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On Contracts Turn-In day, the Office of Contracts begins preparing plans for letting. Changes made after
this date can create conflicts between the plans and the proposal form. The Office of Contracts must be
kept aware of all changes made to the plans to prevent these conflicts from occurring. Even minor plan
revisions can have significant impacts on project costs and bidability of the plans.

Changes within the Two Week Change Period

The Office of Contracts provides a two week change period following the turn-in date to allow for revisions
to the plans. When changes are required within this two week change period:

e Contact the Office of Contracts as soon as possible to inform them of the proposed plan changes.
e Draft the changes and create new PDF files of all the affected sheets.

e Prepare copies of the revised sheets and highlight ALL changes. Highlighted copies can be
prepared electronically and sent via email, or printed to paper and hand delivered, to the Office of
Contracts team leader responsible for the project:

o Office of Contracts Proposal Engineer for District 1, 2, & 3

o Office of Contracts Proposal Engineer for District 4,5, & 6

e Submit the revised sheets by placing them in the correct Contract ID folder under
W:\Highway\Contracts\PlanTurnIn. Check with the Office of Contracts to determine how the
revised sheets should be submitted.

o Afew PDF files: submit the revised sheets as single PDF pages and the Office of
Contracts will incorporate them into the multi-page PDF of the entire project.

o0 Several PDF files: incorporate the revised sheets into the original multi-page PDF that
was submitted at Contracts Turn-In and submit the new multi-page PDF to the Office of
Contracts.

Changes after the Two Week Change Period

An addendum may need to be written if a change is required after the Office of Contracts’ allowable two
week change period. Addenda are the least desirable method of making plan changes because if any
one of the plan holders fails to receive an addendum, the Department could be forced to pull the project
from the letting. Therefore, it is the Office of Contracts’ responsibility to determine whether a proposed
change warrants the risk associated with issuing addenda.

When a problem with the plan is discovered after the two week change period:

¢ Notify the Office of Contracts immediately. Often an addendum can be avoided by incorporating
the changes into the plans, the proposal form, or another addendum.

e If an addendum is needed, notify the appropriate Contracts Proposal Engineer to discuss how the
addendum will be handled. Updated sheets should be produced following the procedures
outlined in 21M-61 for preparing and submitting a post letting plans; however, place the revised
sheets in the W:\Highway\Contracts\PlanTurnIn folder. Name the files in an intuitive manner. For
example, if submitting sheets C1-C3, the file should be named: “CCRRRPPP”_C1thruC3.pdf.
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See chapter 20A-01for more details on the naming convention. After submitting the addendum,
notify the appropriate Contracts Proposal Engineer again:

o Office of Contracts Proposal Engineer for District 1, 2, & 3

o Office of Contracts Proposal Engineer for District 4, 5, & 6
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Chronology of Changes to Design Manual Section:
001H-002 Changes after Plan Turn-In

8/17/2016 Revised

Revised information pertaining to turning in addenda after the two week change period. Defined the file naming to
show what sheets were included with the submittal.

712/2015 Revised
Added a link to Section 21M-61. Removed information regarding creating a new index.dat file.

8/31/2010 Revised
Updated hyperlinks from individual names to DOT Office and position title.

6/30/2010 Revised
This section was updated to match the new color plan process
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