Record Drawing Project Submittal Form using DocuSign

These instructions are pretty simple and provide the user the ability to use DocuSign to sign the final Record
Drawing Project Submittal Form.

e A PDF of the “Record Drawings Project Submittal Form” is available on the Record Drawing Guidelines
Web Page which is located at:

https://azdot.gov/business/ManagementServices/ProjectResourceOffice/record-drawing-guidelines

Click on the link (shown in the image below) to open the form.
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Record Drawing Guidelines

This page was developed to guide ADOT stakeholders in the research and development of Record
Drawings.

The links and information below will provide users with information and guidance on ADOT's record
drawings procedures and answer guestions related to Record Drawing development.

Frequently Asked Questions

i

What are Record Drawings?

-

Why do we need them?

-

Where can | find Record Drawings for a particular project? Click on the ”Record

i

How do | prepare Record Drawings for ADOT? Drawing Project

Submittal Form” link

[

How do | submit Record Drawings to ADOT?

53}

What is a PDF/A and how do | prepare PDF/A’s for submittal to ADOT?

[E2)

What is a “Quantlist” and why is there no more Quantlist for Field Red-Lines?

All Record Drawings must now be submitted in PDF/A format to: RecordDrawinggglazdot gov.

&d Record Drawing Project Submittal Form.

All Record Drawing submittals must include a comple

« Record-Drawing-Guidelines

= Record Drawing Example Plan Set

This will open the form and allow you to save the form.

IMPORTANT: It is important to save the form with a file name that includes the project TRACS number so
that it will be identifiable.


https://azdot.gov/business/ManagementServices/ProjectResourceOffice/record-drawing-guidelines

e Once the form is opened, select the “Save a Copy” icon in the upper left corner. Change the “File
name” to include the project TRACS number and save to a location such as the project folder.

Select the “Save a
Copy” icon
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This Record Drawing Project Submittal Form must be completed and submitted with all
drawings submittal process to ADOT.

Record Drawings shall be submitted electronically to: RecordDrawings@azdot.gov
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e Open the newly saved file and fill in all of the information on the form.
Note: Do not fill in the Construction Administrator (RE) name.
e Once the information has been filled in, save the form.

e Open up your DocuSign account and log in (Note: if you don’t have a DocuSign account you will need
to contact your administrator to add you to DocuSign).

e On the main page of DocuSign, select the “NEW” button. A dropdown will open and then select “Sign
a Document”.

Select the “NEW” button and
from the dropdown menu select
“Sign a Document”

Sign or Get Signatures

Send an Envelope

Sign a Document

Use a Template

OVERVIEW Last 6 Months WHAT'S NEW Create a PowerForm )

Download/Upload Multiple Templates
ﬂ Action Reauired — Move multiple templates at once between




e Anew dialog box will open. In the new Sign a Document dialog box, select the “UPLOAD” button.
Choose the file you saved in the previous steps and then Open.

Sign a Document
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e Once the document populates the window, select the “SIGN” button

Sign a Document
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e A new window will open with the Record Drawing Project Submittal Form. Select the “CONTINUE”
button to sign the document.

Please Review & Act on These Documents Docu;ign

Philip Schaffer
Arizona Dept of Transportation

Please review the documents below. m OTHER ACTIONS v

Select the
“CONTINUE” button

e Under the Fields area along the left side, select “Signature”, place your signature in the appropriate
location and select the “FINISH” button.

:ct Finish to send the completed document.
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Select “Signature”

FIELDS mitted as PDF/A?
[FTWere there any Addendums on this praject? (See page 50 of the Record Drawing Guidelines for a
[ONo.
# Signature [ Yes, the addendum numbers #1,#2, #3 and #4 are include
e [#] Are all of the field red-lines shown on the plans, clouded and shown in red?
Initial
- [¥] Were there any Change Orders or Supplemental Agreements on this project that changed the
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PR and the Change Order identified on the drawing by clouding and a triangle number?
e 7 < Drawing Guidelines for an example, Appendix G)

[11s all utility work (gas, water, CAP, electric, communications, irrigation, railroad, ete.) move
part of the project included?

Place your signature

[]Has all of the information that the Contractor is required to provide been shown in red on the
Company (i.e. record drawing information for electrical items, pull box locations, ete.)
[“11s the information in the “record drawing block™ on the face sheet completed and show in red
[#] Are the Construction Administrator’s name and date and the Record Drawing Design

in red?

Title

[#] Are the Construction Administrator and Record Drawing Designer designated as a P
Text

-

K] Are the Record Drawing page numbers and dates shown on each sheet in red?
s the file size of each PDF/A file below < 100 MB?

Do all of the drawings have the PE stamp and signature?
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Registered Professional Engineer
Rev. 10/2017
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e A new dialog box will open named Sign and Return. Fill in the information.

Full Name: Record Drawings

Email Address: RecordDrawings@azdot.gov

Then select the “SEND AND CLOSE” button to send the form to Record Drawings.

Sign and Return

Fill in Full Name and

Email Address

docurnent to anyone you would like. Enter an optional

Full Name: Email Address:

Record Drawings RecordDrawings@azdot.gov

+ADD RECIPIENT

Subject:

Please DocuSign: H123401CG-RecDwgProSubForm. pdf

Message:

Select the “SEND AND
CLOSE” button

250 characters remaining

SEND AND CLOSE NO THANKS



mailto:RecordDrawings@azdot.gov

e You will receive a copy of the completed form in your email and Record Drawings will also receive the
completed form in the Record Drawings email.

Please DocuSign: H123401C-RecDwgProSubForm.pdf

DocuSign System <dse_na2@docusign.net=
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Philip Schaffer sent you a copy.
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Philip Schaffer
PSchafferi@azdot.gov
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