
Responsible Charge Training:
LPA Plan Revision Process
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Project Design
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Project PS&E 
Approval

Plan Edits - Addendum – Change Order - Revision

Timeline

Plan Edits

Plan Edits:
If the plans for a project are to be changed after the project has been submitted to PS&E but before it 
is advertised for letting, PS&E will send the plans back to the designer via the LPS PC for the Plan 
Edits to be made.  Blue line corrections.



Plan Edits - Addendum – Change Order - Revision

Addendum

Plans Have 
Been 
Advertised For 
Letting

Timeline

Project Has Been 
Executed / Awarded 
(i.e.. The LPA and 
Contractor Have 
Signed the Contract)

RevisionOR

Addendum:
After a set of plans has been advertised for letting, but before the project has been awarded, 
relatively minor items which impact the bids on a project (e.g., an incorrect quantity or a 
previously unknown or overlooked culvert pipe) will be handled with an Addendum to the 
project.
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Plan Edits - Addendum – Change Order - Revision

RevisionChange Order
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Been 
Advertised For 
Letting

Timeline

Project Has Been 
Executed / Awarded 
(i.e.. The LPA and 
Contractor Have 
Signed the Contract)

OR

Change Order:
Any changes which are adjustments to the existing plans (such as changing the culvert placement 
within the same drainage way) or increasing / decreasing the existing plan item quantity can be 
handled as Change Orders and shall be shown on the as-built plan set. 
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Plan Edits - Addendum – Change Order - Revision

Addendum

Plans Have 
Been 
Advertised For 
Letting

Timeline

Project Has Been 
Executed / Awarded 
(i.e.. The LPA and 
Contractor Have 
Signed the Contract)

RevisionOR

Revision:
There may be plan revisions at any time during the time a project is advertised through the 
construction of a project. If after the project has been advertised and any changes requiring 
engineering are necessary, the plan revision procedures shall be used.

RevisionChange Order
OR

Note:  Two Types of 
Revisions:
1. Revision as part 

of an Addendum
2. Revision during 

construction.
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Revision During Construction
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LPA Revision Process

A discussion with the contractor, NDOT state 
representative and the LPA will review the need 
for a plan revision.  The consulting firm 
performing the construction engineering and 
construction inspection (CE&I) will send a 
Notification of Revision Letter through the 
NDOT Local Project Section (LPS) PC of the 
proposed revision.

Notification of Revision
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LPA Revision Process
Notification Email Content

The notification from the CE&I shall include the following 
information:

•Project Name & Number. 
•Control Number. 
•Revision Number. 
•Tract Numbers affected. 
•A description of the changes. 
•An approximate completion date of revision documents.

FHWA RBP

FHWAHierarchy Of 
Approval (RBP Projects)
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LPA Revision Process

A decision will be made whether a plan change 
should be handled with a change order or as a 
plan revision requiring a signed and sealed 
document.
If a change order is needed, a change order is 
completed, and modifications are made to the as-
built plans.
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LPA Revision Process

Plans will not be revised without written 
authorization from the LPS.
The LPS is responsible for informing the project 
stakeholders and the Roadway Design Plans 
Manager, PDU of the upcoming revision.
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LPA Revision Process

Revisions for Risk Based Projects (RBPs) 
will be sent to  FHWA for review.
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LPA Revision Process

Notice will be given when plan revisions are 
anticipated with a Letter Explaining the Revision.  
Any Division teams that are involved in a project 
need to be made aware of any changes or revisions 
to the plans. 
For example, if a roadway project requires a bridge 
revision, notice must be given to supporting design 
teams such as, Right-of-Way, Traffic, and any others 
involved that a revision to the plans will be 
progressing.
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Notification Of 
Revision

Notification Email Content Change Order 
Or Plan 
Revision

Revision Process 
Authorization and 
Documentation

Notification 
To Divisions Approval

Routing
Revised Plans 
Package

Plans Seal 
Signatures (Design 
Consultant)

Revised Plans 
Sent To NDOT 
Environ. For 
Review

Revision Package 
Sent To NDOT 
Construction 
Division

Approved Plans 
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LPA Revision Process

The LPS will forward the notification to the following if applicable:

•Local Public Agency (LPA) 
•District Engineer
•District Construction Engineer 
•Roadway Design Plans Manager (responsible for unlocking CADD files) 
•District Project Manager 
•Bridge Division
•Traffic Division
•ROW Design Engineer 
•ADE for the Utilities Unit 
•CADD Applications Engineer 
•FHWA (on federal oversight projects only) 
•Any other affected Divisions / Sections

This notification alerts project stakeholders that a change is being made and 
allows for plan changes from different divisions to be consolidated into one 
plan revision.
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LPA Revision Process

The designer will mark-up corrections on the plans for 
the revised work and the QC / QA approved revisions 
will be made.  The designer will send full size *.pdfs 
through the LPS PC.

The NDOT Project Development Unit (PDU) will 
revise the Title Sheet, Index of Sheets and Summary of 
Quantities and place the LPS engineer's seal in the 
appropriate dgn files.  PDU will incorporate the 
revised sheets *.pdfs from the consultant creating the 
complete revision plans package.

Revised Plans Package
(LPS Engineer’s Seal)
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LPA Revision Process

After the LPS review, the registered engineer responsible 
for the revision shall re-seal (or seal, if not the original 
engineer), sign, and date the revised sheets. Revised 
sheets that have a signature block will require a new 
signature with the following exceptions:

The revised title sheet – the revision symbol and a note 
stating the original date that the Specification Engineer 
signed the plan are required for only the first revision.

The summary of quantities sheet – the responsible 
engineer’s seal and signature is required but the 
Specification Engineer’s signature is not required.
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LPA Revision Process

The LPS will be informed of the changes to the 
plans and completion of the revision package.
Once the requested revision has been made to the 
plans, the revision will be sent to the NDOT 
Environmental Section.
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LPA Revision Process

The designer via the LPS PC will submit the original full size plan 
sheets and the revised full-size plans to NDOT Construction, along 
with the Letter Explaining the Revision to the Construction 
Engineer noting which sheets have been revised, added, or deleted 
and quantity changes if applicable. 
The letter must explain each change to the plans resulting from the 
revision; the date on the revision letter will correspond to the date 
on the revised sheets. 
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LPA Revision Process

Revisions for Risk Based Projects (RBPs) will be 
sent to  FHWA for review. 
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LPA Revision Process

When the plans are returned to Construction, it is 
noted that the re-evaluation by the 
Environmental Section is approved, and the 
CADD files are locked to prevent unauthorized 
changes to the contract plans.  The Highway 
Construction Projects Coordinator (NDOT 
Construction) reviews the revision.
If the revision is complete notification is made to 
PDU and LPS to digitally sign the sheets.
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LPA Revision Process

PDU notifies NDOT Construction when the sheets are 
signed.  NDOT Construction writes a Cover Letter 
notifying the contractor and applicable stakeholders that 
the revision is complete.  NDOT Construction stores the 
files in OnBase.
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