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BID PACKAGE
PREPARATION AND POLICIES

TRAINING COURSE
Instructor Version

Sponsored by Design Community Training Program

GLOBAL QUALITY & ENGINEERING CONSULTING

Introduction

Welcome

 Introductions
o Instructor: Sumathi Ravindraraj, P.E.

 Schedule

Materials

2
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Introduction

 Class Rules
o Silence phones

o Be on time

o Be respectful

o Participate

3

Course Overview

 Goal of course – Improve quality of 
Department’s Construction Bid 
Packages

4
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Learning Outcomes

 Prepare and review Bid Packages to 
improve biddability

 Use available standard information to 
prepare Bid Packages

 Check completeness and consistency 
of Bid Packages to reduce 
errors/addendum

5

Topics Addressed – Day 1

1. Bid Package Assembly

2. Plans

3. Design Items

4. Other Topics

5. Attachments

6. Addenda

6
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Topics Addressed – Day 2

7. Special Provisions

8. Project Development Checklist

9. Obstacles to Letting

10. Emergency & Local Projects

7

8
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LESSON 1 – BID PACKAGE 
ASSEMBLY

9

Topics Addressed

 1.1 – Bid Package General Information

 1.2 – Bid Package Standards
o Reference Documents

o Special Provisions

o Standard Drawings

o Strike-off Letters

 1.3 – Business Rules

 1.4 – Roles & Responsibilities
10
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1.1 – BID PACKAGE

11

Bid Package-class activity

 Project requirements
– Develop a bid

– Construct project

12Lesson 1.1 Bid Package
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Purpose of Bid Package

 Establishes rights, duties and 
responsibilities

 Defines contractor’s activities

 Results in legal, binding contract

 Enables submission of bid 

13Lesson 1.1 Bid Package

Contractor and Construction Management

14

 Expects Bid Package is:

o Accurate

o Complete

o Consistent

o Biddable

Lesson 1.1 Bid Package
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Quality Assurance

 Quality -- meeting criteria and 
expectations

 Quality Control -- processes ensuring 
compliance with requirements

 Quality Assurance -- ensuring 
compliance by non-QC

15Lesson 1.1 Bid Package

Federal Oversight

 Bid Packages routed to Central Office 
and FHWA for review and approval 
prior to publication.

16Lesson 1.1 Bid Package
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PennDOT Oversight

 Bid Packages routed to Central Office 
but not FHWA for review and approval 
prior to publication.

17Lesson 1.1 Bid Package

QA for Bid Package

 Federal Oversight -- CDAS & FHWA QC

 PennDOT Oversight -- CDAS QC

 District Published -- CDAS QA

18Lesson 1.1 Bid Package
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Bid Package Evolution

PS&E 
Package Bid Package

Legal 
Agreement

19Lesson 1.1 Bid Package

Bid Package Components

Bid 
Package

Plans

Specs.

ItemsAttach-
ments

Addenda

20Lesson 1.1 Bid Package
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Bid Package – Contractor View

How do Contractors

Obtain Bid Packages?

21Lesson 1.1 Bid Package

Bid Package – Contractor View

22



12

Bid Package – Contractor View

23Lesson 1.1 Bid Package

Bid Package – Contractor View

24Lesson 1.1 Bid Package
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Bid Package – Contractor View

25Lesson 1.1 Bid Package

Bid Package – Contractor View
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Bid Package –EBS View

27

Bid Package

28
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Bid Package – General Information

29Lesson 1.1 Bid Package

Bid Package – Description / Q&A

30Lesson 1.1 Bid Package
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Bid Package – Uses

 Highway Restoration 

 Bridge

 Safety and Mobility

 Interstate Restoration

 Economic Development 
Transportation 

31Lesson 1.1 Bid Package

Bid Package – Design-Build

32
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Bid Package – End Customers

 Bidders

 PennDOT Construction Management 
Team

 Contractor

33Lesson 1.1 Bid Package

1.2 – BID PACKAGE STANDARDS

REFERENCE DOCUMENTS

34



18

Bid Package Standards

 Publications 7,51, & 408 and 7

 Standard Special Provisions

 Standard Drawings

 Strike-Off Letters

35Lesson 1.2 B.P. Stds – Ref. Doc. 

36Lesson 1.2 B.P. Stds – Ref. Doc. 

Publication 7-Items Catalog
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Publication 51

“Bid Package Preparation and Policies Manual”

 Guidelines/policy for assembling and 
submitting Bid Packages for construction 
projects

37Lesson 1.2 B.P. Stds – Ref. Doc. 

Publication 51

 Ch. 1 – Bid Package Assembly

 Ch. 2 – Addenda to Proposals

 Ch. 3 – Approvals

 Ch. 4 – Attachments to Bid Package

 Ch. 5 – Other Bid Package Related Issues

 Ch. 6 – Emergency Projects

 Exhibits

 Appendices
38Lesson 1.2 B.P. Stds – Ref. Doc. 
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Publication 408

39

Publication 408 Editions

40Lesson 1.2 B.P. Stds – Ref. Doc. 
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Publication 408

41

Publication 408 – Contents

42
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Publication 408 – Appendices

43

Publication 408 – Index

44
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Publication 408 – Changes

 Changes to 
Publication 408

 Include in all projects, 
in effect at Let date

45Lesson 1.2 B.P. Stds – Ref. Doc. 

Publication 408 – Change Letters

46
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Publication 408 – Sections

 100 –

 200 –

 300 –

 400 –

 500 –

 600 –

47

General Provisions

Earthwork
Base Courses

Flexible Pavements

Rigid Pavements
Incidental Construction

Lesson 1.2 B.P. Stds – Ref. Doc. 

Publication 408 – Sections

 700 –

 800 –

 900 –

 1000 –

 1100 –

48

Material

Roadside Development

Traffic Accommodation and Control

Structures
Manufactured Material

Lesson 1.2 B.P. Stds – Ref. Doc. 
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Publication 408 – Section Format

 Each Section contains:
o D

o M

o C

o M & P

49

escription

aterial

onstruction

Measurement & Payment

Lesson 1.2 B.P. Stds – Ref. Doc. 

Non-Typical Format

Which Sections of Publication 408 are 
non-typical in format?

50

Sections _______________100, 700 & 1100

Lesson 1.2 B.P. Stds – Ref. Doc. 
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Publication 408

How does a contractor know that 
Publication 408 is the main 

requirements document and the 
version that applies?

51Lesson 1.2 B.P. Stds – Ref. Doc. 

1.2 – BID PACKAGE STANDARDS

STANDARD SPECIAL PROVISIONS

52
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Standard Special Provisions

 G

 I

 N

 P

 S

53

General Provisions Related

Item Related

Non-pay Item Related

Provisional Specification Related

Section related

Lesson 1.2 B.P. Stds – Std Sp. Prov. 

Standard Special Provisions

54Lesson 1.2 B.P. Stds – Std Sp. Prov. 
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1.2 – BID PACKAGE STANDARDS

STANDARD DRAWINGS

55

Standard Drawings

 Drawings for construction of 
standard items
o Details

o Dimensions

o Notes

56Lesson 1.2 B.P. Stds – Std Draw.
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Standard Drawings

 Roadway Construction Standards

 Bridge Construction Standards

 Traffic Standards

57Lesson 1.2 B.P. Stds – Std Draw.

Standard Drawings – Access

58
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Standard Drawings – Roadway 
Construction

59

Standard Drawings – Roadway 
Construction

60



31

RC Standard

61

Standard Drawings – Bridge 
Construction

62
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Standard Drawings – Bridge 
Construction

63

Standard Drawings – Traffic

64



33

Standard Drawings – Traffic

65

 TC-8600
o Pavement markings

o Snowplowable raised pavement markers

o Delineators

 TC-8700
o Highway signing

o Sign lighting

Lesson 1.2 B.P. Stds – Std Draw.

Standard Drawings – Traffic

66
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Standard Drawings – Traffic Signal

67

1.2 – BID PACKAGE STANDARDS

STRIKE-OFF LETTERS

68Lesson 1.2 B.P. Stds – SOL
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Strike-Off Letters

 Issued by Deputy Secretary & 
Directors in Highway Administration

Written change to:
o Policy

o Specification

o Standard

69Lesson 1.2 B.P. Stds – SOL

Strike-Off Letters – Access

70Lesson 1.2 B.P. Stds – SOL
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Bid Package Standards

71

Bid 
Package-
Pub 51

PDC -
150+

Pub. 408-
11 

Sections

SSP-250+

Standard 
Drawings

Master 
Items-
500+

Addenda-
0  

Lesson 1.2 B.P. Stds – SOL

Why should you use standards?

72Lesson 1.2 B.P. Stds – SOL
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73

80%

20%

0%

10%

20%

30%

40%

50%

60%

70%

80%

90%

100%

Available Standards Custom Requirements

Pareto on Effort

1.3 – BUSINESS RULES

74
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Basic Rules

 Use as much of Pub. 408 as possible

 Use standard Items as much as 
possible

 Do not repeat anything

 Use Standard Special Provisions when 
required

 Be consistent!

75Lesson 1.3 Business Rules

Bid Package Process (Fed. Oversight)

76

Central Office Contract Development and Award
5.  Publishes Bid Package5.  Publishes Bid Package

FHWA

4.  Reviews Bid Package4.  Reviews Bid Package

Central Office Contract Development and Award

3.  Reviews Bid Package3.  Reviews Bid Package

District Contract Management Engineer

2.  Assembles Bid Package2.  Assembles Bid Package

Project Manager
1.  Develops PS& E Package1.  Develops PS& E Package
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Bid Package Process

 Assembly / Review
o Plans

o Items

o Special Provisions

o Estimate

77Lesson 1.3 Business Rules

Project-Specific Special Provisions

408 
Section?

SSP 
Available?

District 
SP?

Project 
Specific 

SP

78Lesson 1.3 Business Rules
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Project-Specific Special Provisions 

79

 Use in unique situations 

 Develop for non-standard work, 
material, sequence or others

 Not to personalize

Lesson 1.3 Business Rules

Project Timeline (minimum durations)

80

PS&E 
Pkg.

• Project 
Mgr.

• 12 
weeks 
prior to 
Letting 
date 
sent to 
District 
CM

Bid Pkg. 
Preparation

• District 
CM

• 8 
weeks 
prior to 
Letting 
date 
sent to 
C.O.

Bid Pkg. 
Review

• 5 
weeks 
prior to 
Letting 
date 
C.O. 
review

Bid 
Advertisement

• 3 
weeks 
prior to 
Letting 
Date

Bid 
Letting

• Thursday

Notice to 
Proceed

• 6 
weeks

Lesson 1.3 Business Rules
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Project Timeline

81Lesson 1.3 Business Rules

Contract

82
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1.4 – ROLES AND 
RESPONSIBILITIES

83

District & Central Office 

 District Project Manager

 Designer / Consultant

 District Contract Management

 Central Office, CDAS

84Lesson 1.4 Roles & Resp.
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Project Manager

 Responsible for:
o Entire project

o Point of contact

o Project design team

o Policies conformance

o PS & E package

85Lesson 1.4 Roles & Resp.

Designer / Consultant

 Responsible for:
o PS & E package preparation

o Construction schedule development

86Lesson 1.4 Roles & Resp.
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District Contract Management

 Responsible for:
– PS & E package review

– Bid Package assembly 

 Expects information to be accurate

87Lesson 1.4 Roles & Resp.

Contract Development & Award Section

88Lesson 1.4 Roles & Resp.
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Contract Development & Award Section

89

 Responsible for:

o QC / QA of Bid Package

o Random PS & E check

o DBE goals / MPL

o Advertisement

o Addenda

o Estimates

o Bid Lettings
Lesson 1.4 Roles & Resp.

Contract Development & Award Section

90

 Expects Bid Package is:

o Accurate

o Complete

o Consistent

o Biddable

Lesson 1.4 Roles & Resp.
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Importance of Accuracy

 Accurate bidding

 Equal chances

 Bid comparison

Within budget  

 Clear construction management

91Lesson 1.4 Roles & Resp.

Impact of Errors

 FHWA can withdraw funding

 Construction work orders cost $

 Claims/disputes

 Other agencies can withdraw permits

92Lesson 1.4 Roles & Resp.
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Summary

● What are the contents of a Bid Package?

● What should you use to ensure Bid 
Package accuracy?

93Lesson 1 – Bid Package Assembly

Summary

● Who is responsible for:
● PS & E package?

●Bid Package assembly?

●Bid Package QC?

94Lesson 1 – Bid Package Assembly
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95

96
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LESSON 2 – PLANS

97

What are Project Plans?

 Approved drawings for project 
construction that show:
o Location

o Quantities of work

o Layouts

o Profiles

o Other

98Lesson 2 - Plans
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Topics Addressed

 2.1 – Roadway Plans

 2.2 – Supplemental Plans

99Lesson 2 - Plans

2.1 – ROADWAY PLANS

100
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Roadway Plans

 Title Sheet

 Index Sheet

 Typical Sections & Details

 Summary and Tab Sheets

 Plan Sheets

101Lesson 2.1 Rdwy Plans

Roadway Plans – Title Sheet

102
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Roadway Plans – Title Sheet

 FPN Included

 ECMS Number Listed

103Lesson 2.1 Rdwy Plans

Roadway Plans – Title Sheet

 All Supplemental
Plans Listed

104Lesson 2.1 Rdwy Plans



53

Roadway Plans – Title Sheet

 Station & Segment Offset Match

105Lesson 2.1 Rdwy Plans

Roadway Plans – Title Sheet

 Design Designation Matches

106Lesson 2.1 Rdwy Plans
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Roadway Plans – Title Sheet

 Signed and Dated

 PE Seal and Signature Included

107Lesson 2.1 Rdwy Plans

Roadway Plans – Title Sheet

 Combined Projects

108
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Roadway Plans – Title Sheet

 Design-Build Projects

109Lesson 2.1 Rdwy Plans

Roadway Plans – Index Sheet

 Sheet Index Block

110
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Roadway Plans – Index Sheet

 Public Utilities 
List

111Lesson 2.1 Rdwy Plans

Roadway Plans – General Notes

 Verify ROW

 Review notes

 Verify Pub. 408 
reference

 Verify Standard 
Drawings

112
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Roadway Plans – Index Sheet

 Earthwork Summary

113

Roadway Plans – Index Sheet

 Railroads

114
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Roadway Plans – Typical Sections and 
Details

115Lesson 2.1 Rdwy Plans

Roadway Plans – Typical Sections and 
Details
 Typical Pavement Sections

 Special Provisions

 Constructibility

116Lesson 2.1 Rdwy Plans
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Roadway Plans – Summary Sheet

117

Description Sheet #Item #Qty

Roadway Plans – Tab Sheets

118
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Roadway Plans – Plan Sheets

119

Roadway Plans – Plan Sheets

120
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Roadway Plans – Plan Sheets

 Right-of-Way and Easements

 Notes

 Constructibility of Plan

121Lesson 2.1 Rdwy Plans

2.2 – SUPPLEMENTAL PLANS

122
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Supplemental Plans

 S

 T

 E

 T

 U

123

tructure

raffic Control
rosion & Sedimentation Control

raffic Signal

tility Relocation

Lesson 2.2 Supp. Plans

Supplemental Plans – Structures

124Lesson 2.2 Supp. Plans
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Supplemental Plans – Structures

125Lesson 2.2 Supp. Plans

Supplemental Plans – Structures

126Lesson 2.2 Supp. Plans
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Supplemental Plans

 Traffic Control 
Plan

127

Supplemental Plans

 Erosion & 
Sedimentation 
Control Plan

128
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Supplemental Plans

 Traffic 
Signal 
Plan

129Lesson 2.2 Supp. Plans

Supplemental Plans

 Utility Relocation Plan

130
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Summary

● What is on the Title Sheet?

● Where do you check for the correct Pub. 
408 reference?

131Lesson 2 - Plans

Summary

● What is the point of Supplemental 
Sheets?

● What are the types of Supplemental 
Plans?

132Lesson 2 - Plans
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LESSON 3 – DESIGN ITEMS 
AND FUND CODES

133

Topics Addressed

 3.1 – Standard Items

 3.2 – Modified Items

 3.3 – 8000 Items

 3.4 – 9000 Items

 3.5 – Fund Codes

FOR MORE INFO...

Review Publication 51, Chapters 1 and 5

134
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3.1 – STANDARD ITEMS

135

Standard Item Numbers

 Begin with 0 or 1 for English 
projects; 2 or 3 for Metric projects

 Items that can be constructed with 
information in Pub. 408

May have Special Provision provided 
it does not:
o Revise measurement of item

o Add or subtract costs to contractor for 
item

136Lesson 3.1 – Std. Items



69

Standard Item Numbers

0804-0012 SEEDING AND SOIL SUPPLEMENTS - FORMULA C      LB

2804-0012 SEEDING AND SOIL SUPPLEMENTS - FORMULA C      KG

1002-0053 REINFORCEMENT BARS, EPOXY COATED                  LB

3002-0053 REINFORCEMENT BARS, EPOXY COATED                  KG

137Lesson 3.1 – Std. Items

Master Items

138Lesson 3.1 – Std. Items
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3.2 – MODIFIED ITEMS

139

Modified Item Numbers

 Begin with 4 or 5 for English projects;
6 or 7 for Metric projects

 Items that can be constructed with 
information in Pub. 408

 Cannot have revised unit of measure

 Require Special Provision describing 
unique work to project

 Cannot change Description other than 
adding “modified”

140Lesson 3.2 – Mod. Items
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Modified Item Numbers

4804-0012 SEEDING AND SOIL SUPPLEMENTS - FORMULA C, MODIFIED LB

6804-0012 SEEDING AND SOIL SUPPLEMENTS - FORMULA C, MODIFIED KG

5002-0053 REINFORCEMENT BARS, EPOXY COATED, MODIFIED LB

7002-0053 REINFORCEMENT BARS, EPOXY COATED, MODIFIED KG

141Lesson 3.2 – Mod. Items

3.3 – 8000 ITEM NUMBERS

142
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8000 Item Numbers – Structures

 Construction item numbers require  
Contractor-supplied Component Item 
Schedule

 As-designed structures require PennDOT-
supplied Component Item Schedule

 Specific numbers identify type of structure 
to be built

 Require a Special Provision

 Unit of measure is Lump Sum

143Lesson 3.3 – 8000 Items

8000 Item Numbers – Structures

144Lesson 3.3 – 8000 Items
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8000 Item Numbers – Structures

145Lesson 3.3 – 8000 Items

3.4 – 9000 ITEM NUMBERS

146
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9000 Item Numbers – Non-Standard

 Require Special Provision

 Review following attributes:
o Unit of Measure

o Work Class Codes

o Pre-determined Price

147Lesson 3.4 – 9000 Items

9866-0002   Linear Foot   113.000   TEMPORARY DIVERSION BARRIER   M2

ITEM 9866-0002 - TEMPORARY DIVERSION BARRIER 
Provision Body:  

DESCRIPTION - This work is the furnishing, placing, maintaining, and removing 
temporary barriers.

MATERIAL -
Precast Concrete Median Barrier - Section 714 
Polyethylene, 6 mil - AASHTO - M171. 
Fine Aggregate - Section 703.1. 
Bags - Polypropylene or acrylic material. 
CONSTRUCTION - Construct as indicated on the Construction Plans and as follows:
Maintain the barrier as required to construct the project. Relocate barrier during 

construction operations as required. Upon notification, remove the barrier, restore 
the area to its original condition, and suitably dispose of material removed.

MEASUREMENT AND PAYMENT - Linear Foot.

9000 Item Numbers – Unit of Measure

148Lesson 3.4 – 9000 Items
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 9866-0002   Linear Foot   113.000 TEMPORARY DIVERSION BARRIER   M2

 Roadside M Landscaping
M1 Selective Tree Removal, Trimming
M2 Silt Barrier Fence, Gabions, Erosion Control
M3 Seeding and Soil Supplements
N Building Construction and Related Trades
N1 Related Building Trades

 Miscellaneous X Project Preparation and Miscellaneous
Z Maintenance Type Services
ZZ Specialty Item Prequal Exempt

9000 Item Numbers – Work Class Codes

149Lesson 3.4 – 9000 Items

9000 Item Numbers – Non-Standard

150
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Hierarchy of Items

 Items Catalog first

Modified Items

 Project-specific Items

151Lesson 3.4 – 9000 Items

Items Check

● Compare Design Items to Summary Sheet

● Compare Special Provision indicators to 
Summary Sheet

● Verify Item numbers

● Check quantity of 4804 Items

● Lump Sum items require estimate 
breakdown

152Lesson 3.4 – 9000 Items
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3.5 – FUND CODES

153

FOR MORE INFO...

Review Publication 51, Chapter 5, Section F

Fund Codes

● Define categories of work

● Allow information to be reported to 
FHWA

● Determine costs for specific elements 
of project

● Represent specific combination of 
funding

● Link to each Design Item
154Lesson 3.5 – Fund Codes
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Fund Codes – Name Prefix 

155

FUND CODE NAME PREFIX CHART (Pub. 51, Sec. 5.7)

CATEGORY OF WORK PREFIX

Roadway – Federal Funding involved RDWYF_

Roadway – Local Funding RDWYL_

Roadway – 100% State RDWYS_

Structures - Bridge STRB_S-XXXXX

Structures - Culvert STRC_S-XXXXX

Structures - Walls STRW_S-XXXXX

Structures – Tunnels STRT_S-XXXXX

Structures – Signs STRS_S-XXXXX

Utilities UTL_

Construction Engineering CENG_

Trainees TRN_

Mobilization MOB_

Maintenance and Protection of Traffic MPT_

Design-build design activities – excluding quality assurance by 
peer review

DES_

Design-build, quality assurance by peer review DESQA_

Lesson 3.5 – Fund Codes

Fund Codes

156
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 RDWYF_
o Mainline roadway items with federal funding

 RDWYS_
o 100% State funded items on Federal-Aid 

project

o Mainline roadway items with state funding

 RDWYL_
o Work funded by local funds

Fund Codes – Roadway Items

157Lesson 3.5 – Fund Codes

● Each structure requires fund code

● Name prefix identifies type of structure 
and also includes structure number

● Name Prefixes are:
● STRB_ 

● STRC_ 

● STRW_ 

● STRT_

● STRS_

Fund Codes – Structures

158Lesson 3.5 – Fund Codes
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 Name Prefix = UTL_
 Utility “incorporated” work as 

designated on D-419 
 Two-digit code designated based on 

type of utility and % of reimbursement 
for Item

Fund Codes – Utilities

159Lesson 3.5 – Fund Codes

Fund Codes – Utilities

160
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Fund Codes – Utilities

161

● Name Prefix = CENG_
● Percentage of cost can be covered by 

federal funding. 
● Most common items covered by federal 

funding:
o Core Borings
o Inspector’s Field Office and Inspection 

Facilities
o Field Laboratory
o Microcomputer w/ battery backup systems

Fund Codes – Construction Engineering

162Lesson 3.5 – Fund Codes
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● Name Prefix = TRN_
● If trainees required, separate fund code 

required

● Item Numbers 
o Federal projects – 1999-9999 (E) / 3999-9999 (M)

o State projects – 1999-0000 (E) / 3999-0000 (M)

Fund Codes – Trainees

163Lesson 3.5 – Fund Codes

● Name Prefix = MOB_
● Two options:

o Create separate fund code, OR

o Allocate appropriate portion to roadway and 
structure fund codes

Fund Codes – Mobilization

164Lesson 3.5 – Fund Codes
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● Name Prefix = MPT_
● Two options:

o Create separate fund code, 
OR

o Allocate appropriate 
portion to roadway and 
structure fund codes

Fund Codes – Maint./Protection Traffic

165Lesson 3.5 – Fund Codes

● Design-related Items of Design-Build project

● Can use same fund code, except for QA by 
peer review

● DES_ = Design activities (excluding QA by 
peer review)

● DESQA_ = QA elements of project

Fund Codes – Design-Build Design

166Lesson 3.5 – Fund Codes
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Summary

● Why should you use the Master Items 
List?

● How can you identify a non-standard Item 
number?

167Lesson 3 – Design Items

Summary

● What is an Item Number starting with a 
“4” and what does it need?

● With which Item Numbers is it possible to 
change Measurement and Payment?

168Lesson 3 – Design Items
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LESSON 4 – OTHER TOPICS

169

Topics Addressed

 4.1 – DBE/MBE/WBE

 4.2 – Trainees

 4.3 – Project Information

 4.4 – Structures

 4.5 – Project Team

170
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4.1 – DBE / MBE / WBE

171

DBE / MBE / WBE Goal

 Verify goal was approved

 Verify approved goal entered in 
Governing Specification under 
appropriate DSP

172Lesson 4.1 – DBE/MBE/WBE
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DBE/MBE/WBE Worksheet

173Lesson 4.1 – DBE/MBE/WBE

4.2 – TRAINEES

174
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Trainee Worksheet

 Complete for projects with estimate 
over $3 million

 Requires separate fund code

 Link to PDC; not included in Bid 
Package

175Lesson 4.2 – Trainees

Trainee Worksheet

176
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4.3 – PROJECT INFORMATION

177

Project Information Screen

 Project

 Detail Information

 Schedule Information

 Financial Information

Minority Information

178Lesson 4.3 – Proj. Info. Screen
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Project Information Screen

 Project Section

179Lesson 4.3 – Proj. Info. Screen

Project Information Screen

 Detail Information Section

180Lesson 4.3 – Proj. Info. Screen
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Project Information Screen

 Detail Information Section

181Lesson 4.3 – Proj. Info. Screen

Project Information Screen

 Detail Information Section

182Lesson 4.3 – Proj. Info. Screen
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Project Information Screen

 Detail Information Section

183Lesson 4.3 – Proj. Info. Screen

Project Information Screen

 Schedule Information Section

184Lesson 4.3 – Proj. Info. Screen
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Project Information Screen

 Financial Information Section

185Lesson 4.3 – Proj. Info. Screen

Project Information Screen

Minority Information Section

186Lesson 4.3 – Proj. Info. Screen
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4.4 – STRUCTURES

187

Structures Screen

 S-Number
o Match Plans, Design Items, and Special 

Provision 
o On construction drawings not existing 

plans
o Design-Build project S-number may not be 

available until later

188Lesson 4.4 – Structures
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Structure Screen

189Lesson 4.4 – Structures

4.5 – PROJECT TEAM

190
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Project Team

 Design Team
o Add Central Office unit head and reviewer

 FHWA
o Add Area Engineer for Federal Oversight 

projects

 Business Partners
o Add municipality or other third party 

contributor for municipal projects

191Lesson 4.5 – Project Team

Project Team

192
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Summary

● A trainee worksheet is required for 
projects over $___?

● Which ECMS Screen indicates the 
Publication 408 version?

193Lesson 4 – Other Topics

194
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195

196
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LESSON 5 – ATTACHMENTS

197

Topics Addressed

 5.1 – Items to Include

 5.2 – Items to Exclude

FOR MORE INFO...

Review Publication 51, Chapter 4

Publication 51, Exhibit 4D – List of Attachments

198
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What is an Attachment?

 Documents not in other Bid Package 
components
o Relevant to construction and 

administration of work

 Necessary information for contractor

199

5.1 – ITEMS TO INCLUDE

200
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Include – Wages

Wages
o State

o Federal
– Heavy Construction 

Wage Rates

201Lesson 5.1 Items Include

Davis-Bacon Act Provisions

 Federal-aid contracts within right-of-way 
exceeding $2,000

 Not required for projects on local roads 
or rural minor collectors 

 Non-highway construction projects are 
subject to Davis-Bacon and Contract 
Work Hours

202Lesson 5.1 Items Include
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Include – Attachments

 Standard Attachments
o Publication 51, Exhibit 4D – List of 

Attachments

203Lesson 5.1 Items Include

Include – Environmental Permits

 Environmental Permits
o Submission of Bid 

Package certifies that all 
necessary permits have 
been obtained, OR

o No permits are required

204Lesson 5.1 Items Include
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Include – Construction Schedule

 Pre-Bid Construction Schedule
o Several formats

o Shows project completion within 
timeframe

o Review out of season work

o Critical component of construction 
documents

205Lesson 5.1 Items Include

5.2 – ITEMS TO EXCLUDE

206
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Exclude

 D-419

 Estimates

 Confidential Documents

 Correspondence

 Pre-Bid Meeting Minutes

207Lesson 5.2 Items Exclude

Summary

● What is an example of an attachment to a 
Bid Package?

● What is an example of an attachment to 
exclude from a Bid Package?

208Lesson 5 - Attachments
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LESSON 6 – ADDENDA

209

Topics Addressed

 6.1 - General Information

 6.2 - Bidders’ Questions and 
Responses

 6.3 – Addenda Screens

 6.4 – Addenda Components

FOR MORE INFO...

Review Publication 51, Chapter 2

210
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6.1 – GENERAL INFORMATION

211

What is Addenda?

 Change to Bid Package

 Part of contract

 An inconvenience for bidders

 Should be exception, not the rule!

212Lesson 6.1 Addenda Gen. Info.
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General Information

 Result of:
o Lack of, or unclear, information in bid 

package

o Mistakes in quantity computations

o Inconsistencies between Pub. 408 and 
bid package

o Discrepancies between plans & proposal 
report

o Bidders’ questions
213Lesson 6.1 Addenda Gen. Info.

General Information

 Every effort made to reduce / eliminate 
need for addenda

 Prepare and review with original rules

214Lesson 6.1 Addenda Gen. Info.
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General Information

 Approvals
o Same level of approvals required

215Lesson 6.1 Addenda Gen. Info.

General Information

 Timeframes
o Minimally, publish 7 calendar days before 

bid opening

o Execute Rules due 72 hours before bid 
opening

o Within 3 days of Let Date, delay bid 
opening or Let as is

o Allow 3 business days for FHWA approval

216Lesson 6.1 Addenda Gen. Info.
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6.2 – BIDDER’S QUESTIONS & 
RESPONSES

217

Bidder’s Questions & Responses

 ECMS Q & A
o Prior to 11 a.m. Monday before bid 

opening

o No verbal responses

o Answer within 2 business days (1.5 
days before bid opening)

o Brief and clear answers

 Only addenda change Bid Package

218Lesson 6.2 Addenda Q&A
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Bidder’s Questions & Responses

219Lesson 6.2 Addenda Q&A

Bidder’s Questions & Responses

220Lesson 6.2 Addenda Q&A
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6.3 –ADDENDA SCREENS 

221

Addenda Screens

222Lesson 6.3 Addenda Screens
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Addenda Screens

223Lesson 6.3 Addenda Screens

Addenda Screens

224Lesson 6.3 Addenda Screens
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Addenda Screens

225

6.4 –ADDENDA COMPONENTS

226
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Addenda – Plans

Minor revisions noted in Other 
section

Major revisions require new sheet

Whenever possible, follow Plan 
Revision Procedures in DM-1A

 Include note:
“Revised plan sheets will be given to the successful 
bidder at the Pre-Construction conference.”

227Lesson 6.4 Addenda Comp.

Addenda – Special Provisions

 List brief revisions on Special 
Provision block on Addendum 
screen

 Add/delete Items – link Special 
Provisions

 Show revisions in bold

 Obtain approvals

228Lesson 6.4 Addenda Comp.
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Addenda – Special Provisions

229Lesson 6.4 Addenda Comp.

Addenda – Items & Quantities

 List Design Item revisions on both Items 
and Addendum screen

 Add/delete associated Special Provisions

 Avoid small quantity changes that do not 
affect unit cost or project design

230Lesson 6.4 Addenda Comp.
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Addenda – Attachments

FOR MORE INFO...

on wages, refer to Publication 51, Chapter 4
231Lesson 6.4 Addenda Comp.

 Permits

 Pre-bid Schedule

Wages
o Federal: within 10 calendar days of Let

o State: awarded within 120 days of wage 
determination date

 Refer to Attachments in Spec. Prov.

Addenda – Other

Milestone Dates revised, review other 
dates

 Pre-Bid Meeting added, ensure 
adequate time

232Lesson 6.4 Addenda Comp.
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Summary

● How can a bidder clarify the information 
in the Bid Package?

● What is addenda?

233Lesson 6 - Addenda

234
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235

236
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LESSON 7 – SPECIAL 
PROVISIONS

237

 Additions and revisions to Standard 
Specifications covering conditions 
pertaining to an individual project.

What is a Special Provision?

238Lesson 7 – Spec. Prov.
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 Consistency, 
consistency, 
consistency

 Don’t reinvent the 
wheel

Golden Rules

239Lesson 7 – Spec. Prov.

 Publication 408 changes

 Standard Special Provisions

 Project Specific Special Provisions

Classes of Special Provisions

240Lesson 7 – Spec. Prov.
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 Pub. 408 Changes

Standard Special Provisions

241Lesson 7 – Std. Spec. Prov.

Order of Use

242

1. Publication 408 and Changes

2. Standard Special Provisions

3. Project Specific Special Provisions

Lesson 7 – Spec. Prov.
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7.1 – STANDARD SPECIAL 
PROVISIONS

243

Five different indices:

 G – General Provision

 N –

 S –

 I –

 P –

Standard Special Provisions

244Lesson 7.1 – Std. Spec. Prov.
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Standard Special Provisions

245

Five different indices (cont’d):

 G –

 N – Non Pay

 S – Section Related

 I –

 P –

Lesson 7.1 – Std. Spec. Prov.

Standard Special Provisions

246

Five different indices (cont’d):

 G –

 N –

 S –

 I – Item Related

 P – Provisional

Lesson 7.1 – Std. Spec. Prov.
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Standard Special Provisions

247Lesson 7.1 – Std. Spec. Prov.

Standard Special Provisions

248Lesson 7.1 – Std. Spec. Prov.
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Standard Special Provisions

249Lesson 7.1 – Std. Spec. Prov.

 Approved through transmittal process

 Approved by FHWA

 Always use a Central Office Standard 
Special Provision, when applicable

Standard Special Provisions

250Lesson 7.1 – Std. Spec. Prov.
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 Complete with project-specific details
o Example: a00101 – Governing 

Specification (DSPs)

Standard Special Provisions -
Customized

251Lesson 7.1 – Std. Spec. Prov.

Standard Special Provisions

252
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CLASS EXERCISE – DSP 
WORKSHEET

253Lesson 7.1 – Std. Spec. Prov.

Standard Special Provisions

254
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7.2 – PROJECT SPECIFIC
SPECIAL PROVISIONS

255

Project-Specific Special Provisions

256
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● Format
o Follow Publication 408 basic format

o Written in imperative mood, active voice, gender 
neutral

o Correct grammar and punctuation

o Acceptable and fair to both Department and 
Contractor

Project-Specific Special Provisions

FOR MORE INFO...

Review Publication 51, Chapter 1, Section E.3
257Lesson 7.2– Proj. Spc. Std. Spec. Prov.

● Format – 5 C’s
o Clear

o Concise

o Complete

o Correct

o Consistent

Project-Specific Special Provisions

258Lesson 7.2– Proj. Spc. Std. Spec. Prov.
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● Suggested Principles

Project-Specific Special Provisions

259

o Prepare outline

o Each requirement definite and complete

o Avoid conflicting requirements

o Do not give reasons nor suggestions

o Specify standard sizes and approved material

o Avoid repetition

Lesson 7.2– Proj. Spc. Std. Spec. Prov.

● Suggested Principles (cont’d)

Project-Specific Special Provisions

260

o Do not impose harsh / unfair conditions

o Avoid long and cumbersome sentences

o Use complete sentences

o Do not cover more than 1 item, requirement in a 
single paragraph

o Have all specifications reviewed and approved

Lesson 7.2– Proj. Spc. Std. Spec. Prov.
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● Suggested Principles (cont’d)
● Avoid words:

Project-Specific Special Provisions

261

– must

– if required

– if applicable

– should

– shall

– as needed

– reasonable

– in order to

– as per

Lesson 7.2– Proj. Spc. Std. Spec. Prov.

 Technical Review
o Innovative Bidding Techniques

o Deviations from current policy

o Complements contract drawings and 
attachments

o Pays for work described

o No internal conflicts

o Meets state and federal requirements

Project-Specific Special Provisions

262Lesson 7.2– Proj. Spc. Std. Spec. Prov.
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 Technical Review – Description
o Work is sufficiently described

Project-Specific Special Provisions

263Lesson 7.2– Proj. Spc. Std. Spec. Prov.

 Technical Review – Material
o Identify materials needed to complete 

work

Project-Specific Special Provisions

264Lesson 7.2– Proj. Spc. Std. Spec. Prov.
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 Technical Review – Construction
o Reference publications

o Implementation difficulties

o Scheduling difficulties

Project-Specific Special Provisions

265Lesson 7.2– Proj. Spc. Std. Spec. Prov.

 Technical Review – Measurement 
and Payment
o Unit of measure matches Design Item 

unit

o Included / Excluded work descriptions

o Method and timing of payments

o Quantity equals actual estimate 

Project-Specific Special Provisions

266Lesson 7.2– Proj. Spc. Std. Spec. Prov.
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845.4 MEASUREMENT AND PAYMENT— Dollar
The proposal will include an item and a predetermined amount of money for 

Unforeseen Water Pollution Control. The contract item will have a unit of 
measure of Dollar, a unit price of $1.00, and a quantity equal to the 
predetermined amount.

Due to the contingent or unpredictable nature of the work being performed, the 
provisions of Section 110.02(d) are not applicable to this item.

Measured and paid for, under the Unforeseen Water Pollution Control item as 
follows:

(a) Contract Items. The Department will pay for performance of work, identified 
as having similar items listed in the contract, at the contract unit price.

(b) Non-Contract Items. The Department will pay for items of work not 
identified in the contract as follows:

1. Negotiated Price. At price agreed upon with the Department before 
performing the work. If applicable, agreement is also required with FHWA.

2. Force Account Basis. Section 110.03(d)

Project-Specific Special Provisions

267Lesson 7.2– Proj. Spc. Std. Spec. Prov.

 Considerations:
o Conditions

– Cost/Bid Price of an item

– Construction Schedule

o Restrictions
– Implementation difficulties

– Enforceability difficulties

Project-Specific Special Provisions

268Lesson 7.2– Proj. Spc. Std. Spec. Prov.
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 By  Word Title / Header

 By Section Title / Header

 By Item Title / Header

Order of Special Provisions

269Lesson 7.2– Proj. Spc. Std. Spec. Prov.

Special Provision Sorting

270
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Special Provision Sorting

271

Design-Build Special Provisions

272

 Special Bidding

 Design Activities Qualifications and 
Requirements

 Engineering Involvement Restrictions

 Right-of-Way Design and Acquisition 
Services

 Utility Relocation Information

Lesson 7.2– Proj. Spc. Std. Spec. Prov.
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Summary

● What is the purpose of a Special 
Provision?

● What are the classes of a Special 
Provision?

273Lesson 7 – Spec. Prov.

Summary

● What are the 5 indices of Standard 
Special Provisions?

● In what mood and voice are Special 
Provisions written?

274Lesson 7 – Spec. Prov.
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CLASS EXERCISE – SPECIAL 
PROVISIONS

275Lesson 7.1 – Std. Spec. Prov.

276
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LESSON 8 – PROJECT 
DEVELOPMENT CHECKLIST

277

Topics Addressed

 8.1 – Introduction

 8.2 – PDC Categories

 8.3 – Project Condition

 8.4 – Execute Rules

278
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8.1 – INTRODUCTION

279

Introduction

 PDC is organizational tool

Who uses it?
o District Project Manager

o District Contract Management staff

o Central Office Contract Management staff

280Lesson 8.1 PDC Intro.
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281
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Project Development Checklist

282

EDMS ECMS 
PDC

Lesson 8.1 PDC Intro.
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Project Development Checklist

283Lesson 8.1 PDC Intro.

Project Development Checklist

284
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8.2 – PDC CATEGORIES

285

PDC Categories

 Project-Specific Checklist Items

 Reviews

 Contract Award Items

 Local Agreements and Coordination

 Environmental Clearances

 Permits

286Lesson 8.2 PDC Categories
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PDC Categories (cont’d)

 Plans

 Supplemental Plans

 Right of Way

 Survey

 Utilities Clearance

 Utility Engineering

 Construction Items

287Lesson 8.2 PDC Categories

PDC Categories (cont’d)

 Structures and Geotechnical

 Railroad Coordination

 Traffic

 Construction Coordination

Maintenance Items

 Estimates

288Lesson 8.2 PDC Categories
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Project-Specific Items

 Items unique to project
o In reviewing, consider how items are 

used on a project
o Cannot conflict with plans, 

specifications, Special Provisions, or 
Department policy

289Lesson 8.2 PDC Categories

Project Reviews

 All concerns addressed in Bid Package 

 Check reviews were conducted
o Constructability Review
o Engineering and Environmental Scoping Field View
o Design Field View
o Final Design Office Meeting
o Final Plans (Construction) Review
o PS & E Review (Certification List, Pub. 51, Exh. 3B)
o Safety Review
o Value Engineering Review

290Lesson 8.2 PDC Categories
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Contract Award Items

 LLL Form – Disclosure of Lobbying 
Activities

Wages

 Trainee Worksheet

291Lesson 8.2 PDC Categories

Permits / Environmental Clearances

 Permits
o As per Design Manual

o Review permit

 Environmental Clearances
o As per Design Manual

292Lesson 8.2 PDC Categories
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Plans / Supplemental Plans

 Refer to Publication 51
o details on how to submit plans for 

inclusion in EDMS
o instruction on obtaining PennDOT 

Secretary signature

 Plans are included in Bid Package

293Lesson 8.2 PDC Categories

Right-of-Way

 Clearance Certificate

 After 1/1/2011, no conditional clearances

294Lesson 8.2 PDC Categories
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Right-of-Way (cont’d)

 Special Provision

 Plans

 Notice to Proceed Date

295Lesson 8.2 PDC Categories

Utilities Clearance

 Utilities Clearance
o D-419

– Plans Coordination

– Special Provision

– Design Items

– Schedule

– Document

o Utility Agreement

o Private Utilities 

o Utilities for PennDOT-owned utilities 296Lesson 8.2 PDC Categories



149

Utility Engineering

 Utility Clearance Assurance Letter
o Attached through UR-EDMS

– Federal Oversight projects before project 
submitted to FHWA

– PennDOT oversight projects before project 
is Let

297Lesson 8.2 PDC Categories

Construction Items

 Design Exceptions

 D4332 – Pavement Design

 Pre-bid Construction Schedule

 Proprietary Item Approval

Material Retention

 Experimental Item Approval

298Lesson 8.2 PDC Categories
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Construction Items (cont’d)

 Salvage Credit Approval
Warranties
 Pre-bid Meeting Minutes
 Inspector’s Field Office and 

Inspection Facilities
 RULD

299Lesson 8.2 PDC Categories

Structure and Geotechnical

 Structure Policy Letters
o Contractor designed item

o Should be included in Bid Package

o Special Provision

300Lesson 8.2 PDC Categories
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Railroad Coordination

 Plans

 Coordinate with Grade Crossing Unit

 Special Provisions

 Attachments

 Project Information Screen

 Project Development Checklist

301Lesson 8.2 PDC Categories

Traffic Coordination

 Plans

 Special Provisions

 Attachments

 Project Development Checklist

302Lesson 8.2 PDC Categories
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Estimates

 Estimates
o 4232 Approval

– Do not publish a project without 4232 
approval

o Goal
– Estimate within ±10% of low bid

303Lesson 8.2 PDC Categories

8.3 – PROJECT CONDITION

304



153

Project Condition

305Lesson 8.3 PDC Proj. Cond.

8.4 – EXECUTE RULES

306
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Execute Rules

 Powerful tool used during Bid 
Package preparation
o Conditions / requirements met

o Run at various levels

o Advances to next level

307Lesson 8.4 PDC Exec. Rules

Execute Rules – Levels

 Submit Package (or Addendum)

 Publish Package (or Addendum)

 Open Bids

 Award Contract

 Issue NTP

 Finalization

308Lesson 8.4 PDC Exec. Rules
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Execute Rules – Errors

 All errors cleared to advance
o Fix error

o Override error
– Requires Central Office Approval

309Lesson 8.4 PDC Exec. Rules

Execute Rules – Errors

310
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Execute Rules – Warnings

Warnings
o Not necessary to clear to advance

o Flag inconsistencies

o Indicate possible future errors

311Lesson 8.4 PDC Exec. Rules

Execute Rules – Warnings

312Lesson 8.4 PDC Exec. Rules
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Execute Rules – Escalation

 Escalation of Rules
o E/Y:  warning – overrideable error

o E/N:  warning – error not overrideable

313Lesson 8.4 PDC Exec. Rules

Summary

● What is the purpose of the PDC?

● What feature in ECMS checks that all 
conditions and requirements have been 
met for Letting? 

314Lesson 8 - PDC
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315

316
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LESSON 9 – OBSTACLES TO 
LETTING

317

Obstacles to Letting

 DBE / MBE / WBE
o Goal on Bid Package screen must match 

Governing Specification

Municipal / Local
o Executed agreement attached to PDC

o Registered business partner

o Include standard Special Provision

318Lesson 9 Obstacles to Letting
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Obstacles to Letting

Mandatory Pre-Bid
o If checked on Bid Package screen:

– Include pre-bid Special Provision

– Attach list of contractors attending meeting 
to PDC

319Lesson 9 Obstacles to Letting

Obstacles to Letting

Mandatory Pre-Bid

320Lesson 9 Obstacles to Letting
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Obstacles to Letting

 Reciprocal Limitations
o 100% state funded project, include standard 

Special Provision

o Any amount of federal funding, do not use Special 
Provision

o Emergency projects – do not use Special 
Provision if any chance of applying for federal 
funds

 Lobbying
o Attach LLL Form for all federal projects

321Lesson 9 Obstacles to Letting

Obstacles to Letting

 Environmental Clearance

 Right-of-Way
o Verify clearance level

o Verify attachment matches ECMS level

322Lesson 9 Obstacles to Letting
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Obstacles to Letting

Wages
o Federal wages

o State wages

323Lesson 9 Obstacles to Letting

Obstacles to Letting

 Project Description
o No blank spaces

 Railroad
o Include SSP if railroad insurance box 

checked

o Attach completed 4279A Form

324Lesson 9 Obstacles to Letting
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Obstacles to Letting

 Non-Override Errors
o Do not overlook

 Project Conditions
o Placed on project ensuring item will be 

cleared

325Lesson 9 Obstacles to Letting

Summary

● How can federal wages be an obstacle to 
Letting?

● How can the DBE Goal information be an 
obstacle to Letting?

326Lesson 9 Obstacles to Letting
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327

328
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LESSON 10 – EMERGENCY 
& LOCAL PROJECTS

329

10.1 – EMERGENCY PROJECTS

FOR MORE INFO...

330

Review Publication 51, Chapter 6

Review Publication 51, Appendix – Procedure for Declared Emergency

Review Publication 550, Disaster Recovery Manual
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Emergency Projects

 FHWA Declared Emergency
o Follow Publication 550

o Follow Publication 51 Appendix

331Lesson 10.1 Emer. Proj.

Emergency Projects

 FEMA Emergency
o Follow Publication 

550

332Lesson 10.1 Emer. Proj.
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Emergency Projects

 Types of Projects
o Federal ER Funds – Emergency Repair

o Federal ER Funds – Permanent Repair

o Federal Non-ER Funds

o 100% State Funded Projects

333Lesson 10.1 Emer. Proj.

Emergency Projects

 List of Requirements for Proposal/ 
Contract
o Follow Publication 51, Appendix B,  

Procedure for Declared Emergency

334Lesson 10.1 Emer. Proj.
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10.2 – LOCAL PROJECTS

335

Local Projects

 Executed Agreement attached to PDC
 Project Information Screen
 Project Team 
 Standard Special Provisions
 Funding

336Lesson 10.2 Local Proj.
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Local Projects – Agreement

337

Local Projects – Project Information

338Lesson 10.2 Local Proj.
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Local Projects – Project Team

339Lesson 10.2 Local Proj.

Local Projects – Special Provisions

a02701 LOCAL AUTHORITY CONTRACT--DEPARTMENT LET

Department let projects; requires Provision Body specify name of Municipality

a02801 LOCAL AUTHORITY CONTRACT--LOCAL LET

Local let projects

a02901 PAYMENT OF RETAINAGE TO SUBCONTRACTORS

Local match projects when retainage applies 

a02902 LOCALLY SPONSORED PROJECT PAYMENT PROCESS

Locally sponsored projects where Reimbursement Agreement specifies Local Sponsor seeks 
reimbursement from Department to pay contractor 

a02903 LOCALLY SPONSORED PROJECT REIMBURSEMENT PROCESS

Locally sponsored projects where Reimbursement Agreement specifies Local Sponsor pays 
contractor then seeks reimbursement from Department

340Lesson 10.2 Local Proj.
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Local Projects – Funding

341Lesson 10.2 Local Proj.

Local Projects

 If project not in ECMS, verify paper 
copies are included

 Scanned copies located on P drive

 Determine attachments to be used

342Lesson 10.2 Local Proj.
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Summary

● On local projects, what document is 
necessary for PennDOT to open bids?

● Which Special Provision states that 
PennDOT will Let the local project?

343Lesson 10 – Emer./Local Projects

344
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COURSE CONCLUSION

345

Learning Outcomes

 Prepare and review Bid Packages to 
improve biddability

 Use available standard information to 
prepare Bid Packages

 Check completeness and consistency 
of Bid Packages to reduce 
errors/addendum

346
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Topics Addressed – Day 1

1. Bid Package Assembly

2. Plans

3. Design Items

4. Other ECMS Screens

5. Attachments

6. Addenda

347

Topics Addressed – Day 2

7. Special Provisions

8. Project Development Checklist

9. Obstacles to Letting

10. Emergency & Local Projects

348
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Key Points

 Bid Package communicates project 
details and expectations to both 
contractor and Department staff

 Use standards as much as possible

 Attention to detail is crucial

 Bid Package should be accurate, 
complete, consistent and biddable

349

350

THANK YOU!


