GUIDANCE FOR PROCESSING WORK DRAWINGS ELECTRONICALLY
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Project Engineer — Provide the process and guidance for uploading
the work drawings to the Prime Contractor at the preconstruction
meeting.

Prime Contractor — Prepare and upload the cover letter and work
drawings as specified in the contract. Guidance for uploading is
attached to this document.

Prime Contractor — Send an email notification to the Project
Engineer that the work drawings are available on the MFT site.

Project Engineer — Send an email notification to the Engineer of
Record (EoR) and Technical Support Person (TSP) (when applicable)
that the work drawings are available for review on the MFT site.
The TSP will forward the information to the appropriate person(s).

Engineer of Record or Technical Support Person — The EoR or TSP
will download the files from the MFT site and review them. The
EoR or TSP will prepare correspondence to the Project Engineer
noting the results and then upload correspondence and work
drawings (with comments) to the MFT site and delete the original
submittal. Send notification to the Project Engineer of completed
review.

Project Engineer
1. Upload correspondence and work drawings to the

Construction Automated Records System (CARS).

2. Send the Prime Contractor a link to the MFT site and a
notification of the review outcome.

3. If the work drawings have no exceptions noted provide a
copy of the work drawings to local government (city, county,
etc...) as necessary.

Prime Contractor — Download (within 30 days) and distribute work
drawings with no exceptions noted to subcontractors, suppliers,
fabricators, and the like as necessary. Work Drawings that require
corrections or are not acceptable shall be revised and resubmitted
and the process repeated.




Guidance for Uploading Work Drawings

The following guidance is for uploading work drawings.

1.

2.

All documents are to be in portable document format (.pdf) file format.
The documents shall use the following naming convention:
NDDOT Project Number_Name of Work Drawing_Submission Number.pdf
Example: SER-7-073(011)008_Concrete ECB_#1.pdf
Login to the Managed File Transfer (MFT) Site:
a. https://mft.nd.gov

b. Username: workingdrawings
c. Password: Drawings2017

Click on “Folders”

Navigate through the folder structure:
a. Home -> doteng -> Engineering -> workingdrawings
b. Place documents in the month that corresponds with the submittal date.


https://mft.nd.gov/

