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Local Programs Workshop

¢ Daily Project Records
e Materials Records

e Discussion



Local Programs Workshop LAP Manual 13.1.5.1
Construction Administration

A daily diary of project activities must be kept for all

federal-aid projects or projects to be maintained by
VDOT.

 For non federal-aid projects which will be maintained
by the LPA, project documentation supporting all
payments for materials, price adjustments impacting
reimbursements, and claims documentation must be
kept on file and available for inspection for a
minimum of three years after financial closure of the

project.



Local Programs Workshop Why is project documentation
Important?

 Determines pay items/quantity of work

Provides a permanent record of the project

Helps ensure the intent of the contract is

enforced

Prevents and defends against claims

Provides transparency to the public



Local Programs Workshop

Daily Project Records



What should be included in the
daily records?

Local Programs Workshop

e Date  All Communications
« Weather (phone, e-mail, etc.)
. Contractor’s Equipment ° Safety
 Contractor’s Staff » Damage

e Visitors to the Job Site
« Materials Delivered  Delays (caused by utilities

. or other delays
o Pay Items/Quantity of -
Work « Change Conditions

e Work Items & Location



e EENR B EE  If your project includes a schedule:

e Deviations in approved and updated progress
schedules as they compare to actual progress

« Changes in the logic or sequence of work

Maintaining a log of schedule changes could
be useful if a detailed analysis is required



Goals for Project Documentation:
Local Programs Workshop Seven Rights (7R’s) of Quality
Control:

N o O R DR

. The Right Material

Put in the Right Way

. At the Right Time

n the Right Place
n the Right Quantities
Having the Right Documentation

. Then, making the Right Payment to the

Contractor.



Effective documentation creates a
WEELRIEIE  clear and factual record of project
events as they occur

« Documentation must be prepared during the
construction process — not afterward

e Documentation must be based In fact and not
“opinion”

« Documentation must provide details

With such records available, reasonable requests can
be approved without delay and unreasonable requests
can be successfully denied.



Local Programs Workshop PROJEECT D:AEY ElNTRY
xample No.

Said inspector told the contractor that the
curb he installed last week on the
southbound lane needed to be corrected
before payment could be made.
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el ey SUGGESTED IMPROVEMENT
Example No. 1

| told Mr. Jones, the contractor’s superintendent,
that corrective action was needed on the CG-7
between Station 100+00 and Station 100+75 (left)
due to local irregularities in the top of the curb
exceeding 1”7 in 10 feet.

Advised the contractor that | need a plan for
correction by 11-1-12.

No payment made due to defect.
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Lelioea by PROJECT DIARY ENTRY
Example No. 2

Subcontractor on project trying for the fourth
time to pour footer on Wall 5. | tried to talk to
him about the rebar moving when he pours
the concrete, but he told me not to tell him
how to do his job and then said something
that sounded like a swear under his breath.
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LA EHEE  SUGGESTED IMPROVEMENT
Example No. 2

Sub-contractor ABC, Inc. on the project today
forming footer on Wall 5 at Station 200+10 (Rt.).
The 3 previous times he tried to form the same
footer he was unable to maintain the proper
spacing on the rebar. | spoke with Mr. Smith,
the contractor’s superintendent, and discussed
the requirement for maintaining bar spacing.
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PROJECT DIARY ENTRY
Local Programs Workshop Example No. 3

Spoke with contractor today about all the rain
lately. Every time he gets ready for a pour, it
rains. He said that if it keeps up he doesn'’t
know how he is going to finish the project on
time. |told him to keep trying.
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LocalPrograms Workshop SUGGESTED IMPROVEMENT
Example No. 3

Mr. Jones, the contractor’s superintendent,
alleged that the rain was affecting his concrete
pours and if the rain keeps up he doesn’t know
how he is going to finish the project on time. |
advised him that this was a fixed date contract
and normal weather could not be given
consideration for a time extension as per
section 108.04 of the Road and Bridge
Specifications.
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Local Programs Workshop Additional Information

« LAP Manual, Chapter 13

e VDOT Construction Resource
Guidebook

 VDOT Inspection Manual

e http://www.virginiadot.org/business/con
st/default.asp
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Materials Records



Lel e bisne What should be included in the
material records?

e Source of Materials
e Materials Notebook

e All Test Results
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Local Programs Workshop Source of Materials

 For Fed Aid and VDOT maintained
projects, documentation of the source
of the all materials is required

e Although not required, VDOT Form C-25
may be used to meet this requirement
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Local Programs Workshop Materials Notebook

e Should be initiated when construction
begins

 The quantity of each material and the
method of measurement shall be
documented within the materials
notebook

« The notebook must be kept up-to-date at
all times and be made available to VDOT
or FHWA personnel upon request .



Local Programs Workshop Test Results

 Test Reports for Materials
« Manufacturer’s Certifications
 Field Density Tests

 Concrete Tests (Air, Slump,
Compressive Strength)
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el Additional Information

 LAP Manual, Chapter 13.2
« VDOT Road and Bridge Specification
« VDOT Materials Manual of Instruction

e VDOT District Materials Section




Local Programs Workshop

Discussion???
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Required Civil Rights Project
Documentation — Post Award

Local Programs Workshop

Program Areas and Responsibilities:

Locality and District Civil Rights Office (DCRO)

* Equal Employment Opportunity (EEO) Compliance
 Disadvantage Business Enterprises (DBE) Compliance

Locality

* Labor Regulations Compliance
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Required Civil Rights Project
Documentation — Post Award

Local Programs Workshop

Forms

v The formsin red can be found on the External Forms
website for VDOT at:

http://vdotforms.vdot.virginia.gov/
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Required Civil Rights Project
Documentation — Post Award

Local Programs Workshop

Directly after Contract Execution

v Invite CR Representative to Pre-Construction Meeting

v EEO Program (Locality collects, tracks and provides copy to DCRQO)

v C-64
v EEO Meeting Minutes
v' EEO Officer Designation

v DBE program (Locality collects, tracks and provides copy to DCRQO)

v Executed subcontracts between Prime and DBE firms

(listed on C-111 for DBE participation credit) within fourteen (14)
business days

v' Schedule of Participation
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Required Civil Rights Project
Documentation — Post Award

Local Programs Workshop

During Construction Phase

v EEO Program (Locality collects, tracks and provides copy to DCRO)

v' C-57 — Project Specific — First three (3) months of activity on the
project
and annually for July (if active)

v Bulletin Boards — Two (2) bulletin boards on project site to include the
following posters:

v  EEO is the Law

v' C-58 (False Statements)

v' C-59 (Federal Wage Rates)

v C-60 (Non-Discrimination)

v Wage Rates (from the Contract)

v' EEO Officer with contact information
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Required Civil Rights Project
Documentation — Post Award

Local Programs Workshop

During Construction Phase

v DBE Program (Locality collects, tracks and provides copy to

DCRO)

v Notify DCRO when DBE firm is expected to be performing work
towards the Prime’s participation credit

v On-site locality inspector provides Schedule B for DBE
Compliance Review to DCRO

v Form C-63 —reporting DBE and SWaM dollars physically paid
to firms during the quarter — Due April 5% (Jan 1 — Mar 31), July
5t (Apr 1 — Jun 30),

October 5™ (Jul 1 — Sep 30), Jan 5" (Oct 1 — Dec 31)
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Required Civil Rights Project
Documentation — Post Award

Local Programs Workshop

During Construction Phase

v Labor Compliance Program (Locality collects, tracks and ensures
compliance with requlations)

v’ Certified payroll (WH347) for each week of project activity for
Prime contractor and all subcontractors, with Statement of
Compliance (C-56) attached to each. Certified payroll is due
two weeks after the end of the pay period.

v Perform Davis-Bacon Interview within the first 30 days of
project start, and quarterly thereafter

v Compare information on Interview with certified payroll to
ensure accuracy
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Required Civil Rights Project
Documentation — Post Award

Local Programs Workshop

Appendix 17A - Required Contract Provisions and Forms Matrix

Applicable with Construction Professional Required
Funding Source Services in
contract
Document Federal | State | With W/O With W/O
Goal Goal Goal Goal

FHWA 1273 ] .
EO 11246 ) . ®
USDOT 1050.2 Title VI Assurance . @ .
Appendix A
Form C-28 - Basic Hourly Rate Paid & e . ®
By Contractor
Form C-48 - Subcontractor/Supplier . s . ¢ #
Solicitation and Utilization Form
Form C-49 - DBE Good Faith Efforts @ . B °
Documentation
(WH-347) Certified Payroll @ .
Form C-56 (WH-348) - Statement of & .
Compliance
Form C-57 -Highway Construction ) ® . #
Contractors Monthly EEO Report




Local Programs Workshop

Required Civil Rights Project
Documentation — Post Award

QUESTIONS
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Raport ID: RPAL4S

Componwealth of Virginia
TRANZRCTION RELATIONEHIF EEPORT

ET3.305.11

Fun Daka: 027071012
Fun Tima: 01:3% 00

Business Unit:

|
f13.385.61 Al

50100 - VA Depk of Transportation

Invoice: FEDDOOO0S
Project ID:

Contract Number: SAD1010
Loptract Lpprop
Ea0L010 LI3IE

Page Bo. 1 of 2

2l comes from adarbonal transaction T
detail at ALY T
Rnalysis Accounting T
TEogR11, 30K,
0000094304 v 00007B1EL0  11/28/2011 40.15
0000034304 v 0000781810 11,:23::;:111 12.85 10.
0000034304 v 00007B1BL0  11/28/2011 112.42 23,
0000034304 v Aeal mourt of e expendiure indldes 0000781807  11/28/2011 73.80 §3.
0000034304 o [siate and local match per federal 0000781807  11/28/2011 28.57 22,
0000094304 fuii'y remenis. 0000781807 11/28/2011 3,20
0000094304 oV |Actual amount of federal expenditure is 0000781734 11/23/2011 10.01
0000094304 O |A0% of the Al amount 0000781734 117292011 3,21
0000094304 v 0000781734 11/29/2011 27.57 2.
0000094304 v 0O7BLTES  11/29/2011 53,37 45,
0000094304 v a0 11/29/2011 13.7T4 14.
0000034304 v 11/29/2011 153,58 130
0000034304 v 1000781 11/28/2011 32,05 5
0000034304 v 0000781804 ™, 11/28/2011 10.31
0000034304 v 0000781804 f28/2011 89,52 1.
0000034304 v 0000781812 21.51 17.
0000094304 fuii'y 0000781812 .52
0000094304 fuii'y 0000781812 §0.07 4
0000094304 v 00007B1TIE 117292011 1.01
0000094304 v 00007B1TIE 117292011 0.32
0000094304 v 0000781736 117292011 2.81
0000094304 v 0000781797 11/29/2011 2.47
0000034304 v 0000781737 11/2%/2011 25.132 1.
0000034304 v 0000781737 11/2%/2011 73.51 53,
0000094304 MV APOOTEIS3Z  11/22/2011 LE3, G40, B4 450, B33,
DOC0034904 v APOO7BIS3Z  11/22/2011 450,092,583 160,074.
0000094304 fuii'y APOOTBISEE  11/23 2011 £44.62 515.
0000094304 fuii'y DCOO7B1E37  11/28/2011 12.75
0000094304 v DCOO7TB1637  11/28/2011 5,75
0000094304 v TEOO7B1521  11/22/2011 523,35 423.
0000094304 v TEOOTBLETS 117302011 34.20 7.
0000034304 v TEOOTB1ZEE 117162011 45,80 35,
0000034304 v TEOOTB1ZEE  11/16/2011 3,88
0000034304 v TEOOTB17Z0  11/30/2011 354.55 zd3.
0000034304 v TEOOTB17Z0  11/30/2011 451.57 353,
0000034304 v TEOOTB1SLS  11/22/2011 114.23 31,

32.1

7.
a.
2.

10.2
q.

7.




Local Programs Workshop

Fage Bo. 2 of 2

Analysis Aocounting
Contract Approp Project ID ™Ee Voucher Timeghest Expence Journal Dake Expenditure mount Billed Amount
Tokal £1,016,743.B63 $B13,335.11
Total Amount Billed for FEDDODOOS -] 1,016, 743.B83 SB13,395.11

End of Report
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Componwealth of Virginis
TEANSACTION EELATIONEHIF BEEPORT

Run Data: 0270772012
Raport ID: EFPALLE Fun Timae: 01:24 00
Page Mo. 1 of 1
Business Unit: 50100 : VA Dept of Transportation
Invoice: FEDDOOODL
Project ID:
Contract Number: SROLOLO
Analysis Accounting
Loptrach Approp Eroject ID Typs Youcher Tipegheat Expenge Jourmnal Date _ Expepditwre mount 0 Billed Amount
SaldpLoa0 L23E - 0.50
0ooDo094304 (w0 0000732665 osf02/2011 (0. 05) [0.04)
oooo094304 o 000a7TS0OLZ 1D/06/2011 |za8.88) [231.10)
oooo0s4304 o APDOTTEZ2TA 101542011 0.6l 0.45
0ooDo094304 (w0 0000732665 osf02/2011 0.05 0. 04
oooo094304 o 00007 B0455 10/30/2011 0.0l 0.0l
oooo0o94304 (=1 APOOTTISES o7f07/2011 238.88 231.10
Total g 0.62 = :].5DE1
Total Amount Billed for FEDOODOO4 5 .62 -] 0.50

End of Eeport
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Accounts Pavable Document Transmittal

i COMPLETE INWIHCE INFORMATION | ot Manassas -
vendor Mame: |GG Scunty vondor IB: _ ODODDEIEAD Fesp ORG:
;, (et e 10 cign]
Invoce Meceipt Oate 10731711 Inrrnice #: _ PG00 TIP T
117 SIS T = i.LL{:l.Pclmm|
Goods Fecept Date:  _080300M 1 Inseovice Dalbe: 1.&'1#11
B1 |
E;nl’.l_ilﬂ'hﬂl Gross mm $583, 540,84 i
o 1
Facaivirsg & Mccoundt #; |
15 8 i - ALL CAFE fe puedustion]
Diemcription: Fige1 5 P |
Comint & — S 22 spmce e )
iramd ba 18 digit BDLOED iems with (%) cn wendar chach

L1 AT {PD Radaind)
] BAT {Mon PO Redaisd)

] = nmmmmwa
. GO ﬁm'mm

Cag™ | Zpaed Type Arzzond Siresurm Faciey [T

(] = s 4904 1431 583, B4 84
EESTL AT WP Te g Cparatsaaal | EWS A0 Egus I Trg. Cankedt |0 | Bosod

P e :
B3
= | Gpasd Typm | ALzsurd | Aamond Taurky Hasel Typs | Foae Treciaw | Fachiy T

Hckwty | B From NP To B Cparatiannl | CHS v Eoug 0L g Coatmz O | Donod
“=TTE = Fisuia, CBE = G = Exiiprast Vo Criar, UPE = | TP Fiorwia

al Imsinuctiona: [(chack i applicable)

0 Oribear

Sand o DOA &= Batch Type "X (check comes back o WDOT for apecial handling)

Certification Siatement fof Preparer:

I certify that the nEaed Qooos. § Servees ane appropriaty
documanied as eokved; and Tal P inwaioRd SMounts ane
eoracty calcuialag.

Certification Statement for
lwﬂﬂmmmumummmm
Dugingss on bahal of the Commomsaalh and thal the

Errtered By: Trudes Humher

ke "‘Mﬁmm!"'._.. Sa—
e
g | 1M1 111611
Diate Appraved by Signatane Date
I. COMPLETE VOUCHER IKFORBATION
Date Emered: 1114011 FISCAL USE OMLY
Vioucher ¥ 2733448
(must be sevan digis) Final Approwal By

C1

[ Date

38



Local Programs Workshop

[ T

msan C1 -

'L
1
i
a

SIETaTaL ¥ I
| bdi Tl s pate - Pt T S AR i kT Bl
" T = SrrrTrmr— I LT ]
R — —

39



Local Programs Workshop

N COUNTY DESARTMENT OF TRANSPORTATION

CONTRACTOR'S REQUEST FOR PAYMENT =
COMTRACT MO m PO& FOI023a
CONTRACT DATE 14010 INVDICE DATE WIRE011 .
REQUEST FOR PAYMENT MO, &
SUBMISSION OF | CHECK QNE)
X FROGRESS PAYMENT [ SEMI-FINAL PATMENT

HOTE: BLEBMIESIDH DF FIRAL APPLICATION FOR PAYMENT SHALL BE FIR RETAIMAIE CHLY

ORIGINAL CONTRACT AMOUNT 1,422 238,00 oA
CHANGE ORDERS 5120801
ADJNUSTED CONTRACT AMIUNT INCLUDMG CHANGE ODRDERS ?!EEEU“' -I":II
11} ORIGINAL WORK EARMED agtas1sen
(2} CHANGE ORDER WORK EARNED 1a580.92 T
(3] MATERIAL ON HAND AATIE ¢

(4]} MATERIAL ADJUSTRENTS {hpel =

8} TOTAL AMOUNT EARNED [ 1+2+35d] o B 5. A "

(6} RETAINAGE WITHHELD YEAR-TO-DATE ( lirs 5°5%] max 185 55550 185 555 G 'J?
[} RETAINAGE WITHHELD THRU LAST REQUEST 185 555,50 7
(8] RETAINAGE "WITHHELD CLARRENT ([ &7) -/

#
(5] AMOUNT FREVIOUSLY INWOICED 411383875 ©

"

(10} AMOUNT DUE THES INVOIGE (5-5-8) 543 595, 2'_3.
CONTAALTOR SIGHRATLIRE Slgras E:HI'- m
OWNERICOUNTY ACTION:

COUNTY RESIDENT ENGIMEER Sigres g&ﬁg
By M
e Jo LS N

Fgrwised 112010 E 3
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Virgenia Dapariman E*rmm —
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CPEN GRADED AGGREGATE - VA N5

OATE
ITEM MATL, | ACCEFTANCE QLANTITY PLANT
MO HECEIVED | WETHOD SIZE (TOME) PLANT LSCATION COMMERNTS
1 12011 A Wi IFAT s Videss Elafed VA [Founs 1 Sim #3300 10 500 (MBL) Sdewal ower UO-Y
Totsd 74,54/ TOKS
SUNMARY
i WA BAT 1-;4-|'rnu
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Local Programs Workshop

Project Documentation
Breakout Session #5 - B
Track — Project Development and Financials

Jeffrey W. Everton C.P.L.I.
Construction Inspection Supervisor, City of Newport News

October 25, 2012



City of Newport News
Local Programs Workshop Best Practices
Civil Construction Inspections

* Inspection Program

e Created In house by GIS Programmer
* \Web-based Application
 Daily/Weekly/Monthly Reporting

e Tracks Activities and Materials
 Monthly Billing
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