Project Documentation Checklist

5/23/2007
Project No.





County:




Contractor:





Audit By:




Complete all duties designated and turn in with SEMI FINAL VOUCHER.  The Individual underlined shall be responsible for the item.  Inspector initials and dates this form and submits it to the Supervisor at the same time as the Materials Report (Item AA).  Once the District Audits are complete, this checklist will be turned into the RCE along with the Final Documentation.

	Items Conducted Early in the Project-
	Date & Initial (or N/A)

	A-1.  Material Certifications to cover all Materials Incorporated (Various forms, C.M. 3.31 & Art. 1106).  Inspectors shall check during the course of the project that all materials incorporated in the project have proper certifications before authorizing payment.
	

	A-2.  EEO Site Inspection/Wage Rate Report (Form 650170, C.M. 2.22) Inspector completes questions #1 & 2 for all contracts over $10,000.  Question #3 & 4 are for federally funded projects only and should be conducted with the Prime and all subs having subcontracts over $10,000.  Once complete, return form to Secretary for filing.
	

	A-3.  Storm Water Site Inspection Reports (Form 830214, C.M. 10.33, Art. 2525-1997 Series, Art. 2602-2001 Series).  Only required on projects with a Pollution Prevention Plan.  Inspection conducted jointly with Contractor on weekly basis and after 0.5” rain.  Inspector submits forms to Secretary for filing.
	

	A-4.  Traffic Control Evaluation Report (Form 830437, C.M. 5.39).  This form is optional.  If used, Inspector should complete form early during the course of the project.  The form is intended to be used as a tool to let the contractor’s traffic control staff knows how they are performing in our eyes.
	

	A-5.  Contract quantity Agreements (Form 830230, C.M. 2.27, Art. 1109.01).  This agreement acknowledges the Contractors acceptance to accept contract quantity on an item requiring payment by measurement.  The agreement is then used instead of measurement.   Inspector and contractor should consider this agreement on items with large quantities that require measurement if contract quantity appears to be within reason.
	

	A-6.  Work Zone Reporting/511 This involves updating the website (www.511ia.org) with current construction activity that affects traffic. The inspector must notify the office of all changes in the traffic restrictions whenever any occur.  Office staff will enter the information in CARS/511.
	

	A-7.  Haul Road Designation and Revocation (Letter, C.M. 2.12, Art. 1105.13).  Contractor submits routes for approval.  If approval is granted by RCE and local jurisdictional authority, routes may be videotaped.  Office staff performs official designation, revocation, with copies to the local jurisdictional authority.  
	

	A-8.  Subcontract Request (Form 830231, C.M. 2.25, Art. 1108.01).  Submitted by Prime for all subcontractors added during the course of the project (i.e. not originally considered at letting).  Supervisor reviews form for correctness (particularly contractor’s EEO policy status & DBE goal.
	

	A-9.  Contractors Use of Property (C.M. 2.26).  Contractors must obtain a lease from the DOT when using excess ROW or Borrow pits for storage of equipment or setting up plants.  In addition, contractors must show proof of agreements for using private property.  Inspectors should see that contractors follow these requirements and clean up the sites when the project is complete.
	

	A-10.  Certified Payrolls (Form 830176, CM. 2.24).  Submitted weekly by contractor on Federal Aid projects only.  Wages & fringes checked by office staff.  Any errors will require the contractor’s adjustment.  Item payments should be withheld if forms are not submitted timely.
	

	A-11. Weight Ticket (C.M. 3.50, Art. 2001.01).  Inspector should check that the Weighmaster certifies all tickets and that the totals match the quantity paid.
	

	A-12.  Ready-Mix Tickets (Form 830212 or similar ticket, C.M. 9/03).  Inspector should check that the tickets are properly documented and that the yield is within reason.
	

	A-13.  Post 404 Permit (DNR Form 37, C.M. 2.13 & Cert. Of Completion, 10.40 –for permanent structures on specific waterways and wetland mitigation project only.)  Inspector has Contractor post the 404 permit/agreement and Form 37 on Bulletin Board, which displays the DNR 404 Permit Number.  RCE signs and sends in at the completion of the project.
	

	A-14.  Water Registration & Permit (DNR Form 20, C.M. 2.14).  Required when Contractor uses more than 25,000 Gal./Day form Natural Sources.  Submitted by Contractor to DNR with copy to the Office, but may require reminder and input from inspector.
	

	
	

	Items Completed During the Course of the Project –
	

	
	

	B-1.  Final Acceptance of Agreement Work for Utilities & Railroads (Form 640003, C.M. 12.04).  Inspector assists in monitoring & documenting reimbursable activity performed by Utility or Railroad (see agreement), specifically completion of work.  RCE signs and sends in Form 6400003 so utility or Railroad can be paid.
	

	B-2.  Construction Survey Item (Art. 2516).  When Construction Survey is an item on a contract, the Inspector makes sure the contractor has preserved the control points, taken original and final cross-sections of borrows, and turned in all survey documentation to the Survey Coordinator.  The Survey Coordinator will check all work submitted.
	

	B-3.  Statement of Salvaged Material (Form Appendix 3-1, C.M. 3.05).  Inspector completes form with Maintenance Shop Supervisor (or designee), both of whom shall initial entrees.  Form is turned into RCE for processing.
	

	B-4.  Traffic Quality Control (Contractor’s Daily TC Diary, C.M. 5.40, Art. 2528).  Inspector should check that the Contractor has an ATSSA Trained TC Tech. on staff that visits the project periodically and assures that a TC Daily Diary is being documented.  Additionally, if Monitoring with Incident Response is an item on the contract, the contractor must document any event that restricts normal traffic flow (particularly accidents).  The Inspector should also see that the Contractor submits to the office the TC Daily Diary at the end of the project.
	

	B-5.  Incentive/Disincentive/Price Adjustments for the following:
1. Smoothness
2. Pavement Thickness (PCC Only)
3. Density (HMA Only)
4. I/D for Early Completion (Art. 1111)
5. Liquidated Damages
Inspector works with office staff.  Inspector assures that a work order has been written.
	

	B-6. Work Zone Reporting/511 The inspector must notify the office of all changes in traffic restrictions.   Office staff will update CARS/511.
	

	
	

	Items Conducted Towards the End of the Project-
	

	
	

	C-1.  Completed Work Certificates (DNR Form 37, C.M. 2.13 & Cert. Of Completion, 10.40 for permanent structures on waterways and wetland mitigation projects only).  RCE signs and sends in at the completion of the project.
	

	C-2.  Electronic HMA Reports (C.M. 2303.04.D.1-2001 Series or earlier SS).  Inspector collects from contractor’s Certified Plant Tech. and files with inspectors documentation.
	

	C-3.  All Contract Items and Extra Work Orders Double Checked.  Done by Inspector to see that all items are correct and complete.  Check for overruns and underruns; they may need a Contract Modification.  Do this before turning in Semi Final.   Office staff & District will also check it.
	

	C-4.  Bridge Inventory Report (C.M. 2.71).  This form is originated by the Office of Bridges & Structures on new bridges and 20’ wide culverts and sent to our office.  Office will give form to Inspector who completes and returns to Secretary to complete.
	

	C-5.  Loose-Leaf Support Documentation (C.M. 2.42 & 3.11).  Inspector shall organize documentation into binder and turn in to Supervisor.
	

	C-6.  Materials Report (Office Form or Forms in I.M. 101, I.M. 204, Article 1106).  Inspector completes and turns into office staff, who sends it to District.
	

	C-7.  Final Payment (Form 830436, C.M. 2.47) and Noncompliance Statement.  Inspector should see to it that any Noncompliance’s written were price adjusted or corrected.  This will also be checked by the office staff & District.  Office staff completes forms and has them sent in to District.
	

	C-8.  Final Weekly Report of Working Days.  Inspector submits to Supervisor when informed that the work has been accepted.
	

	C-9.  Project Acceptance (Form 830435, C.M. 2.37).  Inspector submits a final Weekly Report of Working Days to the Supervisor, who completes form 830435 for further processing.
	

	C-10.  Itemized Billing to City/County for Work Completed According to DOT Agreement.  Inspector provides actual quantities referenced in agreement & Supervisor sends letter.
	

	C-11.  Project As-builts (C.M. 2.72).  Inspector does As-built and gives to Survey Coordinator if survey data needs to be updated.  Once As-built has been completed, inspector turns into RCE to check, sign and send in. Inspector responsible for As-built acknowledges this with their initial.
	

	C-12.  Storm water Notice of Discontinuation (Form Appendix 10-4, C.M. 10.31).  RCE completes form & sends on to the Office of Construction after 70% of permanent seed is established on a project requiring a Storm Water Permit.
	

	C-13.  Certification of DBE Accomplishment (Form 102116, C.M. 2.25).  Supervisor performs initial check of form submitted by contractor.  RCE acknowledges compliance.
	

	C-14 Certification of Subcontractor Payments (Form 518002) Contractor submits for all contracts let on or after 4/18/06 as per Article 1109.05.E.  RCE signs and submits with final packet.
	

	C-15.  Statement of Materials & Labor (Form FHWA-47, C.M. 2.29).  Contractor submits and Supervisor reviews and signs.  Eliminated 5/22/07
	

	C-16.  Utility Relocation Tracking Report.  RCE completes form and submits to District Utility Coordinator.
	

	C-17.  Work Zone Reporting/511 The inspector must notify the office when traffic restrictions are removed.   Office staff will remove the restriction from the 511 website.
	

	
	

	Items to be Checked in FieldManager or FieldBook 2-
	

	
	

	D-1.  Check Placed and Paid Quantities – Inspector should check the items so nothing appears under “Items with Unpaid Place Quantities.”  Office staff will check also.
	

	D-2.  Check Stockpile Balance – There should be no leftover stockpile items under “Stockpile Summary by Stockpile.”  Office staff checks.
	

	D-3.  Import Sketches and/or Photos – Inspector checks.
	

	D-4.  Final Quantities Query – Office staff.  Include with final packet.  Query may be taken from FieldManager or FieldBook2.  Include original authorized quantity changes (“Item Increases-Decreases”), if applicable
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