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Begin preparing the PE Hold File after the PS&E package has been approved by the Chief of Engineering.  Provide the PE Hold File to the Project Engineer within two weeks of the bid opening.  The tables on the following pages list the  electronic and printed information contained in the PE Hold File.
1.   Check your ProjectWise folder structure.  The Highway Design section should appear as shown below.          Modify the structure as necessary to mirror the following:
2.   Prepare and post documents to the appropriate ProjectWise folders as listed in Tables 1, 2, and 3 below.   3.   Validate all required information is in the appropriate folders.  Coordinate with other disciplines as necessary. 4.   Copy the folders highlighted below to the USB drive. 
o
HwyDesign [or Development] 
•
Section 152-Government Furnished Information 
60-Deliverables to Construction 

50-Meeting Minutes 

40-General Correspondence 

30-PSE Package 

20-Design Documentation 

10-Quantities Estimate and Schedule 


02-SCR 
01-CADD [or CADD] 

5.   Print hard copies of documents listed Tables 4 and 5 as applicable.   6.   Provide the USB drive and printed documents to the Project Engineer. 7.   Email the checklist to the Project Engineer w/ cc to the HDM.
Design Software:
PROJECT ENGINEER (PE) HOLD FILE CHECKLIST 
Instructions for Preparing the PE Hold File 
If the design is modified during the advertisement period, be sure to rerun/reprint files as necessary. 
Warning
..\My Pictures\pe-hold3.png
TABLE 1 – GENERAL INFORMATION 
Information
Discipline
ProjectWise Folder

or NA
AGREEMENTS
Match/Project Agreement
PM
60 
–
Deliverables to Construction
Material Source Agreements
Design
60 
–
Deliverables to Construction
Cooperating
Agency Agreements
PM and Env
60 
–
Deliverables to Construction
ROW and Easement Agreements
RW/U
Signoff/
B
-
Signoff Documents
Utility Agreements
RW/U
Signoff/
B
-
Signoff Documents
ROW Certificate
RW/U
Signoff/
B
-
Signoff Documents
DESIGN BOOK 
INFORMATION
Quantity Support Calculations
Design
10
-
Quantities Estimate and Schedule
Highway Design Standards
Design
20
-
Design Documentation
Design Narrative (special design considerations)
Design
20
-
Design Documentation
Letters
Design
40
-
General
Correspondence
Contact Information (phone/email/address) for 
Principal Contacts
Design
40
-
General Correspondence
Field Review Memos and Trip Reports
Design
50
-
Meeting Minutes
PE Hold File Checklist (this document)
Design
60 
–
Deliverables to 
Construction
TECHNICAL REPORTS
Pavement Recommendation Memo
Materials
60 
–
Deliverables to Construction
Hydraulics Recommendation Memo
Hydraulics
60 
–
Deliverables to Construction
Environmental Commitment Summary
Environment
Signoff/
B
-
Signoff 
Documents
Environment
al Decision Document (Cat Ex, 
EA/FONSI)
Environment
Signoff/
B
-
Signoff Documents
Geotechnical Reports
NA
Do not 
include in PE Hold File
Provided with 
Physical Data
Other Special Reports not included in Physical Data
various
60 
–
Deliverables to Construction
Place the files listed in Table 1, as applicable to the project, in the ProjectWise folders listed below.  Many of the
documents listed in Table 1 will already be in ProjectWise.
DIGITAL FILES
TABLE 2 - GOVERNMENT FURNISHED INFORMATION
FOR GEOPAK (non-ORD) PROJECTS ONLY
(Unless otherwise shown, the default accuracy is two (2) decimal places)
Information
Format

or NA
Horizontal Alignment Report, (GEOPAK “Describe Alignment”) 
- US Customary: 3 decimal places  
-
Metric: 
4 
decimal 
places
PDF 
LandXML

Profile Grade Report 
- US Customary: 2 decimal places  
-
Metr
ic: 3 decimal places
PDF 
LandXML

Cross
-
sections 
(11 x17)
PDF
Earthwork end area volume report
PDF
Superelevation Report
PDF
Clearing Notes 
PDF
Slope Stake Notes
- US Customary: 1 decimal place 
-
Metric: 2 decimal 
places
PDF
CSV 

Finish Grade (Red tops) XYZ Report
- US Customary: 2 decimal places 
-
Metric: 3
decimal places
PDF
CSV 

Intermediate Grade (Yellow tops) XYZ Report
- US Customary: 2 decimal places 
-
Metric: 3
decimal places
PDF
CSV 

Subgrade (Blue tops) XYZ Report
- US Customary: 2 decimal places 
-
Metric: 3
decimal places
PDF 
CSV 

Proposed Finished surface 

Land
XML 
Proposed 3D breaklines 

DXF 
Information
Format
ProjectWise Folder

or NA
Seeding Design Listing
PDF
60 
–
Deliverables to Construction
Working Design files 

(
Microstation/Geopak) 
(
HA, VA, Super, X
-
section, pattern, shape)
DGN 
01-CADD 
Electronic File Transmittal 
Notice Letter
MS Word
01
-
CADD
Georeferenced PDFs (provide only when 
Geographic Coordinate System is used)
PDF 
60 – Deliverables to Construction 
TABLE 2 - Place the files listed in Table 2, as applicable to the project, in the 60 – Deliverables to 
Construction/Section 152-Government Furnished Information ProjectWise Folder.  These are files listed in
Subsection 152.04 of the SCRs.  The Project Engineer will provide these files to the Contractor.
 For projects designed using Geopak (not Corridor Modeler), provide the CSV file in addition to the PDF. 

 For projects designed using Corridor Modeler, provide the LandXML file in addition to the PDF. 

 Applies only to Corridor Modeler projects. 

TABLE 3 - Place the files listed in Table 3, as applicable to the project, in the ProjectWise folders listed below. 
 Provide only if requested by the Project Engineer.

DIGITAL FILES
DIGITAL FILES
TABLE 3 - OTHER DESIGN REPORTS
FOR GEOPAK (non-ORD) PROJECTS ONLY
TABLE 5 
–
OTHER DESIGN
INFORMATION
(printed copies)
FOR
GEOPAK (non
-
ORD) PROJECTS ONLY
Information

or NA

Plotted Cross
-
Sections with 
labeled
Subgrade
(11" x 17
") (x copies)
(
printed from the set in the C
-
Physical Data folder)

Plotted Culvert Cross Sections, 
labeled
(11" x 17") 
(x copies)
(
printed from the set in the C
-
Physical Data folder
)
Right
-
Of
-
Way Plats and Plans  
(11” x 17”)
(x copies)

Bridge
Plans (34" x 22") (2 copies)
[Obtain through Simplified Acquisitions]

Ditch Line Profile (22" paper) (2 copies)
1:1000 [1" = 100’] H; 1:100 [1" = 10’] V            

 Include labeled cross-sections of all alignments (mainline, approach roads, walls, etc.).  Also provide labeled cross-
sections (perpendicular to centerline) for all culverts at the inlet stations.  Provide cross-sections at outlet stations if 
there is work at the outlet other than normal typical section work. Cross-sections should reflect excavation quantities 
required in the construction of catch basins, flat bottom ditches, warped cut slopes, etc. for the pipe installations.   

 Provide plotted cross-sections along the centerline of the culvert (i.e., skewed) at all culverts.  Cross sections should 
reflect the final proposed road template (GEOPAK-Proposed Tin), to accurately determine culvert length and design. 

 Provide if requested by Project Engineer. 
Do not include 
the
information
listed below
in the PE Hold File
.  
Acquisitions will provide the information to 
Construction via the Acquisitions/PSandE folder
at contract award.
•
Awarded Contract (PDF)
•
SCR’s, including amendments (MS Word) 
•
Awarded
Plan
Set (including amended pages
)
•
Contractor Q&A
•
Physical Data 
TABLES 4 & 5 - Contact the Project Engineer to determine their preference on number of copies of the staking  information and other design information listed in Tables 4 and 5 below.  These copies are for WFL's use, and are not intended for the Contractor.
 use 7” x 9” yellow plastic three ring binder – with 8-1/2” x 11” “Rite in Rain” (RIR) paper, perforated in center 
Acquisitions will also provide paper copies of the Plans and Contract to Construction.  The Engineer’s Estimate is  available via EEBACS.
PRINTED DOCUMENTS
PRINTED DOCUMENTS
PROVIDED BY OTHERS
 Clearing Notes
 Slope Stake Notes
Finish Grade (Red tops) XYZ Report
Intermediate Grade (Yellow tops) XYZ Report
Subgrade (Blue tops) XYZ Report
Seeding Design Listing

TABLE 2- GOVERNMENT FURNISHED INFORMATION
(unless otherwise shown, the default accuracy is two (2) decimal places)
FOR ORD PROJECTS ONLY 
Information
Format

or NA
Horizontal Alignment Report 
- US Customary: 3 decimal places  
-
Metric: 
4 
decimal 
places
PDF 
LandXML

Profile Grade Report 
- US Customary: 2 decimal places  
-
Metr
ic: 3 decimal places
PDF 
LandXML

Cross
-
sections 
PDF
Earthwork end area volume
report
PDF
Superelevation Report
PDF
Clearing Notes 
PDF
Proposed Finished surface 
LandXML 
Proposed 3D breaklines 
DXF 
T
he following information 
currently 
cannot be 
produced in OpenRoads Designer
:
•
Slope Stake Notes  
•
Finish Grade (Red tops) XYZ Report 
•
Intermediate Grade (Yellow tops) XYZ Report 
•
Subgrade (Blue tops) XYZ Report

 Provide the LandXML file in addition to the PDF. 
TABLE 3 - Place the files listed in Table 3, as applicable to the project, in the ProjectWise folders listed below. 
TABLE 3 - OTHER DESIGN REPORTS  
FOR ORD PROJECTS ONLY 
Information
Format
ProjectWise Folder

or NA
Electronic File Transmittal 
Notice Letter
MS Word
01
-
CADD
Georeferenced PDFs 
(provide only when a KNOWN Geographic 
Coordinate System is used)
PDF 
60 – Deliverables to Construction 
T
he 
Seeding Design Listing
currently 
cannot be 
produced in OpenRoads Designer.
TABLE 2 - Place the files listed in Table 2, as applicable to the project, in the 60 – Deliverables to 
Construction/Section 152-Government Furnished Information ProjectWise Folder.  These are files listed in
Subsection 152.04 of the SCRs.  The Project Engineer will provide these files to the Contractor.
DIGITAL FILES
DIGITAL FILES
TABLE 
4
-
STAKING INFORMATION (printed copies)
FOR ORD PROJECTS ONLY 
Information 
Yellow 
Binder

RIR
Binder
RIR
Binder
Plain

or NA
Clearing Notes
Slope Stake Notes
Finish Grade (Red tops) XYZ Report
Intermediate Grade (Yellow tops) XYZ Report
Subgrade (Blue tops) XYZ Report
Seeding Design Listing 
PRINTED DOCUMENTS
TABLE 
5
–
OTHER DESIGN
INFORMATION
(printed copies)
FOR ORD PROJECTS ONLY
Information

or NA

Plotted Cross
-
Sections with 
labeled
Subgrade
(11" x 17
") (x copies)
(
printed from the set in the C
-
Physical Data folder)

Plotted Culvert Cross Sections, 
labeled
(11" x 17") 
(x copies)
(
printed from the set in the C
-
Physical Data
folder)
Right
-
Of
-
Way Plats and Plans  
(11” x 17”) (x copies)

Bridge 
Plans
(34" x 22") (2 copies)
[Obtain through Simplified Acquisitions]

Ditch Line Profile (22" paper) (2 copies)
1:1000 [1" = 100’] H; 1:100 [1" = 10’] V            
 Include labeled cross-sections of all alignments (mainline, approach roads, walls, etc.).  Also provide labeled cross-
sections (perpendicular to centerline) for all culverts at the inlet stations.  Provide cross-sections at outlet stations if 
there is work at the outlet other than normal typical section work. Cross-sections should reflect excavation quantities 
required in the construction of catch basins, flat bottom ditches, warped cut slopes, etc. for the pipe installations.   

 Provide plotted cross-sections along the centerline of the culvert (i.e., skewed) at all culverts.  Cross sections should 
reflect the final proposed road template, to accurately determine culvert length and design. 
 Provide if requested by Project Engineer. 
This information 
currently cannot be 
produced in OpenRoads 


TABLES 4 & 5 - Contact the Project Engineer to determine their preference on number of copies of the staking  information and other design information listed in Tables 4 and 5 below.  These copies are for WFL's use, and  are not intended for the Contractor.
PRINTED DOCUMENTS
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