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

Todd Stevens 
District Construction Engineer, VDOT – Staunton 
October 25, 2012 



   
 

 
Daily Project Records 

 
Materials Records 
 
Discussion 

 

2 



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.  
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Why is project documentation 
important? 

• Provides a permanent record of the project 

• Determines pay items/quantity of work 

• Helps ensure the intent of the contract is 

enforced 

• Prevents and defends against claims 

• Provides transparency to the public 
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Daily Project Records  
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   What should be included in the 
daily records? 

• Date 
• Weather 
• Contractor’s Equipment 
• Contractor’s Staff 
• Work Items & Location 
• Materials Delivered 
• Pay Items/Quantity of 

Work 
 

• All Communications 
(phone, e-mail, etc.) 

• Safety 
• Damage 
• Visitors to the Job Site 
• Delays (caused by utilities 

or other delays 
• Change Conditions 
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• 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 
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If your project includes a schedule: 



Goals for Project Documentation: 
Seven Rights (7R’s) of Quality 

Control: 

1. The Right Material 
2. Put in the Right Way 
3. At the Right Time 
4. In the Right Place 
5. In the Right Quantities 
6. Having the Right Documentation 
7. Then, making the Right Payment to the 

Contractor. 
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Effective documentation creates a 
clear and factual record of project 

events as they occur 

• Documentation must be prepared during the 
construction process – not afterward 

 
• 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.   
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PROJECT DIARY ENTRY 
Example No. 1 

 
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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SUGGESTED IMPROVEMENT 

Example  No. 1 
 

I 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” in 10 feet.  
Advised the contractor that I need a plan for 
correction by 11-1-12.   
No payment made due to defect. 
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PROJECT DIARY ENTRY 
Example No. 2 

Subcontractor on project trying for the fourth 
time to pour footer on Wall 5. I 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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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.  I spoke with Mr. Smith, 
the contractor’s superintendent, and discussed 
the requirement for maintaining bar spacing. 
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PROJECT DIARY ENTRY 
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.  I told him to keep trying. 
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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.  I 
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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• LAP Manual, Chapter 13 

• VDOT Construction Resource 
Guidebook 

• VDOT Inspection Manual 

• http://www.virginiadot.org/business/con
st/default.asp  
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Additional Information 



Materials Records 
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• Source of Materials 

• Materials Notebook 

• All Test Results 
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What should be included in the 
material records? 



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

• Although not required, VDOT Form C-25 
may be used to meet this requirement 
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Source of Materials 



• 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   
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Materials Notebook 



• Test Reports for Materials 

• Manufacturer’s Certifications 

• Field Density Tests 

• Concrete Tests (Air, Slump, 
Compressive Strength) 
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Test Results 



• LAP Manual, Chapter 13.2 

• VDOT Road and Bridge Specification 

• VDOT Materials Manual of Instruction 

• VDOT District Materials Section 
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Additional Information 



Discussion??? 
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Construction Documentation 
Breakout Session #5 B 
Track – Project Development and Financials 

Tammy Mancinelli 
Civil Rights Compliance Coordinator, VDOT – Central Office 
October 25, 2012 
 



Required Civil Rights Project 
Documentation – Post Award 
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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 



Required Civil Rights Project 
Documentation – Post Award 
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Forms 
 

  The forms in red can be found on the External Forms 
website for VDOT at:  
 

 
http://vdotforms.vdot.virginia.gov/ 

 

http://vdotforms.vdot.virginia.gov/�
http://vdotforms.vdot.virginia.gov/�


Required Civil Rights Project 
Documentation – Post Award 
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Directly after Contract Execution 
 
  Invite CR Representative to Pre-Construction Meeting 
 
  EEO Program (Locality collects, tracks and provides copy to DCRO) 
 

 C-64 
 EEO Meeting Minutes 
 EEO Officer Designation 

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

 Executed subcontracts between Prime and DBE firms  
 (listed on C-111 for DBE participation credit) within fourteen (14) 

business days 
 Schedule of Participation  



Required Civil Rights Project 
Documentation – Post Award 
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During Construction Phase 
 
  EEO Program (Locality collects, tracks and provides copy to DCRO) 
 

 C-57 – Project Specific – First three (3) months of activity on the 
project 

 and annually for July (if active) 
 Bulletin Boards – Two (2) bulletin boards on project site to include the 

following posters: 
 

 EEO is the Law 
 C-58 (False Statements) 
 C-59 (Federal Wage Rates) 
 C-60 (Non-Discrimination) 
 Wage Rates (from the Contract) 
 EEO Officer with contact information 

 
 



Required Civil Rights Project 
Documentation – Post Award 
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During Construction Phase 
 
  DBE Program (Locality collects, tracks and provides copy to 

DCRO) 
 

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

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

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

 October 5th (Jul 1 – Sep 30), Jan 5th (Oct 1 – Dec 31) 
 

 



Required Civil Rights Project 
Documentation – Post Award 
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During Construction Phase 
 
  Labor Compliance Program (Locality collects, tracks and ensures  

    compliance with   regulations) 
 

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. 

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

Compare information on Interview with certified payroll to 
ensure accuracy 

 



Required Civil Rights Project 
Documentation – Post Award 
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Required Civil Rights Project 
Documentation – Post Award 
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QUESTIONS 
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Jason Buys 
October 25, 2012 
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Project Documentation 
Breakout Session #5 - B 
Track – Project Development and Financials 

Jeffrey W. Everton C.P.I.I. 
Construction Inspection Supervisor, City of Newport News 
October 25, 2012 
 

 
 



City of Newport News 
Best Practices 

Civil Construction Inspections  

52 

• Inspection Program 
• Created in house by GIS Programmer 
• Web-based Application 
• Daily/Weekly/Monthly Reporting 
• Tracks Activities and Materials 
• Monthly Billing 
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