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Finals Notebook and ProjectWise For Construction

Subsection 121.1.1 has been modified in the Construction Manual to allow ProjectWise as an acceptable location to house electronic documentation for final pay quantities. 

Subsection 121.2.6 has been modified in the Construction Manual to require the Project Engineer to submit a Final Notebook and a separate Final Materials Notebook to the Region Finals Administrator. 

Appendix B has been modified to include the Project Final Submittal Check List and Final Materials Submittal Check List which will be used as the tables of contents for the Notebooks.

Print out the following pages and use them to update your copy of the Construction Manual:





[bookmark: _GoBack]               

Following are full-size electronic files of the checklists:



     

References:
Please print a copy of this bulletin and keep it with your copy of the Construction Manual.

The Construction Manual and Construction Bulletins can be found on the Design and Construction Project Support web page at: 
https://www.codot.gov/business/designsupport/bulletins_manuals.
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SECTION 121
FINAL PROJECT RECORDS

121.1 GENERAL REQUIREMENTS AND RESPONSIBILITIES

Documentation requirements are discussed in Section 120. Section 121 discusses final
project records and requirements for preparing and checking final plans and estimates.
Although this Section presents commonly encountered situations, the Project Engineer
should contact the Region Finals Administrator for assistance when exceptions are
encountered.

121.1.1 General Requirements
The following general requirements apply to project finalization:

1. Final Quantity Records. Acceptable documentation will be a record that supports
the final quantity. All final measurements and quantities will be identified to
distinguish them from interim measurements or quantities.

2. Signature Approvals. Hard copy documentation is not complete until it is signed
or initialed and dated by the originator. The authorized SiteManager® Access
Agreement fulfills this signature requirement for documentation in SiteManager®.

3. Documentation Formats. Final pay quantity documentation may be submitted
using any acceptable format. The following are examples of acceptable formats:

a. Electronic records in ProjectWise (see
https://www.codot.gov/business/designsupport/cadd for consultant access
information and the CDOT ProjectWise Reference Manual for the
Construction file structure)

b. Electronic records in SiteManager®
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CDOT numbered forms, bound and indexed;
Contractor scale tickets, totaled and checked;

data processing output, checked and signed;
drawings and calculations, checked and signed; and
plan and cross-section sheets, checked and signed.

@ - o oo

When electronic documentation is submitted, hard copy duplicates of this
documentation need not be submitted, but will be retained in the project file.

4. Review and Payment. The preparation and checking of final plans and estimates
must allow the final payment authorization to be submitted to the Center for
Accounting within 45 calendar days after receiving all Contractor submittals and
resolving all Contractor claims and supplier liens (i.e. completion of all Contract
requirements).

5. The intent of the Finals Checking Procedure is to ensure reasonable

conformance to CDOT Policies and Procedures, and specification requirements;
and to audit the accuracy of quantity measurements.
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121.1.2 Responsibilities of the Project Engineer

As the representative of the Chief Engineer, the Project Engineer has the responsibility
for proper documentation, including final documentation, on the project. The Project
Engineer will ensure that CDOT documentation procedures are followed.

The Project Engineer is responsible for ensuring that all quantities have been checked
before the final estimate is paid.

The Project Engineer is responsible for ensuring that final documentation is completed
in a timely manner. The Project Engineer will actively pursue completion of the final,
even if the Contractor has not submitted all required paperwork. If the Project Engineer
completes the final documentation and the Contractor has not submitted the required
paperwork (e.g., Form 17, Buy America Certification Letter, Certificates of Compliance,
certified payrolls), the final will be submitted to the Region for checking. See Appendix B
for a sample Buy America Certification Letter.

The Project Engineer will complete and submit final documentation to the Finals

Administrator within 45 calendar days of issuing the acceptance letter. The Project
Engineer is responsible for all time from the date of the acceptance letter until he has
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4, as-built plans,

materials documentation, and

6. any additional documentation required by CDOT Specifications, FHWA or other
state or local regulations.

o

A Final Notebook or Packet will be submitted by the Project Engineer to the Region
Finals Administrator. The Project Final Submittal Check List (Appendix B) will be used
as the table of contents to assemble a tabbed notebook for the project documentation.

A separate Final Materials Notebook or Packet will be submitted to the Region Finals
Administrator for the project materials documentation. The Final Materials Submittal
Check List (Appendix B) will be used as the table of contents to assemble a tabbed note
book for the project materials documentation.

The “List of Items Retained by the Region” letter will show the distribution of these

books, records, and documents. The residency will retain all supporting documentation
for stockpiled materials in the project files.
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Pay Unit Rounding Criteria

X

Acre
Cubic Yard (concrete) X
Cubic Yard
Day

Each

Gallon

Hour

Linear Foot
Lump Sum (%)
M-Board Feet XXX
M-Gallon
Mile XX
Pound
Square Feet
Square Yard
Ton XX
Yard-Mile X.

X

X

X

X

Legend
X. Round to the nearest whole unit.

X Round to the nearest tenth.
XX Round to the nearest hundredth.
XXX Round to the nearest thousandth.

ROUNDING CRITERIA FOR PAY ITEMS
Figure 100E
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APPENDIX B
EXAMPLE LETTERS, NOTICES, AND FORMS

Appendix B presents examples of the most common letters, notices, and forms (i.e.,
CDOT Forms, FHWA Forms) Project Engineers and Project Inspectors will be involved
with on a day-to-day basis. The Contractor may be responsible for submitting some
items. The completion of other items will be the responsibility of either the Project
Inspector or the Project Engineer. Regardless, the Project Engineer is responsible for
ensuring the items are properly reviewed and distributed.

Completion instructions are provided for each form example presented in Appendix B.
See Appendix C for guidance on preparing change orders (i.e., Form 90 and Form 94).

Most of the forms are self-explanatory. Computer generated forms will be accepted if
they contain the exact verbiage and statute references.

CDOT Forms are available at Forms Management on the Intranet Web Site, and FHWA
Forms are available at http://www.fhwa.dot.gov/programadmin/contracts/index.htm.
Consultants may obtain forms from their CDOT contact.

Document Page

Sample Final Acceptance Letter B-3
Sample Buy America Certification B-4
Sample Stockpiled Material Letter of Vested Interest B-6
Sample Prompt Payment Notice B-7
Sample Prompt Payment Law Notice B-8
Form 7 — Weekly Report on Miscellaneous Pay Items B-9
Form 10 — Inspector’s Report for Force Account Work (Prime & Sub) B-13
Form 10 (Prime Contractor) B-15
Form 10 (Subcontractor) B-16
Billing Example Contractor Bill to CDOT B-17
Billing Example Subcontractor Bill to Contractor B-18
Form 17 — Contractor DBE Payment Certification B-19
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Document Page
Form 46 — Concrete Truck Mixer Inspection Certification B-21
Form 103 — Project Diary B-23
Form 105 — Speed Memo B-26
Form 200 — OJT Training Questionnaire B-29
Form 205B — Sublet Permit Application B-31
Form 262 — Weekly Time Count Report — Work Days B-39
Form 263 — Weekly Time Count Report — Calendar Days B-43
Form 266 — Inspector’s Progress Report B-47
Form 279 — Inspector’s Report of Reinforcing Steel Placed B-51
Form 280 — EEO and Labor Compliance Verification B-54
Form 282 — Asphalt Paving Inspector’s Daily Report B-57
Form 568 — Authorization and Declaration of Temporary Speed Limits  B-61
Form 580 — Equipment Rental Rate Determination Request B-66
Form 713 — Contractor DBE Subcontractor,

Supply and Service Contract Statement B-70
Form 715 — Certificate of Proposed Underutilized DBE (UDBE)

Participation B-72
Form 832 — Trainee Status and Evaluation B-75
Form 838 — OJT Trainee/Apprentice Record B-78
Form 859 — Project Control Data B-81
Form 1186 — Contract Funding Increase/Decrease and Approval Letter B-91
Form 1212 — Final Acceptance Report B-94
Form 1318 — Dispute and Claim Status Report B-97
FHWA Form 1391 — Federal-Aid Highway Construction

Contractors Annual EEO Report B-101
Form 1401 — Block Faced MSE Wall Submittal Checklist B-103
Form 1402 — Panel Faced MSE Wall Submittal Checkilist B-105
Piling Form B-107
Traffic Control Review Form B-110
Project Final Submittal Check List B-119
Final Materials Submittaal Check List B-122
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Project Final Submittal Check List

An example of the Project Final Submittal Check List is presented.

An electronic version (PDF file) was distributed with CB 2016-1.
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Project Final Submittal Check List

PROJECT NO:
ID#
Reference: Section 121 of the Construction Manual
SUBMIT
INCL. NiA LATER

1. Acceptance Letter — Timely submittal is EMPHASIZED. ltemize all documentation
still outstanding from Contractor. Be specific. See Construction Manual (CM)
10%.9.1 and 120.3.2 for distribution; Appendix B for example.

[l
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2. CDOT Form 1212 (Final Acceptance Report). Required on ALL projects. RE will
print form from SAP and submit to Region Finals office.

Pay Documentation

3. Engineering Personnel Roster. Must be complete with all project personnel names
and initials.

4. Books/Electronic files with CDOT Form 266/DWR'’s, CDOT Form 7's, and all
original source documentation.

Printed/Electronic copies of all ltem Summary reports(305's), initialed by the PE/PM.

6. Scale Checks and Scale/\Weighers Certifications for all weighers, valid during
material placement, including concrete scales.

7. Asphalt & Concrete Scale tickets in envelopes, with totaled tapes or totaled
spreadsheet and completed stamp on front of envelope.

8. Haul vehicle ID sheets. (Used to check for overweight loads).
9. Field Books (Piling, grade stakes, etc.).

10. Survey documentation w/ Professional Land Surveyor stamp, signed Survey control
data sheets and/or Monumentation records or previously submitted to ROW on

11. Force Account Billings. Please note if still outstanding from Contractor.

12. All Change Orders w/lLetters of Explanation & attachments that have not been
previously submitted.

13. Seeding Tickets w/ PLS calculations if not submitted with material documentation.

14. CDOT Form 105’s (Speed Memo), that effect Contractor payments (i.e. work zone
violations, deleted/unused items), if not already submitted.

15. Signed copies of First & Last Form 262's/263's(Time Counts), if not already
submitted.

Water Quality

16. Water Quality Notebook (inspection reports, memos, etc.) turned over to Water
Quality Manager on

O Odd Odd dooo odo oo o

17. 404 Pemmit transferred to on
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INCL. NIA LATER

Civil Rights - Send original forms to CRO. Keep Copy in project file.

18. Checked Payrolls to Region Civil Rights office. (all Federal Aid Projects and F/A
work). (CM 107.1.1.2;121.2.8). Payrolls submitted on . :

19. OJT Documentation — copies of CDOT Form 832’s, 838's, 1337 & 266/DWR
showing payments. (Note: CDOT 832's should be submitted monthly to the CRO).

20. DBE Documentation — (CDOT Form 1419 should be submitted quarterly to the CRO).

21. Final CDOT Form 1419 with PE/PM and Prime Contractor signature.
Required on all Projects. If subs were not used submit form with statement "none used"!

22. Copies of CDOT Form 205 - Permit to Sublet (Should be submitted to the CRO
when received for CRO approval).

23.  Copies of CDOT Form 1418 - Monthly Payment Summary (payments
to subcontractors) per §109.06e.

24. Copy of updated CDOT Form 1425 - Suppliers list. (§106 revised 1-30-14 ).
Miscellaneous

25. "As Constructed" plans completed per CM 121.2.3.

26.  Contractor Performance Evaluation Completed & Submitted on

27. Buy America Certifications received and included in Materials book(s).

OO OO0 odoad
OO0 OO0 o0
OO0 OO0 o0

Copy of this checklist with Final box to Region Finals Administrator

Date:

Submitted By

(Name)

B-121





February 2016 Example Letters, Notices, and Forms

Final Materials Submittal Check List
An example of the Final Materials Submittal Check List is presented.

An electronic version (PDF file) was distributed with CB 2016-1.
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Final Materials Submittal Check List

PROJECT NO:
ID#

Reference: Field Material Manual for year of your project

Included N/A

=
]
I+
o
]
[-%

1. "Buy America” certifications from Prime Contractor.

CDOT Form 250 (Materials Documentation Record). Signed w/all pages.

CDOT Form 473 Letter of Final Materials Certification. All pages and attachments.
CDOT Form 1199 (Finals Materials Documentation Checklist). Pages 1&2.

CDOT Form 43 (HMA-Job Mix Formula)

CDOT Form 67 Asphalt Cement Result & Final Quality (Report)

N o o & e N

CDOT Form 379 (Project Independent Assurance Sampling Schedule)

CDOT Form 513 -RSAR (Roadway Surface Accomplishment Report) form
8. completed online on

Printed copy included. Form available at

hitp:/finternal/pavementmgt/RSARdata/RSARform.cfm

9. CDOT Form 1324 (Evaluation of Materials Testing) per CP 16
10. Random Sample Schedule

11. Price Reduction Calculation(s)

12. QC Data (Includes COC's, CTR's and Field Material Work Sheets)
13. QA Data (Includes COC's, CTR's and Field Material Work Sheets)
14. Hazardous Material Certification (§106.02b)

15. Copy of last Progress Estimate (Semi-Final)

000011 Oooored!
| I O e I [ |

OOl OCoocrs

Copy of this checklist with Final to Region Materials Documentation Coordinator

Date:

Submitted By:

(Name)
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Final Submittal Checklist (1) (1).pdf
Project Final Submittal Check List

PROJECT NO:
ID#

Reference: Section 121 of the Construction Manual

INCL.

N/A

SUBMIT
LATER

Acceptance Letter — Timely submittal is EMPHASIZED. Itemize all documentation
still outstanding from Contractor. Be specific. See Construction Manual (CM)
109.9.1 and 120.3.2 for distribution; Appendix B for example.

CDOT Form 1212 (Final Acceptance Report). Required on ALL projects. RE will
print form from SAP and submit to Region Finals office.

Pay Documentation

3.

10.

11.

12.

13.

14.

15.

Engineering Personnel Roster. Must be complete with all project personnel names
and initials.

Books/Electronic files with CDOT Form 266/DWR’s, CDOT Form 7’s, and all
original source documentation.

Printed/Electronic copies of all tem Summary reports(305’s), initialed by the PE/PM.

Scale Checks and Scale/Weighers Certifications for all weighers, valid during
material placement, including concrete scales.

Asphalt & Concrete Scale tickets in envelopes, with totaled tapes or totaled
spreadsheet and completed stamp on front of envelope.

Haul vehicle ID sheets. (Used to check for overweight loads).
Field Books (Piling, grade stakes, etc.).

Survey documentation w/ Professional Land Surveyor stamp, signed Survey control
data sheets and/or Monumentation records or previously submitted to ROW on

Force Account Billings. Please note if still outstanding from Contractor.

All Change Orders w/Letters of Explanation & attachments that have not been
previously submitted.

Seeding Tickets w/ PLS calculations if not submitted with material documentation.

CDOT Form 105’s (Speed Memo), that effect Contractor payments (i.e. work zone
violations, deleted/unused items), if not already submitted.

Signed copies of First & Last Form 262's/263’s(Time Counts), if not already
submitted.

Water Quality

16.

17.

Water Quality Notebook (inspection reports, memos, etc.) turned over to Water
Quality Manager on

404 Permit transferred to on






INCL.

N/A

SUBMIT
LATER

Civil Rights - Send original forms to CRO. Keep Copy in project file.

18.

19.

20.

21.

22.

23.

24.

Checked Payrolls to Region Civil Rights office. (all Federal Aid Projects and F/A
work). (CM 107.1.1.2;121.2.8). Payrolls submitted on . .

OJT Documentation — copies of CDOT Form 832’s, 838’s, 1337 & 266/DWR
showing payments. (Note: CDOT 832’s should be submitted monthly to the CRO).

DBE Documentation — (CDOT Form 1419 should be submitted quarterly to the CRO).
Final CDOT Form 1419 with PE/PM and Prime Contractor signature.

Required on all Projects. If subs were not used submit form with statement "none used".

Copies of CDOT Form 205 - Permit to Sublet (Should be submitted to the CRO
when received for CRO approval).

Copies of CDOT Form 1418 - Monthly Payment Summary (payments
to subcontractors) per §109.06e.

Copy of updated CDOT Form 1425 - Suppliers list. (§106 revised 1-30-14 ).

Miscellaneous

25.

26.

27.

"As Constructed" plans completed per CM 121.2.3.

Contractor Performance Evaluation Completed & Submitted on

Buy America Certifications received and included in Materials book(s).

Copy of this checklist with Final box to Region Finals Administrator

Date:

Submitted By

(Name)
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10.
11.
12.
13.
14.
15.

Final Materials Submittal Check List

PROJECT NO:
ID#

Reference: Field Material Manual for year of your project

"Buy America" certifications from Prime Contractor.

CDOT Form 250 (Materials Documentation Record). Signed w/all pages.

CDOT Form 473 Letter of Final Materials Certification. All pages and attachments.

CDOT Form 1199 (Finals Materials Documentation Checklist). Pages 1&2.
CDOT Form 43 (HMA-Job Mix Formula)

CDOT Form 67 Asphalt Cement Result & Final Quality (Report)

CDOT Form 379 (Project Independent Assurance Sampling Schedule)

CDOT Form 513 -RSAR (Roadway Surface Accomplishment Report) form
completed online on
Printed copy included. Form available at

http://internal/pavementmgt/RSARdata/RSARform.cfm

CDOT Form 1324 (Evaluation of Materials Testing) per CP 16

Random Sample Schedule

Price Reduction Calculation(s)

QC Data (Includes COC's, CTR's and Field Material Work Sheets)
QA Data (Includes COC's, CTR's and Field Material Work Sheets)

Hazardous Material Certification (§106.02b)

Copy of last Progress Estimate (Semi-Final)

Copy of this checklist with Final to Region Materials Documentation Coordinator

Date:

Submitted By:

(Name)

Included

N/A

Needed
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