Plan-in-Hand Submittal and Meeting Guidelines
PDN Task 3RD1 – Plan-in-Hand Distribution and Materials
Plan-in-Hand Package
Approximately 20 weeks (141 calendar days) prior to the Letting date, the Plan-in-Hand Package (PIH Package) will be uploaded to the TDOT ProjectWise location provided to the Design Team by the Region Pavement Project Manager (PM).
The PIH Package will include the following:
· Plan-in-Hand Plans
· Draft TMP document and any additional attachments 
· Special Provision Order Sheet
Scheduling Plan-in-Hand Meeting
The PM will schedule the PIH meeting and distribute the invitation.  The PIH meeting will take place within the period 16.5 to 16 weeks prior to the Letting date as scheduled by the PM.
Guidelines for meeting schedule are as follows:
· Region PMs should coordinate to avoid meetings in conflict with each other when possible as some personnel must attend all Region meetings.
· Formats may be one of the following options:
· All projects reviewed in a single meeting
· Multiple meetings with each meeting to be District specific for that Region
Materials to be included in the invitation are as follows:
· Review Schedule
· Plan Review Period 2 weeks (14 calendar days)
· Comment Response Period 1 week (7 calendar days) minimum
· Plan-in-Hand Meeting
· Project Data Links
· ProjectWise link to Review Folder which shall contain all materials pertinent to composition of the plan set and the PIH Package
· SharePoint link to Comment Resolution Form (CRF) containing a separate tab for each project
· Project List for PIH
· PIN
· County
· District
· Route
· Termini Description
Plan-in-Hand Review Period
The review team is allotted 2 weeks (14 calendar days) to review the materials and provide comments in the CRF for the appropriate project.  All comments are required to be entered by close of business on the close date of the comment period.  Late comments will be reviewed subject to time available and included at the discretion of the PM and Design Team.
Comment Response Period 
After the comment close period, the Design Team is allotted no less than 1 week (7 calendar days) to review and formulate comment responses in the CRF which includes the initial disposition, any explanation or verification of a disposition “A” (Accepted) and “D” (Not Applicable); any questions, need for clarification of the comment or items requiring further discussion will be marked “C” (TDOT to Evaluate) or “B” (Designer to Evaluate) and the responder’s name.
Preparing to Attend Plan-in-Hand Meeting
Prior to the meeting, it is recommended that each attendee review the CRF.  Commenters may review initial responses to their comments and prepare follow up comments or responses if they feel that the comment has been misinterpreted or the initial response is in error.
Holding Plan-in-Hand Meeting
The PIH meeting may be attended virtually or in person per the PM.  At the PIH meeting, the PM will provide a screen share of the CRF for the appliable project and will filter any comments with initial disposition “A” and “D”, only comments which have been marked as “B” or “C” requiring further evaluation will be considered for initial discussion.
The Design Team will appoint a delegate to lead the review of each project assigned to that team.  The review lead will guide the group through the CRF as sorted by the PM.  A team member will provide notes within the CRF for any additional information, clarification or instructions resulting from the review discussion.
Upon conclusion of discussion of “B” and “C” comments, any meeting attendee may request review of a specific comment with the initial disposition marked as “A” or “D” for further clarification.
After the review of the CRF for each project, the PM will share the project SP Order Sheet for discussion, modification and completion during the review meeting to be stored for inclusion in the PS&E Package.
After the Plan-in-Hand and prior to PS&E Submittal
It will be the responsibility of the Design Team to provide final disposition of each comment and verify that the item in question was addressed as determined during the PIH meeting.
It will be the responsibility of the source of a comment to provide the verification of the resolution of the comment.
Additional Notes
If a project has been subject to a PIH meeting in a previous letting, then rescheduled, no additional PIH meeting will be held for that project unless significant project changes have taken place that warrant additional review.
