
D4 PROJECT ELECTRONIC LETTING PROCESS — PRODUCTION & CHANGE MEMO (Central & District Office Letting)

The secured Project Package, including all required 

components 
* 1

, are delivered to the FDOT Project 

Manager using FDOT File transfer (FDOT PM).  

 
* 1

 Required Project Delivery include:

Ref: CADD Manual,  Chapter 8 - FDOT CADD Production Criteria Handbook

   1) PROJECT JOURNAL 
Ref: Chapter 7.7

   2) Plans Components PDF files 
Ref: Chapter 8.4.1

   3) 3D Model PDF Files (if applicable). 
Ref: Chapter 8.4.2

   4) Specifications PDF Files 
Ref: Chapter 8.4.3

   5) CADD ZIP Files or BIM ZIP Files (3D files)
Ref: Chapter 8.4.4

   6) Project Documentation (ADMIN ZIP files)
Ref: Chapter 8.4.5

   7) Project QC Files 
Ref: Chapter 8.4.6

   

PROJECT DELIVERY

Central Office 

Project Review 

performs a 

Functionality Check 

on the Plans and 

Specs Package

 

PS&E* DELIVERY- Central 

Office Letting

  

Central Office Project 

Review notifies Final Plans 

of problem and requests 

resubmittal.

1

Final Plans extracts the Plans & 

Specs from Autodesk Vault

PLANS AND SPECIFICATIONS 

EXTRACTION

The Contracts 

Administration Office adds 

the proposal form to the Plans 

& Specs Package, and makes 

copies on CD for the 

contractors.   

 

PLANS & SPECS VALIDATION PROPOSAL PACKAGING
2

Rev. 11/08/23

Is
all project

information in
compliance and

complete?

1

Final Plans posts the Plans & 

Specs package directly to a 

shared PSEE/MODULE.

The Central Office Project 

Review posts the Plans & 

Specs Package to a “Project 

Folder” for access by the 

Federal Aid Office, FHWA, 

State Estimates Office and the 

Contracts Office.                      

ESTIMATES:
   a) District Estimates Office pass control of 

TRNS*PORT proposal/projects to CO Estimates.

   b) CO Project Review Group pass control of  

        TRNS*PORT proposal/projects to CO Contracts after 

        QA review (Verify TRNS*PORT file is OK for letting).

 * PS&E = Plans Specifications and Estimates

Central Office notifies 

FDOT PM & District 

Final Plans of 

Acceptance

* * * * *5
 Required Plans & Specs Vault 

components include:
     

   1) Specifications

   2)  Composite PDF of Plans (Project.PDF)

   3) Project index (Projectindex.xml)

   4)  Sheet Index Report (Sheetndx.htm)

FILE STORAGE

At this point, Final Plans 

 stores both the Project 

Package in the

PSEE / MODULE

1

Yes

Download 
Package from 
Autodesk Vault

and Verify 
Components

NoNo

Yes

Final Plans issues a 

Total Concerns Memo 

to the FDOT PM, and 

requests a Change 

Memo Submittal.

Production Complete 

Submittal or Resubmittal 

with Change Memo 

Submittal

(Total Concerns)

1
Consultant Projects ONLY

The FDOT PM provides a 

Letter of Transmittal to the 

Consultant.  

(Ref Chapter 8.3 - CADD 

Manual).

ANY CHANGES MADE 

AFTER THIS POINT ARE 

HANDLED AS REVISIONS

Final Plans issues a 

Total Concerns Memo 

to the FDOT PM, and 

requests a Change 

Memo Submittal.

1

FDOT PM will notify 

the problem and 

request resubmittal.

No

Yes

FDOT PM 

checks required 

Project Documentation 

in Project Package. Is 

info complete?
**2a

* *2a
 Change Memo documents include:  

*Project Package

*Change Memorandum 

*Total Concerns Responses (if applicable).

*Phase Submittal Checklist

*Compliance Certification Checklist

FDOT PM provides 

the Project Package 
*1 

 and original 

documents
**2a

 to 

Eng Support

NO

Eng Support

checks required 

Project Documentation 

in Project Package. Is 

info complete?
**2a

Eng Support notifies 

the FDOT PM and 

Final Plans of 

problem and 

requests resubmittal

1

NO

YES

Engineering Support emails 

NCI Score and 

recommendation to FDOT PM 

and Final Plans.  

(Attachments to include:  D4 

ED Checklist w/ NCI Score 

and other reports if 

applicable).

Engineering Support 

delivers the Project 

Package 
*1 

and original 

documents
* *2a 

to the 

AUTODESK VAULT and 

notifies Final Plans

YES

FINAL PLANS: Performs 

a Quality Assurance (QA) 

inspection on the Project 

Package
*1 

,  or on the 

resubmitted Project 

Package (Change Memo 

submittal). 

2

Final Plans posts the Plans & 

Specs package directly to a 

shared  PSEE/MODULE.

 

PS&E* DELIVERY – District 

Letting

ESTIMATES:
   a) District Estimates Office pass control of 

TRNS*PORT proposal/projects to District Contracts 

         Office.

 * PS&E = Plans Specifications and Estimates

District Contract Office 

accepts project.

ANY CHANGES 

MADE AFTER 

THIS POINT ARE 

HANDLED AS 

REVISIONS

Compliance Certificate ChecklistCompliance Certificate Checklist

SUBMITTAL

USEFUL LINKS

ERC-distribution ListERC-distribution List

Phase Submittal ChecklistPhase Submittal Checklist

FDOT Design Manual (FDM)FDOT Design Manual (FDM)

FDOT CADD ManualFDOT CADD Manual

https://fldot.sharepoint.com/sites/D4-Design/Forms%20Checklists%20and%20Templates/Forms/AllItems.aspx?id=%2Fsites%2FD4%2DDesign%2FForms%20Checklists%20and%20Templates%2Fcompliance%20certificate%20checklist%2Epdf&parent=%2Fsites%2FD4%2DDesign%2FForms%20Checklists%20and%20Templates
https://fldot.sharepoint.com/sites/D4-Design/Forms%20Checklists%20and%20Templates/Forms/AllItems.aspx?id=%2Fsites%2FD4%2DDesign%2FForms%20Checklists%20and%20Templates%2Fcompliance%20certificate%20checklist%2Epdf&parent=%2Fsites%2FD4%2DDesign%2FForms%20Checklists%20and%20Templates
https://fldot.sharepoint.com/:x:/r/sites/D4-Design/_layouts/15/Doc.aspx?sourcedoc=%7B8D9D235D-BCA0-47A1-B5CF-3063B5879F69%7D&file=ERCDIST.xlsm&action=default&mobileredirect=true
https://fldot.sharepoint.com/:x:/r/sites/D4-Design/_layouts/15/Doc.aspx?sourcedoc=%7B8D9D235D-BCA0-47A1-B5CF-3063B5879F69%7D&file=ERCDIST.xlsm&action=default&mobileredirect=true
https://fldot.sharepoint.com/:x:/r/sites/D4-Design/_layouts/15/Doc.aspx?sourcedoc=%7BB6285EF0-596D-46BE-A2EA-34C0673231B1%7D&file=PhaseSubmittalChecklistAllPhaseReviews.xlsm&action=default&mobileredirect=true
https://fldot.sharepoint.com/:x:/r/sites/D4-Design/_layouts/15/Doc.aspx?sourcedoc=%7BB6285EF0-596D-46BE-A2EA-34C0673231B1%7D&file=PhaseSubmittalChecklistAllPhaseReviews.xlsm&action=default&mobileredirect=true
https://www.fdot.gov/roadway/FDM/
https://www.fdot.gov/roadway/FDM/
https://www.fdot.gov/cadd/downloads/publications/publications.shtm
https://www.fdot.gov/cadd/downloads/publications/publications.shtm


D4 PROJECT ELECTRONIC LETTING PROCESS -- REVISIONS (Central & District Office Letting)

The secured Revised Project Package, including all 

required components 
* 1

 , are delivered to the FDOT 

Project Manager (FDOT PM), for each revision submittal.

 
* 1

 Each Revision ## includes the following:

     

1) Original Project Package delivery.

2) Revised Project Files Sign and Seal
(FPID-<original file name>-REV##.pdf)

2) Revised Engineering Data files
(<original file name>-REV##.dgn)

4) Revision Memo ##
(FPID-REVISION MEMO ##.pdf)

Ref: Chapter 3 - CADD Manual,  Chapter 8 - FDOT CADD Production Criteria Handbook

RESUBMITTAL WITH REVISION MEMO

Central Office 

Project Review  

perfoms a Quality 

Assurance (QA) on 

the Revision Plans 

and Specs Package

 

PS&E* DELIVERY- Central 

Office Letting

  

Central Office Project 

Review notifies Final Plans 

of problem and request 

resubmittal

R1

Final Plans extracts the Plans & 

Specs from Autodesk Vault

PLANS AND SPECIFICATIONS 

EXTRACTION
The Contracts 

Administration Office adds 

the proposal form to the 

Revision Plans & Specs 

Package, and makes CD 

copies for the contractors   

 

PLANS & SPECS VALIDATION
PROPOSAL PACKAGING

R2

Rev. 11/08/23

Is
all project

information in
compliance and

complete?

R1

Final Plans posts the Revised 

Plans & Specs package 

directly to a PSEE MODULE.

The Central Office Project 

Review posts the Revision 

Plans & Specs Package to a 

PSEE MODULE                      

ESTIMATES:
   a) District Estimates Office pass control of 

TRNS*PORT proposal/projects to CO Estimates.

   b) CO Project Review Group pass control of  

        TRNS*PORT. proposal/projects to CO Contracts after 

        QA review (Verify TRNS*PORT file is OK for letting).

  * PS&E = Plans Specifications and Estimates

Central Office notifies 

FDOT PM & District 

Final Plans of 

Acceptance

FILE STORAGE

Upload the package into 

PSEE MODULE

R1

Yes

Did SetMaker 
Extract the Plans 

and Specs & 
Authenticate in 

PEDDs?

No
No

Yes

Final Plans notifies 

the FDOT PM of 

problem and requests 

a resubmittal.

FDOT PM notifies the 

data producer of 

problem and requests 

a resubmittal.

* Changes made after the 

Plans and Specs 

Package has been 

accepted to Central 

Office, but prior to bid 

opening.

R1

Final Plans notifies 

the FDOT PM of 

problem and requests 

a resubmittal.

Consultant Projects ONLY

The FDOT PM provides a 

Letter of Transmittal to the 

Consultant.  

(Ref Chapter 8.3 - CADD 

Manual).

ANY CHANGES MADE AFTER 

THIS POINT ARE HANDLED 

AS NEXT REVISIONS

R1

FDOT PM will notify 

the problem and 

request resubmittal.

No

Yes

Yes

FDOT PM 

checks required 

Project Documentation 

in Revision 

Project Package. Is info 

complete?

* *2a
 Original Revision Documents include:  

*Revisions Electronic Delivery Checklist

*Revision Memo with appropriate signatures.

No

Is the Revision 

project package 

complete?

Eng Support notifies 

the FDOT PM and 

Final Plans of 

problem and request 

resubmittal.

R1

No

Engineering Support reviews Project 

package 
*1

 .  This review only verifies the 

submittal of the required Project Package 

components as required by Electronic 

Delivery. (See D4 Revisions Electronic 

Delivery Checklist).                                         

Ref:  Chapter 8 - CADD Manual

Yes

Engineering Support emails 

NCI Score and 

recommendation to FDOT PM 

and Final Plans.  

(Attachments to include:  D4 

Revisions ED Checklist w/NCI 

Score and other reports if 

applicable).

Yes

R1

Yes

* * * * *5
 
   The Preparation consists of:

1) Extract from Autodesk Vault the revised 

sheets only.

2) Creating a Plans & Specs Revision 

that includes the revised PostScript 

image files, PDF of the revised sheets, 

the Plan Revisions Index Report 

(Project Delta), and any supplements to 

the Specifications  Package.

3) Securing the Plans & Specs Revision. FDOT PM notifies the 

data producer of 

problem and requests 

a resubmittal.

FDOT PM provides 

the Revision Project 

Package 
*1 

 and 

original documents  
**2a

 to Eng Support

Engineering Support 

delivers the Revision 

Project Package 
*1 

and 

original documents
* *2a  

 

to the AUTODESK 

VAULT and notifies 

Final Plans

FINAL PLANS: 

Performs a Quality 

Assurance (QA) 

inspection on the 

Revision Project 

Package
 

R2

District Contract Office 

accepts project.

ANY CHANGES 

MADE AFTER 

THIS POINT ARE 

HANDLED AS 

REVISIONS

Final Plans posts the Plans & 

Specs package directly to 

PSEE MODULE.

 

PS&E* DELIVERY – District 

Letting

ESTIMATES:
   a) District Estimates Office pass control of 

TRNS*PORT proposal/projects to District Contracts 

         Office.

 * PS&E = Plans Specifications and Estimates

Compliance Certificate ChecklistCompliance Certificate Checklist

SUBMITTAL

USEFUL LINKS

ERC-distribution ListERC-distribution List

Phase Submittal ChecklistPhase Submittal Checklist

FDM (FDOT Design Manual)FDM (FDOT Design Manual)

CADD ManualCADD Manual

https://fldot.sharepoint.com/sites/D4-Design/Forms%20Checklists%20and%20Templates/Forms/AllItems.aspx?id=%2Fsites%2FD4%2DDesign%2FForms%20Checklists%20and%20Templates%2Fcompliance%20certificate%20checklist%2Epdf&parent=%2Fsites%2FD4%2DDesign%2FForms%20Checklists%20and%20Templates
https://fldot.sharepoint.com/sites/D4-Design/Forms%20Checklists%20and%20Templates/Forms/AllItems.aspx?id=%2Fsites%2FD4%2DDesign%2FForms%20Checklists%20and%20Templates%2Fcompliance%20certificate%20checklist%2Epdf&parent=%2Fsites%2FD4%2DDesign%2FForms%20Checklists%20and%20Templates
https://fldot.sharepoint.com/:x:/r/sites/D4-Design/_layouts/15/Doc.aspx?sourcedoc=%7B8D9D235D-BCA0-47A1-B5CF-3063B5879F69%7D&file=ERCDIST.xlsm&action=default&mobileredirect=true
https://fldot.sharepoint.com/:x:/r/sites/D4-Design/_layouts/15/Doc.aspx?sourcedoc=%7B8D9D235D-BCA0-47A1-B5CF-3063B5879F69%7D&file=ERCDIST.xlsm&action=default&mobileredirect=true
https://fldot.sharepoint.com/:x:/r/sites/D4-Design/_layouts/15/Doc.aspx?sourcedoc=%7BB6285EF0-596D-46BE-A2EA-34C0673231B1%7D&file=PhaseSubmittalChecklistAllPhaseReviews.xlsm&action=default&mobileredirect=true
https://fldot.sharepoint.com/:x:/r/sites/D4-Design/_layouts/15/Doc.aspx?sourcedoc=%7BB6285EF0-596D-46BE-A2EA-34C0673231B1%7D&file=PhaseSubmittalChecklistAllPhaseReviews.xlsm&action=default&mobileredirect=true
https://www.fdot.gov/roadway/FDM/
https://www.fdot.gov/roadway/FDM/
https://www.fdot.gov/cadd/downloads/publications/publications.shtm
https://www.fdot.gov/cadd/downloads/publications/publications.shtm
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Example; Project 441234-1-52-01

DELIVERY FORMAT

441234-1-52-01_PRODUCTION.zip

44123415201-ADMIN.zip

44123415201-CADD.zip

44123415201-PLANS-##-DISCIPLINE.pdf

44123415201-PLANS-##-DISCIPLINE-COREBORINGS.pdf

44123415201-PLANS-##-DISCIPLINE-VERIFIEDUTILITIES.pdf

44123415201-CADD/_meta_info/ProjectProperties44123415201.xml

44123415201-CADD/_meta_info/ProjectQCReport.txt

44123415201-CADD/_meta_info/ProjectValidatorReport.html

44123415201-PLANS-##-DISCIPLINE-TREESURVEY.pdf

44123415201-PLANS-##-DISCIPLINE.pdf

44123415201-PLANS-##-DISCIPLINE.pdf

Journal.pdf

44123415201-CompCertificatechecklist.pdf

44123415201-PhaseSubmittalChecklist.pdf

Example; Project 441234-1-52-01

REVISED PROJECT PACKAGE

44123415201_PRODUCTION.zip

44123415201_CADD-REV01.zip

44123415201-PLANS-##-DISCIPLINE-REV##.pdf

Example; Project 441234-1-52-01

DELIVERY FORMAT

441234-1-52-01_PRODUCTION.zip

44123415201-ADMIN.zip

44123415201-CADD.zip

44123415201-PLAN-##-DISCIPLINE.pdf

44123415201-PLAN-##-DISCIPLINE-COREBORINGS.pdf

44123415201-PLAN-##-DISCIPLINE-VERIFIEDUTILITIES.pdf

44123415201-CADD/_meta_info/ProjectProperties44123415201.xml

44123415201-CADD/_meta_info/ProjectQCReport.txt

44123415201-CADD/_meta_info/ProjectValidatorReport.html

44123415201-PLAN-##-DISCIPLINE-TREESURVEY.pdf

44123415201-PLAN-##-DISCIPLINE.pdf

44123415201-PLAN-##-DISCIPLINE.pdf

Journal.pdf

44123415201-CompCertificatechecklist.pdf

44123415201-PhaseSubmittalChecklist.pdf

44123415201-ADMIN.zip

44123415201-CADD.zip

44123415201-PLAN-##-DISCIPLINE.pdf

44123415201-PLAN-##-DISCIPLINE-COREBORINGS.pdf

44123415201-PLAN-##-DISCIPLINE-VERIFIEDUTILITIES.pdf

44123415201-CADD/_meta_info/ProjectProperties44123415201.xml

44123415201-CADD/_meta_info/ProjectQCReport.txt

44123415201-CADD/_meta_info/ProjectValidatorReport.html

44123415201-PLAN-##-DISCIPLINE-TREESURVEY.pdf

44123415201-PLAN-##-DISCIPLINE.pdf

44123415201-PLAN-##-DISCIPLINE.pdf

Journal.pdf

44123415201-CompCertificatechecklist.pdf

44123415201-PhaseSubmittalChecklist.pdf

44123415201-SUPP##.pdf

44123415201-REVISION_MEMO.pdf

44123415201_REVISION##.zip

44123415201-CompCertificatechecklist.pdf

44123415201-PhaseSubmittalChecklist.pdf

44123415201-CADD/_meta_info/GeoCoordinateReport (if applicable).
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