WFL Project Folder
PROJECT NUMBER:  					
PROJECT NAME: 		
NOTE:
1) Provide all documentation as applicable to the project. Checked box indicates document is included; leave box blank if document is not included.
2) Discipline reports (e.g. Hydraulics, Geotechnical, and Materials) are located within their respective folders, outside of the HwyDesign Folder, under the WFL Folder Structure. 
3) Maintain a clean folder structure. Delete unused folders after Sign-Off. 
HwyDesign Folder Index
The HwyDesign (Highway Design) folder is the working folder for PS&E Development in the Highway Design branch. Follow Naming Convention for all files. 
01-CADD
Design 
(All working design files, DGN format)
Corridor file 		
(DGN format; Working Design file)
Cross Section file 		
(DGN format; Working Design file)
Design Book Index 		
(This file; .docx format)
Horizontal and Vertical Alignment file 		
(DGN format; Working Design file)
Important Notice Letter		
(WORD format)
Quantities file 		
(DGN format; Working Design file)
Superelevation file 		
(DGN format; Working Design file)
Template Library 		
(ITL format)
Civil Cells file 		
(DGN format; Working Design file)


Reports and Output Files
(Working files)
Earthwork		
(.xlsx & .txt format)
Clearing Notes		
(CSV format)
Slope Stake Notes		
(TXT format)
Finish Grade 		
(XYZ style format)	
Intermediate Grade		
(XYZ style format)
Subgrade		
(XYZ style format)
Plan Sheets
Create as many folders as needed for the project; place project sheet files in .DGN format within their respective folders. Include the permit drawings within this folder. Follow WFL Sample Plan Sheets outline. 
Sheets_A – General 
Sheets_B – Summary of Quantities 
Sheets_C – Typical Section(s)
Sheets_D – Plan and Profile 
Sheets_E
02-SCR
Production SCRs		
(Working WORD files)
10-Quantities Estimate and Schedule
Construction Schedule
Working Construction Schedule		
(CPM or BCM, created via Cross Functional Team collaboration; produced at each milestone)
Working PS&E to Notice to Proceed Calculator 		
(Working spreadsheet file)
Engineers Estimate-Prices-UPA
Working Engineers Estimate		
(Designer produces at each milestone)
Working Incentives and Adjustments Spreadsheet		
(Designer produces at each milestone)
Working Unit Price Support		
(Designer develops for each item, include manufacturer’s product data)
Quantity Calculations
Quantity Calculations		
(Tabulation of Quantities for plan sheets, Support documentation for calculations, hand calculations / sketches, Decision Memos, direction documentation, pictures, etc.)
20-Design Documentation
Working Design Narrative		
(Designer produces; include special design considerations)
Working Highway Design Standards / Exceptions Memo		
(Designer produces with Cross Functional Team guidance)
30-PSE Package
Delete unused milestone folders; do not renumber if a milestone folder has been deleted.
31-Preliminary (30) PSE
A-QC PSE
(Pre-Milestone reviews (i.e. QC Peer Review, Safety Review).  Include all relevant documents per milestone per the PS&E Continuum.)
Plans 		
(PDF format)
Cross Sections 		
(PDF format)
Design Files for Review 		
(.ZIP format)
Design Narrative		
(PDF format)
Earthwork Reports 		
(PDF format)
Engineer’s Estimate 		
(PDF format)
Highway Design Standards (HDS)		
(PDF format)
Quantity Calculations		
(PDF format)
Unit Price Analysis (UPA)		
(PDF format)
WFLHD Incentives Adjustment 		
(PDF format)
B-QC Comments
(All documents recording comments from review)
C-Milestone PSE
(Cross Functional Team & Partner Review per WFLHD Supplemental 9.6.4-1)
Plans 		
(PDF format)
Cross Sections 		
(PDF format)
Engineer’s Estimate 		
(PDF format)
Earthwork Reports 		
(PDF format)
Highway Design Standards (HDS)		
(PDF format)
Design Narrative		
(PDF format)
Quantity Calculations		
(PDF format)
D-Review Comments
External Review Comments of Milestone PSE 		
(Includes all client and others review comments and responses for milestone. Includes resolution to comments.)
CFT Review comments of Milestone PSE		
(Cross Functional Team Review Comments for milestone.  Includes resolution to comments.)
32-Intermediate (50) PSE
A-Pre-Milestone PSE
(Pre-Milestone reviews (i.e. QC Peer Review, Safety Review))
Plans 		
(PDF format)
Cross Sections 		
(PDF format)
Design Files for Review 		
(.ZIP format)
Design Narrative		
(PDF format)
Earthwork Reports 		
(PDF format)
Engineer’s Estimate 		
(PDF format)
Highway Design Standards (HDS)		
(PDF format)
Quantity Calculations		
(PDF format)
Unit Price Analysis (UPA)		
(PDF format)
WFLHD Incentives Adjustment 		
(PDF format)
30% Milestone Review comments 		
(Comments and responses from 30% Review)
B-QC Comments
(All documents recording comments from review)
C-Milestone PSE
(Cross Functional Team & Partner Review per WFLHD Supplemental 9.6.4-1)
Plans 		
(PDF format)
Cross Sections 		
(PDF format)
Engineer’s Estimate 		
(PDF format)
Earthwork Reports 		
(PDF format)
Highway Design Standards (HDS)		
(PDF format)
Design Narrative		
(PDF format)
Quantity Calculations		
(PDF format)
D-Review Comments
External Review Comments of Milestone PSE 		
(Includes all client and others review comments and responses for milestone. Includes resolution to comments.)
CFT Review comments of Milestone PSE		
(Cross Functional Team Review Comments for milestone.  Includes resolution to comments.)
33-Plan-In-Hand (70) PSE
A-Pre-Milestone PSE
(Pre-Milestone reviews (i.e. QC Peer Review, Safety Review))
Plans 		
(PDF format)
Cross Sections 		
(PDF format)
Design Files for Review 		
(.ZIP format)
Design Narrative		
(PDF format)
Earthwork Reports 		
(PDF format)
Engineer’s Estimate 		
(PDF format)
Highway Design Standards (HDS)		
(PDF format)
Quantity Calculations		
(PDF format)
Unit Price Analysis (UPA)		
(PDF format)
WFLHD Incentives Adjustment 		
(PDF format)
30% (or 50%) Milestone Review comments 		
(Comments and responses from 30% (or 50%) Review)
B-QC Comments
(All documents recording comments from review)
C-Milestone PSE
(Cross Functional Team & Partner Review per WFLHD Supplemental 9.6.4-1)
Plans 		
(PDF format)
Cross Sections 		
(PDF format)
Engineer’s Estimate 		
(PDF format)
Earthwork Reports 		
(PDF format)
Highway Design Standards (HDS)		
(PDF format)
Design Narrative		
(PDF format)
Quantity Calculations		
(PDF format)
D-Review Comments
External Review Comments of Milestone PSE 		
(Includes all client and others review comments and responses for milestone. Includes resolution to comments.)
CFT Review comments of Milestone PSE		
(Cross Functional Team Review Comments for milestone.  Includes resolution to comments.)
34-Final (95) PSE
A-Pre-Milestone PSE
(Pre-Milestone reviews (i.e. QC Peer Review, Safety Review))
Plans 		
(PDF format)
Cross Sections 		
(PDF format)
Design Files for Review 		
(.ZIP format)
Design Narrative		
(PDF format)
Earthwork Reports 		
(PDF format)
Engineer’s Estimate 		
(PDF format)
Highway Design Standards (HDS)		
(PDF format)
Quantity Calculations		
(PDF format)
Unit Price Analysis (UPA)		
(PDF format)
WFLHD Incentives Adjustment 		
(PDF format)
70% Milestone Review comments 		
(Comments and responses from 70% Review)
B-QC Comments
(All documents recording comments from review)
C-Milestone PSE
(Cross Functional Team & Partner Review per WFLHD Supplemental 9.6.4-1)
Plans 		
(PDF format)
Cross Sections 		
(PDF format)
Engineer’s Estimate 		
(PDF format)
Earthwork Reports 		
(PDF format)
Highway Design Standards (HDS)		
(PDF format)
Design Narrative		
(PDF format)
Quantity Calculations		
(PDF format)
D-Review Comments
External Review Comments of Milestone PSE 		
(Includes all client and others review comments and responses for milestone. Includes resolution to comments.)
CFT Review comments of Milestone PSE		
(Cross Functional Team Review Comments for milestone.  Includes resolution to comments.)
Constructability Review Comments of Milestone PSE 		
(Review comments)
35-Signoff (100) PSE
A-Pre-Milestone PSE
(Pre-Milestone reviews (i.e. QC Peer Review, Safety Review))
Plans 		
(PDF format)
Cross Sections 		
(PDF format)
Design Files for Review 		
(.ZIP format)
Design Narrative		
(PDF format)
Earthwork Reports 		
(PDF format)
Engineer’s Estimate 		
(PDF format)
Highway Design Standards (HDS)		
(PDF format)
Physical Data – Proposed Finished Surface 		
(PDF format)
Quantity Calculations		
(PDF format)
Unit Price Analysis (UPA)		
(PDF format)
WFLHD Incentives Adjustment 		
(PDF format)
95% Milestone Review comments 		
(Comments and responses from 95% Review)
B-QC Comments
(All documents recording comments from review)
C-Milestone PSE
(Cross Functional Team & Partner Review per WFLHD Supplemental 9.6.4-1)
Plans 		
(PDF format)
Cross Sections 		
(PDF format)
Engineer’s Estimate 		
(PDF format)
Earthwork Reports 		
(PDF format)
Highway Design Standards (HDS)		
(PDF format)
Design Narrative		
(PDF format)
Quantity Calculations		
(PDF format)
D-Review Comments
External Review Comments of Milestone PSE 		
(Includes all client and others review comments and responses for milestone. Includes resolution to comments.)
CFT Review comments of Milestone PSE		
(Cross Functional Team Review Comments for milestone.  Includes resolution to comments.)
36-QA Review
All files are located in their respectable locations according to the Signoff Package Checklist.
QA Comments
Documents from Quality Assurance (QA) Review 		
(PDF of Plans, Contract Time, Special Contract Requirements, Engineer’s Estimate, etc.)
40-General Correspondence
All Correspondence 		
(All pertinent correspondence arranged by subject)
Contact Lists of principle contacts		
(Coordinate with Project Manager)
Letters and Memos, Internal/External 		
(Coordinate with Project Manager)
Media Articles 		
Outlook .PST file 		
(Designer emails)
60-Design Deliverables to Construction 
Additional documentation not already provided at Signoff to Acquisitions but finalized for Construction.
PE Hold File Checklist		
(PDF format)
Match/Project Agreement		
(PDF format, obtain copy form Project Manager)
Material Source Agreements		
(PDF format)
Cooperating Agency Agreements		
(PDF format, obtain copy form Project Manager)
Pavement Recommendations Memo		
(PDF format, obtain copy form Project Manager)
Georeferenced Plan sheets		
(PDF format, provide when requested by Construction and only when a KNOWN Geographic Coordinate System is used)
Bridge Rebar List		
(PDF format, obtain from Structural Engineer)
Legal Comments		
(Obtain from Project Manager)
Collaboration
The Collaboration folder provides a common location for Cross Functional Team (CFT) collaboration.  A common location allows all disciplines to take advantage of all the information collected for the project.  
Media Files
Meeting Minutes
Cross Functional Team Minutes		
(Check with Project Manager)
Field Review Notes 		
(Check with Project Manager at review stages)
Others		
(Check with Project Manager)
Project Decision Committee		
(Check with Project Manager)
Public Meeting Minutes/Synopsis		
(Check with Project Manager)
Trip Reports		
(Cross Functional Team members produce)
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Signoff
The Signoff folder is used to place completed project documents to be used by the Acquisitions section for advertising a project. Once files are placed in these folders, no further work can be done on the file. If any changes are needed, coordinate with Acquisitions. 
A-Sign-Off PSE
Engineer’s Estimate 		
(PDF file of final estimate from Masterworks)
Plan set 		
(PDF of final Plans)
Special Contract Requirements 		
(PDF & WORD format; final SCRs ready for Acquisitions)
Notice to Bidders / Offers 		
(PDF & WORD format; final SCRs ready for Acquisitions)
WFLHD Incentives Adjustment 		
(PDF & EXCEL file)
Permits		
(Provided by Environment)
B-Sign-Off Documents 
A + B Data 		
(PDF format, Obtain from Project Manager)
Adjacent / Virtually Adjacent Memo 		
(Obtain signed copy from CO)
Agency Concurrence 		
(PDF format, Obtain from Project Manager)
Backup Information for IGE (UPA) 		
(PDF format)
Construction Engineering Budget		
(Obtain from Construction Operations Engineer (COE))
Construction Procurement Request 		
(Obtain copy from Project Manager)
Contract Time (Construction Schedule)		
(PDF format)
Government Procurement Request (for printing) 		
(Obtain copy from Project Manager)
Economic Price Adjustment Memo		
(Obtain copy from Project Manager)
Environmental Commitment Summary 		
(Obtain copy from Environmental Protection Specialist)
Environmental Decision Document 		
(Obtain copy from Environmental Protection Specialist)
External Distribution List 		
(Obtain copy from Project Manager)
Federal Business Opportunities (Fed Biz Ops form)		
(Obtain copy of signed form from Project Manager)
Highway Design Standards Form or Exceptions Memo		
(PDF format; all signatures acquired)
Letter of Authorization (LOA) 		
(Obtain copy from Project Manager)
Options Justification Memo 		
(Copy of signed memo)
PS&E Assembly and Review (WFLHD-2)		
(PDF format; Obtain from Project Manager)
PS&E to Notice to Proceed Calculator 		
(PDF format)
Quality Assurance (QA) Review Memo 		
(Provided by QA at completion of their review)
Right-of-Way Portfolio 		
(Obtain copy from Right-of-Way Specialist)
Signoff Checklist 		
(Design to fill out Design side; Acquisition to fill out the Acquisitions side)
Sole Source Justification Memo 		
(Obtain copy from Project Manager)
Utilities Portfolio 		
(Obtain copy from Utilities Specialist)
C-Physical Data
Provide a cover sheet for documents in PDF format indicating included information. 
Bridge Data 		
(Obtain copy from Structures Engineer)
Erosion and Sediment Control Plan (ESCP) 		
(Obtain copy from Environmental Protection Specialist)
Geotechnical Data 		
(Obtain copy from Geotechnical Engineer)
Hydraulic and Hydrological Data 		
(Obtain copy from Hydraulics Engineer)
Pavement Preservation Road Inventory Program Report 		
(Obtain copy from Project Manager)
Project Name Change Memo 		
(Obtain copy from Project Manager)
Stormwater Pollution Prevention Plan (SWPPP) 		
(Obtain copy from Environmental Protection Specialist)
Design Data
(Provide the following files per project Special Contract Requirements 102.02A)
Horizontal Alignment Data Listings		
(XML and PDF format)
Vertical Alignment Data Listings 		
(XML and PDF format)
Cross Sections 		
(PDF format)
Culvert Cross Sections 		
(PDF format)
Earthwork Volume Report 		
(PDF format)
Superelevation Report 		
(PDF or XLSX format)
Proposed Finished Surface 		
(Land XML format)
Proposed Finished Subgrade Surface 		
(Land XML format)
Proposed 3D Breaklines		
(DXF format)
Existing Ground Surface 		
(Land XML format)
Control Point Coordinates		
(XML format)
Clearing limits notes		
(PDF and XLSX format)
Construction staking notes		
(PDF and XLSX format)
X, Y, Z coordinates Subgrade XYZ Report		
(PDF and XLSX format)
X, Y, Z coordinates Intermediate Grade XYZ Report		
(PDF and XLSX format)
X, Y, Z coordinates Final Grade XYZ Report		
(PDF and XLSX format)

