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 Facilities Development Manual Wisconsin Department of Transportation 
 Chapter 19  Plans Specifications and Estimates 
 Section 22  Post-Advertisement Activities 

FDM 19-22-1  Addenda July 23, 2015 

1.1  Introduction  

During the PS&E Review Process, the BPD finalizes the highway work proposal and plans for every project 
using the information that the region provided them in the PS&E submittal. Once the plans, estimate, and 
specifications are finalized, an addendum is required to make any changes to them prior to the bid letting. 
Addenda are prepared when they are necessary, and are normally issued after the project has been advertised 
for bid letting. An addendum should not and will not be allowed to act as a plan completion tool or as a clean-up 
mechanism for poor quality work. 

The regions are responsible for submitting the Addendum Development Form, seeking permission from BPD 
and FHWA (if there is federal oversight on the project) to prepare an addendum for a project, and for preparing 
the addendum. Consultant and BOS staff may aid in developing the addendum. BPD is responsible for 
approving addenda requests, if they are appropriate, ensuring that addenda have been properly prepared by the 
region, making all necessary changes to the Schedule of Items, issuing the addenda, submitting final addenda 
of projects with federal oversight to FHWA for approval, and for posting addenda to the department’s HCCI 
extranet site at: 

http://wisconsindot.gov/Pages/doing-bus/contractors/hcci/default.aspx 

and BidExpress if needed.  

Per the FHWA/WisDOT Stewardship & Oversight Agreement, Projects of Corporate Interest (PoCI’s), Projects 
of Division Interest (PoDI’s), and select projects on the NHS system will require prior authorization of addenda 
prior to posting. All projects that fall in the above categories should make every effort to submit their addenda 
prior to two Thursdays before the letting (On-Time). 

If plan sheet changes are necessary, the plan sheet changes must be sent as 8 1/2 x 11-inch PDF files (see 
FDM 15-5-10). If more than one plan sheet is being submitted, all of the plan sheets should be submitted in one 
PDF file, not as individual PDF files. Also, if one of the plan sheets being revised is a signed plan sheet, the 
revised sheet must also be signed before submitting it to BPD. If the revised sheet(s) contains changes to 
structure plans or special provisions that may affect structures, contact the Bureau of Structures as indicated on 
the Addendum Development Form to determine what will be required. Changes to structure plans must be 
approved and associated plan sheets signed by the Bureau of Structures prior to inclusion in an addendum. 
With the exception of structure plan sheets (which are required to be submitted to BOS as an 11 x 17-inch PDF 
file), all addenda will be developed as an 8 1/2 x 11-inch PDF file. Changes should be clearly marked on the 
plan sheet(s) with red revision clouds so that the contractor can identify what has changed (see Sample 
Completed Addendum, Attachment 1.5) 

Addenda may be warranted due to errors, omissions, or confusing information identified in the plans and 
proposal, or changed conditions. If the department does not issue an addendum in such cases, and instead 
directs potential bidders to bid the proposal as they see it, the bidding process for the contract may be 
jeopardized and may result in the department rejecting all bids and re-letting the proposal later. In the worst 
cases, the proposal may be challenged in court. 

The following types of addenda are possible: 

- Special provision changes  

- Schedule of Items (SOI) changes  

- Plan sheet changes  

- Proposal or other insert changes and  

- Any combination of the above 

1.2  Determining the Need for an Addendum 

Follow the process shown in Attachment 1.1 to determine if an addendum is required. Once a problem with a 
proposal is identified, answer these questions to determine if an addendum is needed. 

 1. Would the contractor have a problem preparing the bid?  

An addendum may be appropriate if the plan contains incorrect or missing bid items, or bid items that 
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conflict with each other, and the contractor may not be able to prepare a responsible bid with the 
information provided. 

 2. Would there be problems with awarding the bid?  

An addendum may be appropriate if the problem would prevent the department from awarding the 
contract (for example, if there are missing bid items and, as a result, the bid is irregular and would be 
rejected). 

 3. Would there be difficulty in preparing a change order?  

An addendum may be appropriate if the department would have difficulty preparing a change order. 
Difficulty in preparing a change order could be defined in several ways. Cost, ability to negotiate and 
meeting department or other commitments should be considered. 

 4. Is there time to issue an addendum?  

Timing is one of the most critical elements in determining whether an addendum should be issued. If 
there is inadequate time to prepare the addendum, or for the contractors to consider it in their bid 
preparation, an addendum cannot be issued. “Adequate time” is defined as delivery of the addendum 
to the BPD no later than 2:00 PM the Thursday before the bid letting. If this criterion is not met, an 
addendum may not be issued. If an addendum is necessary after this time, contact BPD to discuss 
the issue. In this case either a contract change order may be needed or, in the worst case, the 
proposal will be withdrawn from the letting. 

Table 1.1  Addendum Delivery Timeline 

Timing of Addendum On-Time Late  Emergency 

Delivery of addenda to 
BPD 

8 am, two-
Thursdays before 

the letting 

Between 8 am two-
Thursdays before and 2 
pm the Thursday before 

the letting 

After 2 pm the 
Thursday before the 

letting 

Table 1.1 (above) describes how the addenda are broken down as On-Time, Late, or Emergency 
which is used as part of the performance measures for addenda.  

Per the FHWA/WisDOT Stewardship & Oversight Agreement, Projects of Corporate Interest (PoCI’s), 
Projects of Division Interest (PoDI’s), and select projects on the NHS system will require prior 
authorization of addenda prior to posting. All projects that fall in the above categories should make 
every effort to submit their addenda prior to two Thursdays before the letting (On-Time). 

There will be times where an addendum can be justified and issued between 2:00 pm the Thursday 
before the letting and 4:00 PM the day before the bid letting. This would constitute an “Emergency” 
Addendum. BPD will make the final determination whether an “Emergency” Addendum can be issued. 
An “Emergency” Addendum will be posted to the Departments HCCI website at: 

http://wisconsindot.gov/Pages/doing-bus/contractors/hcci/default.aspx 

and BidExpress if necessary. The addendum will be also emailed directly to the Eligible Bidders List 
for that proposal. If the file is larger than 5 mb, a link to the addendum located on the HCCI site will be 
provided in the email. The contractor(s) must reply to the email that they have received the 
addendum.   

If the answer is yes to at least one of the first three bullet point questions, proceed with the preparation of an 
addendum. If the answer to all of these questions is no, there may be unique times preparing an addendum 
would be considered in the department’s best interest. Consult with BPD Chief (608) 266-3721 to determine 
whether an addendum should be prepared. 

Complete and forward the Addendum Development Form shown in Attachment 1.2 and the Addendum Form 
shown in Attachment 1.4 to the Proposal Development Specialist, utilizing the Proposal Management Section’s 
mailbox (Mailbox - DOT DTSD BPD Proposal Management Section or 
DOTDTSDBPDProposalManagementSection@dot.wi.gov). The region may back-up its submittal with a phone 
call to the Proposal Development Specialist 608-266-3985.  

1.3  Completing the Addendum Development Form 

When completing the top portion of the Addendum Development Form, ensure that the Letting Date, Proposal 
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Number, Proposed Addendum No., Project ID, Federal ID, and Project Description match exactly the 
information on the Highway Work Proposal; it should not be based on the PS&E submittal. The contact person 
should be shown as the person responsible for preparing the addendum.  

If the addendum contains changes to structure plans or special provision revisions that may affect structures, 
indicate that on the Addendum Development Form. The Addendum Development Form contains instructions as 
to what is required for submittal to the Bureau of Structures. Changes to structure plans must be approved and 
associated plan sheets signed by the Bureau of Structures prior to inclusion in an addendum. Contact the 
Bureau of Structures with any questions. 

If the project is subject to federal oversight, enter the name of the FHWA oversight engineer and whether the 
oversight engineer has been contacted about the addendum. Before submitting the Addendum Development 
Form to BPD, contact the federal oversight engineer, and provide him/her with a copy of the form and draft 
addendum. Receiving approval from FHWA before submitting the addendum and the Addendum Development 
Form to BPD will expedite the addendum process.  

The Justification Criteria for Addendum Development section, in the center of the form, should be sufficiently 
detailed to justify issuing the addendum. Include in the justification all consequences of not issuing the 
addendum, measured in terms of cost, time, or previously-made commitments. 

In the Steps Needed to Complete the Proposed Addendum (the lower part of the form), outline all of the 
changes needed to prepare the addendum. This is particularly important for addenda that require changes to 
the SOI or plan sheets. For changes to the SOI, list for each quantity change, the Project ID number, Category, 
and new quantity amount; if it is a new item, provide an estimated unit price. Also, if the bid item is included in 
more than one category or project, provide the quantity total for the proposal, before and after making the SOI 
change. 

Attachment 1.3 is an example of a completed Addenda Development Form. 

1.4  Preparing the Addendum  

The addendum form is comprised of two sections: the addendum letter and the actual addendum materials. 
Attachment 1.5 is an example of an addendum form that includes the various types of changes. The addendum 
letter includes the proposal number, State project number(s), Federal project number(s) (if applicable), and 
project title(s) from the Highway Work Proposal. Items included in the addendum are summarized in tabular 
form. The standard first and last paragraphs are as shown. The addendum materials include the actual changes 
to the special provisions, changes to the plan sheets and changes to the SOI. 

Changes to the special provisions can be made in several ways. A single sentence can be changed, a single 
paragraph can be changed, multiple paragraphs can be changed, or a special provision article can be replaced 
or added. If the special provision article is long and the paragraphs are not numbered, make sure it is clear 
which paragraph is being changed. The following examples are a way of clearly defining what is being changed: 

Replace the tenth paragraph under B. Materials with the following: 

Replace entire article language with the following: 

Remove paragraph 4 

Replace paragraph 4 with the following: 

Add the following under B Materials: 

New special provision articles are numbered using the next article number after the last special provision article 
in the Highway Work Proposal. 

Changes to the Highway Work Proposal should be entered in the Other section of the addenda form. For 
example: 

- Revise the contract time for completion from 80 working days to 90 working days (an increase in 10 
working days. 

- Revise the contract time for completion from 40 working days to a completion date of July 15, 2015. 

Do not send a revised Highway Work Proposal with the plan sheet changes. 

New or revised plan sheets are to be attached and made part of the addendum. If plan sheets are attached to 
the addendum, the following note is included in the “Plans” addendum section: 

The following 8 ½ x 11-inch plan sheets are attached and made part of the plans for this 
proposal. 

The Proposal Management Section will add the Addendum Block to the plan sheets. Revised plan sheets and 
added plan sheets need to have the sheet number added. Added plan sheets should be numbered by including 
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the plan sheet number after which the added plan sheet is to be inserted followed by an “A”, “B”, “C”, and so on. 
For example, if two added plan sheets are to be inserted after Plan Sheet 51, they are labeled 51A and 51B. 
Revised plan sheets shall have the changes to the sheets in red (text and/or circled) so the changes are easily 
identifiable. See Attachment 1.5 for example.  

After Esubmittal of structure plan sheets that have been revised, the sheets will be reviewed, accepted, and 
provided to the Proposal Management Section by the Bureau of Structures. 

The Proposal Management Section will make the changes to the estimate and SOI. If SOI changes are 
necessary, include on the addendum development form, in the tables provided, the following information: 

 1. Project ID, estimate category, item number and quantity change (from original amount to the revised 
amount). Also, if the bid item is included in more than one category and/or project, provide the quantity 
total for the proposal, before AND after making the SOI change. 

 2. Project ID, estimate category, item number, quantity, and unit price for items added to the proposal. 

 3. Project ID, estimate category, and item number for items deleted from the proposal. 

If SOI changes are necessary, the following note is included in the “Schedule of Items” addendum section: 

  Attached, dated Month day, Year, are the revised Schedule of Items Pages xx, xx and xx. 

BPD will provide the date and page numbers as they will be determined at the time of addendum processing. 

BPD will provide everyone who is listed in the addenda email an updated detailed estimate if there were 
changes to the estimate. 

1.5  Final Coordination with BPD 

Once the addendum has been prepared, e-mail the addendum to the Proposal Development Specialist utilizing 
the Proposal Management Section mailbox - DOT DTSD BPD Proposal Management Section or 
DOTDTSDBPDProposalManagementSection@dot.wi.gov. The addendum should be in one MS Word electronic 
file. Attach plan and detail PDF files to the email, if appropriate. BPD should receive all addenda no later than 
2:00 PM the Thursday before the bid letting. 

1.6  BPD Processing 

Once the addendum information has been transmitted to BPD: 

 1. The addendum will be reviewed and edited if necessary. A PDF file of the addendum will be created. 

 2. Changes will be made to the estimate and a PDF file of the revised Schedule of Items pages will be 
created. 

 3. The plan sheet PDF files will be reviewed and printed to Adobe Acrobat Distiller to assure 8 ½ x 11-
inch format. 

 4. The addendum, plan sheets, and SOI pages will be merged into a single PDF addendum file. 

Once the addendum is complete, BPD will send a notice to the person in the region who is listed in the plan 
letter as the contact person after advertising, the person who prepared the addendum, and the FHWA oversight 
engineer, if the proposal requires federal oversight and addendum approval. The notice states that the 
addendum will be placed on the HCCI site located on line at: 

http://wisconsindot.gov/Pages/doing-bus/contractors/hcci/default.aspx 

within one working day.  

BPD does not normally mail addenda to the regions or to contractors. Contractors are required to review the 
HCCI site until 5:00 PM on the Thursday before the letting to review and print out any addenda for proposals for 
which they are submitting a bid. “Emergency” Addendum shall be emailed to the Eligible Bidders list for that 
proposal. The contractor(s) must reply to the email that they have received the addendum. If the file is larger 
than 5 MB, the contractor will be sent a link to the addendum located on the HCCI site. 

The complete addendum as a PDF file and the final MS Word file of the addendum without the attachments are 
also placed on the DOTNET at the following location: \\DotDtidN\n4public\Bhc\ADDENDA. Use this location to 
view recent addenda that can be used as a template when preparing an addendum, or contact the Proposal 
Development Specialist at (608) 266-3985. 
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1.7  Measuring Addenda 

The BPD routinely measures the number and type of addenda, by program area, timing, who initiated and what 
caused the addenda. The BPD publishes this information so that department staff and project managers can 
work with their staff and consultants to improve the quality of their PS&E submittals. 

LIST OF ATTACHMENTS 

Attachment 1.1 Addenda Process Flow Chart 

Attachment 1.2 Addenda Development Form (blank) 

Attachment 1.3 Sample Completed Addenda Development Form 

Attachment 1.4 Addendum Form (Blank) 

Attachment 1.5 Sample Completed Addendum 

FDM 19-22-5  Post Advertisement Questions and Answer Process June 24, 2016 

5.1  Introduction  

To facilitate communication with the construction industry, the department will utilize the Questions and Answers 
(Q/A) feature within Bid Express, https://www.bidx.com/. Industry will ask question(s) through Bid Express for 
advertised proposals. Questions will be allowed up to 11:45 am the day before the letting, however any question 
submitted after 2 pm the Thursday prior to the letting may not have sufficient time to prepare a thorough 
response or develop a contract addenda. Bureau of Project Development (BPD) staff will work with Regional 
staff to answer the question(s). Once the question(s) have been answered, the answer(s) will be available 
through Bid Express for all Bid Express subscribers. The answer(s) will be available on the specific bid letting 
page within the HCCI website as an Excel document. 

http://wisconsindot.gov/Pages/doing-bus/contractors/hcci/qa.aspx 

The Questions and Answers page is also available in the left navigation bar of the HCCI website. 

These responses are not a contract document by definition (standard spec 101); however they are the official 
response of the Department. 

5.2  Process 

When a question is submitted through Bid Express, an email is generated and sent to BPD at the following 
address: DOTBidxQA@dot.wi.gov. If Regional or Consultant staff receive a question directly from industry, the 
person receiving the question should submit the question to BPD through the email provided 
(DOTBidxQA@dot.wi.gov) if they feel the answer would be beneficial to all of industry. 

The DOTBidxQA@dot.wi.gov mailbox will be monitored by BPD staff. Each month, at the time of advertisement, 
a proposal design contact list will be saved in the mailbox. 

Once a question has been submitted and verified by BPD staff, the questions will be made public on the Bid 
Express website so industry is aware the question has been asked. Once a question has been published, the 
question(s) will be forwarded by BPD staff to the appropriate Project Manager, Project Designer, and Supervisor 
as listed within the plan letter and FIIPs. The Project Staff will provide, within 5 business days or less, the 
answer(s) to the DOTBidxQA@dot.wi.gov mailbox. 

The answer(s) will be reviewed and posted to the Bid Express website (https://www.bidx.com/) website, Q&A 
section, and the HCCI website, 

http://wisconsindot.gov/Pages/doing-bus/contractors/hcci/qa.aspx 

Please note, questions sent after 2 pm the Thursday before the letting, may not be answered prior to letting. 
Every effort will be made to answer the questions in a timely manner. 
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