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ALL DIVISION AND DISTRICT ENGINEERS 
 
This letter is issued for the purpose of emphasizing, clarifying, and re-defining schedules for 
submission of plans and clearance of projects for lettings. 
 
The attached chart presents a graphic picture of a time table from the receipt of plans 
through the letting day. You will note there is a different schedule for federal aid projects, 
and for non-federal aid and federal aid secondary projects. This difference is due to the fact 
that Plans, Specifications, and Estimate (PS&E) must be approved by the Bureau of Public 
Roads on all federal aid projects, except secondary roads, before authorization may be 
obtained to advertise the projects for a letting. 
 
Twelve weeks prior to the letting is established as the deadline for receipt of plans on federal 
aid projects requiring PS&E submission. (Note this will include Forest Highway projects). 
Ten weeks prior to the letting is established as the deadline for receipt of plans on non-
federal aid and federal aid secondary projects. Failure to receive plans by this date will be 
reason to consider postponement of the anticipated letting date by one month. Under no 
circumstances will a project be processed for a letting later than seven (7) weeks prior to the 
letting for PS&E projects and five (5) weeks for all other projects. These projects will 
automatically be delayed one month for letting. 
 
It is realized that it may be difficult to understand why deadlines so far in advance of the 
letting must be established, and the following is offered in the way of explanation. Plan 
processing is usually begun as soon as plan tracings are submitted. The processing cannot be 
completed unless the plans are complete (i.e., roadway plans, lighting, signal and signing 
plans, bridge plans, utility plans, plan changes due to right-of-way negotiation and 
condemnation etc.). Plan processing consists of preparing a sample proposal, assembling the 
plans, preparing a 2-A sheet, and reviewing the estimate. The plans are next submitted for 
reproduction. Approximately 60 to 120 sets of plans are printed for each project, depending 
upon the size of the project. Printing, assembling, stapling and storing takes considerable 
time. The sample proposal is then typed on proposal forms, proofed, and sent for 



reproduction. Again, between 60 to 120 proposals are prepared, depending upon the size of 
projects and the printing, assembling, stapling and storing takes considerable time. This time 
factor becomes all important when considered on an accumulative basis with projects from 
usually each of ten districts, with some districts having several projects each. 
 
Printed plans and proposals must be available as part of the documents of the PS&E 
approval on federal aid projects. For nonfederal aid and secondary road projects plans and 
proposals must be available at the time the Notice of Letting is issued to provide sufficient 
time for potential bidders to study the projects. 
 
A Notice of Letting is issued to those contractors having a valid financial statement on file 
and others on a subscription list about four (4) weeks prior to the letting date. This notice is 
not the legal notice required by law which is placed in appropriate newspapers 
approximately three (3) weeks prior to the letting. A project must be fully cleared with 
regard to all plan matters, utilities, and right-of-way before it can be placed in the Notice of 
Letting. A final check of right-of-way and utility clearance is made of scheduled projects 
prior to the preparation of the notice. Notification of clearance of these matters at the earliest 
possible date is required as a guaranty to meet letting schedules. 
 
It has been noted that many of you have been working towards, and are achieving 
completion and clearance of, projects within tolerable limits of the schedules described. You 
are, therefore, to be commended. We are still, however, experiencing tremendous peak load 
problems in processing printing, and obtaining PS&E approvals, which can only be resolved 
by adhering to the deadlines now presented by this letter. 
 
The ideal solution, of course, is the avoidance of deadlines with "plans on the shelf" 
awaiting finances to be placed in lettings. We want to encourage all efforts in achieving this 
goal, which can only be accomplished by submissions and clearances before the deadlines. 
In the meantime, we solicit your cooperation in scheduling and deadline procedures outlined 
in this letter. 
 
 
 
 
 
Leland D. Fletcher 
Division Engineer 
Surveys and Plans 


