PROCESS INFORMATION
1) If the Consultant has there own FTP site, OR it is being done by In-House then go directly to Step 2. (Consultant needs to make sure the PM has the userid and password to access the site)
The Consultant would fill out the FDOT External FTA (File Transfer Appliance) Server – Access Request (FTP Addendum).  
· This COMPLETED form would go to the Project Manager, who would submit to Doug Fleisher of OIS.

· OIS would submit the request to Tallahassee where a user id and password would be established.
· The consultant would get an email from Tallahassee letting them know what their user id and password.

· The consultant would then let the PM know they have access.

· The PM would then give the Consultant this Process Information on how to proceed in submitting the Project and Subset information.

2) The EOR (Consultants):
· Secure and authenticate each directory structure before zipping.
· Make sure all the files that have been zipped include ALL the folders (including the empty folders in the directory structure).

· Each Project Submittal, Subset Submittal would be in its own .zip format.
· The authentication, signature, manifest, the Compliance Checklist Document, QA/QC Checklist (signed / signed and sealed / dated where appropriate)  would be one composite pdf.
· Attach the individual .zip files and the pdf in the FTA email.  Make sure to put a subject line with FPID number and what the submittal is for.

· Send to the PM and the PM’s designee(s).
3) The Project Manager:  
· After you get the email from the Consultant of the Production Submittal……….
· Save the .zip and .pdf files from the FTA email to the S Drive

· The folder structure would be as follows:

H:\staticdata\SpecsSubmittals\DepartmentName\11 digitFPID(123456-1-52-01)\Project,Subset, Documentation/ProjectFPID.zip,SubsetFPID.zip, Documentation.pdf
Department Names: Project Management, Traffic Operations, In-House Design, Interstate, Structures. 
· The PM would need to learn how to unzip a file.
· The .zip files would need to be unzipped 
· The PM would then authenticate each of the unzipped submittals. 
· After the submittal has been unzipped, delete the .zip file
· If there were no errors, with the authentication, the PM would Specs / CADD stating the Production / Final submittal is ready for review.  
· Reviews by Specs and CADD would be done as they are now.  Comments would be sent (via email) to the PM.
NOTE: PM’s NOT dealing with Consultants would put the directory structure(s) directly in the H:\staticdata\Specs Submittals\  folders

If there are comments for the project, synchronization will begin between Specs and the EOR. (see synchronization process attached)
4) The Specs Office would 

· Complete Synchronization
· After the Synch Report has been reviewed and printed off.
· Project would be authenticated and printed off.  
Specs will request the Final CD’s and documentation IF all has been taken care of. (if not, the synchronization process is started all over again)
When CD’s and Documentation come into Specs they MUST compare the Manifest Key with the PM’s paperwork.  If they match, everything is synchronized. IF NOT, then the CD’s are returned and the synchronization process is started all over again and CD’s are resubmitted).   

NOTE:  The only way this would happen, is if the Consultant did something to the project AFTER it was approved by the District (without letting the District know) IT IS VERY IMPORTANT, that no changes are made to the Project at this point on.  If changes are required, then Specs needs to be made aware of this and synchronization is started again. 
If there aren’t any comments for BOTH the project AND subset, then the PM would request the appropriate number of Project  and Subset CD’s along with all the hard copy original crimped Signature Documents, Authentication Tests, Manifest Documents for both Project and Subset Submittals and comp books (if applicable).
5) After Ruth sends out the “Good to Go E-Mail”, CADD would transfer to the PEDDSdb. 
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