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The purpose of this procedure is to ensure the proper handling of funds that are received 
from the sale of plans, proposals, and cross-sections to prospective contractors and other 
interested parties.

For this procedure the term "Developing Division" refers to any Division responsible for 
the development of plans or cross-sections.

II.  DUTIES AND RESPONSIBILITIES 

It will be the responsibility of Contract Administration Division to review the originals of 
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plans, proposals, and cross-sections in order to estimate printing quantities. Contract 
Administration Division must then notify the Developing Division as to how many plans 
and cross-sections will be needed. Contract Administration Division is responsible for 
requesting Office Services Division to print proposals.

The Developing Division will request the Office Services Division to print plans and 
cross-sections after being notified of the quantity needed by the Construction Division.

Contract Administration Division will be responsible for taking requests for plans, 
proposals and cross-sections and the distribution of materials to the requestor. Also, 
Contract Administration Division will complete (or have the requestor complete) the 
Order Form for Proposals, Plans & X-Sections (see Exhibits), for each request received 
and make the appropriate computer entry to log the request.

Contract Administration Division, after distribution of materials to requestors on credit, 
will complete Form BF-38B, Invoice, and attach the Order Form. Invoice, Form BF-38B, 
with attached Order Form will be transmitted along with the Proposal and Plans 
Distribution print-out to the Accounts Receivable Section of Finance Division.

Upon receiving the above transmittal from Contract Administration Division, the 
Accounts Receivable Section of Finance Division will be responsible for billing 
requestors for listed charges and receiving monies to be credited to the proper accounts, 
codes, authorization, and "N" or "P".

The first of each month, the Accounts Receivable Section will transmit a list of delinquent 
accounts to Contract Administration Division. Any contractor whose account is delinquent 
will not receive any further distribution of plans, proposals, or cross-sections except by 
cash payment. This list will be revised each month by memorandum from the Accounts 
Receivable Section.

III.  PROCEDURES

Republished: 11/1/2000 Effective: 4/15/90

Advertisements go out through the news media for bids on construction projects. Certain 
contractors and their material suppliers may be interested in submitting bids on those 
projects. In order to submit bids, the contractor needs all the pertinent information 
available concerning the project. This information is available in the form of plans, 
proposals and cross-sections obtained by request from Contract Administration Division. 
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Any contractor or interested party who requests this material from the Division of 
Highways will be charged a set amount to cover the printing costs of the material. Also, if 
the material is sent to the requestor by first class mail, the postage will be added to the 
charges.

The following is a step-by-step process to be followed to ensure the proper handling of 
funds generated from the sale of this material.

A.  CONTRACT ADMINISTRATION DIVISION 

1.  Verify plan and proposal quantities received from Engineering 
Division. 

2.  Review plans, proposals, and cross-sections to determine printing 
needs. 

NOTE:This is done by considering several variables. 
Example: l) Location of project, 2) time involved, 3) cost of 
project, 4) past experience, 5) type of project, etc.

3.  Notify the Developing Division as to the number of plans and cross-
sections needed. 

4.  Request Office Services to print the number of proposals needed as 
determined in paragraph 2 above. Printing of proposals will be 
charged to the appropriate accounts, codes, authorization, and "N" or 
"P". 

5.  Upon receipt of a request for plans, proposals, and cross-sections 
from contractors or other interested parties, the Order Form for 
Proposals, Plans & X-Sections must be completed. (See Forms 
Section). 

6.  If material is to be mailed first class, a tag is placed on the package 
and sent to the Division of Highways' mail room, where postage is 
placed on parcel. 

7.  Upon receipt of the postage tag, postage is recorded on the Order 
Form. 

8.  Transmit Invoice, Form BF-38B, along with a copy of the Order 
Form and Proposal and Plan Distribution print-out to the Accounts 
Receivable Section of Finance Division for billing. 
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NOTE:One contractor may bid on more than one project.

B.  Developing Divisions
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1.  Request Office Services to print quantity of plans and cross-sections 
needed. Printing of plans and cross-sections will be charged to the 
appropriate accounts, codes, authorization, and "N" or "P". 

2.  Transmit plans and cross-section from print shop to Contract 
Administration Division for distribution to requestors. 

C.  Finance Division, Accounts Receivable Section

1.  Group all Order Forms for Proposals, Plans & X-Sections together 
by requestor and place in alphabetical order. 

2.  Run a tape on all requestors individually. 
3.  Add these totals from the individual requestors together and balance 

against Form BF-38B totals. 

4.  Bill each individual requestor on Form BF-35, Invoice, for the total 
amount they owe. 

5.  Upon preparation of the invoices, a journal voucher will be prepared 
monthly, crediting the appropriate accounts, codes, authorization, 
and "N" or "P". 

D.  Office Services Division
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The tag is removed from the package, and postage is entered on the tag and 
transmitted back to Contract Administration Division.

E.  Program ADMINISTRATION Division
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Advertise projects for bids through news media with the assistance of 
Contract Administration Division.
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