
Contract Plan Processing Projectwise Checklist 
 Check Task Section in 

Processing 

Workflow 

Contract Plans - Format 

 1. Check that the contract plans attributed correctly: Section 5.2 
 a. Discipline = CT 

 b. Main Category = CON 

 c. Sub Category = FDP, DCD, DCD2, ADP, ACD. 

 

d. Label = subset number and name. 
 Example of highways subset would be 

03-Highways. 
 The label for a subset shall be the 

same for both FDP and DCD 

submittals. 
 Addendum submittals shall match FDP 

submittals with the addition of “_A#”. 

 2. Check that there are page labels applied. Section 5.3 

 
3. Check that the green stamp was placed on the first 

page of the subset. 

Section 5.3 

 4. Check that the document is digitally signed,  

If any of the above steps are not completed correctly on any of the subsets, fill out the table on the 
following page and email this form to Bruce Bourgoin using this email button: 

Contract Plans - Content 

 5. Change the state of the plans to Processing. Section 5.1 
 6. If necessary markup the plans with comments. Section 5.4 

 
7. Create a comment report and upload to the 

240_Contract_Development folder with the correct 
attributes: 

Section 5.4 

 a. Discipline = CP 

 b. Main Category = DOC 

 c. Sub-Category = RPT 

 
d. Label = subset number and name plus 

“Comments” i.e. 01-General Comments   

 
8. After the contract plans are ready for Contracts, 

change the Sub-category on all subsets to “FPL” 

Section 5.5 

Contract Specifications 

 9. Change the state to Processing Section 3 

 
10. Extract the specifications out of Projectwise and 

combine into (1) PDF document. 

 
11. Save the PDF specifications into Projectwise with 

the correct attributes: 

 a. Discipline = CT 

 b. Main Category = CON 

 c. Sub Category = FSP, ASP where applicable 

 d. Label = Final Specs or Addendum # Specs. 

 12. Add the table of contents to the PDF specifications.   

Supplemental Documents 

 
13. Change the state of all the documents to 

Processing. 
Section 4 

http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_for_contract_processing.pdf#page=17
http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_for_contract_processing.pdf#page=21
http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_for_contract_processing.pdf#page=23
http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_for_contract_processing.pdf#page=16
http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_for_contract_processing.pdf#page=24
http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_for_contract_processing.pdf#page=24
http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_for_contract_processing.pdf#page=29
http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_for_contract_processing.pdf#page=7
http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_for_contract_processing.pdf#page=15
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Digital Contract Plan Format Errors 

Subset No. & 

Name 

Incorrect Attributes No Page 

Labels 

No QA/QC 

Stamp 

Applied 

No Digital 

Signature Discipline Main 

Category 

Sub 

Category 

Label 

01-General        

02-Revisions     NA NA  

Highway STD 
Index Sheets 

    NA NA  

Traffic STD 
Index Sheets 

    NA NA  
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