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[bookmark: _Toc132801293]Introduction
Project closeout, or archiving, is the process that closes out the financial award for a local public agency highway project. Supporting documentation must be securely filed and available upon request for audits or reviews by Federal Highway Administration (FHWA) or other government officials. In addition, documents must be retained according to the requirements of the State of Alaska’s Records Retention and Disposition Schedule No. 25-539 for the Alaska Department of Transportation & Public Facilities (DOT&PF), Statewide Design & Engineering Services Division. These documents ensure all required documents are retained, and the records support the overseeing agency’s decision to accept a project. Detailed, accurate, and complete documentation of critical files must retained for closeout throughout the life of the project. 
This guide describes the Highway Design portion of the project closeout process for the DOT&PF Central Region roadway projects and formalizes the process to promote efficient data transfer within the department and between local, state, and federal agencies, consultants, and the public. This process will be used for all roadway projects regardless of funding source. The DOT&PF reserves the right to reject and require correction of any deliverables that do not meet requirements outlined herein.
The content of this guide is intended to be neither static nor all-inclusive.  Updating this guide is an ongoing process and revisions will be made periodically.  Please consult the FTP site or the internal HighwayDesignMasters folder on the LIB drive prior to beginning the closeout process to ensure that you are using the most current version. 
Questions, comments, and recommendations are always welcome and may be addressed to:
Chris Post, P.E.
Program Development and Standards Manager	
Central Region – Highway Design	 
Phone: (907) 269-7885	 
Email: chris.post@alaska.gov  

Contact the department’s Design Project Manager, or their designated staff, (hereafter PM) to request clarifications on this guide or to receive approval to deviate from it.
[bookmark: _Toc132801294]Intended Use
This guide is intended to provide uniform procedures and standards for organizations for data transfer to the DOT&PF. This process should be done concurrently as the design progresses – this will lessen the effort required to complete the closeout process.  Final project closeout will occur after project bid opening award to ensure all addenda and conformed copies are included.  
The department’s PM will have final responsibility that all deliverables have been received and is responsible for delivering files as directed in this document.  
[bookmark: _Toc131682889][bookmark: _Toc132801295]Quality Control 
High quality is essential for preserving project knowledge for future needs. For in-house projects, the PM is responsible for the quality control of all documentation. For consultant designed projects, the consultant PM is responsible for quality control. The department will check submissions to verify compliance with this guide and reserves the right to reject and require correction of any deliverables that do not meet requirements outlined herein.
[bookmark: _Toc132801297][bookmark: _Toc61618541]Personally Identifiable Information (PII)
No personally identifiable information (PII) should be collected or included in the Project Closeout Document. "Personal information" is defined to include information on an individual, that is not encrypted, that consists of the individual's name and one or more of several other pieces of information, including a social security number, driver's license number, account number, password, or other access codes (AS 45.48.010).

SECTION 1 - INTRODUCTION

[bookmark: _Toc132801298]Transfer to Construction
After the project’s bid opening, a Transfer to Construction Memo will be completed.  This document contains the pertinent project information to share with Construction and contains the following sections:
· Project Description (Number, ATP End Date, Background)
· Key Personnel
· Professional Service Agreements (PSA)
· Financial
· Reporting Information
· Utilities
· Right-of-Way (ROW)
· Environmental
· Public Involvement
· Unique Features
· Attachments
· Other documents available but not transmitted
This memo is started by the PM however they may request the consultant to fill out portions of the memo. 
To facilitate project knowledge transfer, Design should work with Construction to set up a meeting to discuss the main points contained within the memo once drafted.  After the meeting, Design will finalize the memo and distribute. 
Use the Transfer to Construction Memo template, with instructions, located here:  L:\HighwayDesignMasters\SubmittalForms\Transfer to Construction.  
SECTION 2 – TRANSFER TO CONSTRUCTION

[bookmark: _Toc71181366][bookmark: _Toc71181426][bookmark: _Toc71193963][bookmark: _Toc71611721][bookmark: _Toc71611780][bookmark: _Toc72490156][bookmark: _Toc79755830][bookmark: _Toc132779622][bookmark: _Toc132779753][bookmark: _Toc132801302][bookmark: _Toc443647241][bookmark: _Toc443647242][bookmark: _Toc443647243][bookmark: _Toc443647244][bookmark: _Toc443647245][bookmark: _Toc443647246][bookmark: _Toc443647247][bookmark: _Toc443647248][bookmark: _Toc443647249][bookmark: _Toc443647250][bookmark: _Toc443647251][bookmark: _Toc443647252][bookmark: _Toc443647253][bookmark: _Toc443647254][bookmark: _Toc443647255][bookmark: _Toc443647256][bookmark: _Toc443647257][bookmark: _Toc443647258][bookmark: _Toc443647259][bookmark: _Toc443647260][bookmark: _Toc443647261][bookmark: _Toc443647262][bookmark: _Toc443647263][bookmark: _Toc443647264][bookmark: _Toc443647266][bookmark: _Toc443647267][bookmark: _Toc443647268][bookmark: _Toc443647269][bookmark: _Toc443647270][bookmark: _Toc443647271][bookmark: _Toc443647272][bookmark: _Toc443647273][bookmark: _Toc443647274][bookmark: _Toc443647275][bookmark: _Toc443647276][bookmark: _Toc443647277][bookmark: _Toc132779634][bookmark: _Toc132779765][bookmark: _Toc132801314][bookmark: _Toc27030949][bookmark: _Toc27031004][bookmark: _Toc27031059][bookmark: _Toc27034019][bookmark: _Toc27034074][bookmark: _Toc71177327][bookmark: _Toc71177382][bookmark: _Toc71181375][bookmark: _Toc71181435][bookmark: _Toc71193972][bookmark: _Toc71611730][bookmark: _Toc71611789][bookmark: _Toc72490165][bookmark: _Toc27030950][bookmark: _Toc27031005][bookmark: _Toc27031060][bookmark: _Toc27034020][bookmark: _Toc27034075][bookmark: _Toc71177328][bookmark: _Toc71177383][bookmark: _Toc71181376][bookmark: _Toc71181436][bookmark: _Toc71193973][bookmark: _Toc71611731][bookmark: _Toc71611790][bookmark: _Toc72490166][bookmark: _Toc27030951][bookmark: _Toc27031006][bookmark: _Toc27031061][bookmark: _Toc27034021][bookmark: _Toc27034076][bookmark: _Toc71177329][bookmark: _Toc71177384][bookmark: _Toc71181377][bookmark: _Toc71181437][bookmark: _Toc71193974][bookmark: _Toc71611732][bookmark: _Toc71611791][bookmark: _Toc72490167][bookmark: _Toc27030952][bookmark: _Toc27031007][bookmark: _Toc27031062][bookmark: _Toc27034022][bookmark: _Toc27034077][bookmark: _Toc71177330][bookmark: _Toc71177385][bookmark: _Toc71181378][bookmark: _Toc71181438][bookmark: _Toc71193975][bookmark: _Toc71611733][bookmark: _Toc71611792][bookmark: _Toc72490168][bookmark: _Toc27030953][bookmark: _Toc27031008][bookmark: _Toc27031063][bookmark: _Toc27034023][bookmark: _Toc27034078][bookmark: _Toc71177331][bookmark: _Toc71177386][bookmark: _Toc71181379][bookmark: _Toc71181439][bookmark: _Toc71193976][bookmark: _Toc71611734][bookmark: _Toc71611793][bookmark: _Toc72490169][bookmark: _Toc27030954][bookmark: _Toc27031009][bookmark: _Toc27031064][bookmark: _Toc27034024][bookmark: _Toc27034079][bookmark: _Toc71177332][bookmark: _Toc71177387][bookmark: _Toc71181380][bookmark: _Toc71181440][bookmark: _Toc71193977][bookmark: _Toc71611735][bookmark: _Toc71611794][bookmark: _Toc72490170][bookmark: _Toc132779679][bookmark: _Toc132779810][bookmark: _Toc132801359][bookmark: _Toc27030962][bookmark: _Toc27031017][bookmark: _Toc27031072][bookmark: _Toc27034032][bookmark: _Toc27034087][bookmark: _Toc71177340][bookmark: _Toc71177395][bookmark: _Toc71181388][bookmark: _Toc71181448][bookmark: _Toc71193985][bookmark: _Toc71611743][bookmark: _Toc71611802][bookmark: _Toc72490178][bookmark: _Toc27030963][bookmark: _Toc27031018][bookmark: _Toc27031073][bookmark: _Toc27034033][bookmark: _Toc27034088][bookmark: _Toc71177341][bookmark: _Toc71177396][bookmark: _Toc71181389][bookmark: _Toc71181449][bookmark: _Toc71193986][bookmark: _Toc71611744][bookmark: _Toc71611803][bookmark: _Toc72490179][bookmark: _Toc27030964][bookmark: _Toc27031019][bookmark: _Toc27031074][bookmark: _Toc27034034][bookmark: _Toc27034089][bookmark: _Toc71177342][bookmark: _Toc71177397][bookmark: _Toc71181390][bookmark: _Toc71181450][bookmark: _Toc71193987][bookmark: _Toc71611745][bookmark: _Toc71611804][bookmark: _Toc72490180][bookmark: _Toc27030965][bookmark: _Toc27031020][bookmark: _Toc27031075][bookmark: _Toc27034035][bookmark: _Toc27034090][bookmark: _Toc71177343][bookmark: _Toc71177398][bookmark: _Toc71181391][bookmark: _Toc71181451][bookmark: _Toc71193988][bookmark: _Toc71611746][bookmark: _Toc71611805][bookmark: _Toc72490181][bookmark: _Toc27030966][bookmark: _Toc27031021][bookmark: _Toc27031076][bookmark: _Toc27034036][bookmark: _Toc27034091][bookmark: _Toc71177344][bookmark: _Toc71177399][bookmark: _Toc71181392][bookmark: _Toc71181452][bookmark: _Toc71193989][bookmark: _Toc71611747][bookmark: _Toc71611806][bookmark: _Toc72490182][bookmark: _Toc27030967][bookmark: _Toc27031022][bookmark: _Toc27031077][bookmark: _Toc27034037][bookmark: _Toc27034092][bookmark: _Toc71177345][bookmark: _Toc71177400][bookmark: _Toc71181393][bookmark: _Toc71181453][bookmark: _Toc71193990][bookmark: _Toc71611748][bookmark: _Toc71611807][bookmark: _Toc72490183][bookmark: _Toc27030968][bookmark: _Toc27031023][bookmark: _Toc27031078][bookmark: _Toc27034038][bookmark: _Toc27034093][bookmark: _Toc71177346][bookmark: _Toc71177401][bookmark: _Toc71181394][bookmark: _Toc71181454][bookmark: _Toc71193991][bookmark: _Toc71611749][bookmark: _Toc71611808][bookmark: _Toc72490184][bookmark: _Toc27030969][bookmark: _Toc27031024][bookmark: _Toc27031079][bookmark: _Toc27034039][bookmark: _Toc27034094][bookmark: _Toc71177347][bookmark: _Toc71177402][bookmark: _Toc71181395][bookmark: _Toc71181455][bookmark: _Toc71193992][bookmark: _Toc71611750][bookmark: _Toc71611809][bookmark: _Toc72490185][bookmark: _Toc27030970][bookmark: _Toc27031025][bookmark: _Toc27031080][bookmark: _Toc27034040][bookmark: _Toc27034095][bookmark: _Toc71177348][bookmark: _Toc71177403][bookmark: _Toc71181396][bookmark: _Toc71181456][bookmark: _Toc71193993][bookmark: _Toc71611751][bookmark: _Toc71611810][bookmark: _Toc72490186][bookmark: _Toc27030971][bookmark: _Toc27031026][bookmark: _Toc27031081][bookmark: _Toc27034041][bookmark: _Toc27034096][bookmark: _Toc71177349][bookmark: _Toc71177404][bookmark: _Toc71181397][bookmark: _Toc71181457][bookmark: _Toc71193994][bookmark: _Toc71611752][bookmark: _Toc71611811][bookmark: _Toc72490187][bookmark: _Toc27030972][bookmark: _Toc27031027][bookmark: _Toc27031082][bookmark: _Toc27034042][bookmark: _Toc27034097][bookmark: _Toc71177350][bookmark: _Toc71177405][bookmark: _Toc71181398][bookmark: _Toc71181458][bookmark: _Toc71193995][bookmark: _Toc71611753][bookmark: _Toc71611812][bookmark: _Toc72490188][bookmark: _Toc27030973][bookmark: _Toc27031028][bookmark: _Toc27031083][bookmark: _Toc27034043][bookmark: _Toc27034098][bookmark: _Toc71177351][bookmark: _Toc71177406][bookmark: _Toc71181399][bookmark: _Toc71181459][bookmark: _Toc71193996][bookmark: _Toc71611754][bookmark: _Toc71611813][bookmark: _Toc72490189][bookmark: _Toc27030974][bookmark: _Toc27031029][bookmark: _Toc27031084][bookmark: _Toc27034044][bookmark: _Toc27034099][bookmark: _Toc71177352][bookmark: _Toc71177407][bookmark: _Toc71181400][bookmark: _Toc71181460][bookmark: _Toc71193997][bookmark: _Toc71611755][bookmark: _Toc71611814][bookmark: _Toc72490190][bookmark: _Toc27030975][bookmark: _Toc27031030][bookmark: _Toc27031085][bookmark: _Toc27034045][bookmark: _Toc27034100][bookmark: _Toc71177353][bookmark: _Toc71177408][bookmark: _Toc71181401][bookmark: _Toc71181461][bookmark: _Toc71193998][bookmark: _Toc71611756][bookmark: _Toc71611815][bookmark: _Toc72490191][bookmark: _Toc27030976][bookmark: _Toc27031031][bookmark: _Toc27031086][bookmark: _Toc27034046][bookmark: _Toc27034101][bookmark: _Toc71177354][bookmark: _Toc71177409][bookmark: _Toc71181402][bookmark: _Toc71181462][bookmark: _Toc71193999][bookmark: _Toc71611757][bookmark: _Toc71611816][bookmark: _Toc72490192][bookmark: _Toc27030977][bookmark: _Toc27031032][bookmark: _Toc27031087][bookmark: _Toc27034047][bookmark: _Toc27034102][bookmark: _Toc71177355][bookmark: _Toc71177410][bookmark: _Toc71181403][bookmark: _Toc71181463][bookmark: _Toc71194000][bookmark: _Toc71611758][bookmark: _Toc71611817][bookmark: _Toc72490193][bookmark: _Toc27030978][bookmark: _Toc27031033][bookmark: _Toc27031088][bookmark: _Toc27034048][bookmark: _Toc27034103][bookmark: _Toc71177356][bookmark: _Toc71177411][bookmark: _Toc71181404][bookmark: _Toc71181464][bookmark: _Toc71194001][bookmark: _Toc71611759][bookmark: _Toc71611818][bookmark: _Toc72490194][bookmark: _Toc27030979][bookmark: _Toc27031034][bookmark: _Toc27031089][bookmark: _Toc27034049][bookmark: _Toc27034104][bookmark: _Toc71177357][bookmark: _Toc71177412][bookmark: _Toc71181405][bookmark: _Toc71181465][bookmark: _Toc71194002][bookmark: _Toc71611760][bookmark: _Toc71611819][bookmark: _Toc72490195][bookmark: _Toc79755869][bookmark: _Toc132779701][bookmark: _Toc132779832][bookmark: _Toc132801381][bookmark: _Toc443647288][bookmark: _Toc443647289][bookmark: _Toc443647290][bookmark: _Toc443647291][bookmark: _Toc443647292][bookmark: _Toc443647293][bookmark: _Toc443647294][bookmark: _Toc443647295][bookmark: _Toc443647296][bookmark: _Toc443647297][bookmark: _Toc443647298][bookmark: _Toc443647299][bookmark: _Toc443647300][bookmark: _Toc443647301][bookmark: _Toc443647302][bookmark: _Toc443647303][bookmark: _Toc132801384]Project Documentation
This section describes the project closeout deliverables for a typical roadway project. This applies to all projects unless otherwise stated. Project documents will be stored digitally with hardcopies required as noted in Section 3.3.  
Project closeout shall occur immediately after the project’s bid opening.  This ensures that any addenda are included, and funds are available to complete this work.  
There are four major tasks to be completed: 
1. CAD Files Submission, 
2. Project Closeout Document Submission, 
3. Standalone Project Documents Submission,
4. Project Folder Cleanup   
Tasks 1-3 will be delivered to the Highways Standard Manager*, through the PM, using a flash drive or similar storage device.  Task 4 is the PM’s responsibility. Digital files will be stored in the Archive folder on the LIB drive and the department’s approved electronic document storage site.   
 *The exception is the functional drawings should be placed in the project files by the PM.  
[bookmark: _Toc132801385]CAD Files 
The information presented in this guide assumes that the user has a solid understanding of the department’s project development process and common commands and features of Autodesk Civil 3D. Deliverables should be readable by Autodesk Civil 3D. Check with the PM for the appropriate release version. 
· CAD files should be:
· In compliance with the Central Region CAD Standards & Drafting Guide
· Drawings shall be audited and purged of excess information prior to final submittal
· All superfluous styles should be purged, and subsequent layers purged from the drawing
· Drawings shall have excess line work and notes deleted
· Drawings shall be zoomed out to display entire sheet or model
· All necessary files shall be included with the CAD file, including, but not limited to, xrefs, fonts, hatch, line types, plot styles, and excel files (for Autocad tables)
Note: The department reserves the right to specify explicit versions of the Autodesk Civil 3D to use. The file specifications are based on the need to have complete file compatibility across different functional groups as they use CAD files. This facilitates use of automated software, consistent as-built procedures, and organized practices to maximize efficiency within the department.
[bookmark: _Toc132801386]Intermediate Project Records 
The department reserves the right to request preliminary electronic deliverables for compliance with department standards.  Intermediate archiving of digital AutoCAD files should be done with the submittal of each design review (i.e., Local, Plans-In-Hand, PS&E, Certification, and As-Advertised). This process will ensure a “snapshot” of the project is taken at each design milestone and is documented sufficiently.   This must also be completed with any major change in the scope of the project.   
Deliver a copy as described above under Section 3.1 CAD Files when requested by the PM.  Use “eTransmit” to submit CAD files of the drawings.  Select “Keep files and folders as is” for the Path options in eTransmit and submit the eTransmit Report that is generated at the time of publishing.  
Note: Intermediate project archiving should not be included with the final deliverables.
[bookmark: _Toc132801387]Final Design CAD Files
CAD files should be delivered in two different folders, “Functional Drawings” and “Planset Drawings”. 
Functional Drawings
Functional drawings include all files located within the Civ3D folder. This folder should be cleaned of all old or superseded files.  For consultant designed projects, e-transmit these files and place them on the Project Closeout flash drive.  For in-house designs, the Civ3D folder will remain within the project folder and do not need to be transferred.   
The intent for these drawings is a starting point for a future project. External references should not be bound and data references should not be promoted. Below is one way to organize the files as an example.
· ACAD (Source Drawing) Folder: This folder will contain all source drawings with Civil 3D objects such as alignments, profiles, surfaces, pipe networks, and corridors. 
· Planset Folder: All drawing in the planset should be contained in this folder. All plan set drawings will follow the naming convention. 
· Miscellaneous or Working Folder: All drawings for backup should be contained in this folder (i.e. quantity calculations, environmental area calculations, etc.) 
· Figures and Exhibits Folder: All drawings used for the creation of figures should be organized and labeled appropriately. 
All data source objects and images are to be provided upon project completion. These include SHP, SPF, Raster and database files.
These drawing files are to be placed within the project folder on the HYD drive.  It is the PM’s responsibility to place these files.
Planset Drawings
These drawings should only be the plan sheets of the as-awarded set (as-advertised + addenda) and will be used for as-built purposes. All data references should be promoted and related dependent files such as xrefs, font files, linetypes, CTB files, images, data source files, hatch patterns, and Excel files for AutoCAD tables should be included. This will create a complete package of planset drawing files.

[bookmark: _Toc132801388]Project Closeout Document 
The Project Closeout Document is an all-inclusive repository for project development files.  The purpose is to document design decisions made during the project’s design and meet the department’s Records Retention and Disposition Schedule No. 25-539.  This file may be used to inform future engineers why certain design features were used.  It may also help inform adjacent projects, used for an audit, or protect the State during a legal action.  
The final deliverable will be a PDF document that’s searchable and bookmarked.  A template is provided in Appendix B including the typical sections that may be used for the PDF bookmarks.  Adjust the template as needed to meet the project filing needs.  Central Region has created an Instructional Guide on how to create a Project Closeout Document.   An example is also available to illustrate the final deliverable.  These documents can be found in the Project Closeout Folder. 
Use the following naming convention:
[bookmark: _Hlk131570944]	<IRIS Program #> <Project Title> {Vol #} Archive.pdf
[bookmark: _Hlk131570966]	Example: CFHWY00381 AMATS Airport Heights Debarr to Glenn Hwy PP Archive.pdf
In some cases, it may be advantageous to create multiple PDF files.  An example of this is a consultant designed project where the consultant provides their files, and the PM creates their own file.  It is recommended these two files be incorporated into one document.  However, in certain cases this may not be practicable.  In those cases, the two PDFs should be listed as Vol 1 and Vol 2.  It’s recommended on the index a notation is included to alert the viewer what is included in the volumes – see the example in the Project Closeout Folder.  
Design Projects with Phased Construction (Parent/Child Projects)
For design projects with phased construction (parent/child projects), most of the design documents will be included with the final construction project’s Project Closeout Document.  For prior construction phases, include the specific design files for that construction project.  This will result in a much smaller closeout document.  To aid in future research, add the statement ‘Design was done under <Parent Project Name> < Federal Number/IRIS Program Number >’ as part of the document’s index.
Generally, the final construction project will use the design (parent) program number.  This helps both Federal and State staff in closing out the parent project.  However, when this does not occur, add the last construction project’s name and number to the index sheet.
Multiple Projects Advertised Together
For projects advertised together but designed separately, an individual Project Closeout Document for each project is required.  These documents will be stored together.  

The following is a generalized breakdown of the categories within the Project Closeout Document. 
[bookmark: _Toc131682897][bookmark: _Toc132801389]Reports
A copy of all final reports associated with the project should be included. If a document is included as part of another document, i.e., Geotechnical Recommendations are an appendix to the DSR, then these files do not need to be included as a separate document.  
These may include:
· Design Study Report
· Preliminary Engineering Report
· Geotechnical Report 
· 3R Analysis 
· Traffic Study Report 
· ADA Transition Memo 
· Geotechnical Recommendations
· Trip Reports 
· Value Engineering Study 
This should be a complete package. All final reports should be included so other functional groups are not relied upon for finding documentation. 
See Section 3.3 on submittal requirements for standalone documents.
Note: Use engineering judgment and error on the side of caution. 
[bookmark: _Toc132801390]Design Direction, Meeting Documentation & Correspondence Log
Correspondence consists of records that document communications created/received by an agency that directly relate to program or administrative functions. Correspondence should be well organized and logged. 
Note: Not all correspondence needs to be included. Correspondence regarding a final design decision or a change in direction needs to be included. Use engineering judgment and error on the side of caution.
[bookmark: _Toc132801391]Public Involvement 
The public involvement effort should be well documented throughout the project. All public involvement related correspondence should be well organized by date and all responses should be logged. For each public meeting, all the provided documents should be included in the project files. Copies of each meeting debrief should accompany the meeting information. 
Note: This should be a dynamic document and should be a continuous process throughout the project life. Follow through and documentation of the public involvement process is imperative to the success of a project. Furthermore, if your project has a “project specific” website that is not established and maintained on the DOT&PF main domain (not recommended), reduce the project website to a graphic showing the as-advertised project (from the last open house should be good), a link to navigator (for construction status updates), and contact info for the Construction PM. Work with your PI consultant to completely shut down the site as soon after advertising as you can. 
[bookmark: _Toc132801392]Project Management
This task will be completed by DOT&PF staff and is the responsibility of the PM. 
Financial documents will be stored and archived by the Project Control section.  However, the following should be included in the design’s project files:
· Scope, Schedule, and Budget 
· Project Management Plan
· Time Extension Letters
· Signed Certification Form
[bookmark: _Toc132801393]Professional Service Agreements
This task will be completed by DOT&PF staff and is the responsibility of the PM. 
Signed contract documents (PSA, RONS, etc.) and billings will be stored by the Contracts and Finance sections, respectively and will be archived by those sections.  This section will only include files not included by other sections.
[bookmark: _Toc132801394]Adjudicated Design Review Comments
Include the adjudicated design review (i.e. Local, Plans-In-Hand, PS&E) comments.  
Note: The responses to the comments should in the past tense and be the same copies that were submitted with the subsequent review.  Adjudicated comments are used to document reviews were held in accordance with Highway Preconstruction Manual.  There is no need to include the entire review package as part of the closeout document. 
[bookmark: _Toc132801395]Final Engineer’s Estimate & Computations
The final engineer’s estimate should be included – including any changes made by addenda. Include the computations used to determine quantities organized by item number. Calculations and assumptions should be shown for each item. 
[bookmark: _Toc132801396]Final PS&E Package
The blue-ink, signed original half-size prints of the project will be stored in Contracts. Include a copy of the As-Awarded package (includes all addenda) – this document can be obtained from Graphics.  Submit a standalone package according to Section 3.3.
[bookmark: _Toc132801397]Miscellaneous Project Information 
Any other information developed by the project deemed important should be included. 

[bookmark: _Toc131682907][bookmark: _Toc131682908][bookmark: _Toc131682909][bookmark: _Toc131682910][bookmark: _Toc131682911][bookmark: _Toc131682912][bookmark: _Toc131682913][bookmark: _Toc131682914][bookmark: _Toc131682915][bookmark: _Toc131682916][bookmark: _Toc131682917][bookmark: _Toc131682918][bookmark: _Toc131682919][bookmark: _Toc131682920][bookmark: _Toc131682921][bookmark: _Toc131682922][bookmark: _Toc131682923][bookmark: _Toc131682924][bookmark: _Toc131682925][bookmark: _Toc131682926][bookmark: _Toc131682927][bookmark: _Toc131682928][bookmark: _Toc131682929][bookmark: _Toc131682930][bookmark: _Toc131682931][bookmark: _Toc131682932][bookmark: _Toc131682933][bookmark: _Toc131682934][bookmark: _Toc131682935][bookmark: _Toc131682936][bookmark: _Toc131682937][bookmark: _Toc132801404]Standalone Documents
Standalone documents are files that are used more often than other closeout documents and need to be easily accessed.  Therefore, in addition to being included in the Project Closeout Document, a separate copy will be submitted in the requested format.  
Listed below are some of the more common documents.  
Preliminary Engineering Report (PER) or Reconnaissance Engineering Study (RES)
Submit a digital copy, if the PER/RES is not included as an appendix in the Design Study Report, using the naming convention:
<IRIS Program #> <Project Title> PER (or RES).pdf  
Example: CFHWY00359 Dowling Rd-Seward Hwy Interchange Recon PER.pdf  
[bookmark: _Hlk131504163]Deliver the digital copy to the Standards Manager.  
Design Study Report (DSR)
Submit the final DSR using the naming convention:
	<IRIS Program #> <Project Title> DSR.pdf  
Example: CFHWY00593 HSIP HFST Removal in Select Locations DSR.pdf  
[bookmark: _Hlk131504490]Deliver the digital copy and original, bound document to the Standards Manager.  Ensure the digital copy and bound document include any follow-on design memos and final documents (i.e., final geotechnical recommendations & report, environmental document with re-evaluations, etc.)
As-Awarded Package
Submit a digital copy of the As-Awarded package (as-advertised plans + specifications + addenda).  These can be obtained from the Graphics (as-awarded/conformed set – preferred document) or pulled from the Bid Express website. Use the naming convention:
<IRIS Program #> Plans (or Project Manual or Addendum No. #).pdf
Example: CFHWY00593 Plans.pdf  
	   CFHWY00593 Project Manual.pdf  
Deliver the digital copy to the Standards Manager.  
Specifications
Submit a digital copy of the final specifications, including addenda, in Word format with all track changes accepted. Use the naming convention set forth in the Specifications Project Provisions Guide:  
<IRIS Program #>-BID-<mmddyy>.docx [mmddyy = AASHTOWare letting date]
	Example: CFHWY00593-BID-101620.docx
Deliver the digital copy to the Specifications Engineer and Standards Manager.
ADA Transition Memo
Submit a digital copy of the ADA Transition Memo using the following naming convention: 
<IRIS Program #> ADA Transition Memo.pdf
Example: CFHWY00237 ADA Transition Memo.pdf  
Distribute a copy following the ADA Transition Memo distribution list including the Civil Rights Office, ADA Coordinator and Standards Manager.  
Value Engineering (VE) Study
Submit a digital copy of the VE Study using the naming convention:
<IRIS Program #> <Project Name> VE.pdf
Example: Z524620000 Knik-Goose Bay Rd Recon VE.pdf  
Verify the VE Study was sent to the Value Engineering Coordinator.  Per P&P 05.01.030 this should have occurred within 15 days of the analysis completion.  
Deliver the digital copy to the VE Engineering Coordinator as noted above and to the Standards Manager at project closeout.
Agreements with Local Agencies 
Submit a digital copy of agreements made with local agencies like Memorandum of Agreement/Understanding (MOA/MOU) or Transfer of Responsibilities (TORA).  Use the naming convention:
<IRIS Program #> <Project Title> MOA (MOU or TORA).pdf  
Example: Z557300000 36th Ave Arctic Blvd to C St TORA.pdf  
Other Reports
Provide a digital copy of other reports deemed significant to the project development and deliver to the Highways Standards Manager via the PM. At a minimum, any document that is signed and sealed should be included using the naming convention:
<IRIS Program #> <Project Title> <Short Abbreviation of Report Type>.pdf  
Example: Z524770000 Homer East End Rd MP 3.75 to 12.2 H&H.pdf  

[bookmark: _Toc132801416]Project Folder
For in-house projects, digital project files will be kept in the project folder located on the HYD drive. Files should be logically organized and follow the accepted folder structure at the time the project was started.  
After project bid opening, staff will clean up the active project folder.  This includes deleting temporary working files and draft documents (unless they may be used in the future, example: Additive Alternates that were not bid).  Once completed, the project folder will be moved to the “_Archive” folder in the “Projects” folder on the HYD drive.
For consultant designed project in addition of what’s stated above, the consultant will provide digital project documents to the PM after project bid opening. The PM will add these files to the project folder prior to placing the folder into the “_Archive” folder. It is the responsibility of the PM and their staff to remove any duplicate documents prior to moving the folder.  Consultants consult with the PM on what deliverables are applicable, and whether a second submittal will be expected for Design Support During Construction after construction is complete.  Provide all support documentation associated with work described in your Statement of Services.  

SECTION 3 – PROJECT DOCUMENTATION
SECTION 1. [bookmark: _Toc61618561]
[bookmark: _Toc132801420]Project Management and Contract Closeout 
The project management and contract documents will be stored on file with Project Control and Contracts sections, respectively.  However, digital copies should be archived in the project folder for ease of auditing purposes.  The following should be included:
· PDAs
· Scope, Schedule, and Budget 
· Project Management Plan
· Signed Project Certification Form
· Time Extension Letters
· Reimbursable Agreements
· MOA/MOU/TORA
For Consultant projects, include all documents required for in-house projects and copies of the following documents: 
· PSA (including all Amendments)
· Offer/Acceptance Letters
· RONs
· NTPs
· Billings 
· Progress Reports
This task will be completed by DOT&PF staff and be the responsibility of the PM.  

SECTION 4 – PROJECT MANAGEMENT AND CONTRACT CLOSEOUT

[bookmark: _Toc132801421]Digital Document Storage
Digital files will be stored in the Archive folder on the LIB drive.  
The following files will be required to be uploaded to eDocs or similar electronic document repository:
· Final DSR
· Conformed Plans (after award – done by Graphics)
· Conformed Specifications (after award – done by Graphics)
· Final As-Builts (done by Graphics)
Ensure the PDF file has been optimized and optical character recognition (OCR) has been enabled.  The DSR location (latitude and longitude) will be the same as the values included on the A1 sheet when uploaded.  The DSR shall be verified by the PM and checked using Google Earth or similar geospatial tool.  




construction documentation
During the construction of a project, it may be necessary to replace and/or add sealed sheets to the contract documents.  These changes should be included within the Construction Project Closeout Document.  However to ensure these documents are properly archived, provide a digital copy to the Standards Manager and deliver the wet-signature documents to the Highway Review Engineer.  




SECTION 5 – DIGITAL DOCUMENT STORAGE

SECTION 6 – CONSTRUCTION DOCUMENTATION


[bookmark: _Toc132801422]Appendix A: 

Project Submittal Form


[bookmark: _Hlk134603739]PROJECT FILES CHECKLIST	Comment by Post, Christopher L (DOT): This sheet is not to be included in the Project Closeout Document – submit this as a separate file to the Standards Manager.
For
Project Name
Project No.: Federal/State
Date: July 19, 2023
The following items have been completed for project closeout:
|_|	Project folder has been cleaned and moved to “_Archive” folder on the HYD Project folder including the CAD Functional Drawings

|_|	Original Reports (hardcopies) have been given to Standards Manager
· Preliminary/Reconnaissance Engineering Report  
· Design Study Report (with all final revisions included)

|_|	Digital files given to Highways Standards Manager
· Project Closeout Document
· CAD Functional Drawings*
· CAD Planset Drawings   
· Specifications (in Word & sent to Specification Engineer) 
· Design Study Report (in PDF – with all final revisions included)
· As-Awarded Plans & Specifications (in PDF)
· Value Engineering Study (and sent to Value Engineering Coordinator as noted in Section 3.3.1.6)
· ADA Transition Memo (and sent to ADA Coordinator)
· Agreements with Local Agencies
· Other Reports 
*If submitted together with CAD Planset Drawings.  CAD Functional drawings should be archived within the project’s Civ3D folder by Project Manager.

Completed by:	Comment by Post, Christopher L (DOT): The intent is for this to be a submittal checklist for DOT&PF Staff to sign-off.  Staff are only verifying the appropriate documents have been submitted as per this guide.  It’s not meant to be a certification that all files have been included – we're relying on staff to have included everything pertinent to project development.  

Recommend this be done the E I or above level.  It is acceptable to delegate the work to junior staff but a final check and approval should be done by the Project Engineer or higher level.
______________________________
Signature & Date
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[bookmark: _Toc132801423]Appendix B: 

Project File Index & Dividers Sample

Edit the appendix per project requirements. 


PROJECT FILES INDEX
For
Project Name
Project No.: Federal/State
Date: July 19, 2023
Modify the list below to reflect project files included in the final project closeout package.
· [bookmark: _Hlk134605563]Reports
· Design Study Report
· Preliminary Engineering Report
· Geotechnical Report 
· 3R Analysis 
· Traffic Study Report 
· ADA Transition Memo
· Geotechnical Recommendations
· Trip Reports 
· Value Engineering Study
· Design Direction, Meeting Documentation, & Correspondence Log
· Design Direction 
· Meeting Documentation
· Correspondence
· Bridge
· Construction
· Design
· Environmental
· Hydrology
· Geotechnical
· Materials
· Right of Way
· Survey
· Traffic
· Utilities
· Public Involvement
· Signed Certification Form
· Adjudicated Design Review Comments
· Local Review Adjudicated Comments
· PIH Review Adjudicated Comments
· PS&E Review Adjudicated Comments
· Engineer’s Estimates & Computations
· Final PS&E Package (including all addenda)
· Project Management
· Scope, Schedule, and Budget 
· Project Management Plan
· Grant or Funding Information
· Time Extension Letters
· Miscellaneous Project Information



STATE OF ALASKA
DEPARTMENT OF TRANSPORTATION AND PUBLIC FACILITIES
HIGHWAY DESIGN AND ENGINEERING SERVICES – CENTRAL REGION





Reports 

Design Study Report
Preliminary Engineering Report
Geotechnical Report 
3R Analysis 
Traffic Study Report 
ADA Transition Memo 
Geotechnical Recommendations
Trip Reports 
Value Engineering Study
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Reports:
Geotechnical Recommendations	Comment by Post, Christopher L (DOT): If not already included in DSR.
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Design Direction, Meeting Documentation, & Correspondence Log

Bridge
Construction
Design
Environmental
Hydrology
Geotechnical
Materials
Right of Way
Survey
Traffic
Utilities
Design Direction 

Meeting Documentation
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Public Involvement 

Adjudicated Design Review Comments

Adjudicated Local Review Comments
Adjudicated PIH Review Comments
Adjudicated PS&E Review Comments


Design Review:
Adjudicated Local Review Comments


Design Review:
Adjudicated PIH Review Comments


Design Review:
Adjudicated PS&E Review Comments


As-Awarded PS&E Package
(include all addenda)

Engineer’s Estimate & Computations


Project Management	Comment by Christopher Post: Waiting to hear from Jaime on what PJC does for archiving.

Scope, Schedule, and Budget 
Project Management Plan
Time Extension Letters
Signed Certification Form
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Miscellaneous Project Information
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