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Letter to Record Drawing Guideline Users 
 
The Arizona Department of Transportation (ADOT) Record Drawing Guidelines is written to ensure that 
all stakeholders participating in the development of record drawings will apply consistent methodologies 
and to provide ADOT personnel and Consultants with the guidelines and procedures needed to prepare 
final record drawings (formerly known as “As-Built” Drawings). 

These guidelines are intended to provide consistency in the development of final record drawings, and 
record accurately the information of any modification(s) made during construction on projects 
throughout the State of Arizona.  This guidance document also sets requirements to ensure the 
electronic files are received in a timely manner and that they are stored electronically in a format that 
preserves the documents for future use by stakeholders through the Repository of Online Archived 
Documents (ROAD). 

It is the responsibility of the Project Resource Office to maintain the engineering records for all civil 
construction projects for decades to come. 

Our goal is to provide you with a guideline that will include all of the most current documentation in one 
location and to bring all of the prior documentation related to preparing final record drawings into one 
document which will help to improve consistency and accuracy in the development of the final record 
drawings. 

Please note that updates to this document will be ongoing as processes change, or new more efficient 
methods are established to make the development process more accommodating for our stakeholders 
and provide our customers with accurate records through the ROAD portal. 

Please feel free to contact the Project Resource Office with any questions or modifications to these 
guidelines.
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Chapter 1 
Background / Scope / Authority / Guidance / References 

 

1.1 Background / Scope 

This guideline was established as of October 1st, 2017 to update the current record drawing 
documentation, which is in some cases, was out of date and may have changed based on the new 
procedures for submitting Record drawings to the department.  This guideline has been developed to 
incorporate any of the previously distributed guidance that may still be accurate and/or in effect and 
also supersedes any previous guidance documents that may have changed based on newly developed 
procedures.  This guideline is intended to provide a complete and accurate explanation of the record 
drawing process, policies and procedures that are available in various locations, and combine these 
documents into one document. 
 
1.2 Authority 

ADOT is required by State law to keep an official record of the final plans for all construction projects 
which involve ADOT oversight (per Arizona Revised Statues ARS 32-152).  These record drawings are 
required on all ADOT administered projects and must record the field changes made to the original 
design plans during the construction of a project. 
 
On November 8th, 2008 the State Engineers Office distributed a memorandum on the “As Built 
Procedure”.  The information in that memorandum is covered within this guidance document.  In 
addition, on November 10th, 2010 an Intermodal Transportation Division (ITD) policy ENG 10-1 – “As-
Built Plans Archiving Policy” was established for further guidance on the “As-Built” procedure.  As part of 
an agency wide effort to update old policies, it was requested by the State Engineers Office to change 
the ENG 10-1 policy to a guideline.  This guideline will replace the ENG 10-1 policy most of which is 
covered within this guideline. 
 
In January of 2004 an ADOT CADD Archiving Team was created to review the existing archive process for 
storing electronic project data.  Documents were produced that outlined the “CADD Files Archiving 
Process”, and “Technical Design Group Requirements for Archiving”.  This information is found in the 
“Dictionary of Standardized Work Tasks” and is currently available on the Project Management web site.  
All engineering design contracts that produce CADD drawings include the requirement to use the 
“Dictionary of Standardized Work Tasks” as part of the contract.  In June of 2005, a memorandum was 
issued from the State Engineers Office stating that the ADOT CADD File Archiving Process will be the 
standard method for both ADOT staff-designed projects as well as consultant-designed projects.  In 
addition, as part of the record drawing submittal process, if the CADD files were not submitted after the 
project went to bid, then the CADD files are required to be submitted before the project can be closed 
out. 
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On April 7th, 2015 a memorandum was issued by the Project Resource Office that replaced the terms “as 
built drawing” and/or “as build drawing” with the updated term “record drawings”.  At the time of the 
writing of this guidance document the Arizona Revised Statues ARS 32-152 has not been changed to 
reflect the term record drawing, however the Arizona Revised Statue that reference “As Build” and/or 
“As Built” is referring to the new term record drawings for the purposes herein. 
 
1.3 Guidance 
 
Our goal is to give you a guidance document that will provide quality and consistency and help the 
person(s) responsible for completing the documentation or recording of changes made to the as-bid 
documents.  There may be additional items that are not covered in this guidance document which may 
need to be addressed on a case by case circumstance in which the Project Resource Office can be 
contacted directly for additional guidance and direction. 
 
This record drawing guidance document supersedes any other record drawing guidance documents.  This 
record drawing guidance document does not supersede any current State Statues and is intended only 
for general guidance in the record drawing preparation and submittal process. 
 
The record drawing and CADD archiving procedures described in the following chapters shall be applied 
by ADOT staff and consultants to all projects which involve ADOT oversight to assure ADOT and other 
stakeholders the deliverance and availability of the record drawing information and CADD data. 
 
Record drawing plans are required on all projects including but not limited to: permit projects, 
procurement or as-bid projects, sub-program projects, transportation enhancement projects, local 
government projects and alternate delivery projects. 
 
CADD files are required for archiving on all state highway system projects.  CADD file deliverables are 
specified in Section 7.1.   
 
If a project crosses or impacts property owned or maintained by the Central Arizona Water Conservation 
District (CAWCD), Maricopa Water district (MWD), please refer to the Contract Special Provisions.  These 
agencies may need a copy of the record drawings.  If a copy of the record drawings is required for an 
outside agency, it is the responsibility of the Project Manager to deliver or inform the Project Resource 
Office that a copy of the record drawings needs to be provided to the agency. 
 
Any reference to a PE in this document is a person, ADOT or Non-ADOT, who has been granted 
registration by the Arizona State Board of Technical Registration and is authorized to practice 
engineering in the State of Arizona. 
 
 
 
 
 



Record Drawing Guidelines  Rev. 2/2021 
 

 

 1-3 

1.4 References 
 
Project Resource Office Web Page: 
https://azdot.gov/business/ManagementServices/ProjectResourceOffice 
 
Record Drawings Guidelines Web Page: 
https://azdot.gov/business/ManagementServices/ProjectResourceOffice/record-drawing-guidelines 
 
Bridge Group Guidelines Web Page: 
https://www.azdot.gov/business/engineering-and-construction/bridge/guidelines 
 
Dictionary of Standardized Work Tasks 
https://azdot.gov/business/project-management-services/project-management-group/references-
project-management-group 
 
Repository of Online Archived Documents (ROAD) Portal: https://road.azdot.gov/ 
 
Record Drawings Email: RecordDrawings@azdot.gov 
 
Project Resource Office Contact Number: 602-712-7015 

https://azdot.gov/business/ManagementServices/ProjectResourceOffice
https://azdot.gov/business/ManagementServices/ProjectResourceOffice/record-drawing-guidelines
https://www.azdot.gov/business/engineering-and-construction/bridge/guidelines
https://www.azdot.gov/business/engineering-and-construction/bridge/guidelines
https://azdot.gov/business/project-management-services/project-management-group/references-project-management-group
https://azdot.gov/business/project-management-services/project-management-group/references-project-management-group
https://road.azdot.gov/
mailto:RecordDrawings@azdot.gov
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Chapter 2 
Definitions 

2.1 Definitions 

As-Bid Plans – The as-bid plan set is the final sealed and signed plans including addenda at bid opening. 
 
As-Built Plans – The term or words “as-built” plans has been changed to “record drawing” plans.  This 
new definition was adopted by ADOT on April 7th, 2015.  The terms as-built or as-build are used 
interchangeably but the official term on all ADOT documentation is or will be changed to record 
drawing(s). 
 
Additional Information Sheets – Additional information sheets are drawings that contain additional 
information pertinent to the project.  This may include hand drawn sketches or actual additional 
drawings provided for or included as part of the project.  These additional information sheets must be 
sealed, signed and dated by a PE. 
 
Addendum – Addendums or Addenda are revisions to the contract made available to bidders after bid 
advertisement, but prior to awarding the contract.  After the contract has been awarded, changes are 
referred to as Supplemental Agreements.  Addenda are typically shown in black on the record drawings 
since they occurred prior to the contract being awarded.  The original sheet is not required in the record 
drawings as long as the addendum is reflected on the drawing that requires the addendum.  If the 
original sheet is available, it can be included with an “X” from corner to corner of the sheet (red or 
black). (See Chapter 6, Section 6.1, # 4) 
 
Agency – Agency refers to the agency being discussed, typically an outside agency. 
 
CADD – Computer Aided Design and Drafting, typically refers to the software and/or the electronic files 
used to produce engineering drawings. 
 
Change Order – Change orders are done after the project has been awarded and the project has gone to 
construction.  Change orders are a form of supplemental agreement that occurs from an unforeseen 
situation during construction.  Change orders are shown in the record drawings in red.   
 
In some cases the change order requires that a new sealed plan sheet be developed during construction 
activities to replace the existing as-bid sheet.  The changes on the new sealed plan sheet and associated 
sheets need to identified as outlined in Chapter 6, Section 6.2, # 5 (Also see Appendix G for example) 
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Construction Administrator – The ADOT Resident Engineer (RE) or the person who is in charge of 
administering the project during construction.  This person needs to be a Professional Engineer (PE) and 
is designated as such on the face sheet of the record drawings in the information block.  The 
Construction Administrator must also be an ADOT employee. (See Appendix C) 
 
Critical Structures Notice – The Critical Structures Letter is uploaded to the ROAD portal in place of the 
record drawings plans on any projects (typically bridge projects) that have been identified as a critical 
structure.  This is pursuant to measures taken through the Federal Homeland Security Act of 2002.  
Access to the record drawings for critical structures must be requested through the ADOT Office of 
Safety & Risk Management. 
 
Designer of Record – The Designer of Record is the PE who is responsible for the design of the as-bid 
plans and responsible for sealing the as-bid plan sheets.  There may be more than one Designer of 
Record on a project. 
 
Department – The Department refers to the Arizona Department of Transportation. 
 
Design Project Manager (PM) – The Design Project Manager (PM) is the person in charge of or oversees 
the design and/or post design services of a project and initiates, coordinates and evaluates the RE 
request from the designing side of the project to ensure the transferred changes requested by the 
District RE are recorded in the record drawings. 
 
Electronic Design Files – Electronic design files are created using Computer Aided Design Drafting (CADD) 
software. 
 
Field Red-Lines – The field red-lines are the changes or modifications that occurred during construction 
of the project.  These are typically minor modifications that are not dealt with by a supplemental 
agreement or a change order.  These can include quantity adjustments, minor field modifications, 
sketches, added plan sheets, exhibits or anything that was done on a project that is outside of the 
original design and did not require a change order. 
 
Final Record Drawings – Also see Preliminary Record Drawings.  The final record drawings is the final set 
of record drawings completed by the Record Drawing Designer under the supervision of the RE / 
Construction Administrator and submitted to the Project Resource Office for approval and conformity to 
the current ADOT Record Drawing Guidelines and archived into the ROAD portal. 
 
Information Block – See Record Drawing Information Block for definition on page 2-3. 
 
Liaison – The liaison is an employee that represents ADOT. 
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No-Plans – The term “No-plans” refers to projects that do not contain plan sheets.  No-plans are typically 
used for procurement projects or projects done by special provisions.  A No-plans document (see 
Appendix E) is required to be submitted to the Project Resource Office.  The document is reviewed and 
uploaded to the ROAD portal.  A blank PDF copy of the No-Plans document is available on the record 
drawings web site. 
 
PE – See Registered Professional Engineer (PE) on page 2-3. 
 
Preliminary Record Drawings – Also see Final Record Drawings.  The Preliminary Record Drawings 
generally refers to the set of record drawings that are either being used in the field to document 
changes, or given to the Record Drawing Designer to produce the final record drawings. 
 
Prime Contractor – The Prime Contractor is the Contractor that the project was awarded to.  There may 
be Sub-Contractors hired by the Prime Contractor, however the Prime Contractor is responsible for the 
project delivery.  The Prime Contractor is identified in the Record Drawing Information Block on the Face 
Sheet of the final record drawings. (See Appendix C)  
 
Project Submittal Form – See Record Drawing Project Submittal Form on page 2-4. 
 
Record Drawing Information Block – This is shown on the Face Sheet of the project plans along the right 
side of the sheet.  This Record Drawing Information Block includes the name of the Prime Contractor / 
Construction Company that constructed the project and the date the project was completed.  This block 
also contains the name of the Construction Administrator, who is the Resident Engineer (RE) and is a PE 
or RLA (for landscape projects) and is designated as such within the information block and the date the 
RE signed off on the project completion.  The Construction Administrator must be an ADOT employee.  
This block also has the name of the Record Drawing Designer and the date the record drawings were 
completed.  (See Appendix C) 
 
Red-lines – See Field Red-lines on page 2-2.  
 
References – References are shown on the Design Sheet of a plan set.  These were previously shown on 
the face sheet of the plans.  References are the plans that were used to develop / design the current set 
of plans.  When references are not shown on the as-bid plans, they need to be shown on the record 
drawings.  References are very useful for locating information that may not be available in the current 
set of plans.  See example on page .  
 
Registered Professional Engineer (PE) – the PE is a person, ADOT or Non-ADOT, who has been granted 
registration by the Arizona State Board of Technical Registration and is authorized to practice 
professionally in the State of Arizona.  This individual is usually a member of the design team who is in 
charge of developing the details for a project and has current or active license when the project is 
required to be sealed and signed.  This person can be a Civil Engineer, Landscape Architect, Architect or 
Land Surveyor. 
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Resident Engineer (RE) – The RE is an ADOT employee and a PE who is the designated as the 
Construction Administrator on the project who is in charge of administering the project and responsible 
for the field red-lines being recorded completely and accurately. 
 
Record Drawing Coordinator / Project Resource Office Liaison – The Record Drawing Coordinator is an 
ADOT employee who oversees the record drawing procedure and verifies the content of the deliverables 
to the Department. 
 
Record Drawing Designer – The person in charge of the record drawing plans for a project and ensures 
that the field red-lines are transferred accurately to the final record drawing Plans.  Typically this person 
is assigned or designated by the Project Manager and/or the RE / Construction Administrator. 
 
Record Drawing Plans – Record Drawing Plans are all of the changes to a construction document for a 
project based on a Professional Engineers (PE) changes to the original design.  The changes are based on 
field observations or information obtained during construction.  ADOT is required to maintain the record 
drawings (formerly known as “As Built Plans”) per the Arizona Revised Statues ARS 32-152.  The record 
drawing red-lines record the changes occurring during construction and are incorporated onto the plans 
manually and/or electronically.  The field red-lines set and other miscellaneous documents will be 
provided by the District’s Resident Engineer / Construction Administrator. 
 
Record Drawing Project Submittal Form – The RE / Construction Administrator must submit a Record 
Drawing Project Submittal Form (See Appendix B) with the final submittal of the record drawings to the 
Project Resource Office.  This project submittal form lets the project resource office know that the RE / 
Construction Administrator has reviewed the final record drawings and they include all of the field 
changes and the changes have been recorded accurately based on the marked up version from the field.   
 
ROAD – ROAD is the acronym used for the Repository of Online Archived Documents.  This is a cloud 
based portal to a database that contains all of the final record drawings for state and local governments.  
Record drawings can be searched by project information or through an interactive GIS map. 
 
ShareFile – ShareFile is available to ADOT employees as a method to transfer large files or files that are 
too large to send through email.  The maximum message size for emails is 20 MB (includes message and 
any/all attachments).  ShareFile has replaced the ADOT FTP site.  To access ShareFile you will need to 
setup a ShareFile account by opening a Service Desk Ticket from Information Technology Group (ITG).  
This is done either through an email or calling the Help Desk. 
 
Sketches – Sketches may be added to a set of plans however they must be clear and the quality of the 
sketch and information must be reproducible if the sketch is scanned or copied.  If the sketch is such that 
it is changing the design of the project or adding significantly to the design, the sketch must be signed, 
sealed and dated by a PE.  
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Supplemental Agreement – Is a signed written agreement between ADOT and the Contractor covering 
changes of work not otherwise provided for in the contract such as revisions or amendments to the 
terms of the contract. 
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Chapter 3 
Record Drawing Preparation (See Flowchart Stage I, Appendix A) 

 
3.1    Transferring the field changes to the Record Drawings (RE Requirements) 

1. It is recommended that the field office identify a single drawing set or electronic (CADD or PDF) 
file, including all addenda, to be used for red-lines prior at the start of construction.  This set of 
drawings should be used to keep track of or record all of the field changes during construction.  
Modifications shall be recorded promptly to ensure that a thorough and accurate set of final 
record drawings are compiled.  This set of drawings should be kept clean, dry and apply all 
safeguards avoid any damage to the plan set.  If a drawing within the set is damaged or impaired, 
immediately replace the damaged drawing with a clean copy to record any changes.  If an 
electronic file is used it should be stored in a directory accessible to the project field staff on a 
server or drive that is backed up regularly. 

 
2. During the course of construction activities, the Resident Engineer (Construction Administrator) is 

responsible for recording any changes in the locations, dimensions or quantities of constructed 
elements from those shown in the original as-bid contract documents (i.e., construction plan 
sheets).  The Resident Engineer (Construction Administrator) shall record all changes to the 
original design on a copy of the As-Bid plans in red so that it is clearly identifiable as to changes 
that have occurred. 
 
Any major design changes should be discussed with the original Designer of Record that prepared 
the As-Bid plans. 
 
Items that should be taken into consideration during the construction phase are: 

• Addenda 
• Supplemental Agreements 
• Change Orders 
• Field Adjustments 
• Request for Information Drawings 
• Shop Drawings (Unique/Different from As-Bid plans) 
• Bridge Working Drawings * 
• Found, relocated and abandoned utilities 

 
Red-lines are a continuous process from the start of a project. 
 
*Per the General Provisions in Section 16 of the ADOT Bridge Group Design Guidelines, available 
on the Bridge Group web page (see References on page 1-2), the following selected working 
drawings will become part of the final record drawings for permanent retention: 
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1) Post-tensioning details 
2) Expansion Joint details (non-standard only) 
3) Proprietary bearing details 
4) Proprietary retaining wall details 
5) Proprietary sound barrier wall details 
6) Precast and stay-in-place deck panels 
7) Other working drawings for atypical structures as specified in the special provisions 
 

3. The Resident Engineer and Design Project Manager (PM) must coordinate the preparation efforts 
with the ADOT Technical Section(s) or Consultant(s) preparing the final record drawings, for the 
proper allowance of time and funding (see Chapter 3, Section 3.1, # 4).  It is recommended that 
the ”Team” comprised of the Resident Engineer (RE), the Project Manager (PM), and the Record 
Drawing Designer meet to determine the best approach to transferring the field changes to the 
final record drawings (several methods are described below in Section 3.2). 
 
During the coordination meeting, the RE, PM and Record Drawing Designer should be aware of 
the required checklist shown on the “Record Drawings Project Submittal Form”. (Appendix B, and 
also Chapter 6, Section 6.1, # 12)  It is also a good time for the team to check the record drawings 
web page for additional guidance or requirements on the preparation of the final record 
drawings. 
 

4. The RE, PM, Designer of Record and the Record Drawing Designer shall prepare the “Record 
Drawing Preparation Estimate”. (see Appendix D)  This estimate should take into consideration 
the method that will be used to produce the final record drawings as indicated in Chapter 3, 
Section 3.2.  This form is a tool for the PM to verify the reasonableness of the Record Drawing 
Designers cost to prepare the final record drawings.  A blank Excel copy of this form is available 
on the record drawing web page. 

 
5. Within 45 days of the project’s final acceptance (including Consultant, internal ADOT or Local 

Government administered projects), the RE shall assemble the final red-line drawings and 
transmit them, along with the Record Drawing Preparation Estimate (see Chapter 3, Section 3.1, # 
4) to the Record Drawing Designer (If required based on Method used, See Chapter 3, Section 
3.2). 
 

6. The RE shall complete the “Record Drawing Information Block” on the face sheet of the project 
plans.  This includes the company name of the Prime Contractor and the date the construction 
project was finished.  The name and date of the Construction Administrator / RE and date the 
red-lines were completed and ready to be handed off to the Record Drawing Designer.  The RE 
shall keep a copy of the preliminary record drawings / red-lines for a record during the time the 
Record Drawing Designer completes the final record drawings. 
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7. The RE must ensure that the final record drawing set includes all Addenda, Revisions (change 
orders, Letter of Agreements, etc.), field changes and any additional drawings created as a result 
of unforeseen circumstances (see checklist in Chapter 6, Section 6.1, # 12).  Any additional 
drawings must be stamped, sealed and signed by a PE.  Depending on the method used to create 
the final record drawings, once the RE is sure that all of the changes are recorded or 
documented, the RE will then hand off a color copy of the red-lines to the Record Drawing 
Designer for final preparation. 
 

8. When the RE transmits the completed red-lines to the Record Drawing Designer for final record 
drawing preparation, the RE shall email both the PM and the Field Reports Section advising them 
of the transmittal date.  Field Reports will enter the date into the Field Office Automation System 
(FAST) to be reflected on the Contract Card. 

 
3.2    Methods to prepare Final Record Drawings 

 
There are several methods (Method a – d) or processes available to prepare the final record 
drawings. 
 
NOTE:  Regardless of the method chosen to prepare the final record drawings, the final product must 
be legible, clean, not faded and reproducible. 
 
a) On smaller projects that do not require a lot of field changes, the RE can mark (using a red pen) 

the field red-lines on the designated Preliminary Record Drawing plans set.  As long as the field 
red-lines are clean, neat, complete, legible and reproducible, the RE or the Record Drawing 
Designer can consecutively number the sheets in the lower right corner and add the date in the 
upper right corner in red per the attached example plan set (see Appendix G, Record Drawing 
Example).  This complete set can be scanned into a PDF/A document and directly submitted to 
the Project Resource Office for review (See Chapter 6, Section 6.2, # 2).  This method does not 
require electronically transferring the red-lines into the PDF document.  The RE / Construction 
Administrator shall also complete the Record Drawing Project Submittal Form and submit this 
form with the final record drawings.  

 
For Methods b – d, if the red-lines are being transferred to a PDF document, the size of the font used 
on the PDF should be large enough to read when the page is at its extents.  Typically for a 17”x11” 
sheet the PDF font height would be 10 and on a 34”x22” sheet the size would be 20. 

  
b) The RE / field office can make the field red-line changes electronically to a PDF copy of the as-bid 

plan set as changes are required (during construction activities).  Changes should be made to the 
PDF document daily as the field changes are completed.  The red-lines shown on the PDF must be 
done according to these guidelines (see Appendix G, Record Drawing Example).  This PDF copy 
must be protected and saved to location that is backed up (not on the local hard drive).  Once the 
project is complete and all of the field changes have been recorded, the RE can create a PDF/A 
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document and submit this, along with a completed Record Drawing Project Submittal Form 
directly to the Project Resource Office for review. 
 

c) A legible copy of the field red-lines that the RE / Construction Administrator has prepared are 
given to the Record Drawing Designer and the red-lines are transferred electronically to produce 
the set of final record drawings.  The electronically transferred red-lines can be done using 
Computer Aided Design and Drafting (CADD) software or any other application such as Adobe 
Acrobat to produce the final PDF document.  If CADD is used to record the changes, the CADD file 
must be capable of printing the changes in red.  A special pen table may be required to print out 
the changes in red.  Alternatively, as long as the red-lines are clean, neat, complete, legible and 
reproducible, the Record Drawing Designer can manually add the sheet numbers and record 
drawing date to each drawing.  In either case, the final record drawing PDF must be submitted as 
a PDF/A document. 
 

d) On large projects that require many field changes, the RE and the Designer of Record can 
communicate any field red-line changes to the Record Drawing Designer during construction 
activities as changes occur.  This allows the Record Drawing Designer the option of maintaining a 
PDF document with red-line changes as construction progresses.  If there are major changes to a 
drawing or the need for additional drawing(s), the Record Drawing Designer may create these in 
CADD and print out a PDF for insertion into the preliminary record drawing plans set.  Any new 
drawings added to the original as-bid plan set must be sealed, signed and dated by a PE.  As 
indicated in method c, there may be a need for a special pen table to allow printing the field 
changes from the CADD document in color (red). 
 
If major modifications and/or a new plan sheet(s) is required, the RE, Designer of Record and the 
Record Drawing Designer should determine if the new plan sheet should be drawn using CADD or 
if an additional sheet can be sketched or hand drawn to replace the original as-bid sheet(s).   In 
either case, the original plan sheet(s) is still required in the final record drawing plans submittal.  
The original plan sheet(s) will have a red “X” drawn through the sheet(s) and the new sheet(s) will 
be included after the crossed out sheet(s).  The “X” on each sheet should go from the upper left 
corner to the lower right corner and the lower left corner to the upper right corner (see the 
examples in the record drawings included with these guidelines).  The “X” should not be so thick 
as to obscure any information on the plan sheet.  The new plan sheet must be stamped, signed 
and dated by a PE. 

 
Keep in mind that final record drawings can be submitted with field red-lines done by hand.  If the red-
line changes to the plans are neat, clean, legible and reproducible the record drawing sheet numbers and 
date can be added to the plan sheets and electronically submitted as final record drawings (PDF/A).  If 
there are drawings that contain many changes or markups, sometimes it is easier to make the changes 
electronically using Adobe Acrobat or CADD so that you can move things around such as text and 
clouding.  Erasing on the record drawings is not an option. 
 
Never remove or cover any original values or details. 
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Chapter 4 
Record Drawing Preparation (See Flowchart Stage II, Appendix A) 

 

4.1   Creating the Final Record Drawings (Record Drawing Designer Requirements) 
 

1. Once the RE / Construction Administrator has finished gathering all of the record drawing data, 
the field red-lines (mark-ups) depicting construction changes are turned over to the Record 
Drawing Designer (Consultant or ADOT technical section) to prepare the record drawing plans. 
 

2. Once the Record Drawing Designer receives the red-line drawings, the Record Drawing Designer 
should review the red-line drawings for accuracy, legibility and completeness.  If there are any 
questions or something is not understood or clear on the field red-lines, the Record Drawing 
Designer must contact the RE / Construction Administrator to clear up any issues in a timely 
manner. 
 

3. Once the Record Drawing Designer receives the red-line drawings, the Record Drawing Designer 
must complete the final record drawing plans within 60 days or less. 
 

4. The Record Drawing Designer will complete the final record drawings in accordance with these 
Guidelines and information available on the ADOT – Project Resource – Record Drawing 
Guidelines Web Page.  More information on general record drawing preparation guidelines is 
available is Chapter 6.  If there are any questions during the preparation of the final record 
drawings, the Record Drawing Designer will contact the RE for clarification.  If there are any 
questions on the preparation of the final record drawings regarding the final submittal, the 
Record Drawing Designer and/or the RE can contact the Project Resource Office. 
 

5. The Record Drawing Designer must submit the completed record drawing plans to the RE / 
Construction Administrator for review to ensure all of the field red-lines and information is 
included in the record drawing plans.  The record drawing plans must be converted to a PDF/A 
document.  Information on creating a PDF/A document is available in Chapter 6, Section 6.2, # 2 
and also available on the Project Resource Office Web Page. 

 
6. The RE / Construction Administrator should complete the review within 5 working days.   

 
7. During the RE / Construction Administrators review, the RE / Construction Administrator shall 

download the Record Drawing Project Submittal Form (Appendix B) and make sure the final 
record drawings are in conformance with the checklist on the submittal form. 
 
The Record Drawing Project Submittal Form is located on the Project Resource Office, Record 
Drawings Web Page.  
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8. Once the RE / Construction Administrator approves the record drawings, the RE / Construction 
Administrator shall send an email to the Record Drawing Designer and the Project Resource Office 
with the Project Request Form attached.  The Project Resource Office email address for record 
drawing submittals is: RecordDrawings@azdot.gov.  

 
9. The Record Drawing Designer will then email the final record drawings in PDF/A format to the 

Project Resource Office at: RecordDrawings@azdot.gov and copy the RE / Construction 
Administrator on the email notification. 

 
 
 

 

  

 

mailto:RecordDrawings@azdot.gov
mailto:RecordDrawings@azdot.gov
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Chapter 5 
Record Drawing Preparation (See Flowchart Stage III and Stage IV, Appendix A) 

 

5.1  Final Record Drawing Review (Project Resource Office Review Requirements) 

1. Once the final record drawings are submitted to the Project Resource Office, the Project 
Resource Office will (typically within 1 – 2 working days) send out an email indicating that we 
have received the record drawings and will be reviewing them for conformity to the ADOT Record 
Drawing Guidelines.  The Record Drawing Designer and RE / Construction Administrator will be 
notified once the drawings are accepted and approved by the Project Resource Office or if there 
are any changes that need to be made to the submitted drawings. 
 

2. The Project Resource Office will typically complete the review of the record drawings within 2 
working days (depending on the complexity of the project). 
 

3. If there are changes that need to be made to the record drawings, the Project Resource Office will 
notify the RE / Construction Administrator and Record Drawing Designer of the required changes.  
The Record Drawing Designer will have a maximum of 14 days to make the changes to the record 
drawings from the date of notification of non-compliance. 
 

4. The Record Drawing Designer will need to re-submit the record drawings to the Project Resource 
Office for another review.  The Record Drawing Designer will copy the RE / Construction 
Administrator on the submittal.   Reviews will continue until the Project Resource Office approves 
the final record drawings. 
 

5. Once the Project Resource Office accepts the final record drawings, the Project Resource Office 
will generate an acceptance email and send the acceptance email to the RE / Construction 
Administrator, the Record Drawing Designer, Field Reports, MPD, Final Voucher and the Project 
Manager notifying them that the final record drawings have been accepted. 
 
The Field Reports Section will send out an email indicating that the final record drawings have 
been documented in the FAST Contract Card. 
 

6. The Project Resource Office will load the final record drawings into the Repository of Online 
Archived Documents (ROAD) portal and the final record drawings will be available typically the 
next day.  The ROAD portal is also mirrored or copied to AIDW. 
 

7.  The Project Resource Office will then send a copy of the final record drawings to the State 
Archives.  Submittals to the State Archives are typically done on a quarterly basis.  There is no 
notification sent to the RE / Construction Administrator or the Record Drawing Designer that the 
files have been submitted to the State Archives. 
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Chapter 6 
Record Drawing General Requirements 

 

6.1 Record Drawing General Requirements 
 
Below are general requirements for the preparation of the final record drawings.  Most of these 
requirements are shown in the example set of record drawings in Appendix G. 
 

1. The base or working set of record drawings will be a copy of the As-Bid plan set including all 
addenda that were available at bid opening. 

 
2. The Record Drawing Information Block on the Face Sheet must be filled in completely including: 

(Also see Appendix C) 
 
Constructed By: 
Construction Company – The name of the Prime Contractor on the project (shown in red). 
Completion Date - Date the project was completed (shown in red). 
 
Red-Lines By: 
Construction Administrator – The name of the RE on the project (must be a PE and designated 
as an Engineer) (shown in red). 
Completion Date – The date the RE submitted the plans to the Record Drawing Designer 
(shown in red). 
 
Record Drawings By: 
Record Drawing Designer – The name of the person reviewing the transfer of the field re-lines 
to the final record drawings (must be a PE and must be designated as an Engineer).  This person 
is typically the primary Designer of Record on the as-bid set.  The transferring of the field red-
lines from the RE to the final record drawings can be done by anyone, but the review of the 
transferred red-lines must be performed by a PE (shown in red). 
Completion Date – the date the record drawings were completed (shown in red). 
 

All of the information that is provided in the Record Drawing Information Block needs to be 
shown in red. (See Appendix C) 

 
3. Ensure that every sheet has been sealed, signed and dated by the Engineer of Record.  The seals 

need to be clear and readable.  This applies to additional sheets or sketches that have been 
added. 
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4. All Addenda need to be included in the final record drawing submittal.  Because an addendum 
typically occurs prior to bid acceptance, these sheets and the addendum information can be, or is 
typically shown in black. 
 
If the original sheet (prior to the addendum release) is available, this sheet can be included but an 
“X” must be drawn through the sheet indicating that the sheet was replaced with the new sheet.  
The new addendum sheet should be placed after the original “X’d” out sheet.  The original sheet 
is not required as long as all of the addendum information is shown on the new addendum sheet.  
The “X” should not be so thick as to obscure any information on the plan sheet. 

 
The Record Drawing Designer needs to check AIDW for any addenda or consult with the Project 
Manager and RE / Construction Administrator to ensure all of the addenda have been provided 
and are included in the final record drawing submittal. 

 
 

5. If the record drawings do not show the “References” on the as-bid Design Sheet, the record 
drawings need to show all of the plans and or survey number that were used to develop / design 
the project.  This information needs to be shown on the Design Sheet.  If a Design Sheet is not 
included in the original as-bid plans the information should be shown on the Face sheet.  The text 
size should be as close as possible to the other text on the Design Sheet (Typically for a 17”x11” 
sheet the PDF font height would be 10 and on a 34”x22” sheet the size would be 20).  Below is an 
example of how this information should be shown. 

 

 
 
 

6. Change orders that require that a new sealed plan sheet be developed during construction 
activities are developed as indicated in one of the two examples shown below: 
 
To replace the existing as-bid sheet: 
 

a. The new sheet is sealed, signed and dated. 
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b. All information pertinent to the sheet needs to be copied to or incorporated in the new sheet 

from the as-bid sheet such as addendums. 
 

c. The original as-bid sheet that is being replaced needs to be included in the record drawings 
and a red “X” drawn from corner to corner. 
 

d. The changes on the new plan sheet and associated sheets need to be clouded in black. 
 

e. On the newly sealed change order sheet (and any additional associated sheets) that replace 
an existing sheet, identify each change order in the upper right corner of the sheet with “To 
Accompany Change Order No. XX”. 
 

f. Add a triangle to each clouded change with the Change Order number in the triangle.  Also, 
add a brief description of the change in the Revision Block.  

 

      (See Appendix G, Page 24 - 26 for an example)  
 
Add a Change Order sheet to the project (not replacing an existing sheet): 
 

a. The new sheet to be added is sealed, signed and dated. 
 

b. The new sheet is inserted into the section of the plans based on type of work. (i.e. Roadway 
detail should go in the details section, traffic pavement marking should go in the pavement 
marking plans section) 

 
c. On the newly sealed change order sheet(s) (and all associated sheets) that are being added, 

identify each change order in the upper right corner of the sheet with “To Accompany Change 
Order No. XX”.  This can be done in black or red. 
 

d. Cloud the title block in the lower right corner and add a triangle to identify the change order 
with the change order number in the triangle.  This must be done in red. 

 

      (See Appendix G, Page 15 for an example)  
                  

 
7. All field revisions to permanent construction shall be documented on the sheet where the change 

occurs and shown in red.  These revisions include but are not limited to; geometrics, utilities, 
guardrail, striping, signing and permanent erosion control. 
 

8. Change Order (CO) and Letter of Agreement (LOA) changes need to be identified on the record 
drawings and shown in red. (Except as noted in Chapter 6, Section 6.2, # 5)  The change also 
needs to be clouded in red.  Any added text associated with the change needs to be large enough 
to read (PDF font size of 10 for a 17”x11” sheet size and 20 for a 34”x22” sheet size works well). 
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9. Shop drawings that are unique in nature and are original Contractor submitted designs, shop 
drawings that change the design, Request for Information (RFI), Supplemental Agreements, etc. 
shall all be included in the final record drawings.  All additional drawings must be sealed, signed 
and dated by a PE and include in the final record drawings preferably at the location where the 
additional information pertains or added at the end of the record drawing plan set. 

 
10. Per the General Provisions in Section 16 of the ADOT Bridge Group Design Guidelines, available on 

the Bridge Group web page (see “References” on page 1-2), the following selected working 
drawings will become part of the final record drawings for permanent retention: 
 

a. Post-tensioning details 
b. Expansion Joint details (non-standard only) 
c. Proprietary bearing details 
d. Proprietary retaining wall details 
e. Proprietary sound barrier wall details 
f. Precast and stay-in-place deck panels 
g. Other working drawings for atypical structures as specified in the special provisions 

 
11. If the project includes a SWPPP sheet, Part 2 of the sheet needs to be completed if more than 1 

acre was disturbed during construction.  This information is provided by the RE / District Office.  If 
after checking with the RE / District Office, the information is not available, then a red “X” needs 
to be drawn through only Part 2 of the sheet indicating that the RE / District did not have the 
information available.  
 

Minor Revisions: 
• Minor revisions can be hand drawn on the record drawings in red.  If there are no red-lines or 

changes during construction, the record drawing sheet numbers, record drawing date and the 
information block on the face sheet can be hand drawn in red.  Any hand drawn information 
needs to be neat, clear, readable and reproducible.     

 
• The RE / Construction Administrator can add sketches that clarify or document new findings 

or field modifications that need to be recorded.  If the sketches are done on a separate page, 
the new sheet needs to be sealed, signed and dated by the PE making the change in the field.  
The RE / Construction Administrator should ensure that the information is drawn in red and is 
neat, clear, readable and reproducible without leaving any extraneous data on the plans.  All 
changes must also be clouded in red. 

 
Major Revisions:  

 
• If a sheet is being replaced by a revised sheet, the new revised sheet shall be sealed, signed 

and dated by the PE making the revision.  
 



Record Drawing Guidelines  Rev. 2/2021 
 

 

6-5 

• The original as-bid sheet is not discarded.  A red “X” must be drawn from corner to corner of 
the border.  The line weight of the “X” must not obscure any information on the sheet.  Never 
remove or cover any original values or details. 

 
•  If a single sheet is being revised several times with major changes, a new sheet may be 

required.  If so, a red “X” must be drawn on the original sheet and all subsequent sheets until 
the last revised sheet is shown.  The line weight of the “X” must not obscure any information 
on the sheet.  All pertinent revisions must be transferred to the last revised sheet and all 
revisions shall be shown in red. (Except as noted in Chapter 6, Section 6.2, #5)  Place sheets in 
order behind the original / subsequent sheets. 

 

Never erase, remove or cover any original values or details. 
 
• If there are resources available and depending on the method used to prepare the record 

drawings (See Chapter 3, Section 3.2 for Methods), the changes can be made using CADD or 
within the PDF document itself.  Either way, the final PDF sheet must show the revisions in 
red.  If CADD is used, this may require a special pen table to allow printing in color.  All 
original features of the sheet should remain in black and only the revisions shall be shown in 
red. 

 
• If there are not enough resources to prepare an electronic detail, and depending on which 

method was used to prepare the record drawings (See Chapter 3, Section 3.2 for Methods) 
the RE / Construction Administrator can create hand drawn sketches sealed, signed and dated 
by the PE. 

• All revisions to the original as-bid plans shall be shown in red, clouded in red and if necessary 
numbered using triangles with a legend / description of changes (also shown in red).   Record 
drawing sheet numbers in the lower right corner and the record drawing date shall be shown 
in red.  The text needs to be large enough to read (PDF font size of 10 for a 17”x11” sheet size 
and 20 for a 34”x22” sheet size works well). 

 
12. Added plan sheets shall be inserted within the appropriate section.  Label the sheet with the 

sheet number and the next letter in the alpha designation sequence using upper case alpha 
letters (i.e. 18A, 18B, 18C, etc.).  These should be shown in the upper right corner of the sheet. 

 
13. The Technical Group or Consultant that was the lead for the design of the project, is also the lead 

for distributing the revisions received from the Project Manager and/or the RE / Construction 
Administrator.  This should be coordinated before construction begins and a method of record 
drawing preparation should be decided on as outlined in Chapter 3, Section 3.2 (Methods).  If the 
red-lines need to be distributed to the groups or Consultants that completed the work on the 
original design, the lead for the design of the project shall contact the appropriate groups or 
persons to perform the work. 
 
The lead for the design shall collect all of the PDF documents from each discipline and combine 
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them into one PDF document.  This document shall then be converted to a PDF/A prior to 
submittal to the Project Resource Office.  The Project Resource Office does not coordinate the 
collection of the record drawing submittals from each discipline and does not accept partial 
submittals of record drawings. 
 

14. Below is a general guidance checklist for items that are commonly overlooked during the record 
drawing plans creation and submittal process.  This is also part of the Record Drawing Project 
Submittal Form. (See Appendix B)  
 
 All As-Bid sheets are included. 
 

 If required all Bridge Working Drawings are included. 
 

 Record Drawings are being submitted as a PDF/A. 
 

 If required Part 2 of the SWPPP sheet has been filled in or “X’d” out (if Part 2 was not used) and if there is one on 
the project. 
 

Were there any Addendums on this project? (See Appendix G in the Record Drawing Guidelines – PDF page 49) 
 No. 
 Yes, the addendum numbers __________________________________________ are included in the 

record drawings. 
 

 All of the field red-lines shown on the plans are clouded and shown in red. 
 

Were there any Change Orders or Supplemental Agreements on this project that changed the plans? 
 No. 

 Yes, please list the Change Order(s) number (i.e. CO-4, LOA-1):____________________________________________ 
__________________________________________________________________________________________ 

 

 All utility work (gas, water, CAP, electric, communications, irrigation, railroad, etc.) that was moved, added, or 
abandoned as part of the project are shown on the record drawings. 

 

 All of the information that the Contractor is required to provide has been shown in red on the record drawings. (i.e. 
record drawing   
     information for electrical items, pull box locations, etc.) 
 

 All of the information in the “record drawing block” on the face sheet is completed and show in red. 
 The Construction Administrator’s name and date, and the Record Drawing Designer’s name and date are 

shown in red. 
 

 The Construction Administrator and Record Drawing Designer are designated as a PE. 
 

 All of the drawings have the PE stamp and signature. 
 

 All of the record drawing sheet numbers and dates are shown on each sheet in red. 
 

 The file size of each PDF/A file is below < 100 MB. 
 

 The PDF/A file is unlocked and not password protected. 
 

 The file name(s) are correct (i.e. H123401C_vol1(pgs1to18of18)RecDwgs-2016.pdf) 
 

15. If there is more than one volume in a project set of plans, the Face Sheet and Standard Drawing 
Sheet (1A, 1B, 1C, 1D, 1E) needs to be included in the record drawings for each volume if they 
were provided as part of the original as-bid plans.  This would also be where Record Drawing File 
Name would change to designate the next volume (See Chapter 6, Section 6.3, Record Drawing 
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File Naming Convention).  The sheets would be included in the total number of record drawing 
plans sheet numbers in successive order of the original as-bid plan set.   
  

16. Projects that are done by special provisions only, have no plan sheets or are material only 
procurement projects must be submitted to the Project Resource Office using the “No-Plans” 
document.  The No-Plans document is available on the Record Drawing Web Site.  The No-Plans 
submittals go through the same process as a regular set of record drawings with regards review 
by the Project Resource Office and uploading the final No-Plans document to the ROAD portal.  
Notification is also sent to Field Reports to update the FAST Contract Card.  Note that the No-
Plans form needs to be submitted as a PDF/A document.  This document is also sent to the State 
Archives. 
 

17. Record drawings for projects that are identified or involve work related to Critical Structures are 
still completed and submitted as outlined in these guidelines, however the final record drawings 
are not uploaded to the ROAD portal by the Project Resource Office.  Instead, a Critical Structures 
Notice is uploaded to the ROAD portal identifying the project as a critical structure project and 
access to the record drawings is required to go through the ADOT Safety and Risk Management 
Section.  (See Appendix F) 
 

6.2  Record Drawing Deliverables 
 

1. The record drawings shall be submitted electronically in PDF format with the following settings: 
 

• The size of the drawings within the PDF document shall all be either 17” x 11” (also 
known as half size) or 34” x 22” (also known as full size).  All drawings in the PDF 
document must be the same size. 

• Any added text using Adobe needs to be large enough to read (PDF font size of 10 for a 
17”x11” sheet size and 20 for a 34”x22” sheet size works well). 

  
• The PDF document shall have no security on it.  The PDF file needs to be unlocked and 

not password protected. 
  
•  The PDF document needs to be submitted as a PDF/A. 

 
2. All record drawing submittals must be submitted electronically in PDF/A format. 

 
PDF/A is a “standard being established to set guidelines for archiving and preserving digital 
documents in Portable Document Format (PDF) and will ensure the preservation of their contents 
over an extended period of time and will ensure that those documents can be retrieved and 
rendered with a consistent and predictable result in the future.” 
 
PDF/A frequently asked questions, an important notice regarding creating a PDF/A and instruction 
on how to create a PDF/A document are available on the Record Drawings Web Page. 
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3. The completed Record Drawing Project Submittal Form must be submitted along with the record 

drawing submittal.  This form must be filled out completely and signed by the RE / Construction 
Administrator.  The Record Drawing Project Submittal Form is available on the Record Drawing 
Web Page (example shown in Appendix B). 

 
4. The record drawings must follow the correct file naming convention outlined in Chapter 6, 

Section 6.3 Record Drawing File Naming Convention. 
 

5. The record drawing PDF file size should be limited to 100 MB (which is 100,000 KB).  Larger 
projects will need to be broken up into smaller file sizes.  File naming conventions should be 
followed (See Chapter 6, Section 6.3).  This makes downloading the final record drawings quicker 
and easier to upload and retrieve from the ROAD portal. 
 
PDF file size can be dramatically reduced by optimizing or reducing the file size from within 
Adobe Acrobat.  If the file is optimized or reduced, please make sure none of the data such as 
red-lines are removed as part of the optimization process.  PDF optimization and file reduction 
needs to occur prior to creating the final PDF/A document. 
 

6. Record drawings can be submitted to the Project Resource Office several different ways. 
 

NOTE:  Record drawings must be submitted as a complete set of record drawings.  We do not 
accept partial record drawing submittals.  Please contact the Project Manager or the RE / 
Construction Administrator for any questions related to combining files into one final record 
drawing submission. 
All record drawings must be submitted electronically to: RecordDrawings@azdot.gov   

 
• If you are a Consultant, you can either email the pdf of the record drawings directly to 

ADOT, or send a link to the record drawings from either your company FTP site or 
through a file sharing application such as ShareFile.  The files must be available for 
download for a minimum of 14 days from notification to ADOT that the files are ready to 
be downloaded.   

 
• If you are an ADOT employee and you are either receiving files on behalf of a Consultant 

or if you are submitting files from a project you are working on, you can email the 
record drawing files or submit the files using the ADOT ShareFile.  

 
ShareFile is available to ADOT employees as a method to transfer large files or files that 
are too large to send through email.  The maximum message size for emails is 20 MB 
(includes message and any/all attachments).  ShareFile has replaced the ADOT FTP site.  
To access ShareFile you will need to setup a ShareFile account by opening a Service Desk 

mailto:RecordDrawings@azdot.gov
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Ticket from Information Technology Group (ITG).  This is done either through an email 
or calling the Help Desk. 

 
For more information, please contact the Project Resource Office at: 602-712-7015. 

 
7. The Project Resource Office will send a standard email response indicating that we have received 

the record drawings and will be reviewing them for conformity to the ADOT Record Drawing 
Guidelines.  You will be notified once the drawings are accepted and approved by the Project 
Resource Office or if there are any changes that need to be made to the submitted drawings. 

 
Depending on the complexity of the project (i.e. number of sheets) record drawings are typically 
reviewed by the Project Resource Office within 1 – 2 business days. 

 

8. If there are any changes to the record drawing plans, the Project Resource Office will email the 
Record Drawing Designer and the RE / Construction Administrator indicating what changes are 
required.  The Record Drawing Designer will coordinate any changes with the RE / Construction 
Administrator and re-submit the record drawings for a 2nd review.  Depending on the complexity 
or number of changes required, the Record Drawing Designer should return the revised plans 
within 5 business days. 

 

9. Upon approval of the final record drawing plans, the Project Resource Office will send an email to 
the RE / Construction Administrator, the Record Drawing Designer, Field Reports, MPD, Final 
Voucher and the Project Manager indicating that the final record drawings have been accepted. 

10. Field Reports sends out an email indicating the project has its final record drawings documented in the 
FAST Contract Card. 
 
 
 

6.3  Record Drawing File Naming Convention 
 

1. File Naming Convention: TRACS Number, Volume Number, Page Range, Record Drawings, - year 
construction was completed, File Extension. (Note, no spaces allowed in file names, use underscore or 
dash) 

 
Example (Regular Plans, file size below 100 MB): 

  H542301C_vol1(pgs1to40of40)RecDwgs-2016.pdf 
 
Example (Regular plans, file size above 100 MB, broken up into separate files <100 MB): 

H835401C_vol1(pgs1to75of150)RecDwgs-2017.pdf 
                       H835401C_vol1(pgs76to150of150)RecDwgs-2017.pdf (Try to break by discipline) 
 

Note: Try to make the break between files occur where the project files change from one group to another 
(i.e. break between Roadway and Traffic Group sheets). 
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Some larger projects are broken up by volumes (volume 1, volume 2, etc.).  The volume number should be 
designated in the file name if required (See Chapter 6, Section 6.1 # 13). 

 
       Example (Volumes): H725101C_vol1(pgs1to175of980)RecDwgs-2015.pdf 

                      H725101C_vol1(pgs176to395of980)RecDwgs-2015.pdf 
H725101C_vol2(pgs396to752of980)RecDwgs-2015.pdf (Volume Number Changes 
here) 

                      H725101C_vol2(pgs753to980of980)RecDwgs-2015.pdf 
 

Example (Shop Dwgs): H835401C_vol1(pgs1to50of50)ShopDwgs-2017.pdf 
                      H835401C_vol2(pgs1to25of25)ShopDwgs-2017.pdf 
 

Example (Large Set): H922501C_vol1(pgs1to974of2980)RecDwgs-2016.pdf  (Roadway sheets) 
                      H922501C_vol1(pgs975to1026of2980)RecDwgs-2016.pdf  (Roadway sheets) 

H922501C_vol2(pgs1027to1089of2980)RecDwgs-2016.pdf (Volume Number 
Changes) 

                      H922501C_vol2(pgs1090to1100of2980)RecDwgs-2016.pdf  (Traffic sheets) 
H922501C_vol2(pgs1101to1275of2980)RecDwgs-2016.pdf (Landscape sheets) 

                      H922501C_vol3(pgs1276to1395of2980)RecDwgs-2016.pdf (Irrigation sheets) 
H922501C_vol3(pgs1396to2752of2980)RecDwgs-2016.pdf (Volume Number 
Changes) 

                      H922501C_vol3(pgs2753to2980of2980)RecDwgs-2016.pdf (Bridge sheets) 
 
Note in the “Large Set” the disciplines were broken out in addition to the volumes.  When submitting a 
large project and you have the disciplines separated out, please identify each discipline and this will be 
added to the description in the ROAD portal. 
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Chapter 7 
CADD File Archiving Requirements 

 

7.1 CADD File Archiving General Requirements 
 
In order to ensure receipt of and to make our records complete, if the CADD files were not submitted as part of 
the delivery package at bid advertisement, ADOT requires that CADD files be submitted as part of the record 
drawing submittal process before the project can be closed.  This is to ensure ADOT receives all CADD files 
associated with the project. 
 

• CADD files shall be submitted in a Zip file. 
 

• Zip file size shall be less than 100MB.  If the file size is larger than the 100MB size requirement, the CADD 
files need to be separated into smaller Zip files.  If there is more than one Zip file, the files should be 
broken at either a specific discipline (Bridge, Roadway, Traffic, etc.) or at a specific consultant (Consultant 
1, Consultant 2, etc.). 
 

• The CADD file shall include the ADOT project number (TRACS number) and the words CADD_Files as 
shown below: 
 

H123401C_CADD_File 
or by discipline if larger than 100MB…  
H345601C_CADD_Files_Bridge 
H345601C_CADD_Files_Traffic etc. 

 
• The CADD file submittal must include all CADD files for the project from all disciplines and consultants 

submitted at one time.  We do not receive partial submittals for CADD files.  
 

• All CADD files for the project including dgn, dtm, alg, reference files, etc. must be included as part of the 
submittal.  
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Appendix A: Flowchart 
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Appendix B: Project Submittal Form 
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Appendix C: Face Sheet Information Block 
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Appendix D: Record Drawing Preparation Estimate 
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Appendix E: “No-Plans” Document 
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Appendix F: Critical Structures Notice 
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Appendix G: Record Drawing Example

Page 1

Page numbers in lower left
corner are for reference only
and should not be shown on
record drawings.



Text should be readable at full
extents of sheet. For 17"x11"
sheets use 10 point and for
34"x22" sheets use 20 point fonts.
Place text in the correct location
and uniform.
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Text should be readable at full
extents of sheet. For 17"x11"
sheets use 10 point and for
34"x22" sheets use 20 point fonts.
Place text in the correct location
and uniform.
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This sheet is a change 
order sheet that was added and 
did not replace another sheet in 
the plans.

Add "To Accompany Change 
Order No. X" to the upper right 
corner.  This can be done in 
red or black.

Cloud the title block and add 
the triangle with the 
addendum number.  This 
must be done in red.

DETAIL SHEET
DETAIL C

1

This sheet requires a 
new seal, signature 
and date.
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This sheet is marked up due to a
change order. The change order
number and triangle are not required
because this is the original sheet, it
hasn't been re-issued.



This sheet was the original as-bid sheet.
There was a Change Order that required
major changes so a new sheet was
developed with a new seal, signature and
date as shown on the next sheet Page 25.

102 172
Page 24

4/3/2017



This sheet is the new sheet that was
developed because of a Change
Order. The original as-bid sheet is
shown on Page 24 (previous sheet).

The changes are shown on this sheet in black for the
Change Order information that was done during
construction, that REQUIRED a new sealed sheet to
replace the original as-bid sheet. This includes the
information in the upper right corner identifying the change
order number and also black clouding around the changes.

The title block needs to be clouded in red.

This sheet replaces the previous sheet
and has a new seal, signature and date
for the Change Order.

Page 25



39+68.00

693+15.43

Changes after the new sealed sheet
has been released (See Page 25) are
shown and clouded in red. The
previous sheet (Page 25) will require a
red "X" through the sheet.
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