the CSI Specs subfolder except the CSI specifications NTCs in Word 
format.  See Design Review Phase for instructions on how to create the CSI Specs folder. 

¶ Estimator Proposal Estimate  

¶ Calendar Day Estimate 

¶ Electronic Engineering Data Files uploaded by the Designer. 

¶ Permit Applications and Approvals 

310_Milestone_Submissions ς This folder is in the Internal Documents library and is the location where the 
designer shall submit all milestone submission documents.  This includes plans, special provisions, reports, 
estimates, etc. This folder has sub-folders for 30, 60, 90, and 100 submissions. 

320_Permit_Development ς This is in the Internal Documents library and can be used to store documents for 
the development of permits.  Note: At FDP, the permit applications and approvals must be uploaded into the 
240 Contract Documents folder.   The processing unit then adds the permits and applications to the contract 
and uploads the contract into the 110 Contract Documents folder.  

¶ 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 ς This folder is in the Internal Documents library and is where any project 

https://ctgovexec.sharepoint.com/:b:/r/sites/DOTBureauofEngineeringandConstruction/Engineering%20and%20Construction%20Information%20Resources/CB-2023-5.pdf?csf=1&web=1&e=t3Gom4
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Project Folder Structure and List of Project Documentation 

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

CONFIDENTIAL DOCUMENTS LIBRARY 

131_Engineering_Reports_Confidential ςThis folder is in the Confidential Documents library and is only seen 
by a select number of people.  

¶ Bid Analysis 

141_Project_Administration_Confidential ς This folder is in the Confidential Documents library and shall be 
used for documents that only CTDOT should have access to.   

¶ Consultant Payroll information 

231_Contract_Administration_Confidential ς This folder is in the Confidential Documents library.  Access is 
limited to the CTDOT Contracts Unit. 

241_Contract_Development_Confidential ς This folder is in the Confidential Documents library and contains 
the final engineers estimate and calendar day estimate developed by the cost estimating unit. 

¶ Final Engineers Estimate 

¶ Final Calendar Day Estimate 

4.3. COMPASS Project Site Permissions 
Access to COMPASS project sites is provided using site permission groups.  Each permission group has a unique 
set of rights and restrictions. 
 
CTDOT personnel and FHWA are automatically added to all COMPASS site members groups.   
 
The Project Manager will be added to the site owners permissions group (full control of site) when a ticket is 
created during the project creation process (see Creating a Proposed Project (PP)).  The Project Manager (PM) 
is responsible for granting and maintaining project site access for all consultants, contractors, 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 site owners group.  The majority of CTDOT and 
consultant staff will remain in the site members permissions group. 

 

There are four permissions group per project:  Site Owners, Site Members, Site Stakeholders and Site 
Contractors.  There is a program-wide Compass Owners group which is not to be edited or changed by project 
staff.  

Please see COMPASS Knowledge Center - Site Permissions Groups Defined. 

 

https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Site-Permissions-Groups-Defined.aspx
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Site Permissions Summary Table 

FUNCTION 
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Invite or remove users from site permissions groups X X    

Delete a submittal as the submittal owner X X X   

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

Reopen a complete S&T envelope (internal 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 (proxy) X X    

Start or 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 internal-internal or internal-external submittals X X X   

View and 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 submittal document in response to an R&R X X X X X 

Review a submittal (Submittal Reviewer Section) X X X X X 

Contribute documents to a submittal at any time in the review workflow X X X   

Reassign or add reviewers to a 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_Submittals folder X     

*Pre-approved consultants who cannot access the Dashboard and Details pages should fill out the form Getting Started 
with SharePoint for Consultants (ct.gov) to gain access to these pages and enable improved collaboration in COMPASS. 

 

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

 

Users should not make any restricted changes to project sites. 

4.3.3.1 Restricted Element ς Settings Menu 
Do not use any of the functionality under the Settings menu. 

https://portal.ct.gov/DOT/Engineering-Applications/Getting-Started-with-SharePoint-for-Consultants
https://portal.ct.gov/DOT/Engineering-Applications/Getting-Started-with-SharePoint-for-Consultants
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Setting-up-Site-Permissions-Groups.aspx
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4.3.3.2 Restricted Element ς Permissions Ribbon 
Do not use the menu items in the Inheritance, Grant, Modify or Manage sections of the ribbon.  Do not delete 
permissions, grant new permissions, or create new permissions groups.  The Check Permissions button can be 
used to query the permission of an individual for that project site. 

 

4.3.3.3 Restricted Element ς Modifying Site Styles 
Do not use the Browser, Page, or Publish option in the ribbon.  Best practice:  Keep the ribbon hidden to avoid 
accidentally selecting one of these restricted elements.   

 
 
To hide the ribbon, go to the Gear -> Hide Ribbon. 
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4.3.3.4 Restricted Element ς Unique Permissions 
Do not remove the two groups included in all project site members groups: 

¶ CTDOT staff:  DOT-CompassDOTUsers group 

¶ FHWA staff (Connecticut):  DOT Compass ς Regulatory Partners Members 
 
Do not modify any of the unique folder permissions established program-wide, as noted in the COMPASS 
Permissions Model (sharepoint.com). 

 

External users (e.g., Contractors, Consultants, Stakeholders, etc.) invited to join a COMPASS project site will 
need to take the following steps to accept a COMPASS invitation.  External users should never forward their 
invitations to other users.  A unique invitation needs to be sent to each user requiring project site access. 
 
If other individuals need access to a COMPASS project site, a request should be sent to the PM.   
 
bƻǘŜΥ  5ŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ǳǎŜǊΩǎ ŜƳŀƛƭ ǎŜǘǘƛƴƎǎΣ ǘƘŜ ŜƳŀƛƭ ƴƻǘƛŦƛŎŀǘƛƻƴ Ƴŀȅ ǊƻǳǘŜ ǘƻ ǘƘŜ {t!a ƻǊ Wǳƴƪ folder or 
ŘƛǎǇƭŀȅ ƛƴ ǘƘŜ άhǘƘŜǊέ ǎŜŎǘƛƻƴ ƛƴ hǳǘƭƻƻƪ. 
 

1. The external user will receive an email invitation with a direct link to the project page. 

 
 

2. On the SharePoint Online invitation acceptance page,  

a. External users with an existing work / company Office 365 account should click Organizational 

Account and log-in using their company Office 365 username and password. 

b. 9ȄǘŜǊƴŀƭ ǳǎŜǊǎ ǿƛǘƘƻǳǘ ŀƴ ŜȄƛǎǘƛƴƎ aƛŎǊƻǎƻŦǘ ŀŎŎƻǳƴǘ ǎƘƻǳƭŘ ǎŜƭŜŎǘ ά/ǊŜŀǘŜ ŀ aƛŎǊƻǎƻŦǘ 

ŀŎŎƻǳƴǘέ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ ǎǘŜǇǎ ǘƻ ǎŜǘ-up a new, free account using the email address to which 

the invitation as sent. 

https://ctgovexec.sharepoint.com/teams/AEC/SitePages/COMPASS-Permissions-Model(1).aspx
https://ctgovexec.sharepoint.com/teams/AEC/SitePages/COMPASS-Permissions-Model(1).aspx
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Pre-Approved BOEC Consultant staff are typically invited to the Site Members Group by the Site Owner.   

4.3.5.1 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 Consultants by Vendor Using Dynamic Groups 
Site owners should invite consultants to the Site Members Permissions Group using the following format: 
ά5h¢ /ƻƴǎǳƭǘŀƴǘ - έ  followed by their vendor name. 

 
 
Do not use for the site owners group. 
 
To use this option, the following elements are required: 

¶ Company is a pre-qualified BOEC consultant.  Please see Prequalified Consultants for Year 2024 
(ct.gov) for list. 

¶ Individual consultant staff must complete Getting Started with SharePoint for Consultants (ct.gov). 
 

 

4.3.5.3 BOEC Consultant Access ς Required Forms 
All consultants:  To better collaborate in COMPASS and view some frequently requested documentation, pre-
approved Bureau of Engineering and Construction (BOEC) Consultants should follow the instructions provided 

https://www.dotdata.ct.gov/consultant/consult.aspx
https://www.dotdata.ct.gov/consultant/consult.aspx
https://portal.ct.gov/DOT/Engineering-Applications/Getting-Started-with-SharePoint-for-Consultants
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in Getting Started with SharePoint for Consultants (ct.gov).  Completing this form provides access to many 
resources, including: 

¶ COMPASS Dashboard, Details and Asset tabs 

¶ Access to CTDOT Owned Special Provisions 

¶ Access to DOT BOEC Consultants - Home (sharepoint.com) 

¶ Ability for CTDOT Site Owners to manage permissions via company domain. 
 
For OneDrive sync only:  For consultants who need to sync to OneDrive for use of CAD files or other needs, 
please see guidance provided in this document:  ctdot-connect-dde-volume-1---getting-started.pdf  

4.4. Navigating COMPASS 
For CTDOT users, follow the instructions provided in COMPASS Overview to log-in to Office 365 and access 
COMPASS. 
 
Please see COMPASS Knowledge Center S&T - Navigating COMPASS for details. 

4.5. CTDOT Staff Contact, Organization, and Status Information 
Please see COMPASS Knowledge Center S&T - CTDOT Staff Contact, Organization, and Status Information for 
details. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://portal.ct.gov/DOT/Engineering-Applications/Getting-Started-with-SharePoint-for-Consultants
https://ctgovexec.sharepoint.com/sites/DOTBOECConsultants
https://portal.ct.gov/dot/-/media/dot/aec/cad-connect-dde-guide/ctdot-connect-dde-volume-1---getting-started.pdf?rev=4afdcd9331fe44858938b9e1eab204db
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Navigating-COMPASS.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-CTDOT-Staff-Contact-Organization-and-Status-Information.aspx
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5. 5ƛƎƛǘŀƭ tǊƻƧŜŎǘ tǊƻŎŜǎǎŜǎ  

5.1. Processes by Project Phase 
The following shows the processes included in this manual separated by project phase.  Also included in this 
table is a link to the process map that corresponds to each document/process:    

Project Initiation Phase 
Document/Process Requirements 

Project Schedule ¶ Project Schedule should be set up in accordance with Design Phase Project 
Scheduling    

Preliminary Design Phase 

Preliminary 
Contract Plans 

¶ Plans shall be grouped in accordance with Contract Plan Grouping 

¶ Plans shall be formatted in accordance with Contract Plan Format   
 

Preliminary 
Contract Special 

Provisions 

¶ Contract Special Provisions shall be prepared in accordance with Contract Special 
Provisions 

Cost Estimate ¶ Cost Estimates shall be prepared in accordance with Estimates and Quantity 
Calculations     

Preliminary Design 
(30%) Review 

¶ Design Reviews shall be accomplished in accordance with Section 10 Digital Review 
and Commenting      

Project Schedule ¶ Project Schedule should be set up in accordance with Section 11 Design Phase 
Project Scheduling          

Permit 
Applications/ 
Documents 

¶ Shall be uploaded and formatted in accordance with Environmental Permits     

Rehabilitation 
Study Reports 

¶ Shall be uploaded and formatted in accordance with Engineering Reports   

Structure Type 
Studies 

¶ Shall be uploaded and formatted in accordance with Engineering Reports   

Categorical 
Exclusion 

¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents       

Design Exception ¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents       

Design Approval 
Letter 

¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents       

Project 
Correspondence 

¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents       

Project Polygon ¶ Shall be prepared and uploaded in accordance with Project Location (Geo-Spatial 
Boundary or Route ID and Mileage) 

Final Design Phase 
Document/Process Requirements 

Contract Plans ¶ Plans shall be grouped in accordance with Contract Plan Grouping 

¶ Plans shall be formatted in accordance with Contract Plan Format   

Contract Special 
Provisions 

¶ Special Provisions shall be prepared in accordance with Contract Special Provisions 

Engineering 
Reports 

¶ Engineering Reports shall be prepared in accordance with Engineering Reports   
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Project Schedule ¶ Project Schedule should be set up in accordance with Design Phase Project 
Scheduling   

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

Permit 
Applications/ 

Approvals 

¶ Shall be uploaded and formatted in accordance with Environmental Permits     

Design Calculations ¶ Design Calculations shall be submitted in accordance with Design Calculations 

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

¶ Design Reviews shall be accomplished in accordance with Section 10 Digital Review 
and Commenting 

Quantity 
Calculations 

¶ Quantity Calculations shall be submitted in accordance with Estimates and Quantity 
Calculations     

Final Design Report ¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents        

Final Design 
Statement 

¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents        

Sidewalk 
Maintenance 
Agreement 

¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents        

Lighting Agreement ¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents        

DBE/SBE Goals ¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents        

Commitment List ¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents        

Waivers ¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents        

Standalone 
Transportation 

Management Plan 

¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents        

Project 
Correspondence 

¶ Shall be uploaded and formatted in accordance with Project Administration and 
Project Correspondence Documents        

Contract Processing Phase 
Document/Process Requirements 

FDP 

Contract Plans ¶ Plans shall be grouped in accordance with Contract Plan Grouping 

¶ Plans shall be formatted in accordance with Contract Plan Format 

¶ Plans shall be checked by the PDF Checker 

Contract Special Provisions ¶ Special Provisions shall be prepared in accordance with Contract 
Special Provisions 

Proposal Estimate ¶ Preliminary Cost Estimates shall be prepared in accordance with 
Estimates and Quantity Calculations 

Federal Estimate ¶ Preliminary Cost Estimates shall be prepared in accordance with 
Estimates and Quantity Calculations 

Calendar Day Estimate ¶ Calendar Day Estimate shall be prepared in accordance with Estimates 
and Quantity Calculations 

Permit Applications/ ¶ Shall be uploaded and formatted in accordance with Environmental 
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Approvals Permits     

Ordering Paper Copies of 
Contract Documents 

¶ Paper copies of contract documents can be ordered in accordance with 
Paper Plans 

EED ¶ Shall be prepared and uploaded in accordance with Electronic 
Engineering Data (EED) 

Project Polygon ¶ Shall be prepared and uploaded in accordance with Project Location 
(Geo-Spatial Boundary or Route ID and Mileage) 

DCD 

Contract Plans ¶ Plans shall be grouped in accordance with Contract Plan Grouping 

¶ Plans shall be formatted in accordance with Contract Plan Format 

¶ Plans shall be checked by the PDF Checker 

Contract Special Provisions ¶ Special Provisions shall be prepared in accordance with Contract 
Special Provisions 

Proposal Estimate ¶ Preliminary Cost Estimates shall be prepared in accordance with 
Estimates and Quantity Calculations 

Federal Estimate ¶ Preliminary Cost Estimates shall be prepared in accordance with 
Estimates and Quantity Calculations 

Calendar Day Estimate ¶ Preliminary Cost Estimates shall be prepared in accordance with 
Estimates and Quantity Calculations 

Permit Applications/ 
Approvals 

¶ Shall be uploaded and formatted in accordance with Environmental 
Permits     

Addendum 

Contract Plans ¶ Plans shall be prepared in accordance with Contract Plan and Special 
Provision Revisions (Addenda and Design Initiated Change Order) 

Contract Special Provisions ¶ Special Provisions shall be prepared in accordance with Contract Plan 
and Special Provision Revisions (Addenda and Design Initiated Change 
Order) 

EED ¶ Shall be prepared and uploaded in accordance with Electronic 
Engineering Data (EED) 

Award Phase 
Signed Contract ¶ Signed Contract will be uploaded into COMPASS in accordance with 

section xx. 

Construction Phase 
Document/Process Requirements 

Contractor 
Submittals 

¶ Contractor submittals shall be uploaded in accordance with Contractor 
Submittals 

Contract Plans ¶ Plans shall be prepared in accordance with Contract Plan and Special Provision 
Revisions (Addenda and Design Initiated Change Order) 

Contract Special 
Provisions 

¶ Special Provisions shall be prepared in accordance with Contract Plan and Special 
Provision Revisions (Addenda and Design Initiated Change Order)  

DICO Memo ¶ DICO memo shall be prepared in accordance with Design Initiated Change Order 
(DICO) 

Plan As-Builts ¶ Plan As-Builts shall be accomplished in accordance with As-Built Comments - 
Final Plans 

Project 
Correspondence 

¶ Shall be uploaded and formatted in accordance with  Project Administration and 
Project Correspondence Documents        

EED ¶ Shall be prepared and uploaded in accordance with Electronic Engineering Data 
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(EED) 

Project Polygon ¶ Shall be prepared and uploaded in accordance with Project Location (Geo-Spatial 
Boundary or Route ID and Mileage) 

 

TƘŜ 5ŜǇŀǊǘƳŜƴǘΩǎ tǊƛƴǘ {ƘƻǇ Ƙŀǎ ŎƭƻǎŜŘΦ ¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŀƭǘŜǊƴŀǘƛǾŜ ŘǳǇƭƛŎŀǘƛƴƎ ƳŜǘƘƻŘǎ ŀǊŜ ŀǾŀƛƭŀōƭŜΣ ƛŦ 

necessary: 

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

¶ Specialized duplication services and business cards can be ordered through DAS Printing 

Services.  https://portal.ct.gov/DAS/Services/For-State-Employees/Print-Mail-and-Courier-Services 

¶ Project plans/specs and wide-format prints should be printed on the wide-format printers located 

throughout the Department or utilize State Contract 19PSX0006, Document Imaging Services.  

https://webprocure.proactiscloud.com/maincontractboard/contractviewdoc.do?docid=696&eboid=51

&&mimeType=application/pdf&docName=Contract%20Award.pdf&docUniqueName=Contract%20Aw

ard.pdf&contract=463 

Questions can be addressed to Deb Ello at debra.ello@ct.gov or 860-594-2257. 

  

https://portal.ct.gov/DAS/Services/For-State-Employees/Print-Mail-and-Courier-Services
https://webprocure.proactiscloud.com/maincontractboard/contractviewdoc.do?docid=696&eboid=51&&mimeType=application/pdf&docName=Contract%20Award.pdf&docUniqueName=Contract%20Award.pdf&contract=463
https://webprocure.proactiscloud.com/maincontractboard/contractviewdoc.do?docid=696&eboid=51&&mimeType=application/pdf&docName=Contract%20Award.pdf&docUniqueName=Contract%20Award.pdf&contract=463
https://webprocure.proactiscloud.com/maincontractboard/contractviewdoc.do?docid=696&eboid=51&&mimeType=application/pdf&docName=Contract%20Award.pdf&docUniqueName=Contract%20Award.pdf&contract=463
mailto:debra.ello@ct.gov
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6. 5ƻŎǳƳŜƴǘ tǊŜǇŀǊŀǘƛƻƴ ŀƴŘ CƻǊƳŀǘ 

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 project.   Discipline subset file sizes shall be a maximum of 
60MB.  The following details each of these options: 
 
Single volume digital 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 be 01-General and 02-Revisions.  The 03 subset does 
not always need to be 03-Highways, the 04 does not always need to be 04-Structure, etc.  FIO subsets 
shall be numbered at the end of the project before the standard subsets.   The Standards subsets shall 
not be numbered.   

 
Multiple volumes are used if the project has 1 or more of the following characteristics: 

a. Most of the 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 will be required, 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 be 01.01-General and 
01.02-Revisions.  The 01.03 subset does not always need to be 01.03-Highways, the 01.04 does not 
always need to be 01.04-Structure, etc.  FIO subsets shall be numbered at the end of the project 
before the standard subsets.   The 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: 

¶ Each project shall be given its own volume. 

¶ The lowest project shall always be volume 1.   

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

¶ There shall only be (1) Revisions subset.  This subset shall be in volume 1 and named 01.02 ς Revisions. 

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

¶ Each project shall have its own detailed estimate sheets.   

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

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

¶ 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 of Drawings  

INP  Index of Plans  

SVY  Survey Control Data  

ALN  Alignment Plans  

ROW  Right of Way Plans  

TYP  
MDS 

Typical Sections  
Miscellaneous Detail Sheets 

PLN  Highway Plans  

DRN  Drainage Plans  

SED  Sedimentation and Erosion Control 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 Plans (includes 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 discipline must ōŜ ōǊƻƪŜƴ ǳǇ ƛƴǘƻ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ǎǳōǎŜǘΣ ƪŜŜǇ ǘƘŜ ƭŀōŜƭ ǘƘŜ ǎŀƳŜ ǿƛǘƘ ǘƘŜ ŀŘŘƛǘƛƻƴ ƻŦ άмέ 
ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ŦƛǊǎǘ ǎǳōǎŜǘΣ άнέ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǎŜŎƻƴŘ ǎǳōǎŜǘΣ ŜǘŎΦ  
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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  

(Discipline Subset)  

File contents  

(but not limited to)  

Designer/  

Firm  

01.01-General Title Sheet, Detail Estimate Sheet Lead 

01.02-Revisions Index of Revision Sheets Lead 

01.03-Wtlnd 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 Site1,2,3 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-ò Utility 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 Plan Format 
Digital contract plans (preliminary, semi-final, FDP, ADP, DICO, etc.) shall be formatted in accordance with the 
following: 

1. Contract Plans shall be in submitted to CTDOT in PDF format. 
2.  t5C tƭŀƴǎ Ƴǳǎǘ ōŜ ǎƛȊŜŘ ŜƛǘƘŜǊ осέ Ȅ нпέ ŦƻǊ ǇǊƻƧŜŎǘǎ ŎǊŜŀǘŜŘ ōŜŦƻǊŜ June 2007 or ǎƛȊŜŘ опέ Ȅ ннέ ŦƻǊ 

projects created after June 2007 
3. PDF plans shall be measurable to scale in the PDF. 
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4. PDF plans shall be able to be printed to paper and scaled appropriately. 
5. Text must be searchable. 
6. All levels must have the ability to be displayed on or off, unless approved otherwise.   
7. All information on the digital contract PDF plans shall have been created from Bentley Software or an 

approved alternate.  The only information that shall be added to the plans using a PDF editing 
software are as follows: 

¶ Page labels   

¶ Sheet numbers  

¶ Watermarks and flatten comments.  

¶ Any digital signature fields.  

¶ Digital Signature  
8. Discipline subsets shall be published directly from a CAD application. Scanned images or raster image 

formats will not be accepted except For Information Only sheets, these can be scanned.    See 
Publishing CAD Files  for more instructions on how to publish from Bentley Software.    

9. Each discipline subset 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 contain both; an index of drawings contained 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 the table as shown in 
the figure below.   

 
 

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 signature(s).  Consultants 
will need to delete the CTDOT signature blocks on the title sheet and place a digital signature 
placeholder. 

12. The 01-General 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. {ǳōǎŜǘ лнψwŜǾƛǎƛƻƴǎ ǎƘŀƭƭ Ŏƻƴǘŀƛƴ ƻƴƭȅ ǊŜǾƛǎƛƻƴ ǎƘŜŜǘόǎύΣ ǘƛǘƭŜŘ άLƴŘŜȄ ƻŦ wŜǾƛǎƛƻƴǎΦέ  These revision 

sheets are used for tracking all sheet changes due to addenda and design-initiated change order 
(DICO) with respect to the entire project. These sheets are originally blank and unsigned and shall 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. 

https://portal.ct.gov/-/media/DOT/documents/AEC/CAD_SelectSERIES/publishingmicrostationpdf.pdf
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15.     Plans For Information Only (FIO) shall be submitted digitally, in 
individual subsets based on the entity providing the information, Amtrak, CL & P, AT&T, Designer etc.  
¢ƘŜǎŜ ǎǳōǎŜǘǎ Řƻ ƴƻǘ ǊŜǉǳƛǊŜ ŀ ŘƛƎƛǘŀƭ ǎƛƎƴŀǘǳǊŜΣ ōǳǘ ŜŀŎƘ ǎƘŜŜǘ ƛƴ ǘƘŜ ǎǳōǎŜǘ ǎƘŀƭƭ ōŜ ƭŀōŜƭŜŘΤ άCƻǊ 
LƴŦƻǊƳŀǘƛƻƴ hƴƭȅέΦ ¢ƘŜ ǎǳōǎŜǘ ƴǳƳōŜǊǎ ǎƘŀƭƭ ōŜ ǎŜƭŜŎǘŜŘ ōȅ ǘƘŜ ƭŜŀŘ ŘŜǎƛƎƴŜǊ ǎƻ ǘƘŀǘ ǘƘŜ CLh ǎǳōǎŜǘǎ 
are last.  Each sheet shall be numbered correctly.  

16. Utility drawings shall be submitted in accordance with the following:   

¶ Utility plans For Information Only (FIO) shall be submitted in a utility subset based on the 
utility company, AT&T subset, CL&P subset, etc.  These subsets do not require a digital 
signature, but eŀŎƘ ǎƘŜŜǘ ǎƘŀƭƭ ōŜ ƭŀōŜƭŜŘΤ άCƻǊ LƴŦƻǊƳŀǘƛƻƴ hƴƭȅέΦ  FIO utility subsets shall be 
numbered so that they are the last subsets. Example Labels; 10_CL&P_FIO, 11_AT&T_FIO.  
These subsets must have page labels assigned. 

¶ Utility company designed plans that include work being done by the StateΩs Contractor shall be 
submitted in a utility subset based on the utility company, AT&T subset, CL&P subset, etc.  
These subsets do not require a digital signature.  Example Labels; 10_CL&P, 11_AT&T.  These 
subsets must have page labels assigned. 

¶ Utility plans that are designed by a Consultant firm that include work being done by the States 
Contractor shall be submitted in a utility subset based on the utility company, AT&T subset, 
CL&P subset, etc., and shall be digitally signed in accordance with this manual. Example Labels; 
10_CL&P, 11_AT&T.  These subsets must have page labels assigned. 

17. CTDOT Standard sheets shall also be delivered digitally.   
18. Footers, displaying the sheet number, shall be placed on each page of each PDF subset.  
19. As-built information shall be digitally applied to the contract subsets by District Personnel after the job 

is complete using Bluebeam.   
20. Preliminary Contract Plans shall be submitted to CTDOT in accordance with this section, but do not 

need to be digitally signed.  These review documents shall be uploaded into the 
310_Milestone_Submission folders in COMPASS. 

21. A Bluebeam set file shall be created at FDP and updated for any addendums or change orders. 
22. Contract Plan subsets, FDP, DCD, DCD2, ADP, and DICO, must be checked by the Discipline Subset PDF 

Checker. 

6.3. CTDOT For Information Only Sheets 
Plans provided For Information Only (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 
ǎƛƎƴŀǘǳǊŜΣ ōǳǘ ŜŀŎƘ ǎƘŜŜǘ ƛƴ ǘƘŜ ǎǳōǎŜǘ ǎƘŀƭƭ ōŜ ƭŀōŜƭŜŘΤ άCƻǊ LƴŦƻǊƳŀǘƛƻƴ hƴƭȅέΦ  ¢ƘŜ ŦƛǊǎǘ ǎƘŜŜǘ ƻŦ ŜŀŎƘ CLh 
subset shall be a subset cover sheet.  These sheets shall be placed on a border and numbered.   
 
The subset numbers shall be selected by the Project Manager so that the FIO subsets are last.  for uploading 
and attributing FIO Plans. Information only sheets may be scanned, but must conform to the following:  

¶ aƛƴƛƳǳƳ {ƛȊŜ ннέȄопέ 

¶ Minimum dpi = 300.   

6.4. CTDOT Standard Plan Sheets 
Standard sheets shall also be delivered digitally into COMPASS using the Submittals/Transmittals application. 
The following 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 project:  CTDOT Standard Drawings 
Website 

2. Upload the standard subset into COMPASS in accordance. 

http://www.ct.gov/dot/cwp/view.asp?a=2303&q=410884
http://www.ct.gov/dot/cwp/view.asp?a=2303&q=410884
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3. Next open the standards from COMPASS by double clicking on it.  Once it opens click on the index 
sheet. 

 
 

4. Then enter the project number and check the standards to be included in the project.   

 
 

5. Delete the standards that are not included in the project as shown below: 
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6. Next digitally sign all index sheets. 
7. Then upload the standards into the 100_Contract Plans folder in COMPASS. 

6.5. Contract Special Provisions  
1. Digital Contract Special provisions shall be submitted in MS Word format.  See Contract Development 

to access Owned Special Provisions and Instructions and Templates for Special Provisions.  CSI special 
provisions shall be submitted in pdf format.  

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

¶ 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. 

¶ FDP, revised FDP special provisions, Addendum special provisions, and revised addendum 
special provisions shall be uploaded into the 240_Contract_Development folder under the 
project in COMPASS. 

3. Design Initiated Change Order special provisions shall be prepared and submitted in accordance with 
the following: 

¶ 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. 

¶ On each sheet of the revised specification, ά/Іέ shall be placed in the bottom right corner of 
the footer.   For example, ά/мέ 

¶ The consultant or state design Project Manager shall follow guidance for submission of DICO 
specifications. 

¶ Submission of DICO specs to be in .pdf format. 

¶ Stamping requirements of specs ς 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. 

http://www.ct.gov/dot/cwp/view.asp?a=3886&q=459664
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6.6. Estimates and Quantity Calculations 
Estimates 
Cost Estimates shall be prepared in accordance with the procedures detailed on this website: 
Cost Estimating 
 
Preliminary cost estimates shall be uploaded into the 310_Milestone Submissions folder under the applicable 
project. 
 
Final Proposal and Federal Estimates shall be uploaded into the 240_Contract_Development folder under the 
applicable project. 
 
Calendar Day estimates shall be uploaded into the 240_Contract_Development folder under the applicable 
project. 
 
Quantity Calculations 
Quantity Calculations shall be formatted and submitted in accordance with the following: 

¶ Shall be native PDF whenever possible. 

¶ Scanned pages shall be readable and have a minimum resolution of 200 dpi.    

¶ tŀƎŜǎ ƛƴ ǘƘŜ t5C Ŏŀƴ ōŜ ŀƴȅ ǎƛȊŜΦ  уΦрέ Ȅ ммέ ƛǎ ǊŜŎƻƳƳŜƴŘŜŘΦ 

¶ Shall be uploaded into the 150_Quantity Calculations folder under the applicable project in COMPASS. 

6.7. Environmental Permits 
Environmental permit applications, permit approvals, and other permit documents shall be uploaded into 
COMPASS and formatted in accordance with the following: 
Permit Need Determination Form (PNDF) and Other Permit Documents 

¶ Shall be native PDF whenever possible. 

¶ The PNDF shall be uploaded into the 320_Permit_Development Folder under the project in COMPASS. 
Environmental Permit Applications: 

¶ Shall be native PDF whenever possible. 

¶ Scanned pages in the application must have a maximum resolution of 200 dpi and a minimum of 125 
dpi. 

¶ All pages, except plans sheets, ǎƘŀƭƭ ōŜ ǎƛȊŜŘ уΦрέ Ȅ ммέΦ  tƭŀƴ ǎƘŜŜǘǎ can be sized up to опέ Ȅ ннέΦ    

¶ Before FDP, each permit application shall be in an individual multi-page PDF file.  Each permit shall be 
then uploaded into the 320_Permit_Development Folder under the project COMPASS. 

¶ At FDP, all approved individual multi-page PDF files shall be uploaded into the 
240_Contract_Development folder under the project in COMPASS. 

Environmental Permit Approval 

¶ Shall be native PDF whenever possible. 

¶ Scanned pages in the permit must have a maximum resolution of 200 dpi and a minimum of 125 dpi. 

¶ {Ƙŀƭƭ ōŜ ǎƛȊŜŘ уΦрέ Ȅ ммέΦ 

¶ Before FDP, each permit approval shall be in an individual multi-page PDF file.  Each permit shall be 
then uploaded into the 320_Permit_Development Folder under the project in COMPASS. 

¶ At FDP, the individual multi-page PDF files be uploaded into the 240_Contract_Development folder 
under the project in COMPASS. 

6.8. Contractor Submittals  
See Contractor Submittals for format, submittal, and review requirements for Contractor Submittals such as 
Working Drawings, Shop Drawings, Product Data Sheets, RFIs, and RFCs.  

https://portal.ct.gov/DOT/Engineering-Applications/Submissions---Cost-Estimating
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6.9. Engineering Reports 
Hydraulic, Scour, Floodway, and Final Drainage reports: Shall be formatted in accordance with the following: 

¶ 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. 

¶ All sheets except plans sheets ǎƘŀƭƭ ōŜ ǎƛȊŜŘ уΦрέ Ȅ ммέ.  Plan sheets Ŏŀƴ ōŜ ǎƛȊŜŘ ǳǇ ǘƻ опέ Ȅ ннέΦ  

¶ Shall be digitally signed and watermarked. 

¶ Any data files that must accompany the PDF report shall be uploaded into COMPASS in a zipped folder.   

¶ The reports and zipped folder for any data files shall be submitted into the 130_Engineering_Reports 
folder under the applicable project. 

¶ The final status shall also be applied. 

¶ Preliminary reports shall be uploaded into the 310_Milestone_Submissions folder in COMPASS.  
Task 110, Task 220, Underground Storage Tank System Closure Reports: Shall 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: 

¶ 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. 

¶ All sheets except plans sheets ǎƘŀƭƭ ōŜ ǎƛȊŜŘ уΦрέ Ȅ ммέΦ  tƭŀƴ ǎƘŜŜǘǎ Ŏŀƴ ōŜ ǎƛȊŜŘ ǳǇ ǘƻ опέ Ȅ ннέΦ  

¶ Shall be digitally signed. 

¶ These reports shall be submitted into the 130_Engineering_Reports folder under the applicable project 
in COMPASS. 

¶ Preliminary reports shall be uploaded into the 310_Milestone_Submissions folder in COMPASS.  
Rehabilitation Study Reports and Type Study Reports:  Shall be created and formatted in accordance with the 
Bridge Manual: 

¶ Final reports shall be uploaded into the 140_Project_Administration folder in COMPASS.    

¶ Preliminary reports shall be uploaded into the 310_Milestone_Submissions folder in COMPASS.   
Bridge Load Ratings:  Shall be created and formatted in accordance with the Bridge Load Rating Manual: 

¶ Final load ratings shall be digitally signed. 

¶ Final reports shall be uploaded into the 130_Engineering_Reports folder in COMPASS.    

¶ Preliminary reports shall be uploaded into the 310_Milestone_Submissions folder in COMPASS.   
Geotechnical Reports: 

¶ 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. 

¶ !ƭƭ ǎƘŜŜǘǎ ŜȄŎŜǇǘ Ǉƭŀƴǎ ǎƘŜŜǘǎ ǎƘŀƭƭ ōŜ ǎƛȊŜŘ уΦрέ Ȅ ммέΦ  tƭŀƴ ǎƘŜŜǘǎ Ŏŀƴ ōŜ ǎƛȊŜŘ ǳǇ ǘƻ опέ Ȅ ннέΦ  

¶ These reports shall be submitted into the 130_Engineering_Reports folder under the applicable 
project. 

¶ Preliminary reports shall be uploaded into the 310_Milestone_Submissions folder in COMPASS.  

6.10. Project Administration and Project Correspondence Documents 
Project Administration Documents 
Final project administration documents shall be stored in the 140_Project_Administration folder under the 
project in COMPASS in accordance with the following: 

¶ Shall be in PDF Format. 

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

¶ The document must be uploaded into COMPASS.   

¶ Draft project administration documents can also be created and worked on in COMPASS.  These files 
ǎƘŀƭƭ ōŜ ƭƻŎŀǘŜŘ ǳƴŘŜǊ ǘƘŜ ǳǎŜǊΩǎ discipline the Design library in COMPASS.  

Project Correspondence Documents 

https://portal.ct.gov/-/media/DOT/documents/dpublications/bridge/Division-1/Division-1-Standard-Design-Practices-Complete.pdf?la=en
https://portal.ct.gov/DOT/State-Bridge-Design/Load-Rating/Load-Rating
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Project correspondence documents shall be stored in the 142_Project Administration Correspondence folder 
under the project in COMPASS in accordance with the following:    

¶ Shall be in PDF Format. 

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

¶ The document must be uploaded into COMPASS. 
 
This folder is for all final project correspondence documents.  This is defined as any request memos, response 
memos, emails, letters, etc. and does not include any documents that are defined in the 
140_Project_Administration folder.  This folder shall not include any working/draft documents.   

¶ Emails ς The sender of the email is required to store a PDF of the email message in COMPASS.   

¶ Letters 

¶ Meeting Minutes 

¶ Request Memos ς Survey Request, Design Reviews, Support unit design.    

¶ Response Memos ς Response to the Request Memos 

6.11. Project Location (Geo-Spatial Boundary or Route ID and Mileage) 
The project location shall be prepared and submitted in accordance with CT Asset Tracking & Location System 
(ATLAS). 

6.12. Design Calculations 
Design Calculations for all structural elements on a project shall be formatted and submitted in accordance 
with the following: 

¶ Shall be native PDF format whenever possible.   

¶ Scanned pages shall be readable and have a minimum resolution of 125 dpi.    

¶ tŀƎŜǎ ƛƴ ǘƘŜ t5C Ŏŀƴ ōŜ ŀƴȅ ǎƛȊŜΦ  уΦрέ Ȅ ммέ page size is recommended. 

¶ Shall be uploaded into the 151_Final Design Calculations folder under the project in COMPASS. 

6.13. Electronic Engineering Data (EED) 
Electronic Engineering Data shall be prepared and submitted in accordance with Electronic Engineering Data 
(EED). 

6.14. Contract Plan Drawing and Sheet Numbering 

 

The drawing number is used primarily for sheet to sheet referencing, typically in, but not limited to section 
details, section cuts, and detail callouts. Drawing numbers in digital contracts shall consist of the discipline 
designator followed by a hyphen and the sheet number.  Examples of discipline designators are HWY, PRO, 
IND, XSC, S, TR, A, E, etc.   
 
¢ƘŜ ŦƛǊǎǘ ǎƘŜŜǘ ƛƴ ŀ ŘƛǎŎƛǇƭƛƴŜ ǎǳōǎŜǘ ǎƘŀƭƭ ƘŀǾŜ άлмέ ƛƴ ǘƘŜ ŘǊŀǿƛƴƎ ƴǳƳōŜǊ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΥ 
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Page labels and sheet numbers are applied to the discipline subset after the contract plans are published to 
PDF. 
 
Page labels and sheet numbers shall be managed and placed on the discipline subsets, using the number pages 
and header and footer tools within Bluebeam.  Page labels and sheet numbers shall be applied to all 
submissions of contract plans. 
 
The first sheet in every subset shall start out at 01.  For example, the first sheet in the 05-Traffic subset shall be 
05.01.  

 
The page label and sheet 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 three place holders are 
necessary.  For subsets less than 10 sheets, two placeholders shall be used i.e., 01.01 thru 01.04 for a four-
sheet subset. 
The page labels and sheet numbers must be placed correctly because it is used to correctly assemble the 
contract plans into a properly ordered consolidated set that District Construction takes advantage of during 
construction of the project.  
 
Single Volume Projects: 
The page labels and sheet numbers, for single volume projects shall be a concatenation of the discipline subset 
number, a decimal point, and the sheet number. For example, the page labels and sheet numbers for subset 
άпέ would be as follows; less than 100 sheets 04.01, 04.02, 04.03, etc. or Greater than 100 sheets 04.001, 
04.002, 04.003 etc.  
The Project Manager should determine the total number of subsets and give each discipline their 
corresponding subset number. 
 
Multi Volume Projects: 
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For a multi volume project the page labels and sheet numbers shall be a concatenation of the volume number, 
a decimal point, the discipline subset number, a decimal point, and finally the sheet number. Example: Volume 
2, Subset 5; 02.05.01, 02.05.02, 02.05.03.  
 
Volume numbers shall be used on large projects. They are effective because the Project Manager only must 
deliver to the other engineers their perspective volume numbers, allowing them to manage their subset 
numbers independently of the other discipline volumes and subset counts. 
 
Subset numbers shall start at 01 for all volumes. 
 
BLUEBEAM - Applying Page Labels and Sheet Numbers  
To apply page labels and sheet 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: 

 
 
For subsets that contain less than 10 sheets the page labels can be applied to all the sheets at once.  In the 
case where there are 10 or more sheets in the subset the following will have to be done twice to 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.  CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ǘƘŜ лп ǎǳōǎŜǘ Ƙŀǎ фф ǎƘŜŜǘǎ ǘƘŜ ǇǊŜŦƛȄ ǎƘŀƭƭ ōŜ άлпΦлέ ŦƻǊ ǎƘŜŜǘǎ м-ф ŀƴŘ άлпΦέ 
For sheet 10 through 99. 
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3. Now the pages will be labeled: 

 
 

4. Next, we will apply the sheet numbers.  From Bluebeam select the Document ǘŀō ŀƴŘ ǘƘŜƴ άIŜŀŘŜǊ ϧ 
Footerέ 
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5. Place the sheet numbers, as shown below:  Note the margins may have to be adjusted as necessary.  
After you select the font, set the margins, and type in <<PageLabel>> as shown below.  Then click save 
for save settings.  The next time you are going to apply sheet numbers to a subset, you can simply 
select the saved settings.  Then click OK. 
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Page labels and sƘŜŜǘ ƴǳƳōŜǊǎ ŦƻǊ ŀƴ !ŘŘŜƴŘǳƳ ƴŜŜŘ ǘƻ ƘŀǾŜ άΦ!#Іέ ŀǘ ǘƘŜ ŜƴŘ and Change Orders need to 
have άΦ/#Іέ ŀǘ ǘƘŜ ŜƴŘ. 
 
To apply 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 one sheet at a time.   

2. Go to the thumbnail pane as shown below and then double click on the page label.  Then type in the 
correct page label for the sheet. 

 
 

3. After all page labels have been applied, the sheet numbers can be applied.  From Bluebeam select the 
Document ǘŀō ŀƴŘ ǘƘŜƴ άIŜŀŘŜǊ ϧ CƻƻǘŜǊέ 
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4. Select your sheet numbers saved settings from before and click OK.  Note the margins and size may 
have to be adjusted as necessary.   

 

 
 

 

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.  ¢Ƙƛǎ ŦŜŀǘǳǊŜ ŎǊŜŀǘŜǎ ŀ ǎƛƴƎƭŜ ǾƛŜǿŜǊ ŦƛƭŜ ŎŀƭƭŜŘ ŀ ά{Ŝǘ CƛƭŜέ ǘƘŀǘ ŀƭƭƻǿǎ ǳǎŜǊǎ ǘƻ ǘŀƪŜ ƳǳƭǘƛǇƭŜ ŘƛƎƛǘŀƭƭȅ 
signed files, sort them by their sheet numbers, and view them in order without combining 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 subsets.  When 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.   
  

See Appendix C for general use of a set file.  Note:  To use a set file the contract plans folder 
must be synced to the ǳǎŜǊΩǎ computer.  For outside consultants that are unable to 
sync in COMPASS please contact mathew.calkins@ct.gov for assistance in creating 
the set file.  
  
Note:  Steps 1-5 of Appendix A must be followed to create and use the Set File feature in 
Bluebeam.    
  
Also, the PDF checker must be run on the subsets, and they must receive a PASS status for the Set 
File to sort the subsets correctly.  See section 6.3 information on the PDF checker.   

 

Set File Creation   
1. The project manager shall create a set file of all the discipline subsets at DCD, see Section 
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.   

See Section 6.15.3 for updating the set file.  

 

Note:  Steps 1-5 of Appendix A must be followed to create and use the Set File feature in 
Bluebeam.    
  
Also, the PDF checker must be run on the subsets, and they must receive a PASS status for the Set 
File to sort the subsets correctly.  See section 6.3 information on the PDF checker.   
  
After all the discipline subsets have been submitted into COMPASS for DCD the project manager shall create 
ǘƘŜ ǇǊƻƧŜŎǘΩǎ ǎŜǘ ŦƛƭŜ ƛƴ accordance with the following:    

1. Sync the contract documents library from COMPASS.   

bookmark://_Appendix_C_-/
mailto:mathew.calkins@ct.gov
bookmark://_Appendix_A/
bookmark://_Appendix_A/
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2. Launch Bluebeam from the desktop icon on your computer.   
3. Next Click on the Set Icon and select New Set as shown below:  

  
 

4. Then click Add and then My Computer and OK as shown below:  
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5. bŜȄǘ ōǊƻǿǎŜ ƻǳǘ ǘƻ ȅƻǳǊ ǇǊƻƧŜŎǘΩǎ млл /ƻƴǘǊŀŎǘ tƭŀƴǎ ŦƻƭŘŜǊ ƛƴ ǘƘŜ ǎȅƴŎŜŘ ŦƻƭŘŜǊǎ ƻƴ ȅƻǳǊ 
computer and select all plans except the standard subsets.  Then click Open:  After you click Open 
it may take a minute for Bluebeam to load all the files into the set, please be patient.    

  
6. Next Click on Relative Paths and then click options:  
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7. Next on the sorting tab, make sure all the options shown below are set:  

 
 

  
8. Then on the Categories Tab make sure the categories are turned off:  
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9. Then on the Tags Tab make sure nothing is checked and then click OK:  

  
  

10. Next click Save, this may take a while depending on how big the project is, please be 
patient.  When the box pops up choose My computer and click OK:  
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11. Save tƘŜ ŦƛƭŜ ƛƴ ǘƘŜ млл ŎƻƴǘǊŀŎǘ Ǉƭŀƴǎ ŦƻƭŘŜǊ ƻŦ ǘƘŜ ǇǊƻƧŜŎǘ ŀƴŘ ƴŀƳŜ ǘƘŜ ŦƛƭŜ ά{Ŝǘ CƛƭŜέΦ  

  
12. When the Tags box pops up just click OK:  
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13. Now the set file has been created.  As you see below all the sheets from the files are listed and 
crossed out accordingly.  For use of the Set File see Appendix C:

  
 

 

Note:  Steps 1-5 of Appendix A must be followed to create and use the Set File feature in 
Bluebeam.    
  
Also, the PDF checker must be run on the subsets, and they must receive a PASS status for the Set 
File to sort the subsets correctly.  See section 6.3 information on the PDF checker.   
The following will show how to update a set file.  When an Addendum or Change Order is required for the 
project, the set file shall be updated by the project manager.    

 

1. Double click on the set file from the sync folders on your computer.  This may take a while 
depending on how big the project is, please be patient.  

bookmark://_Appendix_A/
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2. Next click on the Set icon and click Add as shown below:  

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

  
4. Now the file will be added to the set, scroll down and you will see it.   
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Note:  Steps 1-5 of Appendix A must be followed to create and use the Set File feature in 
Bluebeam.    
  

1. Double click on the set file from the synced folders on your computer. 
  

2. Next click on the Set Icon.  Then select the file to remove from the set and click delete:  

  

  

bookmark://_Appendix_A/
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7. 5ƛƎƛǘŀƭ {ƛƎƴŀǘǳǊŜǎ ŦƻǊ /ƻƴǘǊŀŎǘ ŀƴŘ hǘƘŜǊ 9ƴƎƛƴŜŜǊƛƴƎ 5ƻŎǳƳŜƴǘǎ 

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

¶ Contract Plans ς FDP, Addendum, Change Orders 

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

¶ Working Drawings for Permanent and Temporary Structures ς Plans and Calculations 
 
This manual refers to digital signatures in two ways: certifying signatures and signing signatures. The Engineer 
of Record or document signer will always digitally sign using a visible certifying signature.  If multiple signatures 
are required per document, the second signer or sub-engineers shall always digitally sign using a visible signing 
signature after the primary signer or engineer has applied his certifying signature.  Certifying signatures allow 
controlled changes, to the now certified document.  These controlled changes include allowing PDF digital 
comments, and the application of additional signatures.  Signing signatures should always be accompanied by 
a note listing the sheets the signer is responsible for within a subset.   
 
To digitally secure a PDF document, the signer(s) applies a digital signature(s) to only the first sheet of the 
document, regardless of the number of pages the document contains. This digital signature secures the entire 
document.  
 
A graphic image of the ǎƛƎƴŜǊΩǎ signature must be created, and shall be used for the following purposes:    

¶ It shall be attached to the digital signature and displayed when the digital signature is applied.  

¶ It shall be placed as a watermark on all contract plan sheets a particular engineer of record is 
responsible for (digitally signing for).   

¶ It shall be placed on the first sheet by the preparer and checker of an engineering report. 

¶ The watermark shall be placed on all contract plan sheets and all plan sheets contained in a working 
drawing submittal. 

 
A digital ID must be purchased to apply a digital signature.  Digital L5Ωǎ must meet the special provisions of 
!ŘƻōŜΩǎ /ŜǊǘƛŦƛŜŘ 5ƻŎǳƳŜƴǘ {ŜǊǾƛŎŜǎ (CDS) or Adobe Approved Trusted List (AATL).  The necessary hardware 
and software needed to apply the required digital signatures may be purchased from the vendor list provided 
at the following website: HUhttp://www.adobe.com/security/partners_cds.htmlUH, additional information on 
!ŘƻōŜΩǎ CDS is also available at this website. 
 
Before digitally signing any document, Bluebeam must be set up as detailed in Appendix A. 

7.1. Graphic Image of Signature 

https://helpx.adobe.com/acrobat/kb/certified-document-services.html
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The following figures ŘƛǎǇƭŀȅ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ōƻǘƘ ŀ ǎǘŀǘŜ ŘŜǎƛƎƴŜǊ ŀƴŘ ŀ Ŏƻƴǎǳƭǘŀƴǘ ŘŜǎƛƎƴŜǊΩǎ ŘƛƎƛǘŀƭ ǎƛƎƴŀǘǳǊŜs, 
and their accompanying graphic image(s) of their signature(s). See Section 7.2. for instructions on how to 
create a graphic image.    
 
The consultant ŜƴƎƛƴŜŜǊΩǎ graphic image must contain his companies name and address, his signature, his 
Professional Engineers stamp, or his Professional Architecture Stamp. The state ŜƳǇƭƻȅŜŜΩǎ ƎǊŀǇƘƛŎ ƛƳŀƎŜ 
must contain only his signature. See Below. 
 

      
 
In addition to a digital signature being placed on the first sheet of any contract plan, working drawing plans, 
and working drawing calculations, CTDOT also requires that all subsequent pages be watermarked with a copy 
of the engineer of records graphic signature before they are digitally signed. Watermarks containing these 
signatures are applied using Bluebeam and are always placed in the border of contract plans and working 
drawings for permanent structures. This is to prove validation of a digital document if printed. 
 

         
 

        

 

Hydraulic, Scour, Floodway, and Final Drainage Reports 

 

 

1st page of Subset 

Watermark of State Design Graphic 
Signature 

Watermark of Consultant Designers  
Graphic Signature 
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The following shows the watermarks that need to be placed on the first sheet of a Hydraulic, Scour, Floodway, 
or Final Drainage Report by the Preparer and the Checker and the digital signature of the Approved Hydraulic 
Engineer.  ¢ƘŜ ŘƛƎƛǘŀƭ ǎƛƎƴŀǘǳǊŜ Ƴǳǎǘ ƛƴŎƭǳŘŜ ǘƘŜ ƎǊŀǇƘƛŎ ƛƳŀƎŜ ƻŦ ǘƘŜ ǎƛƎƴŜǊΩǎ t9 ǎǘŀƳp and signature as 
shown below, Section 7.2. for instructions on how to create a graphic image.  These reports shall be digitally 
signed in accordance with Section 7.6.7   
 

 
 
Bridge Inspection Reports 
The following shows how Bridge Inspection reports are to be digitally signed in the bottom right-hand corner 
ƻŦ ǘƘŜ ǊŜǇƻǊǘΦ ¢ƘŜ ŘƛƎƛǘŀƭ ǎƛƎƴŀǘǳǊŜ Ƴǳǎǘ ƛƴŎƭǳŘŜ ǘƘŜ ƎǊŀǇƘƛŎ ƛƳŀƎŜ ƻŦ ǘƘŜ ǎƛƎƴŜǊΩǎ t9 ǎǘŀƳǇ ŀƴŘ ǎƛƎƴŀǘǳǊŜ ŀǎ 
shown below, Section 7.2. for instructions on how to create a graphic image.  These reports shall be digitally 
signed in accordance with Section 7.6.7   
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Bridge Load Ratings 
The following shows how Bridge Load Ratings are to be digitally signed. The digital signature must include the 
ƎǊŀǇƘƛŎ ƛƳŀƎŜ ƻŦ ǘƘŜ ǎƛƎƴŜǊΩǎ t9 ǎǘŀƳǇ ŀƴŘ ǎƛƎƴŀǘǳǊŜ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΣ Section 7.2. for instructions on how to 
create a graphic image.  The load ratings shall be digitally signed in accordance with Section 7.6.1  
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Environmental Compliance Reports 
The digital signature for the Task 110, Task 220, and Underground Storage Tank System Closure Reports must 
include a graphic image of the Professional ŜƴƎƛƴŜŜǊΩǎ signature ƻǊ ŀ ƎǊŀǇƘƛŎ ƛƳŀƎŜ ƻŦ ǘƘŜ ǎƛƎƴŜǊΩǎ ǎƛƎƴŀǘǳǊŜ 
where applicable, see Section 7.2. for instructions on how to create a graphic image. These reports shall be 
digitally signed in accordance with Section 7.6.7   

 

Working Drawings for Permanent and Temporary Structures 
The following shows the digital signature and Professional Engineering watermark requirements for the 
engineer who prepares the 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 necessary.  See Creating Graphic Image of Signature for instructions on how to 
create a graphic image. 
 
Working Drawing Plans 
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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. All other sheets will only have the watermark.  A place in the border of the plan sheets shall have a spot 
for this watermark.  
 

 
 
Working Drawing Calculations 
The first sheet of the calculations shall have a digital signature as shown below: 
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Documents that do not require to be signed by a Professional Engineer shall have a graphic image of the 
ǎƛƎƴŜǊΩǎ ǎƛƎƴŀǘǳǊŜ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜƛǊ ŘƛƎƛǘŀƭ ǎƛƎƴŀǘǳǊŜΦ {ŜŜ Creating Graphic Image of Signature for instructions 
on how to create a graphic image. 

7.2. Creating Graphic Image of Signature 

 

The graphic signature will be used by CTDOT employees and signers that are not signing as a Professional 
Engineer.   
 
CTDOT graphic signatures shall be created as follows: 
 

1. Signer must sign a blank piece of paper. 
2. Scan this signature. 
3. Crop the image so that the image is approximately 300 pixels wide by 100 pixels high.  
4. Save the images, in PDF to an area on your PC. 

 

 

Consultant Engineers shall create two different graphic signature images: one that shall accompany their 
digital signatures and a different one that shall be placed as a watermark on all the plan sheets the engineer is 
signing for.  
 
This section shows an example of a Professional Engineer preparing their graphic image of their signature; 
!ǊŎƘƛǘŜŎǘΩǎ ǎƘŀƭƭ Ŧƻƭƭƻǿ ǘƘƛǎ ǎŜŎǘƛƻƴ ǿƘŜƴ ǘƘŜȅ ŀǊŜ ǇǊŜǇŀǊƛƴƎ ǘƘŜƛǊ ŘƛƎƛǘŀƭ ǎƛƎƴŀǘǳǊŜΦ   
Graphic Appearance Attached to Digital Signature 
The graphic signature that accompanies the digital signature only needs ǘƻ ƛƴŎƭǳŘŜ ǘƘŜ ŘŜǎƛƎƴŜǊΩǎ ǎƛƎƴŀǘǳǊŜ ŀƴŘ 
P.E. Stamp., and shall be created as follows:   
 

1. Stamp and sign a blank piece of paper. 
2. Scan this signature. 
3. Crop the image to approximately 250 pixels wide by 250 pixels high. 
4. Save the image, in PDF to an area on your PC or server, where you can easily access it for later use in 

the signature set-up procedure.  

 
 
Graphic Appearance used as a Watermark  
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Lƴ ŀŘŘƛǘƛƻƴ ǘƻ ǘƘŜ ŘŜǎƛƎƴŜǊΩǎ ǎƛƎƴŀǘǳǊŜ ŀƴŘ tΦ9Φ {ǘŀƳǇΣ ǘhe graphic signature that is placed as a watermark shall 
also ƛƴŎƭǳŘŜ ǘƘŜ ŘŜǎƛƎƴŜǊΩǎ company name and address, and shall be created as follows:   
 

1. On blank paper ς Print company name and address. 
2. Place P.E. stamp next to company name and address. 
3. Sign P.E. Stamp.  
4. Scan the image created in steps 1 thru 3 above.   
5. Crop the image to approximately 500 pixels wide by 250 pixels high. 
6. Save the image, in PDF to an area on your PC or server, where you can easily access it for later use in 

the watermarking procedure.   
 

 
 
Once the graphic images have been properly created and saved, the digital signature appearance preferences 
must be set as follows: 

7.3. Setting Digital 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 computer then in Bluebeam go to the Document 
tab and select {ƛƎƴŀǘǳǊŜǎҔ5ƛƎƛǘŀƭ L5ΩǎΥ 

 
 

2. Next click on your ID and click Manage Appearances: 
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3. Next follow the figure below: 

 
 

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

7.4. Watermarking Plans with Graphic Image of Signature 
The Engineer of Record (Principal Engineers for State Design), for each discipline, shall place a copy of their 
graphic signature as a watermark on each sheet of each discipline subset, or working drawing submittal (Plans 
and Calculations) that they are responsible for.  For Engineering Reports the preparer and checker of the 
report shall place a copy of their graphic signature as a watermark only on the cover of the report.   
 
Bluebeam - Watermarking Plans with Graphic Image of Signature (CTDOT and Consultant Designed) 
There are two ways to apply watermarks using Bluebeam, see below for options 1 and 2.  The 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 border or 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.  First go to the Markup tab and select 
Stamp and then choose your stamp.  If your tǊƛƴŎƛǇŀƭΩǎ ƻǊ t9 stamp is not in the list follow Appendix A.  
If your stamp is in the list go to step 2. 

 
2. Next place the stamp in the border on the first sheet.   

 
 

3. Next, ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ǎǘŀƳǇ ŀƴŘ ǎŜƭŜŎǘ ά!ǇǇƭȅ ǘƻ ŀƭƭ ǇŀƎŜǎέ.  If you are watermarking an engineering 
report, you do not need to apply to all pages.   

 
 
If more than one group must watermark 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 have been placed, ǘƘŜ ǿŀǘŜǊƳŀǊƪǎ Ƴǳǎǘ ōŜ άŦƭŀǘǘŜƴŜŘέ ǘƻ ǘƘŜ t5C ŘƻŎǳƳŜƴǘΦ  
Go to Document>Flatten Markups.  Use the default settings and click OK.   

1. !ŦǘŜǊ ǘƘŜ ǿŀǘŜǊƳŀǊƪǎ ƘŀǾŜ ōŜŜƴ ǇƭŀŎŜŘ ƻƴ ǘƘŜ ǎǳōǎŜǘΣ ǘƘŜ ǿŀǘŜǊƳŀǊƪǎ Ƴǳǎǘ ōŜ άŦƭŀǘǘŜƴŜŘέ ǘƻ ǘƘŜ t5C 
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 fields created using Bluebeam and are used to house the digital signatures. 
Digital Signature form fields shall be placed within the form field place holders. The form field place holders 
are cells that are placed in the Bentley Software file on the title sheet and the subset cover sheets and, on any 
Addendum, or Change Order Subset.  The figure below shows a CTDOT designed project with the form field 
place holders (circled) on the title sheet and the discipline subset cover sheet.    
 

 
 
¢ƘŜ ŦƛƎǳǊŜ ōŜƭƻǿ ǎƘƻǿǎ ŀ Ŏƻƴǎǳƭǘŀƴǘ ŘŜǎƛƎƴŜŘ ǇǊƻƧŜŎǘΩǎ ǘƛǘƭŜ ǎƘŜŜǘ ŀƴŘ ŘƛǎŎƛǇƭƛƴŜ ǎǳōǎŜǘ ŎƻǾŜǊ ǎƘŜŜǘ ǿƛǘƘ ǘƘŜƛǊ 
form field place holders.     

 
 
Place holders determine the location and size of the digital signature form field.  
 
Form field place holding cell library: CT_Digital_Sigs.zip  
 
The digital signature place holder and form fields shall be created on the first page of each discipline subset for 
each required digital signature. 
 
Note:  All signature form fields need to be created for both certifying and signing signatures before any 
digital signatures is applied to 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.   

 

 

 

https://portal.ct.gov/-/media/DOT/documents/AEC/ct_digital_sigs.zip
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The following example shows how to place the (3) digital signature form fields on the 01-General title sheet of 
a CTDOT designed project.  For a discipline subset or a consultant designed 01-General title sheet, only one 
digital signature form field needs to be placed.    
 

1. To place signature fields, click X. 
 

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

 

7.6. Applying Digital Signatures 
This section describes how to apply digital signatures for contract plans, engineering reports, working drawing 
plans, and working drawing calculations.   
 
Contract Plans 
Contract plan discipline subsets 01-General and 02-Revisions and the Highway and Traffic Standard drawing 
subsets have unique requirements as described in the following sections.   
 
CTDOT projects shall have their discipline subsets digitally signed after they have been uploaded into 
COMPASS because the Principal Engineer will be looking in COMPASS to digitally sign documents.   
 
Discipline subsets designed by a single engineer shall be digitally signed, by the engineer of record, using a 
single visible certifying signature, applied to the signature form field located on the first page of each subset. 
 
Discipline subsets designed by multiple engineers shall first be digitally signed by the Engineer of Record who is 
responsible for the most sheets in the subsets.  This engineer will apply a visible certifying signature in the 
topmost form field. The next Engineer of Record shall apply their signing signatures in the subsequent form 
fields. This Engineer shall also include a reason, when applying their digital signatures, listing the pages they 
are responsible for.  
 
Digital signatures must be applied to digital signature form fields, previously.   
 
Engineering Reports 
Engineering Reports shall be digitally signed, by the Engineer of Record using a certifying.   

 

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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The project title sheet of the 01_General subset shall first be digitally signed by the ƭŜŀŘ ŘƛǎŎƛǇƭƛƴŜΩǎ Principal 
Engineer, using a certifying signature.  The Principal Engineer should make sure that all three digital signature 
form fields (blue boxes in the signature block) are placed before signing, as these forms cannot be added after 
the document is digitally certified.  After processing has approved the 01_general subset for Advertising, the 
Manager, and the Transportation Engineering Administrator shall digitally sign the same sheet directly below 
ǘƘŜ ǇǊƛƴŎƛǇŀƭΩǎ ǎƛƎƴŀǘǳǊŜ, using a signing signature while the plans are in the Manager and Engineer Admin. 
Sign state.   
 
Processing shall notify the lead designer when the 01-General subset is placed in the Manager and Engineer 
Admin. Sign state.  The lead designer shall then coordinate the digital signing by the Manager and Engineering 
Administrator of the 01_General subset.  When both signatures are applied to the plans, the lead designer 
shall then notify processing that the 01-General subset has been signed.     
 
See Section 7.7 Applying Digital Signature Workflows 
Note: When digitally signing the 01_General subset all signers shall leave the reason code blank. 
The following image shows a typical project title sheet from the 01_General subset that is digitally signed: 

 
 
CONSULTANT DESIGNED PROJECTS: 
The project title sheet of the 01_General subset shall be digitally signed by the lead consultant, using a 
certifying signature.  
 
See Section 7.7 Applying Digital Signature Workflows 
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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 subset.  By applying this signature, the 
prime consultant is accepting responsibility for the entire set of digital contract plans.  However, the individual 
subsets shall be signed by the corresponding firms.    
Note: When applying certifying or signing signatures leave the reason code blank.  

 

This section applies to both CTDOT designed projects and Consultant designed projects.  The figures 
contained in this section show a CTDOT signature, but the workflows are the same.   
 
This subset does not need to be signed at FDP.  This subset must be signed when the sheet is filled out for 
an Addendum or design-initiated change order, whichever comes first.   
 
The first index of revision sheet(s) located in the 02_Revisions subset shall be digitally signed by the lead 
designer, using a certifying signature.   
 
1. The lead designer shall apply a certifying signature as described in Section 7.7 Applying Digital 

Signature Workflows with the following EXCEPTION: the option άbƻ /ƘŀƴƎŜǎ !ƭƭƻǿŜŘέ must be 
selected to eliminate unauthorized changes after certifying the document. See the figure below: 
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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.   
 
Each discipline subset shall be digitally signed with a visible certifying signature, by ONLY the responsible 
design engineer. As shown below. 
 

 

 

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 the standard drawing subset index sheets, Highways and Traffic Standard Drawings, need to be digitally 
signed with a visible certifying signature, by the responsible design engineer that submits the subset to 
COMPASS.  For 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.   

 

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 for CTDOT designed projects.    
 
Multiple signatures per a single subset are required where two or more disciplines/firms are responsible for 
one subset. 
 
The lead designer that is responsible for most of the pages within a discipline subset shall digitally sign the 
subset using a certifying signature and leave the reason code blank.  
Once certified by the subset lead, the remaining designers(s) shall digitally sign the same subset using a signing 
signature and complete the reason code with a note stating which pages, contained in this subset, that they 
are responsible for.  See table 2-1 below: 
 

Designer Certify or 
Sign 

Responsible Sheet 
Numbers 

Reason Code 

Lead Designer Certify   

Sub-Designer 1 Sign 03.78 Thru 03.88 I am Signing for Sheet Nos. 03.78 thru 03.88 

Sub-Designer 2 ς etc. Sign 03.88 Thru 03.98 I am Signing for Sheet Nos. 03.88 thru 03.98 

 

Working drawing submittals shall be digitally certified in accordance with Single Signatures Visible Digital 
Signature using a Certifying signature, of this manual.   

 

Engineering Reports shall be digitally signed, by the applicable person using a certifying.  See Single Signatures 
for instructions on how to apply a certifying signature to an engineering report.  If a report needs to be digitally 
signed by more than one person, the first person must apply a certifying signature as shown in Single 
Signatures and any subsequent signature will be a signing signature as shown in Single Signatures. 

 

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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7.7. Applying Digital Signature Workflows  
This section applies to both CTDOT designed projects and Consultant designed projects.  See also Signing and 
Editing PDFs in Office 365 for instructions and related troubleshooting tips.  If a signature is required by the 
Chief Engineer, Assistant Chief Engineer, Engineering Administrator or Construction Administrator on project 
documents, please see Management Signatures in COMPASS for guidance on how to assign the review in 
COMPASS.          
 

Certifying Signature: 
1. Left click on the signature field and then update the settings as shown below.  Examples below are for 
ŀ /¢5h¢ ŘŜǎƛƎƴŜŘ ǇǊƻƧŜŎǘΩǎ ǘƛǘƭŜ ǎƘŜŜǘ ŀƴŘ ǘƘŜ ŦƛǊǎǘ ǎƘŜŜǘ ƻŦ ŀƴ 9ƴƎƛƴŜŜǊƛƴƎ wŜǇƻǊǘ: 
 

Discipline Subsets 

https://ctgovexec.sharepoint.com/teams/AEC/SitePages/Signing-in-Office-365.aspx
https://ctgovexec.sharepoint.com/teams/AEC/SitePages/Signing-in-Office-365.aspx
https://ctgovexec.sharepoint.com/teams/AEC/SitePages/Signatures-from.aspx
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Engineering Reports or Documents that Require (1) Digital Signature 

 
 

2. Next, for documents located in COMPASS or SharePoint, save to the appropriate SharePoint Library as 
shown below: 
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3. Then select yes to create a new version of the file in COMPASS or SharePoint. 
 

Digital Signing Signature: 
Once the prime engineer applies his certifying signature the additional signing signatures can be applied by the 
sub-consultants as follows:  
 

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

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

shown below: 
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3. Then select yes to create a new version of the file in COMPASS SharePoint. 
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8. {ǳōƳƛǘǘƛƴƎ 5ƻŎǳƳŜƴǘǎ ǘƻ /¢5h¢ 

The S&T application can be used for Ball in Court (BIC) tracking of any document workflow in COMPASS.  
Examples of typical workflows are provided in this section.    

8.1. Correspondence and Memoranda in COMPASS 
Please see COMPASS Knowledge Center - Correspondence and Memoranda in COMPASS for a sample 
workflow for generating, reviewing and distributing project memoranda using the COMPASS 
Submittals/Transmittals (S&T) application.   

8.2. Correspondence to Contractor 
Please see COMPASS Knowledge Center - Correspondence to Contractor in COMPASS for a sample workflow 
for sending correspondence to Construction Contractors using the COMPASS Submittals/Transmittals (S&T) 
application. 

8.3. Request for Work 
Please see COMPASS Knowledge Center - Request for Work for a sample workflow for sending and responding 
to a Request for Work using the COMPASS Submittals/Transmittals (S&T) application. 

8.4. PS&E Milestone Reviews in COMPASS 
Please see COMPASS Knowledge Center - PS&E Milestone Reviews in COMPASS for a sample workflow for 
conducting a PS&E Milestone Review using the COMPASS Submittals/Transmittals (S&T) application. 

8.5. FDP Workflow in COMPASS 
Please see COMPASS Knowledge Center - FDP Workflow in COMPASS for how to complete an FDP workflow in 
COMPASS. 

8.6. Stakeholder Submittals in COMPASS 
Please see COMPASS Knowledge Center - Stakeholder Submittals in COMPASS for a sample workflow of 

stakeholder submittals in COMPASS. 

8.7. Document Distribution in COMPASS 
Please see COMPASS Knowledge Center - Document Distribution in COMPASS. 

8.8. PDF Checker 
Please see COMPASS Knowledge Center - PDF Checker in COMPASS. 

8.9. S&T File and Document Grid Management 
Please see COMPASS Knowledge Center - S&T File Management - Rename and Move Files and S&T Document 
Grid Management for details. 

8.10. Reopen Complete Submittal / Transmittal Envelope 
Please see COMPASS Knowledge Center - Reopen Complete Submittal/Transmittal Envelope for how to reopen 
completed Submittal / Transmittal Envelope. 

https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Correspondence-and-Memoranda.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Correspondence-to-Contractor.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Request-for-Work.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-PSE-Milestone-Reviews-in-COMPASS.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-FDP-Workflow-in-COMPASS.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Stakeholder-Submittals-in-COMPASS.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Document-Distribution-in-COMPASS.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-PDF-Checker-in-COMPASS.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-File-Management-Rename-and-Move-Files.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-File-and-Document-Grid-Management.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-File-and-Document-Grid-Management.aspx
https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Reopen-Completed-Submittal-Transmittal-Envelope.aspx
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9. /ƻƴǘǊŀŎǘ tƭŀƴ ŀƴŘ {ǇŜŎƛŀƭ tǊƻǾƛǎƛƻƴ wŜǾƛǎƛƻƴǎ ό!ŘŘŜƴŘŀ ŀƴŘ 5ŜǎƛƎƴ 
LƴƛǘƛŀǘŜŘ /ƘŀƴƎŜ hǊŘŜǊύ 

9.1. Addenda 
Contract plans that are revised or added due to addenda shall be submitted in digitally signed PDF discipline 
subsets containing only the changed sheets.  The sheets being revised or deleted shall not be included in the 
Addenda submittal. The first sheet of each addendum subsets shall be digitally signed in a digital signature 
place holder, that is placed in Bentley Software. Addendum subsets DO NOT need an index of drawings sheet.   
Once digitally signed, the addendum subsets shall be submitted to CTDOT using COMPASS, as described in 
Addendum Plans in COMPASS. 
 
Addenda sheets from different subsets cannot be combined and submitted as one subset, they must be 
submitted per their respected subsets.   
 
The addenda subset shall have the same COMPASS label as the original final plan subset with the addition of 
(_A##) added to the end, where the ## equals the addenda number.  See example below: 

 
COMPASS FILE NAMES 
 

Original Discipline Subset:  04-Traffic 
Addenda Discipline Subset:  04-Traffic_A01 
2nd Addenda    04-Traffic_A02 
6th Addenda    04-Traffic_A06 

 
The contract sheets (previously submitted final plans or earlier addenda plans), being revised by addenda shall 
UNOT be modified except; the Engineer of Record shall place addenda stamp on the affected sheets.  This 
addenda stamp crosses out the entire sheet with a red X and adds the following note: "THIS SHEET REPLACED 
BY ADDENDUM NO."Y"; where "Y" equals the addendum number. This stamp is placed over digital signatures; 
therefore, removal of the signatures is not required prior to placing the addenda stamp.   
 
WARNING ς When placing the stamps, removing the digital signature is not allowed.   
   
The Index of Revisions Sheet(s) located in the 02-Revisions subset(s) shall be managed by the project manager 
for all addenda.  A new subset must be updated for each addendum.   
 
! ǿŀǘŜǊƳŀǊƪ ƻŦ ǘƘŜ ǎƛƎƴŜǊΩǎ ǎƛƎƴŀǘǳǊŜ; signature only for (CTDOT), or PE Stamp for (Consultants) shall be 
placed on all added or revised sheets.   

 

Bentley Software Processes 
For revised sheets the drawing numbers shall not be modified.  
 
The areas on the sheet that are being revised shall be clouded and a numbered triangle shall be placed 
somewhere on the line of the cloud.  A like numbered 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 increases in consecutive order per revision and per addenda. If a sheet is changed for the 
first time under Addendum #2 then the sheets revision number is 1 since this is the first change.  If the next 

https://ctgovexec.sharepoint.com/teams/AEC/SitePages/Addendum-Plan.aspx
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time it is changed again is under Addendum #5 the revision number becomes 2 since this is the second change 
to the sheet. 
 
Note: If there are a lot of changes to a sheet and it is not possible to cloud all the changes in a clear manner, 
do not void out the existing sheet and create a new sheet.  In these instances, the designer shall place a 
cloud just inside the border of the revised addendum 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 placed, in the bottom right-hand side of the border, on the replacement sheets stating, 
ά!559b5¦a bhΦ ά¸έΣ ǿƘŜǊŜ ά¸έ Ŝǉǳŀƭǎ ǘƘŜ ŀŘŘŜƴŘŀ ƴǳƳōŜǊΦ   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 Appendix A of this manual.   
 
Sheet numbers for revised plans shall be as follows: 
Original Final Plan Sheet. 
 
 Original:  02.25 
 Addenda 1:  02.25.A1 
Previous Addenda Sheet. 
  

Original:  02.25.A2  
Addenda 4:  02.25.A4 

 
If a sheet requires further revisions by a subsequent addendum, the addendum shall be prepared, as detailed 
above. The previously revised sheet shall now be stamped using Bluebeam after addendum approval, see 
Section 7.4.   

 

Bentley Software Processes 
Changes that require a 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 the discipline subset, the new 
sheet shall be placed last, and numbered sequentially from the last sheet of the discipline subset.  The 
total number of sheets noted on the project plans and discipline subsets stays the same.  The revision 
block on the added sheet, shall not be filled out. 

 
2. If the designer determines that the new sheet must go in a specific location within the discipline 

subset, the new sheet number shall be the number of the previous sheet followed by (-1. A#), where # 
is the Addendum Number.  For example, if the new sheet must be placed in a discipline subset right 
after sheet 02.57, the new sheet shall be numbered 02.57-1. A1, if an additional sheet needs to be 
added, in this case it would be 02.57-2.A1.  The total number of sheets noted on the project plans 
stays the same.  
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When adding a new sheet, a new drawing number is also required. As with the sheet number the 
drawing number of the new sheet shall be the drawing number of the previous sheet plus a dash and 
the sheet count.  For example, if the new drawing must be placed in the project plans right after 
drawing number S-5, the drawing number shall be S-5-1. 

 
Bluebeam Processes 
A note shall be placed on the new sheet stating, "NEW SHEET ADDED BY ADDENDUM NO."Y", where "Y" equals 
the addendum number.  This note shall be placed in the bottom right-hand side 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 Appendix A of this manual.   
 
Added sheet numbers, inserted NOT added to the end of Subset, shall be as follows: 

 
Original Final Plan Sheet; 
 
 Original:  04.31 
 Addenda 3:  04.31-1.A3 
 
Previous Addenda - Added Sheet. 
 
 Original:  03.24.A1 
 Addenda 4:  03.24-1.A4 
 
Previous Addenda - Revised Sheet. 
 

Original:  05.14-1.A1 
 Addenda 2:  05.14-1.A2 
 
Previous Addenda - Added Sheet. 
 

Original:  05.14-1.A1 
 Addenda 2:  05.14-2.A2 
 
If adding sheets to the end of a subset, the new sheet number shall be a continuation of the previous sheet 
number plus .A#, where # equals the addenda number. 
 
Original Final Plan Sheet: 
 
 Original Last Sheet:  04.31 
 Addenda 3:   04.32.A3 

 

The new subset shall be submitted by an Addendum and be prepared the same way as an FDP discipline 
subset, with the addition of an A# in the sheet numbers and a note shall be placed, in the bottom right-hand 
side of the border, on the sheets stating, άb9² SHEET ADDED BY !559b5¦a bhΦ ά¸έΣ ǿƘŜǊŜ ά¸έ Ŝǉǳŀƭǎ ǘƘŜ 
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 can find them in Appendix A 
of this manual.  The label attribute on the new subset shall contain a άψ!ІІέΦ   The first sheet of a new subset 
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to the contract will be a subset cover sheet and contain an index of drawings.   Also, the DO NOT update the 
project title sheet in the General subset to show the addition of new subsets to the project.   

 

Sheets submitted within final design plan subsets and addenda subsets shall UNOT be deleted; but shall voided 
by the engineer of record with an addenda stamp, using Bluebeam. This addenda stamp crosses out the entire 
sheet with a red X and adds the following note: "VOIDED BY ADDENDUM NOΦέY"; where "Y" equals the 
addendum number.   

 

Contract Special provisions that are revised or added due to addenda shall be submitted digitally. 

 

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 to COMPASSΣ ŀŘŘ ŀƴ ά!ІІέ ǘƻ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ƭŀōŜƭ ŀǘǘǊƛōǳǘŜΦ   
 
Update the 02-Revision subset to record this change.  

9.2. Design Initiated Change Order (DICO) 
Design Initiated Change Orders (DICO) are change order requests in which the designer alters the original contract 
by: 

¶ A revision to an existing plan sheet(s) or specification(s) 

¶ The addition of a new plan sheet(s) or specification(s) 

¶ The deletion of an existing plan sheet(s) or specification(s) 
 
The creation and management of DICOΩǎ shall be as specified in this section. 
 
Contract plans changed or added due to DICOΩǎ shall be submitted in a digitally signed PDF discipline subset(s) 
containing only the added or changed sheets. The sheets being revised or deleted shall not be included in the 
Change Order submittal. The first sheet of each DICO subset shall be digitally signed in a digital signature place 
holder, that is placed in Bentley Software as described in Section 5 of this manual, DO NOT ADD a cover sheet. 
Once digitally signed the DICO subset(s) shall be submitted to the CTDOT using COMPASS.   
 
The contract sheets (previously submitted final plans, addenda plans, or DICO plans), being revised by DICO 
shall NOT be modified except when the Engineer of record places a DICO stamp on the revised sheets.  This 
digital DI/h ǎǘŀƳǇ ŎǊƻǎǎŜǎ ƻǳǘ ǘƘŜ ŜƴǘƛǊŜ ǎƘŜŜǘ ǿƛǘƘ ŀ ǊŜŘ · ŀƴŘ ŀŘŘǎ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƴƻǘŜΥ ά¢IL{ {I99¢ 
REPLACED BY 59{LDb LbL¢L!¢95 /I!bD9 hw59w bhΦ ά¸έ ǿƘŜǊŜ ά¸έ Ŝǉǳŀƭǎ ǘƘŜ 5ŜǎƛƎƴ LƴƛǘƛŀǘŜŘ /ƘŀƴƎŜ hǊŘŜǊ 
number.  This stamp is placed over digital signatures.  
 
Warning:  When placing the stamps, removing the digital signature is not allowed. 
 
The Index of Revision Sheet(s) located in the 02-Revisions subset shall be updated by the project manager for 
all DICOs.  A new 02-Revisions subset shall be submitted for each DICO.   
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! ǿŀǘŜǊƳŀǊƪ ƻŦ ǘƘŜ ǎƛƎƴŜǊΩǎ ǎƛƎƴŀǘǳǊŜΤ ǎƛƎƴŀǘǳǊŜ ƻƴƭȅ ŦƻǊ /¢5h¢-designed plans; or PE Stamp for Consultant-
designed plans shall be placed on all DICO sheets.   

 

9.2.1.1 Bentley Software Processes 
The areas on the sheet that are being revised shall encircled by a cloud and a numbered triangle shall be 
placed somewhere on the line of the cloud.  A like-numbered 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 DICO #5 then the sheets revision number is 1 since this is the first change.  If the next time it is changed 
again is under DICO #7 the revision number becomes 2 since 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 
ƻǳǘ ǿƛǘƘ ŀƴ ά·έ ƻƴ ǘƘŜ ǊŜǾƛǎŜŘ ǎƘŜŜǘΦ  9ƴƎƛƴŜŜǊƛƴƎ ƧǳŘƎƳŜƴǘ Ƴǳǎǘ ōŜ ǳǎŜŘ ǘƻ ǇǊƻŘǳŎŜ ŎƭŜŀǊ ŀƴŘ ŎƻƴŎƛǎŜ 
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 voided.  The 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 shall be placed in the bottom right-hand side of the border of the replacement sheets stating, ά59{LDb 
LbL¢L!¢95 /I!bD9 hw59w bhΦ ά¸έ ǿƘŜǊŜ ά¸έ Ŝǉǳŀƭǎ ǘƘŜ 5ŜǎƛƎƴ LƴƛǘƛŀǘŜŘ /ƘŀƴƎŜ hǊŘŜǊ ƴǳƳōŜǊΦ  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 Appendix A of this manual.   
 
Sheet numbers for revised plans shall be as follows: 

Description Sheet No. 
Original Final Plan Sheet 02.25 
DICO 1 02.25.C1 

 
Previous Addenda Sheet 02.25.A2 
DICO 4 02.25.C4 

 
Previous DICO 2 Sheet 02.25.C2 
DICO 4 02.25.C4 
  

Drawing numbers shall not be modified on revised sheets. 
 
Approval blocks on all 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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9.2.2.1 Bentley Software Processes 
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 numbered 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 by (-1.C#).  

For example, if the new drawing should reside in the 03-Highway discipline subset right after sheet 

03.57 but before sheet 03.58, the new sheet shall be numbered 03.57-1.C#. 

 
When adding a new sheet, 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 by (-#).  For 
example, if the new drawing must be placed in the project plans right after drawing number HWY-10, 
the drawing number shall be HWY-10-1. 

9.2.2.2 Bluebeam Processes 
! ƴƻǘŜ ǎƘŀƭƭ ōŜ ǇƭŀŎŜŘ ƻƴ ǘƘŜ ƴŜǿ ǎƘŜŜǘ ǎǘŀǘƛƴƎΣ άb9² {I99¢ !5595 .¸ 59{LDb LbL¢L!¢95 /I!bGE ORDER 
bhΦ ά¸έΦ  This note shall be placed in the bottom right-hand side 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 Appendix A of this manual.   
 
Added sheet numbers shall be as follows: 

Description Sheet No. 
Original Final Plan Sheet 04.31 
DICO 3 04.31-1.C3 

 
Previous Addenda Sheet ς Added Sheet 03.24.A1 
DICO 4 03.24-1.C4 

 
Previous DICO ς Revised Sheet 02.45.C1 
DICO 2 
 

02.45.C2 

Previous Addenda ς Added Sheet 05.14-1A1 
DICO 2 05.14-2.C2 

 
Previous DICO ς Added Sheet 02.45-1.C1 
DICO 2 02.45-2.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 Design Initiated Change Order Request number. 

Description Sheet No. 
Original Final Plan Sheet 04.5 
DICO 1 04.6.C4 
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New subsets shall be submitted by DICO and prepared the same way as an FDP discipline subset except with 
the addition of a C# in the sheet numbers and a note placed, in the bottom left-hand side of the border, on the 
ǊŜǇƭŀŎŜƳŜƴǘ ǎƘŜŜǘǎ ǎǘŀǘƛƴƎ άb9² {I99¢ !5595 .¸ 59{LDb LbL¢!¢95 /I!bD9 hw59w bhΦ ά¸έΦ  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 Appendix A of this manual.  first sheet of a new 
subset will be a subset cover sheet containing an index of drawings contained in that specific subset. 

 

Contract sheets are never deleted. Sheets submitted within final design plan subsets, addenda subsets, or 
design-initiated change order subsets that are no longer needed shall NOT be deleted, but shall be voided by 
the engineer of record, with a DICO stamp. The voided stamp crosses out the entire sheet with a red X and 
adds the following noteΥ ά±hL595 .¸ 59{LDb LbL¢!¢95 /I!bD9 hw59w bhΦ ά¸έ ǿƘŜǊŜ ά¸έ Ŝǉǳŀƭǎ ǘƘŜ 5ŜǎƛƎƴ 
Initiated Change Order number.   

 

Special provisions shall be created in accordance with the Contract Special Provisions. 

 

A DICO Memorandum from the Designer to Construction shall be prepared for all change orders.  This 
memorandum shall not include any digitally signed DICO plans and / or DICO specifications.  The memorandum 
shall include the following: 

¶ 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 deleted because of the 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. 

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

 

The designer shall prepare a DICO to a CTDOT Standard Drawing subset in accordance with the following. 
 
The DICO 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 to COMPASS add a ά/ІІέ ǘƻ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ƭŀōŜƭ ŀǘǘǊƛōǳǘŜΦ   
 
Update the 02-Revision Subset to record this change.  

 

Please see Design Initiated Change Orders in COMPASS for a sample workflow for sending Design Initiated 
Change Orders using the COMPASS Submittals/Transmittals (S&T) application. 

https://ctgovexec.sharepoint.com/sites/DOTCOMPASSKnowledgeCenter/SitePages/Submittal-Transmittal-Design-Initiated-Change-Orders-in-COMPASS.aspx
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9.3. 02-Revisions Subset 
The project manager is responsible for managing this subset.   
     
Each project has a 02-Revisions subset, and this subset only contains the άLƴŘŜȄ ƻŦ wŜǾƛǎƛƻƴǎ {ƘŜŜǘόǎύέΦ  ¢ƘŜǎŜ 
revision sheets are used for tracking all sheet changes due to addenda (ADP) and Design Initiated Change 
Order (DICO) with respect to the entire project.  The 02-Revisions subset starts out as an un-signed blank place 
holder in the project.  This file has seed file in our CAD worksapce.  When an addendum or DICO is required an 
02-Revisions file shall be created in CAD following this process:  The figure below is an example of a blank 02-
Revisions subset: 

 
 
ADDENDA: 
When the project requires an Addendum, the Project Manager must record these changes on a NEW 02-
Revisions_A## subset, where A## equals the Addendum ##.  New 02-Revisions subsets shall contain all 
previous Addendum information.  For example, Addendum 4 shall include all changes made from Addendums 
1, 2, 3 and 4.   
 
Note: A New 02-Revisions subset is required for each addendum because there are times when multiple 
addendums are being submitted to contract processing 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. 

 

When a project requires a Design Initiated Change Order (DICO), the following process shall be followed: 
 
For each DICO, the Project Manager shall create a new 02-Revisions subset.  The 02-Revision subset shall 
always contain all previous Addendum information and the new DICO information.  For example, when DICO 
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#1 is prepared, the 02-Revisions subset shall include all Addendum information as well as the changes made 
for DICO #1. 
 
¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŦƛƎǳǊŜǎ ŀǊŜ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ǘƘŜ άLƴŘŜȄ ƻŦ wŜǾƛǎƛƻƴǎ {ƘŜŜǘόǎύέ ŎƻƳǇƭŜǘŜŘ ǳǇ ǘƻ !ŘŘŜƴŘǳƳ ІоΥ  

 
Detail A from figure 1 shows the information typed in for a change to the contract plans.  The project designer 
inputs the Addendum or DICO number, 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.  

 
 
Detail B shows the title block information.   
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EŀŎƘ ǘƛƳŜ ŀƴ ŀŘŘŜƴŘǳƳ ƛǎ ƛǎǎǳŜŘΣ ǘƘŜ άLƴŘŜȄ ƻŦ wŜǾƛǎƛƻƴǎ ǎƘŜŜǘέ Ƴǳǎǘ ōŜ ǳǇŘŀǘŜŘ ōȅ ǘƘŜ tǊƻƧŜŎǘ Manager as 
follows: 

1. The user will checkout the 02-Revisions subset from COMPASS.   

2. With your digital signature USB key inserted within the USB, right click on the Signature Box, and select 
Clear Signature as shown below, this is the first Addendum this step can be skipped since the subset 
will not have a signature on it:  

 
 

3. Enter the information into form fields as described. 

4. !ŘŘ ƴƻǘŜ ά!559b5¦a bhΦ ¸έ ƛƴ ǘƘŜ ōƻǘǘƻƳ right-hand corner of the sheet above the title block, 
where Y = the Addendum number.   

5. Add new revision sheet each time previous sheet becomes full.  !ŘŘ ƴƻǘŜ άNEW SHEET ADDED BY 
!559b5¦a bhΦ ά¸έΣ ǿƘŜǊŜ ά¸έ Ŝǉǳŀƭǎ ǘƘŜ ŀŘŘŜƴŘŀ ƴǳƳōŜǊΦ  

6. When finished sign using a certifying signature. 

7. Check the document into COMPASS to save the changes. 

 

The following workflow shall be used by the Project Manager for recording DICOs to the 02-Revisions subset.  
In this workflow the user edits the subset in COMPASS, they do not have to export the document out and 
submit a new subset: 

1. Check out the 02-Revisions subset from COMPASS.  See Checking Out Documents to Bluebeam for 
instructions. 
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2. With your digital signature USB key inserted within the USB, right click on the Signature Box, and select 
Clear Signature as shown below, this is the first Addendum this step can be skipped since the subset 
will not have a signature on it:  

 
 

3. Enter the information into form fields. 

4. Edit the note above the title block with ά59{LDb LbL¢L!¢95 /I!bD9 hw59w NO. Y έ 

5. If a new revisions sheet is added, add the note above the title block with άb9² {I99¢ !5595 .¸ 
59{LDb LbL¢L!¢95 /I!bD9 hw59w bhΦ ¸έ 

6. Resign the 02-Revision subset. 

 

1. DƻǿƴƭƻŀŘ ŀ ƴŜǿ άLƴŘŜȄ ƻŦ wŜǾƛǎƛƻƴǎ ǎƘŜŜǘ.έ  
2. Insert the new sheet into the existing 02-Revisions subset pdf.  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 Order. The second column is the revised or new sheet number. The third column is the date, 
followed by a brief description that is like 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 
ŀƴ !ŘŘŜƴŘǳƳ ƛƴ ǘƘŜ ŜƭŜǾŜƴǘƘ ƘƻǳǊΣ ƛǘ Ŏŀƴ ōŜ ǇƭŀŎŜŘ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ƭƛǎǘ ƻƴ ǘƘŜ άLƴŘex of Revisions 
{ǳōǎŜǘέΦ    




















































































































































































































































