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The purpose of this manual change transmittal is to provide updates and corrections to the 2001 edition
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show the changes.

Section(s) Remove Old Page(s) Insert New/Revised
Page(s)
Update: Golden Rod, Chapter 3, Section
511, “Differing Site Conditions,” to add a 3-5.i 3-5.i
subsection.
Update: Chapter 3, Section 511, “Differing
Site Conditions,” is revised to include a new 3-5.1 thru 3-5.9 3-5.1 thru 3-5.10

subsection 3-511D, “Management Review
Committee.” (CPD 01-12)

Update: Golden Rod, Chapter 3, Section
705, “Public Safety,” is revised for 3-7.i thru 3-7.ii 3-7.i thru 3-7.ii
subsections previously added.

Update: Chapter 3, Section 705A (1),
“Temporary Vertical and Horizontal
Clearance Changes,” is revised to include
contractor requirements from the Standard
Specifications. 3-7.1 thru 3-7.16 3-7.1 thru 3-7.16
Sections 3-707B, “Railroad Insurance” and
3-707B (2), “Responsibility,” to change
branch to coordinator.
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Section(s)

Remove Old Page(s)

Insert New/Revised
Page(s)

Update: Chapter 3, Section 801,
“Subcontracting,” to include the reasons for
substitution. Also, to add procedures for
Before, During, and After the Hearing
Process. Tables 3-8.1 & 2 were eliminated.
Sections 3-804 thru 3-805A (2) and 3-806B
are revised for sentence structure.

Section 3-805A (3) is updated for “55-day
beginning of work” specification changes.
Section 3-805A (4) is revised to delete the
procedure for districts to send copies of
CEM-2701 to Headquarters. Section 3-807,
“Termination of Control,” is revised for
changes in maintaining the termination
database.

3-8.1 thru 3-8.39

3-8.1 thru 3-8.37

Update: Golden Rod, Chapter 3,
Section 9, “Measurement and Payment.”

3-9.i thru 3-9.ii

3-9.i thru 3-9.iii

Update: Chapter 3, Sections 3-904B(4),
“Labor,” 3-904(5), “Equipment,” and 3-
904C, “Markup for Subcontracted Work,” to
delete the percentage of markup and
reference the contract instead.

Sections 3-911, “Payment of a Progress
Estimate After Contract Acceptance,” and 3-
914A, “Material to Submit,” to delete forms
FHWA-47M and CEM-2402S.

3-9.5 thru 3-9.41

3-9.5 thru 3-9.40

Update: Golden Rod, Chapter 5,
Section 1, “Project Records and Reports.”

5-1.i thru 5-1.iv

5-1.i thru 5-1.vi

Update: Chapter 5, Section 101B,
“Construction Forms,” by adding 12 new
forms and descriptions: CEM-3501, 3502,
3511, 3512, 3513, 3703, 5501, 5502, 6302
and TL-0625, 6013, and 6014 descriptions.
Form number H-ESP-16 is corrected. CEM-
2402S and FHWA-47 have been deleted.
Form websites have been updated. Stock
numbers have been deleted from forms that
are no longer available at the Caltrans
Warehouse.

Section 5-102C, “Description of
Categories,” is updated to change cat. 32,
35, 39 and add cat. 55. Content corrections
for cat. 37, 38, 41, 60 and 61 have been
made.

5-1.1 thru 5-1.74

5-1.1 thru 5-1.75
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Section(s) Remove Old Page(s) Insert New/Revised
Page(s)
Update: Golden Rod, Chapter 8, Section 2, 8-2.i 8-2.i

“Equal Employment Opportunity.”

Update: Chapter 8, Section 2, “Equal
Employment Opportunity,” is revised to
include Title 6 and Title 7, procedures from
CPB 03-7 and CPB 03-9.

Section 8-209, “Contracts Containing Fed. 8-2.1thru 8-2.3 8-2.1 thru 8-2.7
Requirements Training Special Provision,”
is a revised procedure changing the goal for
the number of apprentices/trainees to a
requirement. (CPD 08-10)

Golden Rod, Appendix I, “Forms Used for A-Ll.ithru A-l.iv deleted
Contract Administration.”

Appendix — Sample Forms:

With CEM forms now available on the
internet and intranet, ALL sample forms will
be deleted from the manual.

Appendix references in individual CEM Al thru A125 deleted
form descriptions in Section 5-1 have been
deleted. Links to non-construction forms
have been added to Section 5-1.

Index I.1 thru 1.16 [.1thru 1.18




Chapter 3 General Provisions

Section 5 Control of Work

3-501 General

3-502 Authority of Engineer
3-502A Resident Engineer

3-503 Plans and Working Drawings
3-503A Trench Excavation Safety Plans

3-504 Order of Work

3-505 Superintendence

3-506 Lines and Grades

3-507 Inspection

3-508 Removal of Rejected and Unauthorized Work
3-509 Equipment and Plants

3-510 Alternative Equipment

3-511 Differing Site Conditions
3-511A Typel
3-511B Type 2
3-511C Procedure
3-511D Management Review Committee

3-512 Character of Workers

3-513 Final Inspection
3-513A Work for Other Agencies or Owners

3-514 Cost Reduction Incentive
3-514A Procedure
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Chapter 3 General Provisions

Section 5 Control of Work

3-501 General

Section 5, “Control of Work,” of the Standard Specifications, details how contract
work will be controlled. The proper performance of the contractor and the engineer
ensure control. During the manufacture of products and the execution of the project,
the contractor performs all actions necessary to ensure that the work has the required
attributes. The engineer samples, tests, and inspects the work to determine if the
characteristics conform to the contract requirements.

3-502 Authority of Engineer

The term “engineer,” as used in Section 5-1.01, “Authority of Engineer,” of the
Standard Specifications, means the “chief engineer” acting through authorized
representatives. The authorized representatives must act in accordance with the chief
engineer’s policies and procedures and, in the absence of written instruction, must
exercise judgment within their span of control and ability. Section 1-1.18, “Engineer,”
of the Standard Specifications defines the term “engineer.”

The engineer will focus on the details and methods of performing the work only if
one or more of the following conditions exist:

e The details and methods of performing the work are specified.

e The essential attribute or end result cannot be measured.

e Public safety or convenience is involved.

Otherwise, the details and methods must be left to the contractor’s discretion.

3-502A Resident Engineer

The resident engineer, subject to delegation of authority within the district, is the
authorized representative of the chief engineer on the project; therefore, contacts and
correspondence should be between the contractor and the resident engineer.

Resident engineers must report their assignments to all interested parties by submitting
Form CEM-0101, “Resident Engineer’s Report of Assignment.” Submit this form at
the earliest possible time.

Good working relationships between the resident engineer and the contractor
encourage an effective, efficient project and can minimize misunderstandings and
disputes.

3-503 Plans and Working Drawings

The contract may require that plans and working drawings be submitted to the
engineer for approval. Caltrans has established a formal procedure for the approval
of such plans for those facilities designed by the Office of Structure Design. For
the procedures for buildings, see Section 132 of the Bridge Construction Records
and Procedures Manual, Volume Il. Review these procedures when applicable to
resident engineers. Similar procedures are used for pumping plants and electrical
and mechanical equipment. The district must establish similar procedures for those
facilities designed in the district.
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In addition, the contract may require that plans and calculations be submitted to
the resident engineer for review and approval for falsework, shoring, and bridge
demolition. For guidelines for the review and approval process see Sections 120,
122, and 124 of the Bridge Construction Records and Procedures Manual, Volume
Il.

3-503A Trenching Excavation Safety Plans

For each location, the contractor must submit a specific plan describing how workers
will be protected from the hazards of ground caving in.

Simply stating that the Construction Safety Orders will be followed does not
constitute a plan.

3-504 Order of Work

If the plans or special provisions do not contain a specified sequence of operations,
contractors may select their own schedules, provided the planned order of work meets
any dates specified for completion and openings of portions of the work to traffic.

Occasionally, the contractor may submit a proposed modification of the specified
order of work that will be more satisfactory for the work’s operation. If, in the resident
engineer’s opinion, Caltrans will benefit as much or more by adopting this proposal
as it would under the specified plan, the contractor’s plan may be implemented
with a contract change order requested by the contractor. Caltrans must receive a
monetary adjustment if the contractor has any reduced costs from the change. Also,
a contractor may benefit if a change is proposed and accepted under a change order
for a cost reduction incentive. See Section 3-514, “Cost Reduction Incentive,” of the
Construction Manual (manual) and Section 5-1.14, “Cost Reduction Incentive,” of
the Standard Specifications.

The resident engineer must recheck the specified plan of operations during the work’s
progress. Changes in circumstances may necessitate altering the planned sequence
and schedule. Stage construction is often a part of the contract on major projects, and
revised progress schedules may be required as the stages of work develop.

3-505 Superintendence

As required by Section 5-1.06, “Superintendence,” of the Standard Specifications,
contractors, including those in a joint venture, must name in writing one authorized
representative. Resident engineers must insist contractors meet this requirement
promptly. In case of disagreement among the contractors’ representatives, the resident
engineer can then contractually refuse to deal with more than one representative.

3-506 Lines and Grades

Section 5-1.07, “Lines and Grades,” of the Standard Specifications requires the
engineer to establish any lines and grades necessary to permit satisfactory completion
of the specified work. For information on construction surveys, see Chapter 12,
“Construction Surveys,” of the Caltrans Surveys Manual.

To establish line and grade, the district surveys unit must set the construction marks
and stakes.

California Department of Transportation ¢ Construction Manual ¢ September 2008

3-5.2

Control of Work



3-507 Inspection

The resident engineer and assistant resident engineers have a primary duty to obtain
compliance with the Standard Specifications, special provisions, and plans within
the tolerances specified in these documents. When tolerances are not specified, the
engineer must use judgment in determining the allowable deviation consistent with
the usage of the trades involved.

Standard Specifications Section 5-1.08, “Inspection,” allows the resident engineer
access for inspection to work pertaining to contract items or work included on
approved contract change orders. The access must be safe, and the resident engineer
must take full advantage of this access.

Cal/OSHA establishes standards for safe access to work, and Caltrans enforces them
under Section 7-1.06, “Safety and Health Provisions,” of the Standard Specifications.
When the contract specifies that the cost for access is included in various items of
work, no separate payment is allowed.

Approved contract change orders do not include the cost of providing access for
inspection related to extra work or other changed work. The contractor’s costs
for inspection on extra work or other changed work may be billed as separate
compensation on extra work bills. Costs should be billed to the nearest tenth of an
hour. When contractors bill inspection costs for access on changed work with other
extra work, they should bill only the increased cost of providing inspection and not
all of the inspection access costs under the original item work.

The resident engineer and assistant resident engineer must never operate the
contractor’s equipment. The contractor’s own equipment operators should operate
equipment during inspections.

3-508 Removal of Rejected and Unauthorized Work

Section 5-1.09, “Removal of Rejected and Unauthorized Work,” of the Standard
Specifications, specifies the contractor’s responsibility for rejected or unauthorized
work.

Unauthorized work includes excavation outside planned slopes and below the grading
plane. Unless an approved contract change order authorizes such excavation, do not
permit it.

Section 3-603, “Defective Materials,” in this manual discusses the rejection of
material that fails to meet specified requirements. Rejected material must be
removed and replaced. When rejected material is remedied, it may remain in place
only when the engineer gives written approval. In most cases, this approval requires
a contractor-requested contract change order. For instance, a contract change order
would be necessary to approve a contractor’s proposal to remedy out-of-specification
aggregate base by adding additional aggregate to material deposited previously. A
contract change order is necessary in this situation because the remedy requires a
change in specifications. However, the engineer’s written approval is not required
when the remedy is specified, such as the remedy for damaged galvanizing of pipe
or guardrail.

For all material used in the work, make the payment in accordance with the
specifications. As an alternative to removal and replacement, do not allow defective
material to remain in place without contract payment. Any such action must be
provided for in the specifications under “operating range” and “contract compliance”
or provided by an approved contract change order.
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3-509 Equipment and Plants

Section 5-1.10, “Equipment and Plants,” of the Standard Specifications, requires each
piece of equipment to have a number stamped or stenciled upon it. The identifying
number should be further referenced to the license plate issued for the piece of
equipment. This additional reference is especially important in the case of tractor
and trailer combinations where the tractor may pull different trailers on separate
occasions.

The engineer must use the identifying numbers to keep records of working and idle
time for both the equipment and operators, including, among other items, contract
items, extra work, move in and out, and plant erecting. Some items of work will
require more complete records than other items. The resident engineer must determine
which items of work need these records and how much detail will be necessary.
Records of this kind are also required for costs when the quantity of certain contract
items runs over 125 percent or under 75 percent of the estimated quantity.

Caltrans personnel must not instruct the contractor’s employees in equipment
operation. The resident engineer must be very careful in this area because the
contractor may interpret suggestions as the engineer’s direct orders. Caltrans
personnel must also not adjust the contractor’s equipment or ride on equipment other
than that designed for personnel transportation or as required to inspect specific
features of the work.

3-510 Alternative Equipment

In lieu of specified equipment, Section 5-1.11, “Alternative Equipment,” of the
Standard Specifications, provides for the use of new or improved equipment subject
to satisfactory performance as determined by the engineer.

Contract change orders must cover all modifications under Section 5-1.11. Do not
adjust cost for such changes.

3-511 Differing Site Conditions

When a differing site condition occurs, Section 5-1.116, “Differing Site Conditions,”
of the Standard Specifications provides recourse for Caltrans and the contractor.
When a differing site condition arises, the resident engineer or structure representative
should contact the district materials unit or Geotechnical Services at:

http://www.dot.ca.gov/hg/esc/geotech/

Following are two types of differing site conditions that exist, followed by the
procedure to recover damages or savings for a differing site condition claim:

3-511A Type 1

Type 1 consists of subsurface or latent physical conditions materially different from
those indicated in any of the following:

*  The contract.
» The log of test borings.

e Other records of geotechnical data obtained by Caltrans’ investigation of
subsurface conditions.
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e The “materials information.”

» Other records of data to the extent they were available to the contractor prior to
the opening of the bids.

* An examination of site conditions above ground.

3-511B Type 2

Type 2 consists of unknown physical conditions of an unusual nature that are
materially different from those ordinarily encountered and generally recognized as
inherent in the work provided for in the contract.

3-511C Procedure

For the contractor to recover damages for a differing site condition claim, the
following things must be done:

» Before the bid, the contractor must investigate the site and carefully examine the
following items:

1. Plans.

2. Specifications.

3. “Materials information.”
4. Log of test borings.
5

Other records of geotechnical data (cores and other physical data) obtained
by Caltrans’ investigation of subsurface conditions.

6. Other records of data to the extent they were available to the contractor.

Thisinvestigationisrequired by Section 2-1.03, “Examination of Plans, Specifications,
Contract, and Site of Work,” of the Standard Specifications.

» The conditions encountered must either be materially different from those
represented by the bid documents, other records of data available to the contractors
before bid, and a site investigation or be materially different from those normally
encountered or inherent in the industry.

e The contractor must provide the resident engineer with written notice of the
conditions before disturbing them.

» Theresident engineer must investigate the conditions and determine if they differ
materially and cause an increase or decrease in the cost or time to do the work.

The resident engineer must remain alert to the possibility that a differing site condition
may result in a credit to the state. If such a condition is encountered, the resident
engineer must promptly notify the contractor in writing.

The specifications for differing site conditions do not apply to situations covered in
Section 8-1.09, “Right of Way Delay”; Section 8-1.10, “Utilities and Non-Highway
Facilities”; or Section 19-1.04, “Removal and Disposal of Man-Made Objects,” of
the Standard Specifications.

Differing site conditions are not considered “changes in character,” because the
conditions do not result from ordered changes. However, determine and give
compensation or credit due for differing site conditions in the same manner as
you would for changes in character. For how compensation is made for changes in
character and for a sample contract change order, see Section 5-3, “Contract Change
Orders,” of this manual.
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3-511D Management Review Committee

If you disagree with the contractor’s claim of a differing site condition claim then
a management review committee is formed to clarify Caltrans’ position on the
dispute. The management review committee consists of the deputy district director,
construction (chairman), the structure construction area manager, and the construction
field coordinator.

The process consists of three primary steps:

1. Within five days of receipt of a supplemental notice of potential claim
pertaining to a differing site condition dispute, the resident engineer prepares
a draft response to the potential claim and submits the response to the deputy
district director, construction.

2. The management review committee reviews the resident engineer’s draft
response and provides any comments within 10 days of receipt of the
supplemental notice of potential claim. The committee or the contractor
can initiate further communication with the other party during this period to
clarify information related to the differing site condition dispute.

3. Within 20 days of the supplemental notice of potential claim, the resident
engineer will incorporate any response from the management review
committee into the potential claim response and submit the response to the
contractor.

3-512 Character of Workers

Section 5-1.12, “Character of Workers,” of the Standard Specifications, covers the
issue of character of workers. In addition, Caltrans policy calls for awork environment
with zero tolerance for violence, threats, harassment, and intimidation. This policy
also applies to any subcontractor or employee of a contractor in their dealings with
Caltrans personnel. Caltrans may discharge a worker from the project for engaging
in any of the above-mentioned activities.

Discuss the decision to remove a worker with the worker’s supervisor before issuing
a directive to do so. The contractor may request reinstatement of the worker. If
requested, the resident engineer’s supervisor conducts a meeting with the resident
engineer, the contractor’s authorized representative, and, at the contractor’s
discretion, the affected worker. The reason for removal and the contractor’s request
for reinstatement are discussed at the meeting.

None of these procedures affects the authority of the resident engineer to direct the
removal of a worker from the project.

3-513 Final Inspection

Asaproject’s completion approaches, the resident engineer must schedule appropriate
reviews with maintenance, traffic, and safety personnel.

To resolve any potential problems on interstate projects, request field engineer from
the Federal Highway Administration to review the project before the day of final
inspection. Your objective is to prevent last-minute delays in contract acceptance.

According to Section 5-1.13, “Final Inspection,” of the Standard Specifications, the
engineer must do a final observation of the contract work during the final inspection.
The district director or an engineer from the district construction, such as the district
construction deputy director, construction engineer, structure construction engineer,
or resident engineer, must make the final inspection.
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Maintain a record of the final inspection in the resident engineer’s daily report. The
record should state something along the following lines:

“I made a final inspection of the project today and determined that all contract
work has been completed.”

Or,

“(Name) made the final inspection today and concurred that all contract work
has been completed.”

Time the final inspection so that the recommendation for contract acceptance will not
be delayed pending the inspection. Before the final inspection, give the contractor a
written list of items needing attention.

3-513A Work for Other Agencies or Owners

When any work performed under the contract is for other agencies or owners, as a
courtesy ask for the concurrence of these entities in the acceptability of the work.
Include the concurrence of others such as local agencies, other state agencies, utility
companies, and school districts.

Also ask for concurrence from another party or agency if it finances a state highway
project or a portion of the project. The district mustarrange a joint field inspection with
the owner or agency. In writing and in advance (usually 30 days), notify the owner
or agency when the facility will be ready for final inspection. Time the inspection
so that concurrence for acceptance is available at the time of recommending to the
director the acceptance of the contract or relief from responsibility for maintenance.
However, do not withhold recommendations for acceptance or relief merely because
an outside agency will not concur.

The letter notifying the owner or agency of readiness for inspection should include
the following:

» A reference to the agreement.

e A statement that the inspection is to determine whether work is in compliance
with plans, the agreement, or both.

e The date of the inspection.

» Arequest that when an inspection reveals no deficiencies, the agency’s authorized
representative responsible for performing the inspection will confirm in writing
that the agency agrees to accept the work.

e Astatement that failure by the agency to inspect or confirm acceptance in writing
will be deemed acceptance of the work as constructed.

If the size or complexity of the work warrants such an action, an agency representative
and the resident engineer should make a preliminary joint inspection to correct minor
deficiencies before the final inspection described above.

The resident engineer must record in writing preliminary and final joint field
inspections, noting what actions were necessary to complete the work to the
satisfaction of the agency representative. If the agency representative is satisfied
with the completeness but declines concurrence in writing, record this situation.
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3-514 Cost Reduction Incentive

Caltrans encourages contractors to develop and implement innovative approaches
to construction projects. When new approaches result in construction cost savings,
Caltrans and the contractor may share the savings in construction cost. Section 5-1.14,
“Cost Reduction Incentive,” of the Standard Specifications specifies the method and
procedure for sharing construction cost savings. A contractor’s proposal made in
accordance with Section 5-1.14 is called a cost reduction proposal.

The special provisions may allow for the contractor and engineer to organize and
participate in a “value analysis” workshop. The workshop’s purpose is to identify
value-enhancing opportunities that would reduce the total project cost, time of
construction, or traffic congestion. Items identified in the workshop could be
developed into cost reduction proposals.

Section 5-1.14 applies only to the actual cost of construction. Savings in construction
engineering, maintenance, operations, safety, and traffic services, among other items,
are not eligible for sharing with the contractor.

3-514A Procedure
Handle cost reduction proposals using the following procedure:

» After discussing the merits of a potential cost reduction proposal with the
resident engineer, the contractor may submit a written proposal for approval.
The initial written proposal may be preliminary in nature, but for Caltrans to
evaluate the anticipated cost savings or other value enhancement, the proposal
must provide enough of the information required by Section 5-1.14, “Cost
Reduction Incentive,” of the Standard Specifications. Thus, the proposal must
include information regarding the following:

1. Construction effects related to staging, right-of-way, or environment.
2. Required permits or permit modifications.

3. Maintenance or enhancement of essential functions or characteristics of
the project such as service life, reliability, economy of operation, ease of
maintenance, desired appearance, conformity to design, safety and other
applicable standards, and the time within which the engineer must make a
decision on the proposal.

e With assistance from the resident engineer, the construction engineer must
coordinate Caltrans’ evaluation of the written proposal by the date requested by
the contractor.

e Consider the following factors in determining whether a proposal is acceptable.
Do not include any cost benefit resulting from these factors in the actual
computation of net savings in construction costs.

1. Any engineering, environmental, legal, or administrative considerations
making the proposal impractical or unacceptable.

2. The relationship of net savings to the cost of evaluating and implementing
the proposal.

3. Any total benefit to the public including construction savings or reduced
engineering costs.

4. Improved operations.
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5. Reduced maintenance.

6. Improved safety and traffic service or other values that clearly favor the
proposal.

Compute a cost reduction proposal’s net savings because of the changed work in
accordance with the methods detailed in Section 4-1.03C, “Changes in Character
of Work,” of the Standard Specifications. The net savings must result from the
difference in the actual cost of doing the work in accordance with the contract
plans and specifications as originally planned and the actual cost of doing the
work based on designs, methods, labor, equipment, and materials as changed
by the proposal. In determining the net savings, exclude from consideration the
contractor’s engineering and other costs incurred in preparing the proposal. Also
exclude Caltrans’ cost of evaluating the proposal, including any portion of this
effort the contractor paid for.

Ifthe submitted proposal appears acceptable, but Caltrans’ anticipated engineering
costs are high, the contractor must stipulate in writing a willingness to share
such costs before the proposal will be evaluated further. This willingness must
be stipulated whether or not the proposal is ultimately adopted. Such a letter
from the contractor provides the district with the authority to deduct engineering
costs from progress payments. To record Caltrans engineering costs, proceed as
follows:

1. For the phase 3 expenditure authorization, establish a subjob number.
Establish this number regardless of the proposal’s subsequent approval
or rejection. Charge all time spent evaluating the proposal to the subjob
number.

2. To provide the means of segregating costs, the district must immediately
prepare and submit the subjob number for the master file. After executing
the change order for the cost reduction proposal, do not charge construction
engineering to the subjob number.

3. In conformance with Section 5-1.14, “Cost Reduction Incentive,” of the
Standard Specifications, you may deduct from progress payments a portion
of Caltrans’ engineering costs for evaluating the cost reduction proposal. Use
the following method to determine the deduction. If Caltrans’ engineering
costs (A) exceed Caltrans’ share (B) of the total computed net savings, deduct
the difference (A minus B) from progress payments. Inform the contractor
of the reason for any deductions.

If the submitted proposal provides for a substantial benefit to the public but
no net savings, the engineer may still proceed with issuing a contract change
order based on public benefit. However, the contract change order would not
be written as a contract change order for a cost reduction proposal but as an
engineer-requested contract change order.

If the district construction deputy director (or, if applicable, the Division of
Construction contract reviewer) determines that a preliminary written proposal
is acceptable, the contractor may submit a complete proposal. The proposal must
contain all information required by Section 5-1.14, “Cost Reduction Incentive,”
of the Standard Specifications. This information must be in sufficient detail to
enable a final review and approval. The information provided should answer all
questions that arose from Caltrans’ review of the preliminary proposal. It must
also include applicable calculations, revised plans, and revised specifications.
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To resolve issues, the contractor and the resident engineer may need to have
additional meetings and discussions. Before forwarding the proposal for final
review by the appropriate units, ensure that the proposal is complete.

In accordance with Section 5-1.14, “Cost Reduction Incentive,” of the Standard
Specifications, prepare a contract change order to authorize the cost reduction
proposal. For guidance in preparing a contract change order for a cost reduction
proposal, see Section 5-313, “Cost Reduction Proposals,” in this manual.
Carefully consider the contract change order’s clauses covering payment to the
contractor. In the contract change order, resolve all compensation and other
issues related to the proposal. Before starting the authorized work, the contractor
must execute and the engineer must approve the contract change order.
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Chapter 3 General Provisions

Section 7 Legal Relations and Responsibility

3-701 Laws to Be Observed
3-701A Reporting Apparent Attempts at Fraud on Construction Contracts
3-701B Labor Code Requirements and Fair Labor Standards Act
3-701C Contractor’s Licensing Laws
3-701D Vehicle Code
3-701D (1) Weight Limitations
3-701E Trench Safety
3-701F Falsework Erection or Removal
3-701G Air Pollution Control
3-701H Water Pollution
3-7011  Use of Pesticides
3-701) Sound Control Requirements

3-702 Load Limitations
3-703 Safety and Health Provisions

3-704 Public Convenience
3-704A Convenience of the Public and Public Traffic
3-704B Contingency Plans for Reopening Lane Closures
3-704C Maintenance and Improvement of Passageway Through Construction
3-704D Relief From Responsibility for Damage by Public Traffic
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Chapter 3 General Provisions

Section 7
Section 7 Legal Relations and Responsibility Legal Relations
and Responsibility

3-701 Laws to Be Observed 3-701
Laws to Be

According to the specifications, the contractor must be familiar with and comply Observed

with all laws, regulations, and ordinances that affect the labor, materials, or conduct
of the work. However, the specifications do not intend or require that the resident
engineer exercise police enforcement power. If the engineer learns that the contractor
has violated a work-related law or regulation, the engineer must bring the matter to
the contractor’s attention in writing.

3-701A Reporting Apparent Attempts at Fraud on Construction Contracts

Resident engineers are confronted occasionally with situations where contractors or
their subcontractors or suppliers attempt to obtain improper additional payment.

These matters may differ in magnitude and intent, and minor situations may be
resolved satisfactorily at the project level. However, certain fraudulent acts, such
as presenting false weight certificates, padding the number of loads of a commaodity
delivered, tampering with scales or falsifying test or inspection reports may require
special investigation and appropriate action. Such investigations are confidential
and begin with a discussion between the resident engineer and the construction
engineer. To request a special investigation, write a letter to the construction field
coordinator.

3-701B Labor Code Requirements and Fair Labor Standards Act

For the resident engineer’s duties with regard to Labor Code requirements and the Fair
Labor Standards Act, see Chapter 8, “Employment Practices,” of the Construction
Manual (manual).

3-701C Contractor’s Licensing Laws

According to the specifications, all contractors and bidders must be licensed. For
bidders and prime contractors, the Office of Contract Awards and Services in the
Office of Office Engineer verifies compliance with the specifications. If you become
aware that a prime contractor or subcontractor is not licensed for the work being
performed, notify the California Contractors State License Board.

3-701D Vehicle Code

In any areas open to public traffic within the project’s limits, the contractor is not
exempt from Vehicle Code requirements. Equipment that fails to comply with the
Vehicle Code must not be operated on detours or any other roadway open to public
traffic.

3-701D (1) Weight Limitations

Except for special conditions described in Section 7-1.02, “Load Limitations,” of the
Standard Specifications, all equipment hauling materials over roads or streets open
to public traffic to, from, or within the project must comply with weight limitations
required by the Vehicle Code. To enforce weight limitations for overloads hauled
over public roads and streets, follow the procedure outlined below. The permitted
tolerance described below is selected to make Caltrans actions compatible with

&
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routine enforcement procedures used by the California Highway Patrol (CHP). Here
is the procedure to follow:

e Theassistant resident engineer receiving a weight slip indicating an overload may
accept a load that is not more than 90 kg over the legal gross weight. However,
advise the contractor immediately that if the violation continues, Caltrans will
refuse to accept such loads and will notify the CHP.

e When a weight slip indicates that a load is more than 90 kg over the legal gross
weight, reject the load and notify the CHP that overloads are being hauled.

e Prohibit rejected material from being used in the work unless the load is reduced
to or below the legal maximum weight (not including the tolerance) and is again
weighed to establish a new weight.

e Record the identification of rejected weight slips in the daily report.
The objective of the above procedure is to discourage hauling overloads. Minor
variations in the above procedure are acceptable provided the objective is met.

3-701E Trench Safety

The Office of Structure Construction’s Trenching and Shoring Manual provides
technical guidance for analyzing designs of trenching and shoring systems. It also
contains information regarding California’s legal requirements for trench safety.

3-701F Falsework Erection or Removal

Detailed instructions for reviewing falsework for bridges or other major structures
are contained in the Office of Structure Construction’s Falsework Manual. When the
erection or dismantling of falsework is over or adjacent to a traveled way, project
personnel must do the following:

+ Before the erection or removal of falsework, determine the exact method of
operation the contractor proposes to use.

» Ifany possibility exists that a material or equipment failure or human error could
endanger the public, ensure traffic is rerouted or temporarily stopped during
critical portions of the erection and removal operations.

« Normally, the contract will provide necessary detours or other restrictions such
as the time of day when certain operations may be performed. In the absence
of specific contract requirements, require the contractor to take the necessary
measures in accordance with Section 7-1.09, “Public Safety,” of the Standard
Specifications.

e Ensure unplanned detours are paid for in accordance with Section 4-1.04,
“Detours,” of the Standard Specifications.

* Notify the Transportation Permits Branch of the upcoming reduction of vertical
clearance. See “Impaired Clearance (temporary)” later in this section.

3-701G Air Pollution Control
See Chapter 7, “Environmental,” of this manual.

3-701H Water Pollution
See Chapter 7, “Environmental,” of this manual.
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3-7011 Use of Pesticides

The resident engineer’s duties regarding pesticide use are included in Section 4-20,
“Erosion Control and Highway Planting,” of this manual.

3-701J Sound Control Requirements
See Chapter 7, “Environmental,” of this manual.

3-702 Load Limitations

Section 7-1.02, “Load Limitations,” of the Standard Specifications permits overloads
within the project limits under certain conditions. The special provisions may also
provide conditions under which the contractor may haul overloads. However, the
contractor must provide any necessary protective measures and repair any damage
resulting from overloads.

The resident engineer, in accordance with Caltrans policy for overloads, will
handle requests for nonrepetitive overloads on completed work within the contract
limits. You can obtain details from the Transportation Permits Branch. The Bridge
Construction Records and Procedures Manual contains procedures for allowing
certain overloads on structures.

3-703 Safety and Health Provisions

The contractor must conform to all Division of Occupational Safety and Health
standards. See Section 2-1, “Safety,” of this manual for guidelines for administering
the contract’s safety requirements.

3-704 Public Convenience

The following five sections provide guidelines for enforcing the provisions in Section
7-1.08, “Public Convenience,” of the Standard Specifications and contain discussion
of other topics related to the passage of public traffic through construction projects.

3-704A Convenience of the Public and Public Traffic

The contractor has a contractual obligation to provide for the convenience of the
public and public traffic. Section 7-1.08 requires that operations be conducted in
such a way as to prevent the least possible obstruction and inconvenience to the
public. The public consists of anyone passing through or affected by construction
operations, including pedestrians and residents, as well as vehicular traffic.

The resident engineer must ensure the contractor has made adequate provisions
for public convenience when the specifications leave the manner of providing for
convenience to the contractor’s discretion. The resident engineer must also ensure the
contractor does not unnecessarily delay or interfere with traffic for the contractor’s
own benefit or convenience.

The “least possible obstruction and inconvenience” will always depend on judgment.
What is permissible should be that which is accepted as good practice in the industry,
complies with the specifications, and does not materially diminish the degree of
convenience and free passage through the area that existed before construction. For
instance, do not accept a trench that lies adjacent to a traffic lane for the entire length
of the project and that was excavated just to suit the contractor’s convenience. A
length of trench sufficient to accommodate an orderly and workmanlike progression
of operations is reasonable. Likewise, it is physically impossible to carry on a
series of operations between an existing roadway and adjoining properties that have
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access to the roadway without temporarily disrupting the access. However, whether
permanent or temporary, restore the access as soon as possible without waiting for
the work to be completed past all the adjacent access points.

The intent of Section 7-1.08, “Public Convenience,” of the Standard Specifications
is to ensure public convenience, not a minimum construction cost. Frequently, the
contractor can achieve both through careful planning and skillful operation.

3-704B Contingency Plans for Reopening Lane Closures

The special provisions for contracts that allow lane closures require the contractor to
prepare a contingency plan for reopening closed lanes. The contractor’s contingency
plan must include two elements:

1. A critical path analysis of the operation. This analysis must include a detailed
review of each segment of the operation, including placing and removing traffic
control.

2. Actions to be taken if the operation is not proceeding as planned and needs
to be terminated early. Early termination can consist of either stopping the
contractor’s operation so that lanes can be reopened within the specified time
limits or stopping the contractor’s operation to reopen the lanes before the time
specified for reopening.

When an operation is terminated before the time the specifications allow because of
circumstances beyond the contractor’s control, consider granting time, compensation,
or both, within the terms of the contract. If the operation is terminated before
completion of the planned work because of circumstances within the contractor’s
control or because of equipment breakdown, do not allow compensation and charge
a working day as appropriate.

3-704C Maintenance and Improvement of Passageway Through Construction

Normally, paved detours will be provided for the passage of public traffic during
construction. On low volume roads where the cost of detour construction is
unreasonably high, the contract may provide for traffic to pass through the work
during the grading and structural section operations. Section 7-1.08 specifies the
responsibility of the contractor for providing reasonably smooth and even surfaces
for passage of public traffic through the work. This section also specifies Caltrans’
responsibility for paying for the cost of maintaining the surface that would carry
public traffic. Any ordered construction to provide improved conditions for the
convenience of the traveling public is considered to be detour construction and is
paid for as provided in Section 4-1.04, “Detours,” of the Standard Specifications.
Also, any ordered construction or improvement of facilities required for pedestrians
or the resident public, not otherwise provided for in the contract, is to be paid for in
a like manner.

3-704D Relief From Responsibility for Damage by Public Traffic

Only in some cases will Caltrans pay to repair damage to completed permanent
facilities caused by public traffic. Section 7-1.08 covers such exceptions. Completed
permanent facilities are any features constructed by the contractor that will become
a permanent part of the project. Caltrans will not pay for damage to temporary
facilities, such as falsework and forms.

The facility need not be 100 percent complete for the contractor to be compensated,
but it must be functional. Caltrans must not pay for damage from public traffic to
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facilities that are not considered functional yet. For instance, guardrail posts or
guide marker posts or a bridge still supported by falsework would not be considered
functional. However, for a concrete barrier that only requires a specified light abrasive
blast finish, Caltrans may pay for damage caused by public traffic because the barrier
is functional.

The specification for relieving the contractor of responsibility for damage to
completed permanent facilities only applies when a section of surfacing or the deck
of a structure has been completed and opened to public traffic. Such relief is also
dependent on the resident engineer’s written order.

Here are some guidelines for administering the specification:

Whenever the resident engineer orders the pavement or deck of a structure
opened to public traffic, the contractor is relieved of responsibility for damage
to the completed permanent facilities caused by public traffic. The contractor
will be relieved of responsibility whether the opening to public traffic occurs
before the scheduled opening time, occurs as the natural sequence of events, or
occurs as the result of a contract specification. The contractor will be relieved
of responsibility for damage to completed permanent facilities caused by public
traffic whether traffic is placed on new alignment not previously used by traffic
or new resurfacing opened after daily closures. Compensation for damage caused
by public traffic is appropriate if the completed surfacing consists of an asphalt
concrete base or leveling course.

If the contractor requests an opening ahead of the normal schedule, the following
applies:

1. When the opening does not conform to the specified order of work, it must be
covered by a contract change order approved by headquarters, in accordance
with Section 5-3, “Contract Change Orders,” of this manual. If Caltrans will
not compensate the contractor for damage to completed permanent facilities,
the contract change order must state this fact.

2. When the opening does not conform to the specified order of work, the
resident engineer will normally base approval or disapproval of the contract
change order on an evaluation of the benefit to public traffic. If the benefit
is substantial, it is appropriate to approve the contract change order and
compensation in accordance with Section 7-1.08, “Public Convenience,” of
the Standard Specifications. If measurable benefits accrue to the contractor,
ensure the contract change order provides a credit to Caltrans.

3. If the benefits to public traffic are borderline or negligible, it is appropriate
to approve the contract change order under the condition that the contractor
be responsible for damage caused by public traffic. The contractor must
acknowledge the condition in writing. Again, if measurable benefits accrue
to the contractor, include a credit to Caltrans in the contract change order.

4. If good reason exists for doing so, the resident engineer can refuse to approve
a proposed opening.

Except as provided for in Section 7-1.15, “Relief From Maintenance and
Responsibility,” of the Standard Specifications, Caltrans will not relieve the
contractor from responsibility for damage to completed permanent facilities if
the contractor never does the following:
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3-705
Public Safety

1. Moves public traffic from the existing traveled way.
2. Places public traffic on new pavement.

e When the contractor temporarily routes public traffic closer to the facilities than
the traffic will be after completion of the work, the contractor will be relieved
of responsibility for damage to the completed permanent facilities caused by
public traffic. For example, Caltrans will relieve the contractor of responsibility
if damage occurs to a completed guardrail at the edge of the shoulder when
public traffic is temporarily placed on the shoulder to facilitate construction.

3-704E Maintenance Within Construction Limits

If the highway in question is a state highway, Caltrans’ maintenance forces must
maintain the highway as a maintenance expense. A clear understanding must exist
between the maintenance area supervisor or area superintendent and the resident
engineer about which portions of the highway Caltrans’ maintenance forces will
continue to maintain during the project’s construction. The following guidelines
should be used when discussing roadway maintenance:

e If new work is required along an existing highway, the owner (Caltrans or the
local authority) will continue to maintain the highway, or portions of it, until the
contractor takes possession by erecting signs or begins contract item work. The
owner will resume maintaining the highway or portions of it when the contractor
is relieved from maintenance responsibility, as provided for in Section 7-1.15,
“Relief of Maintenance and Responsibility,” of the Standard Specifications.

e Often, on widening or improvement projects, existing highway facilities will be
located outside of the actual areas of work where alterations, modifications, or
replacements are not planned. In these cases, except for repair of damage due
to the contractor’s operations, the owner will maintain the highway. If the new
work consists of widening the existing highway’s pavement or roadbed and the
contractor’s operations are restricted to a portion of the width of the roadway, the
owner will continue maintaining the balance of the width.

e If damages caused by the public occurs to any existing facility within the
construction limits, and the work required to repair the damage is similar to the
work being done by the contractor, it is preferable to have the repairs done by the
contractor.

* In case of emergency conditions within construction limits the maintenance area
supervisor and the resident engineer should determine who should respond so
that the condition is addressed in the quickest and safest manner.

» Pay as extra work any work the contractor does to maintain and repair damage
to existing facilities (except for damage caused by the contractor).

3-705 Public Safety

The contract must bear all expenses associated with those devices primarily intended
to protect traffic from hazards arising because of the contractor’s operations. Typical
items classified as public safety devices include barricades, signs, and lights placed
to guard the public against damage. The contractor must protect traffic from falling
rocks, falling trees, collision with equipment (whether idle or in operation), open
trenches, and other excavations.
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Some of the factors affecting public safety include the disposition, placement,
movements, and actions of workers and equipment, and the placement and handling
of materials.

Under the specifications, the engineer can point out the contractor’s failure to carry
out any of the specification requirements. The specifications do not relieve the
contractor of the cost of protecting the public simply because the engineer has or has
not called attention to an unsafe situation.

3-705A Clearance and Bridge Permit Rating Changes (Temporary)

The following guidelines apply to situations where temporary changes exist in
vertical or horizontal clearance for vehicular traffic or where temporary changes
exist in bridge permit ratings.

3-705A (1) Temporary Vertical and Horizontal Clearance Changes

Whenever the operation will reduce clearances available to public traffic, the
specifications require the contractor to notify the resident engineer at least 18 days
and not more than 90 days before the anticipated start of an operation that will change
the vertical or horizontal clearance available to public traffic (including shoulders).
At least fifteen days before implementing proposed vertical and horizontal clearance
changes, notify the Transportation Permits Branch by fax of the proposed changes and
their duration. If the clearance change is on a local jurisdiction roadway, notify the
affected agency in writing at the same time. When vertical clearance is temporarily
reduced to 15.5 feet or less, place low-clearance warning signs in accordance with
Part 2 of the California MUTCD and the specifications.

3-705A (2) Temporary Bridge Permit Rating Changes

Fifteen days before implementing proposed bridge permit rating changes, the
structure representative must notify the resident engineer in writing and the bridge
rating engineer by fax of the proposed ratings and their duration. The bridge rating
engineer must then immediately notify the Transportation Permits Branch of any
rating changes.

Within three days of the removal of the temporary bridge permit rating, the structure
representative must notify the resident engineer in writing and the bridge rating
engineer by fax. The bridge rating engineer must then immediately notify the
Transportation Permits Branch.

3-705B Clearance and Bridge Permit Rating Changes (Permanent)

The following guidelines apply to situations where permanent changes exist in
vertical or horizontal clearance for vehicular traffic or where permanent changes
exist in bridge permit ratings.

3-705B (1) Permanent Vertical and Horizontal Clearance Changes

Fifteen days before implementing proposed permanent vertical and horizontal
clearance changes, the resident engineer must notify the Transportation Permits
Branch by fax of the proposed changes. Also, to confirm the necessary information,
the resident engineer must consult the Transportation Permits Branch before actual
field measurements.

3-705B (2) Permanent Bridge Permit Rating Changes

Fifteen days before implementing the proposed bridge permit rating changes, the
structure representative must notify the resident engineer in writing and the bridge
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rating engineer by fax of the proposed bridge permit ratings. The bridge rating
engineer must then immediately notify the Transportation Permits Branch of any
rating changes.

3-705B (3) Notification Procedure

Submit changes to be reported in accordance with the above procedures to either the
North Region or South Region construction/maintenance liaison in the Transportation
Permits Branch. The North Region liaison is responsible for districts 1, 2, 3, 4, 5
(except San Luis Obispo and Santa Barbara Counties), 6 (except Kern County), and
10. The South Region liaison is responsible for districts 5 (San Luis Obispo and
Santa Barbara Counties only), 6 (Kern County only), 7, 8, 9, 11, and 12.

To submit changes, use the following forms, maintained by the Office of Traffic
Safety Program and Research:

e Form TR-0019, “Notice of Change in Clearance or Bridge Weight Rating”
e Form TR-0020, “Notice in Change in Vertical or Horizontal Clearance”
e Form TR-0029 “Notice of Change in Clearance or Bridge Weight Rating”

The Transportation Permits Branch will, within one business day, send a fax to the
resident engineer confirming receipt of the change.

3-706 Preservation of Property

The contract makes the contractor responsible for the preservation of all property
involved in the project, including that which is not in sight. It is in the best interests
of all parties for the engineer to be diligent in determining and pointing out the
existence of all such property of which Caltrans has knowledge, especially that which
is not in sight. For information about locating and protecting underground utilities,
see Section 3-809, “Utility and Non-Highway Facilities,” of this manual.

The plans and specifications may require that certain trees, shrubs, and other
vegetation be preserved. The resident engineer must ensure the contractor is aware
of all plant life to be saved.

The resident engineer must also ensure the contractor does all that is required under
the contract to protect and preserve property. However, the contractor’s responsibility
includes only that which is necessary to protect against damage by the construction
activity. If any permanent protection is ordered, such as rubble tree wells in the
planned slope, pay for this work as you would for any other ordered additional
work.

3-707 Indemnification and Insurance

The following are guidelines for enforcing and administering the requirements in
the Standard Specifications for contractors’ insurance and for railroad insurance as
required by the special provisions.

3-707A Evidence of Insurance

At or before the preconstruction conference, the contractor must provide the resident
engineer with evidence of insurance, as required by Section 7-1.12B, “Insurance,” of
the Standard Specifications. The resident engineer must do the following:
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e Ensure the evidence of insurance conforms to the specified requirements.

e Ensure the contractor’s required insurance does not lapse during the life of the
project.

e If the contractor fails to maintain insurance coverage, request the contractor
to immediately obtain the necessary coverage. If the contractor fails to do so,
the resident engineer may consider contacting the insurance carrier to make
arrangements to maintain the required coverage and charge the expense to the
contractor.

» |If the above procedures do not result in obtaining coverage, contact the Division
of Construction for guidance.

3-707B Railroad Insurance

State highway construction occasionally requires that a contractor’s operations be
performed on or near a railroad’s operating properties. This proximity varies from
minor side encroachments to work involving the direct crossing of a railroad’s
tracks. Section 13, “Railroad Relations and Insurance Requirements,” of the special
provisions defines the relationships between Caltrans, the contractor, and the
railroad.

When work must be performed on or near a railroad’s operating properties, the
contractor must provide insurance to ensure the financial ability to meet legal
liability for damage, and to cover the losses that a railroad might sustain because of
the contractor’s operations.

Although contract specifications regarding railroad insurance have been standardized,
occasional changes occur because of special situations. Requirements for railroad
protective liability insurance vary depending on the railroad company involved.
In Section 13 of the special provisions, the Division of Right of Way and Land
Surveys, Railroad Agreements Coordinator, will normally issue special instructions
for irregular situations.

3-707B (1) Insurance Approvals

Deliver all railroad insurance policies and copies provided to cover the prime
contractor in accordance with Section 13 of the special provisions. Allow a minimum
of four weeks for the railroad’s notice of approval of the insurance. In cases of
emergencies, you can obtain verbal release and authority to start work after the
railroad has received all the documents.

3-707B (2) Responsibility

The resident engineer must ensure the specified insurance is in force at all times
when work is being performed that requires such insurance.

Prohibit work that involves encroachment on railroad property, either by a prime
contractor or a subcontractor, until the following conditions have been met:

e The railroad or the Division of Right of Way and Land Surveys, Railroad
Agreements Coordinator, has advised the resident engineer that the contractor,
subcontractor, or both, have furnished the specified insurance.

» The resident engineer has a copy of the certificate of insurance.

&
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3-707B (3) Insurance Renewal

Approximately four weeks before the expiration date of an insurance certificate
furnished by either a contractor or subcontractor, the resident engineer must notify
the contractor, by letter, of the expiration date. If work is to continue on railroad
property, request the contractor to obtain renewal insurance. At that time, determine
whether work on the railroad property has been completed.

Renewals may be accomplished by endorsing the extension of existing certificates or
by issuing new certificates.

Allow sufficient time for railroad approval after the submission of a new railroad
protective policy.

3-708 Disposal of Material Outside the Highway Right-of-Way

Do not allow the contractor to dispose of material outside the right-of-way until
the contractor has met all the requirements in Section 7-1.13, “Disposal of Material
Outside the Highway Right of Way,” of the Standard Specifications. When these
requirements have been met, give the contractor written permission for disposal sites
not covered by an agreement between the property owner and Caltrans.

When disposal of material on a property outside the highway right-of-way is not
covered by an agreement between the property owner and Caltrans, the resident
engineer should provide the contractor with a copy of the model agreement titled,
“Agreement for the Authorization between a contractor working on state facilities
and a real property owner for the placement of construction related material outside
of the State Right-of-Way.” The contractor may use this sample agreement or provide
an equivalent agreement.

After the contractor and property owner complete an agreement and obtain all the
necessary permits, licenses, and environmental clearances, the contractor must
submit the signed agreement to the resident engineer for approval. The resident
engineer must provide written approval to the contractor for the disposal of the
material after review and verification of the adequacy of the contractor’s agreement,
necessary permits, licenses and environmental clearances that were submitted. A
sample written approval and a sample agreement are located at the end of this section
of the manual.

The agreement between the contractor and the property owner regarding disposal of
material outside of the right-of-way is not required for the disposal of waste material
to a commercial landfill or treatment facility. To verify the permit status of the
landfill or treatment facility, the resident engineer should access the California Water
Resources Control Board or Department of Toxic Substances Control websites at:

http://www.waterboards.ca.gov/water issues/programs/#permit

http://www.dtsc.ca.qgov/HazardousWaste/

Alternatively, contact the facility to obtain a copy of the facility’s permit.

Approval of the disposal of materials outside the highway right-of-way guards against
disposal that would harm the highway or cause environmental damage, disposal site
damage, or unsightliness.
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3-709 Relief From Maintenance and Responsibility

Under conditions specified in Section 7-1.15, “Relief From Maintenance and
Responsibility,” of the Standard Specifications, the contractor may be relieved from
maintaining and protecting certain completed portions or sections of the work.

Caltrans policy recommends relief only for those portions of the work specifically
mentioned in the specifications unless exceptions are fully justified in the request for
relief.

For completed roadways, the specified length of 0.5 km is the minimum practical
length of completed main roadway upon which a recommendation can be made for
relief from maintenance and responsibility. However, shorter units of completed
work, such as on-ramps, off-ramps, frontage roads, or approaches to undercrossings
and overcrossings, may also be eligible for relief from maintenance and responsibility.
Do not recommend relief from maintenance and responsibility on 0.5 km sections
that contain exceptions within that length unless you provide a valid reason presented
with and supporting the recommendation.

Exceptions, if any, must be defined by longitudinal sections of highway or certain
specified areas. For example, it is unacceptable to recommend relief from maintenance
for a total project except for the inlet ditch to the right of stations 20 to 25. It is
acceptable to recommend relief for the total project except for stations 15 to 27 (the
section of highway that could be affected by the uncompleted ditch to the right of
stations 20 to 25).

The following describes what constitutes a “bridge or other structure of major
importance”:

e For purposes of relief from maintenance and responsibility, a bridge is as defined
in Section 1, “Definitions and Terms,” of the Standard Specifications. A structure
will be considered a bridge if it is so identified in the plans or other portions of
the contract.

»  Other structures that are to be considered of major importance are culverts in
excess of 2000 mm in diameter or of approximate equivalent area.

» A facility not meeting the above criteria will be considered of major importance
only if its final cost exceeds 5 percent of the original total bid for contract items
(including mobilization).

Projects with noncontiguous locations may be accepted location by location
provided the work at each requested location is completed in all aspects.
Noncontiguous areas of work outside of the right-of-way on major projects
may also be accepted, provided that the procedures outlined in Section 3-513A,
“Work for Other Agencies or Owners,” of this manual have been followed.

Relief from maintenance and responsibility relieves the contractor of responsibility
for repair of damage from the elements. Before recommending any request for relief
from maintenance and responsibility, determine that the requested work will not be
damaged as a result of incomplete adjoining work. For instance, a roadway section
may be complete while an upstream culvert remains incomplete. Water flowing past
the uncompleted culvert may damage a portion of the requested roadway section.

Before recommending relief from maintenance and responsibility, analyze each
situation critically to determine if it qualifies in all respects. The project’s proper
completion must not be jeopardized by indiscriminate recommendations for relief
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from maintenance and responsibility. Once the contractor is relieved from maintaining
and protecting a portion of the work, the contractor cannot be required to do more
work on it except by agreement or to remedy defective work or materials.

If you have any doubts about the requested area’s eligibility, deny the contractor’s
request for relief from maintenance and responsibility. Inform the contractor in
writing so no doubt exists as to the status of the contractor’s request and the nature
of uncompleted work. The Standard Specifications clearly state that the portion of
work must be complete in all respects before it becomes eligible for relief from
maintenance and responsibility.

For landscape projects, a special provision is usually included to allow the granting
of relief from maintenance and responsibility for items not directly connected with
plant establishment work or highway planting and irrigation systems. Under the
special provision, relief from maintenance and responsibility could be granted for
typical items of work such as asphalt concrete placed as island paving or sidewalks
and seal coats placed on islands, curbs, and fences. In many cases, these items would
not have a direct bearing on the success or failure of plant establishment, and it is
unreasonable to require the contractor to maintain these items.

However, to be consistent with the policy for non-landscape contracts, this type of
relief from maintenance and responsibility will not be granted item by item, but
only for an entire group of items. Any item that protects the planting or is involved
in plant establishment should not be submitted for relief from maintenance and
responsibility. Items typical of this category include planter boxes, sprinkler systems,
header boards, or mesh.

Roadside rests will not be accepted item by item, but they may be recommended as
completed units.

Relief from maintenance and responsibility denotes recognition of work that is
completed. Therefore, any recommendations for this action on work for other public
agencies or owners also require the concurrence of these agencies and owners.
Before recommending relief from maintenance and responsibility on such portions
of the work, complete the procedures outlined in Section 3-513A, “Work for Other
Agencies or Owners,” of this manual. In the communication recommending relief,
include a statement that the agency authorities concur, or in the absence of such
concurrence, include a justification for relief.

For requests for relief from maintenance and responsibility, use Form CEM-0501,
“Relief from Maintenance.”

The resident engineer must conduct a maintenance review of areas for which relief
from maintenance and responsibility is to be granted. For guidelines on maintenance
reviews, see Section 3-5, “Control of Work,” of this manual.

3-710 Acceptance of Contract

On the day that project work is completed in accordance with all the requirements of
the Standard Specifications, special provisions, plans, and approved contract change
orders, send to the district construction office a fax recommending acceptance of the
contract by the district.

For recommendations of acceptance, use Form CEM-6301, “Contract Acceptance.”
Follow the same procedure for the acceptance of emergency contracts.
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3-711 Rights in Land and Improvements

Generally, the contractor may use the right-of-way for purposes that are reasonably
necessary to perform the required work. The contractor has no right to make use of
the property, or to allow others to make use of it, when such use is not reasonably
necessary to perform the required work. For example, residency trailers must not be
placed within the right-of-way although one trailer may be allowed for yard security
purposes. Prohibit any use of a Caltrans right-of-way that conflicts with the above
requirement. Discuss unusual or complicated situations with the construction field
coordinator.

As stated in Section 7-1.19, “Rights in Land and Improvements,” of the Standard
Specifications, the contractor may enter into a rental agreement to use state-owned
property outside the right-of-way.

3-711A Nonoperating Right-of-Way (Airspace)

Usable property under bridges or viaducts or other property that cannot be sold as
excess, but can be leased, has been classified as nonoperating right-of-way (also
known as “airspace”). Each district involved with the development of such property
has established an inventory. The special provisions will normally cover the use,
or prohibition against use, of nonoperating right-of-way by the contractor. On
those occasions when the use of an airspace parcel is not part of the contract and a
contractor later requests such use, the contractor must negotiate a lease for the parcel.
A standard form is used for the lease and calls for payment based on fair market value.
No special consideration will be given because the lessee is performing Caltrans
work. Also, all of the normal provisions requiring insurance and parcel protection
will be enforced.
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Example 3-7.1

AGREEMENT BETWEEN A CONTRACTOR WORKING ON
STATE FACILITIES AND A REAL PROPERTY OWNER FOR
THE PLACEMENT OF CONSTRUCTION-RELATED MATERIAL
OUTSIDE THE STATE RIGHT-OF-WAY

Contract No.:

County/Route/Kilometer post:

The contractor, , (“Contractor”) has entered into

Contract No. (“Contract”), with the State of California, Department of Transportation

(“Department”), for work that is described as follows:

(“Project”).

The owner, , (“Owner”) of the real property

(“Property”) located at

(for example, address, location, county and parcel number(s),

project station(s), offsets, and other property location information) agrees to allow the placement of

approximately cubic yards of (such as soil, asphalt grindings and other

material) (“Material”) generated from the Project on the Owner’s Property by the Contractor.

Owner agrees that the Contractor has assumed ownership of the Material that is being deposited on the
Property from the Department.

Contractor and Owner agree to obtain and furnish to the Department’s engineer, all necessary permits,
licenses and clearances prior to placing Material on the Property.

By submission of this agreement to the Department’s engineer, Contractor and Owner are acknowledging
that they have been informed, or otherwise apprised, of all restrictions, laws and permit requirements
associated with the transporting and placement of the Material on the Property and have agreed to abide
by the same. These laws include but are not limited to:

= Local Ordinances - Grading permits for the placement, filling, excavation, storage or disposal of soil

or earthen material.

= California Fish and Game Code (Section 1602), “Lake or Stream Bed Alteration Agreement” - A
permit required prior to the placement of material in a location where it can pass into waters of the
state, directly or indirectly through causes such as erosion or maintenance.

&
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= California Fish and Game Code (Section 5650) - A prohibition against the deposition of petroleum
products (including asphalt), or any material deleterious to fish, plants, or birds where it can pass into

the waters of the state.

= Federal Clean Water Act (Section 301 and 402), “General Permit for Discharges of Storm Water
Associated with Construction Activity”—A permit is required prior to soil disturbance of an area of

one acre or more.

= Federal Clean Water Act (Section 404), “Permit for Discharge of Dredged or Fill Material’—A
permit from the United States Army Corps of Engineers may be required for the discharge of fill
material into waters of the United States including wetlands.
Owner and Contractor agree that the Material will be transported, deposited and left in a manner that
will not cause injury or harm to any person or property. If an injury or harm does occur to any person
or property or should any environmental impacts or litigation arise as a result of the transportation,
deposition, or the final form in which the Material is left on the Property, the Owner and Contractor
regardless of manner or form, agree to indemnify, defend, protect, and hold harmless the Department in
any action in law or equity.
Pursuant to the Contract, Owner acknowledges Contractor will submit this agreement to the Department
as evidence that the Owner has authorized the placement of the Material on the Property. Owner
acknowledges that the Contractor is not authorized to make any representations or agreements on
behalf of the Department. Contractor and Owner agree that the Department is released from any and all
obligations to Owner made by Contractor under this agreement.
Owner and Contractor acknowledge that they have had the opportunity to receive independent legal

advice with respect to the meaning, implications and advisability of entering into and executing this

agreement.
Date:
(Signature of Property Owner)
Date:
(Signature of Contractor’s Authorized Representative per Std Spec 5-1.06)
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STATE OF CALIFORNIA—BUSINESS, TRANSPORTATION AND HOUSING AGENCY ARNOLD SCHWARZENEGGER, Governor

DEPARTMENT OF TRANSPORTATION
DIVISION OF CONSTRUCTION

1120 N STREET

P. 0. BOX 942874

SACRAMENTO, CA 94273-0001

PHONE (916) 654-2157 Flex your power!
FAX (916) 654-6345 Be energy efficient!
TTY 711

Date

Address

Attn:

Subject: Approval of Disposal of Material Outside the Highway Right-of-Way
Dear

In accordance with the provisions of Section 7-1.13, “Disposal of Material Outside the
Highway Right-of-Way,” of the Standard Specifications, approval is granted for disposal
of cubic yards of (type of material) (*“Material”) to
(property owners’) property. Pursuant to the submitted agreement, (contract) and (property
owner) have represented all necessary permits, licenses, and clearances were obtained and
submitted prior to the disposal of the Material and have released the Department of
Transportation (Department) from any obligations from its disposal. The agreement also
includes (contractor’s and (property owner’s) promise to hold the Department harmless
from all claims for injury to persons or damage to property resulting from the disposal.

The Department does not warranty or guaranty that the Material is of any type or is suitable
for any particular purpose.

In accordance with the provisions of Section 7-1.12, “Indemnification and Insurance,” of the
Standard Specifications, (contractor) shall defend, indemnify,
and save harmless the state from any and all claims, demands, causes of action, damages,
costs, expenses, actual attorneys’ fees, losses or liabilities, in law or in equity, of every kind
and nature whatsoever, arising out or in connection with
(contractor’s) performance of this contract.

Sincerely,

Resident Engineer

C:
bc:

&
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Chapter 3 General Provisions

: : Section 8
Section 8  Prosecution and Progress Prosecution
and Progress

3-801 Subcontracting 3-801

Contractors can use subcontractors on their projects provided the subcontractor and ~ Subcontracting
the prime contractor comply with the applicable contract specifications and with

state and federal laws and regulations. When projects use subcontractors, the resident

engineer must focus primarily on the following:

»  Always know which subcontractors are working on the project.

»  Of the contract amount, ensure that prime contractor performs at least 30 percent
or the percentage allowed by the special provisions.

e Ensure that listed subcontractors are not improperly removed or replaced.

» Ensure the prime contractor achieves the subcontracting level pledged to meet
requirements of the disadvantaged business enterprise (DBE), the disabled veteran
business enterprise (DVBE) and small business when the contract was awarded.
For more information on the DBE and DVBE subcontracting requirements, see
Section 8-3, “Disadvantaged Business,” of the Construction Manual.

e Ensure adherence to the provisions of the Public Contract Code.

In the same manner as for other contractual obligations, construction personnel must
review the contract and administer the subcontracting provisions.

3-801A Amount of Work Subcontracted

Section 8-1.01, “Subcontracting,” of the Standard Specifications, requires that the
prime contractor perform no less than the percentage of work specified in the contract
using the contractor’s own organization.

The percentage of work subcontracted is calculated for first-tier subcontractors only.
A contractor’s organization must include only workers employed and paid directly
by the prime contractor and only equipment owned or rented by the prime contractor,
with or without operators.

The following examples portray common situations encountered when attempting to
determine if work should be considered as subcontracted:

e The contractor pays a unit price or lump sum for work performed at the jobsite.
The contractor purchases cement for cement-treated base, and the price per ton
includes spreading on the project. Consider the work as subcontracted.

e Materials are purchased “FOB” to the jobsite from a commercial source. (FOB
is the abbreviation for “free on board” and means the price includes delivery to
the jobsite.) Do not consider the delivery as subcontracted work.

» Materials are purchased FOB at a location off the project and delivered by a
commercial freight line. Do not consider the hauling as subcontracted work.

» Materials are obtained at a location off the project and hauled to the project by a
truck broker or independent trucker. Do not consider the hauling as subcontracted
work.

e
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In unusual cases, the resident engineer should discuss the situation with the
construction engineer. If the situation then indicates that additional information
is necessary but only available through an inspection of the contractor’s records,
discuss with Division of Construction personnel the possibility of an audit.

3-801B Calculating the Amount of Work Subcontracted

The contractor must submit Form CEM-1201, “Subcontracting Request,” stating
what portion and dollar amount of an item will be subcontracted. The resident
engineer must verify the amount. Any rational method of determining the amount
will be acceptable. For example, methods using the following would be acceptable:

»  The percent of an area, volume, or length.
e The portion applicable to material cost.
e The portion of labor and equipment cost.

When an entire item is subcontracted, the amount is the prime contractor’s bid price,
not the amount of the subcontract. When a portion of an item is subcontracted, the
value of the work subcontracted will be based on the percentage of the contract item
bid price.

To ensure that the contractor is not requesting approval for a subcontractor other
than those listed in the bid documents, the resident engineer must check the DBE,
DVBE, and small business commitment listings and the list of subcontractors. If a
discrepancy is noted, the resident engineer must advise the contractor and ask for an
explanation. The resident engineer must not approve the subcontracting request until
the contractor provides an acceptable explanation.

3-801C The Subletting and Subcontracting Fair Practices Act
3-801C (1) Subcontracting in the Bidding Process

Sections 4100 through 4114 of the Public Contract Code are called the “Subletting
and Subcontracting Fair Practices Act” (Act) and apply to Caltrans construction
projects. This act is designed to prevent prime contractors from “bid shopping” for
subcontractors after bids are opened and the low bidder is known.

The Act requires that subcontracted work in excess of 0.5 percent of the contractor’s
bid amount or $10,000 (whichever is greater), must be listed in the prime contractor’s
bid proposal. When a prime contractor fails to list a subcontractor in its bid, the law
requires that the prime contractor must perform the work with its own forces. The
prime contractor may not add an unlisted subcontractor by requesting a substitution.
The only exceptions to this rule are when a change order caused a deviation in the
work, [Public Contract Code 4107 (c)], or there is a public emergency or necessity
which has been documented as required by Public Contract Code 4109.

For building projects such as a maintenance station or other off-highway project, all
subcontracted work in excess of 0.5 percent of the contractor’s bid amount must be
listed.

The resident engineer must ensure that the listed subcontractor performs the work or
that the contractor complies with the Act regarding substitution.

Listed subcontractors can be substituted only if the procedures in the Act have been
followed.
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3-801C (2) Substitution Process

To replace a subcontractor listed in the bid documents, the prime contractor must
submit a written request based on the reasons identified in Public Contract Code
Section 4107:

*  When the subcontractor listed in the bid, after having had a reasonable
opportunity to do so, fails or refuses to execute a written contract for
the scope of work specified in the subcontractor’s bid and at the price
specified in the subcontractor’s bid, when that written contract, based
upon the general terms, conditions, plans, and specifications for the project
involved or the terms of that subcontractor’s written bid, is presented to
the subcontractor by the prime contractor.

*  When the listed subcontractor becomes bankrupt or insolvent.
»  When the listed subcontractor fails or refuses to perform the subcontract.

e Whenthe listed subcontractor fails or refuses to meet the bond requirements
of the prime contractor, as set forth in Public Contract Code Section
4108.

* When the prime contractor demonstrates to Caltrans that the name of
the subcontractor was listed as the result of an inadvertent clerical error.
This reason can only be used within two days of bid opening and for
an inadvertent clerical error pursuant to Public Contract Code Section
4107.5.

*  When the listed subcontractor is not licensed pursuant to the Contractors
License Law.

When Caltrans determines that the work performed by the listed
subcontractor is substantially unsatisfactory and not in substantial
accordance with the plans and specifications or that the subcontractor is
substantially delaying or disrupting the progress of the work.

e When the listed subcontractor is ineligible to work on a public works
project, pursuant to Section 1777.1 or 1777.7 of the Labor Code.

*  When Caltrans determines that a listed subcontractor is not a responsible
contractor.

For more detail on the authorized reasons for substituting listed subcontractors, see
Sections 4107 and 6109 of the Public Contract Code.

When the prime contractor requests a substitution, proceed as follows:

Send the request to the district construction office for review.

The district construction office must send a written notice to the listed
subcontractor by certified mail, overnight mail or faxed confirmation of the
prime contractor’s request to substitute the subcontractor and the reasons for the
request. The notice must provide the subcontractor with five working days to
submit a written objection to the substitution.

If the listed subcontractor does not file a timely written objection, the resident
engineer must approve the substitution. The resident engineer must approve the
new subcontractor, following the guidelines under “Procedure for Approval
or Acknowledgment of Subcontractors” in this section. If the removed
subcontractor’s firm was a listed DBE, DVBE, or small business refer to Section
8-3, “Disadvantaged Business,” of this manual for additional information.

If the listed subcontractor submits timely written objections to the substitution,
the district must conduct a hearing. Normally, the hearing officer is the district
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constructiondeputy director. The prime contractor and the subcontractor objecting
to the substitution must receive written notice of the hearing a minimum of five
working days before the hearing is conducted. The written notice should include
a request that any substantiating documents be provided before the hearing. See
the following Section 3-801C(3) below for more information on hearings.

3-801C (3) Hearing Process for Substitutions

The intent of the substitution hearing is for both parties to have the opportunity
to explain to the hearing officer why a substitution should or should not occur.
Substitution hearings should be informal.

3-801C (3a) Before the Substitution Hearing

e Documents should be obtained from both parties to substantiate the reason(s) for
substitution.

* Review all information submitted by both parties. If the hearing officer believes
legal or other assistance may be required during the substitution or hearing
process, the district must contact the construction field coordinator, who will
arrange for such assistance as appropriate.

e The hearing officer must develop a line of questioning to ensure that sufficient
evidence exists on which to base a decision about the request.

3-801C (3b) During the Substitution Hearing

e Tape or video recording can be used to assist in taking notes; however, it is not
required.

e The hearing officer should allow each party sufficient time to present its position
and offer a counter argument on the substitution request. Any additional
supporting information presented by either party should be listed in the notes of
the hearing.

3-801C (3c) After the Substitution Hearing

» The hearing officer will issue written findings and a decision on the substitution
request. As soon as possible after the hearing, the prime contractor and the
objecting subcontractor must receive a copy of the decision by certified mail
return receipt.

e Send the Division of Construction a copy of the final decision.
3-801C (4) Violations of the Subletting and Subcontracting Fair Practices Act

The following presents typical examples of some of the more common violations of
the Act by a prime contractor:

e Subcontracting work in excess of the threshold requirements that was not listed
as subcontracted work.

e Using a subcontractor that was not listed.
e Substituting subcontractors without the consent of Caltrans.

e Performing work that a subcontractor was designated in the bid documents to
perform.

If these or any other violations occur, proceed as follows:

» Discuss the apparent violations with the construction engineer and the district
labor compliance officer.
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e |If the construction engineer and district labor compliance officer agree that
an apparent violation has occurred, send the prime contractor a certified letter
stating the following:

It has come to our attention that you are in apparent violation of the Subletting
and Subcontracting Fair Practices Act, Public Contract Code, Sections 4100

through 4114, for work being performed on item(s) of State Contract
No. .
You will be assessed a penalty of $ as provided in the Subletting and

Subcontracting Fair Practices Act. If you wish to dispute this penalty, you
should request a hearing. Caltrans will schedule a hearing on this apparent
violation and the penalty to be assessed. Should you request a hearing, you
will be given five days notice of the time and place thereof, in accordance
with Section 4110 of the Public Contract Code. If you do not request a
hearing, the penalty will be assessed as a permanent deduction on the next
progress pay estimate.

Send copies of the letter to the subcontractor and to the district labor compliance
officer.

At the contractor’s request, the district must schedule a hearing using the same
scheduling procedure as described in the substitution process.

Occasionally, the contractor will list subcontractors not required to be listed by
the Act. In this case, changes require only an updated subcontracting request to
identify the new subcontractor. Refer to Section 3-801D, ”Procedure for Approval
or Acknowledgment of Subcontractors,” of this manual for the process. If the
subcontractor isa DBE, DVBE, or small business refer to Section 8-3, “Disadvantaged
Business,” of this manual for additional information.

3-801C (5) Hearing Process for Substitution Violations

Section 4110 of Public Contract Code requires Caltrans to conduct a hearing for
violations of the Subletting and Subcontracting Fair Practices Act. The intent of
the violation hearing is to determine whether a penalty should be assessed against
the prime contractor for violation of the Act. Each party is entitled to present their
respective arguments on the alleged violations. The hearing should follow the process
outlined below.

3-801C (5a) Before the Violation Hearing

* Retain a neutral decision-maker. In the interests of keeping the process as short
as possible, this person would preferably be a Caltrans employee completely out
of the chain of command for the project at issue.

e Hire acertified court reporter to transcribe the proceedings. Contact the Division
of Construction, Labor Compliance Program Manager for assistance with this
process.

e If necessary, subpoena third parties (for example, the subcontractor, supplier
or others). Contact the Division of Construction, Labor Compliance Program
Manager for assistance with this process.

3-801C (5b) During the Violation Hearing

e The resident engineer and district labor compliance officer should testify under
oath as to the facts which led Caltrans to conclude there was an issue or apparent
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violation. They should be prepared to provide copies of all documents or other
evidence relied on to reach that conclusion (for example, correspondence,
diaries, and payroll records). Caltrans should provide the original documents
relied on. Conclusions drawn from the documents can be verbally summarized
as testimony.

e The hearing officer will conduct direct and cross examination of witnesses under
oath.

e The hearing officer will accept any documents provided by each party and have
the court reporter place them into the record as part of the certified transcript.
The hearing officer will verbally verify documents were received by noting what
they are and assigning them an exhibit number.

e The hearing officer will ensure that the only issue addressed at the hearing is the
violation of the Act (for example, not a DVBE violation or labor compliance
issue).

3-801C (5c¢) After the Violation Hearing

e The hearing officer must evaluate the evidence provided at the hearing and render
a decision on the violation within 10 days of the hearing.

e If the prime contractor is found to be in violation of the Act, the contractor
must be assessed a penalty, taken as an administrative deduction, ranging from
0 to 10 percent of the subcontract amount. The hearing officer will determine
the penalty amount, which will vary depending on the circumstances involved.
The hearing officer’s finding is the final Caltrans administrative decision on the
application and enforcement of the Act.

e The decision must be sent to the contractor and, if applicable, the subcontractor.
A copy must also be sent to the Division of Construction. The Division of
Construction may refer the violation to the Contractors State License Board
pursuant to Section 4111 of the Subletting and Subcontracting Fair Practices
Act.

e The resident engineer must ensure that the penalty amount is deducted from the
next estimate.

3-801D Procedure for Approval or Acknowledgment of Subcontractors

The resident engineer has the responsibility of approving subcontractors on federally
funded projects or acknowledging subcontractors on state-financed projects.

In general, approving or acknowledging subcontractors is necessary only for first-tier
subcontractors.

To request subcontracting, the contractor must submit Form CEM-1201,
“Subcontracting Request,” to the resident engineer. When the contract was awarded,
the contractor received a blank Form CEM-1201, along with other documents. The
resident engineer should provide to the contractor additional blank forms when
necessary. The last page of the form contains instructions for completing the form.

Upon receipt of Form CEM-1201, the resident engineer completes the lower portion
of the form and, before approving the contractor’s request, must do the following:

e Check the contractor’s portion of the form.

e Verify that subcontractors are not on the Department of Industrial Relation’s
Debarred Contractors list on the Caltrans Labor Compliance intranet website.

http://pd.dot.ca.gov/construction/LaborCompliance/index.htm
California Department of Transportation ¢ Construction Manual « September 2008

3-8.6

Prosecution and Progress


http://pd.dot.ca.gov/construction/LaborCompliance/index.htm

e Complete lines 1 through 9. Lines 2 and 6 will contain running balances,
depending on the percentage of work required so process requests in order of
request number. Complete the remainder of the form as outlined on the form.

o Verify that subcontractors comply with DBE, DVBE and small business goals
submitted by the contractor before the contract award. Ensure that no conflict
exists between DBE, DVBE, and small business requirements and the listing
requirements of the Act.

e If the contractor’s request meets all the requirements, sign, date, and distribute
the form as indicated on the form.

The special provisions for most contracts considered non-highway related (building
contracts) waive the requirements of Section 8-1.01, “Subcontracting,” of the
Standard Specifications. The effect of this waiver is that a subcontractor who is
listed in the bid proposal may perform the work without advance notification to
the resident engineer, and the requirements about the prime contractor performing a
specified percentage of the work are not applicable. However, contracts that contain
federal funding still require that subcontractors receive prior approval and that
prime contractors perform a specified percentage of the work. Such federally funded
contracts must be processed as discussed above.

3-802 Beginning of Work

This section covers the subject of when the contractor begins work. This subject
is not to be confused with the beginning of contract time and the preparation of
Form CEM-2701, “Weekly Statement of Working Days,” which is covered below in
Section 3-805, “Time of Completion.”

The contract normally requires the contractor to begin work on a project within 15
calendar days after receiving notice that the contract has been approved. The special
provisions may modify the 15-day requirement.

The resident engineer must determine when to record the beginning of work, based
on judgment and experience. For example, setting up signs might be the only work
underway. If conversations with the contractor indicate movement toward pursuing
the work, the setting up of signs is sufficient to indicate the beginning of work. Record
the date the contractor begins work on Form CEM-2701 in the resident engineer’s
daily report, and on the original or supplemental Form CEM-6003, “Progress
Pay-Estimate, Project Initiation or Update.” For more information, see Section
5-103B (1), “Completing Form CEM-6003, “Progress Pay-Estimate Project Initiation
or Update,” of this manual.

Adequately record the district’s actions toward encouraging the contractor to begin
work. Notes of discussions from the preconstruction conference or other conversations
with the contractor provide the necessary records. If a contractor fails to begin work
by the specified time, remind the contractor of this failure under “Remarks” on Form
CEM-2701. Send a separate letter with an additional reminder.

When the district decides that failure to begin work will result in unsatisfactory
progress, discuss the situation with the construction field coordinator.

3-802A Work Before Contract Approval

After the contractor has executed and returned the contract to Caltrans, the contractor,
after submitting the specified notice, may enter the site and begin operations.
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When a contractor wants to start work before contract approval, call the Office of
Office Engineer, contract documents unit, to determine whether Caltrans has received
the executed contract documents. If the office has received the documents, proceed
as set forth in Section 8-1.03, “Beginning of Work,” of the Standard Specifications.

If a contractor wants to begin work before contract documents have been delivered
to Caltrans, the contractor must obtain an encroachment permit from the district. The
permit must incorporate the same terms stated in Section 8-1.03 that apply after the
contractor has returned the executed contract documents to Caltrans but before the
time of the contract’s approval. In addition, the permit must include the following:

» A statement that the contractor is responsible and liable for any personal injury
or property damage resulting from the work.

» The requirements for cooperation contained in the special provisions and in
Section 7-1.14, “Cooperation,” of the Standard Specifications. The terms of
the permit should include notice that the contractor may be working on the site
concurrently with others performing utility relocation, right-of-way clearance
work, or other construction operations and that the work of the others will take
precedence over the contractor’s operations.

e When obvious conflicts are apparent, a permit should not be issued.
e The limits of the area in which work will be performed.
» The operation or operations to be performed.

e Astatement that the contractor will comply with the requirements of the contract
plans, the Standard Specifications, the project’s special provisions, and any order
of work specified in these documents.

» A statement that the contractor’s operations will not deprive property owners of
access.

e A requirement to provide an adequate bond (or cash deposit) to cover the work
contemplated before starting any work. The amount should be the same as for
other types of work, as covered in the Manual for Encroachment Permits on
California State Highways.

» A reference to the contract’s water pollution control requirements.

When extra work must be a first order of work, it should be performed under a “prior
authorization,” as covered in Section 5-3, “Contract Change Orders,” of this manual.
After the executed contract documents have been delivered as specified, contract
change orders may be approved in the normal manner.

The district must not process requests for relief from maintenance or for contract
acceptance until after the contract’s approval.

3-803 Progress Schedule

When the special provisions require a progress schedule, the resident engineer must
make every effort to obtain a reasonable schedule at the beginning of the contract.
Any communication regarding the progress schedule must be recorded in the daily
report. Notify the contractor in advance if a progress payment will be withheld for
failure to submit a satisfactory schedule.

Schedules should do the following to satisfy general specification requirements:

»  Separate the major items into activities that are likely to become the controlling
operation or operations.
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»  Accurately show progress of the work, determine controlling items of work, and
analyze time impacts from contract changes or work delays.

» Be consistent with contract time requirements.

o Display milestones such as placing traffic on detours or new pavement and
beginning new phases of the work in staged construction.

The resident engineer must require an updated or revised progress schedule regularly
or when significant changes occur in the project.

The special provisions may require a progress schedule using the critical path method
(CPM). The special provisions will contain all the requirements for such a schedule.
Resident engineers should also refer to the CPM training publications, Introduction
to Construction Scheduling Manual and Advanced Construction Scheduling
Manual, located on the Division of Construction’s intranet website on the contract
administration page:

http://pd.dot.ca.gov/construction/contractmanagement/cmpage.htm

3-804 Temporary Suspension of Work

Temporary suspensionofwork, coveredunder Section8-1.05, “Temporary Suspension
of Work,” of the Standard Specifications, falls into two general categories:

1. The contractor’s failure to carry out orders or to perform any provision of the
contract. Any letter ordering such a suspension must include references to
applicable sections of the specifications and, if possible, state the conditions
under which work may be resumed. Such action is taken only after careful
consideration of all aspects of the problem.

2. Unsuitable weather or conditions unfavorable for the suitable prosecution of the
work. This type of suspension may result from anticipated heavy traffic because
of a holiday or a special event.

a. Suspension of an item or operation

A suspension that affects one or several items may be ordered. Usually
this suspension is used when either the work or the public will be affected
adversely by continued operation.

Although this type of suspension is an option available only to the engineer,
consider the contractor’s opinion on such a suspension.

b. Suspension of the entire project

In areas subject to severe weather, it is permissible to suspend an entire
project if this action is considered to be in the best interest of Caltrans.
However, the engineer’s authority to suspend is limited to the reasons
stated in Section 8-1.05, “Temporary Suspension of Work,” of the Standard
Specifications. When an entire project is suspended for reasons that do
not fall under the scope of Section 8-1.05, the suspension must have the
contractor’s concurrence.

During any suspension, advise the contractor of the conditions under which
maintenance will be performed.

During a suspension, preferably use the contractor to perform the necessary work to
provide for public convenience or public safety. If Caltrans must perform such work,
the district will request a director’s order, financed from the contract allotment. This
order allows the district to hire a contractor to perform the work at force account.
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3-805
Time of
Completion

When the reason for a suspension no longer exists, or when favorable conditions are
expected soon for resuming work, the resident engineer must notify the contractor in
writing. The letter must state the date when working days are expected to be resumed
and must allow sufficient time to permit the contractor to remobilize the necessary
labor and equipment. Generally speaking, a period of ten working days is considered
reasonable.

The district construction office must forward to the Division of Construction copies
of the letters notifying the contractor of suspension and resumption of work.

Because of an ordered suspension of work, the contractor may be due additional
compensation, contract time, or both, that was not provided for elsewhere in the
specifications. The specification allowing such compensation applies only to
situations where the work is suspended for an unreasonable period. A one-day
suspension because of traffic generated by a planned major event is not unreasonable.
However, a suspension resulting from an unplanned major incident could be reason
for granting additional compensation, time, or both.

3-805 Time of Completion

This section discusses the method of tracking contract time and uses the terms “days,”
“working days,” and “controlling operation.” Section 1, “Definitions and Terms,” of
the Standard Specifications, defines “days.” Section 8-1.06, “Time of Completion,”
of the Standard Specifications, defines “working days” and “controlling operation.”
However, the contract’s special provisions may modify the definition of working
days.

The total time allowed for completion of a contract is a specified number of working
days. The “computed date for completion” of a contract is the date of the last working
day. On most projects situations arise that extend the date for completion beyond the
“computed date for completion.” This extension is called the “extended date for
completion.”

The *“computed date for completion” can be extended in two ways:

e A day that normally would be charged as a working day is not charged. The
number of working days remains the same. The result of this situation is that the
“computed date for completion” is extended by one working day. This method
of extending the date for completion is used when work is suspended or when
working days are not charged for the reasons given in paragraphs (b) and (c) in
Section 8-1.06, “Time of Completion,” of the Standard Specifications.

* The number of working days in the contract is increased, resulting in an
extension of the date for completion. However, the actual working day or days
on which an event occurred that resulted in an extension of time are charged
as working days. This method of extending the date for completion is called
a time extension. Reasons for time extensions are specified in Section 8-1.07,
“Liquidated Damages;” Section 8-1.09, “Right of Way Delays;” and Section
8-1.10, “Utility and Non-Highway Facilities,” of the Standard Specifications.

3-805A Weekly Statement of Working Days

The resident engineer must use Form CEM-2701, “Weekly Statement of Working
Days,” to report the status of contract time to the contractor.
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As soon as possible and no later than the middle of the following week, forward the
original statement to the contractor. Send one copy to the district construction office
for review, and file another copy with the project records. When working days are
not being charged because of a work suspension, the weekly statement does not need
to be submitted until working days are charged again. The first weekly statement
after resumption of work will show the total suspension days to date.

Form CEM-2701 consists of three basic sections:
3-805A (1) The Record Section (Upper Block)

This section is used to record all working days; nonworking days as defined in
Section 8-1.06, “Time of Completion,” of the Standard Specifications; and working
days on which no productive work was performed on the controlling operation. In
this section, tabulate every elapsed working and nonworking day during the life of
the project.

Each day, the resident engineer must determine whether to charge a working day,
and, if necessary, discuss the decision with the contractor. The “current controlling
operation” is the basis of this determination; therefore, the resident engineer must base
the decision on conditions effective on the day under consideration. If the progress
schedule does not accurately represent conditions effective on that day, the resident
engineer will request that the contractor update the next progress schedule to provide
an accurate representation. The resident engineer will note on Form CEM-2701
the operation that, in the resident engineer’s opinion, is currently controlling. If
the contractor does not concur, the entry will give the contractor an opportunity to
protest formally, in accordance with Section 8-1.06, “Time of Completion,” of the
Standard Specifications.

If the controlling operation is an activity not dependent upon weather, such as
concrete curing or an embankment settlement period, a working day must be charged
during inclement weather.

When determining nonworking days, loss of time because of inclement weather may
extend beyond the period of actual inclement weather. The following list provides
examples of this type of situation:

» The grade may still be too wet to work because of previous days of inclement
weather.

e Earthwork may be saturated and unstable from previous days of inclement
weather, requiring the rebuilding of haul roads, removal of saturated material
from the tops of fills, or other earthwork repair with no progress toward contract
completion, although a full crew may have worked the entire day.

Inclement weather can be other than wet or cold weather. For instance, it may be too
hot to produce concrete that meets specified temperatures. If all specified precautions
have been complied with and the concrete work is the controlling operation, a weather
nonworking day should be granted.

If a nonworking day is granted because of requirements in Section 10, “Maintaining
Traffic,” of the special provisions, state the reason as “traffic restriction” in the
“Remarks” section of Form CEM-2701.

A temporary short-term suspension for reasons such as anticipated heavy traffic for
an event or holiday must be noted in the “Weather, Weather Conditions, or Other
Conditions” section and explained in the “Remarks” section. Do not show any charges
for working or nonworking days. Include the suspension day in the “Days contract
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suspended to date” line on Form CEM-2701 under the heading “Computation of
Extended Date for Completion.”

In the column “Working Days No Work Done on Controlling Operation,” record
any working day on which no work is done on the project or on the controlling
operations. If the resident engineer knows the reasons for lack of work, the resident
engineer should note them in the “Remarks” section and on the resident engineer’s
daily report.

3-805A (2) Time Extensions (Center Block)

This section is used for recording extensions of time for causes specifically set forth in
Section 8-1.07, “Liquidated Damages”; Section 8-1.09, “Right of Way Delays”; and
Section 8-1.10, “Utility and Non-Highway Facilities,” of the Standard Specifications
or for applicable requirements in the special provisions.

Analyze possible time extensions while the circumstances are still fresh in the minds
of the inspection and contractor’s crews.

In the “CCO” column under “Days Approved,” record working days granted for
contract change orders. In the “Other” column, record all other time extensions
covered by the above-mentioned sections not included in contract change orders.

Use the following procedure for approving an “other day”:

e Under “Remarks,” acknowledge the receipt of a letter from the contractor
requesting a time extension.

* Forward the contractor’s letter to the construction engineer with a cover letter
containing the following information:

1. Number of days requested and the contractor’s justification for the request.
2. Cause of delay.

3. Statement describing the controlling operation(s) delayed and the duration
of the delay.

Resident engineer’s recommendation.
Supporting data.

On federal oversight projects, comments from the area engineer of the
Federal Highway Administration.

e The construction engineer or appropriate approving engineer (depending on
district policy) will note approval, if appropriate, on the resident engineer’s letter
and return a copy to the resident engineer or notify the resident engineer of other
steps to be taken.

» If the time extension is approved, the resident engineer will enter it on Form
CEM-2701, “Weekly Statement of Working Days,” as an approved extension,
with a statement under “Remarks” similar to that shown on Example 3-8.4 in this
section.

The Division of Construction must approve “other days” granted after the completion
of the final weekly statement of working days.

If contract time has expired, the resident engineer may consider time extensions for
causes described in the fifth paragraph of Section 8-1.07, “Liquidated Damages”;
in Section 8-1.09, “Right of Way Delays”; and in Section 8-1.10, “Utility and Non-
Highway Facilities,” of the Standard Specifications. The director must approve all
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other time extensions for causes occurring after the contract working days have
expired.

In considering time extensions for any of the specific causes designated in the
contract, deduct all nonworking days within the extension period, and ensure that
the extension is made only for the working days charged to the contract during the
extension. For additional information on time extensions after contract completion,
see “Liquidated Damages” later in this section.

3-805A (3) Computation of Extended Date for Completion (Lower Block)

In the lower section of the form, summarize the information the contractor will
receive.

The “first working day” is the calendar day specified in Section 4, “Beginning of
Work, Time of Completion, and Liquidated Damages,” of the contract’s special
provisions. This day is usually the 15th calendar day after contract approval. If the
contractor starts work before the 15th day after contract approval, the first working
day is the day the contractor starts work. However, when the project has a “55-day
beginning of work” specification and if required submittals are approved early, this
55-day specification allows the contractor to start earlier than the specified day after
contract approval without counting working days.

Several methods are used to specify the first working day. The resident engineer
must read and understand the contract’s specifications and correctly record the date
of the first working day.

Use the Construction Workday Calendar to determine the correct values to place
in the “Numbered Day” column on Form CEM-2701 for the first working day, the
computed date for completion, and the extended date for completion. Standard
five-day and seven-day calendars are available online at the following address:

http://www.dot.ca.gov/hag/construc/calendar/index.htm

The number shown on the calendar on a particular date is that date’s numbered day.
3-805A (4) Final Weekly Statement of Working Days

Designate the Form CEM-2701 that is used for the week when a contract is accepted
as the “Final Weekly Statement of Working Days.” Prepare this statement on the day
the district accepts the contract and ensure that the statement reflects the “approved
status of time” on this date. For revising the status of time from that shown on the
final weekly statement of working days, see Section 3-806, “Liquidated Damages,”
later in this section.

3-805A (5) Examples

The following pages show examples of typical entries for Form CEM-2701, “Weekly
Statement of Working Days.”
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Example 3-8.1 First Working Day/Begin Work

(05 5 TAMP)

STATE OF CALIFORMIA DEPARTMENT COF TRANSPORTATION

WEEKLY STATEMENT OF WORKING DAYS
CEM-2701 {REV. 22001}

REPORT HUMBER 1

CONTRACTOR WEEK ENOING [month, dry, jean
04/09/99
Warking Day
No ‘Work
Do Day Weather, Weather Conditlens or Sther Conditions' Working Day Hm;\::l-;klng Dane on
Controlin
opration
EEE Fcn ey o
4800 Tueesday Firsl warking day - clear 1 1
4790 Wcain e Clhear 1 1
EEEE Thirsdey [ Conracior began work, - ckar 1
400 Friday Clear 1
Cuays this waak 4 2
Days provicusy reporad
Tolal days o data 4 z
; | Dows Approwed
Time Extanslons’ e e ‘”"‘I':lm
Diays this repart
Duays pravicusly reporad
Total days ko dalm
T
Compubation of Extended Date for Complation Hu E:i; of NumEsnad Day Date
1. FIrst worng doy Be | A
2. Workirg days speoiiad In contraet 140
3 COMPUTED DATE FOR COMPLETICM {lina 1 + ling 2 - 1) 6T 1042590
4, Days contad suspended 1o date [1]
5 Tolol Hima axerson days approved o daks (G50 pus aibar] =]
& Tolal Homworkng days bo dais® ]
7. Eupiotal {ling 4+ ling &+ ling &) 1]
B EXTERDED DATE FOR COMPFLETION {ling 3 + line 7) BET 10v35,20
0. Revized working doys for contreet fling 2+ line &5 140
10. Tokal working days o dain 4
1 R oEHIRG DarE RERMAINING fine 9 - ling 101 135

CONTROLLING OPERATIONS [5)
Corstruction area signs

REMARHKE
Contract approved March 227, 1999
{ Refer o Seclion 4 of the spacial provisions lo detsrmine the first day of work)

The contractor will be allowed fifleen (15) days In which to probest In wiiting the correctness of the
statemont; otherwisa, Iha sioloment shol be deamad 10 howe been acoeplad by ihe oniractor o pormect

NOTE: Foctnoha insifestion for o Sian amgisecr I1e o s shig.

RESIDENT EMCGINEER SIGHNATLRE

OATE

Dvsidbubion: Onpoel sostacior, coples- DS, rasvan’ anpnasr

£

Gftrans
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Example 3-8.2 Begin Work Before First Working Day

STATE OF CALFCRNIA CEPARTMENT OF TRANSPORTATION
WEEKLY STATEMENT OF WORKING DAYS
CEM-2701 {REV. 22001

(JOE STAME)

REFORAT HUMEBER 1

CONTRACTOR WEEK ENDING [monh, dey, pear)
04/09/99
Warking Day
Mo ‘Wark
[ete Day Waather, Weather Conditions or Other Conditions' Working Day "':"';":’“'"9 Done o
¥ controliin
Operatian
LEig Monday Clear - Contraplor hogan wark
A0 Tuesday Firsl warking day - chear 1
470 NWsadn e oy Chaar 1
4/8m0 Thursdoy Clear i
YT oy Cear !
Cays this wagk 4
Cays previcusly reporiad
Tolal days 1o dalm 4
] coo 4 o
_ Tima Extanslons Numbars' ccu:l:um Diher
Cays this repart
Cays previcusly reporiad
Tolal days 1o dalm
Computation of Extended Date for Compleion MU g‘;‘; af | Numbored Day” Data
1. First workirg doy g IR
2. Working days spacilad In conlract 140
3. COMPUTED DATE FOR COMPLETION {ling 1 + line 2 - 1) BT 10¢2500
4. Days contract suspended o dabe 0
5 Totdl tima aserslon days approved b date (000 pus athar) u}
B Tolal Nomyorking days ko dak? [1]
7. Eubtotad {ling 4+ ling 5+ ling &) 1]
8 EMTEMDED DATE FOR COMPLETION (ling 3+ ling 7) BT 1v25/40
0. Fiaylead working days for controzt (line 2+ lina §) 140
10, Tokal working days bo date 4
11, WORKING DAYE REMAINING jlire 9 - ling 18) 138

CONTROLLING OFERATIONS [&)
Corstruction area signs

REMARKE
Contract approved March 22" 1999

{ Refer to Seclion 4 of the special provisions to detsrmine the first day of waork)

The contragtor will b alowed fifeen (15 days In which 1o protest In weiting the correctness of tha
statemant; otherwisa, tha slalement shol be deamad 1o howe besn acoeplad by the contracior &8 cornect

HWOTE: Fanofe insfrovtion for rasvan ﬁ'u"-ﬁf I O S ST

RESIDENT EMGINEER SIGMNATLRE

OATE

Distdbution: Onigheel commciorn, coples--a'sin, rasoan anginaar
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Example 3-8.3 Contract Change Order Time Extension

STATE OF CALIFORNIA CEFARTMENT CF TRAKNSPORTATION

WEEKLY STATEMENT OF WORKING DAY S
CEM-2701 (REV. 22001)

(JOE 5TAMP)

REPORT HUMBER B
COMTRACTOR WEEK ENOING [monh, oy, pear)
05/07/99
Waorking Day
Ho ‘Wark
Date Day Weather, Wealher Conditions or Other Conditlons' Working Day ngﬁ;klng Dane on
Canirollin
Operatian
06 M3 Monday Cloudy i i
05 5 Tueay Hain 1
05 D5 Vg ooy Clear - embankment boo wat 1
“ENE Thursdoy Chear 1
05T Friday Claar 1
Days this waak 3 2 1
Days previously reporad 18 3 i
Tolal doys o0 daln 10 5 ]
Time Extenslons’ Huﬁ-il:hgrs‘ cc;ms anj:uu-m
Days this report CCO ¥2 H
Days previously reportad
Tolal days fo dala I
Computation of Extended Cate for Completion Mu g‘::; of | Numbsared Day" Data
1. Firsl workirg doy ey A5
2. Working days specilad In conlract 140 —
3, COMPUTED DATE FOR COMPLETION fling 1 + ling 2 - 1) BET 10¢25/80
4. Days conlmot suspended b dala 0
5 Totd ime exersion days approved o dalke (G50 pus oibar) -
B Toll Homeorkdng days o datd 3
7. Suntotal {ling 4+ ling 5+ ling &) T
B, EXTENDED DATE FOR COMFLETICN {line 3+ line T) R4 IEETH
0. Rewlzed working days for contreet {line 2+ ling &) 142
10. Tolal working days bo dala 19
1. WORKIMNG DAYE REMAINING flire 3 - ling 10 122

CONTROLLING OFERATIJNS [S)

Emtankment Construclion

REMARKE
April 21% and 22™ 1899 granted for CCO #2

The contracior will B2 alkewsd Teen (15) days In which 1o protest in wriking the correctness of tha
shatemant; otharwisa, M statement shal b dsamad to haws bs<n acoepiad by Ihe ooninselor &8 porneat

NOTE: Foosinola insfrection for resoan angineer e o /auarss sifa,

RESIDENT ENGINEER SIGMNATLRE

OATE

Disifbution: Onghaz--comimcton, copes--D'si, rasoan’ anginasr

£
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Example 3-8.4 Approval of a Time Extension

STATE OF CALFORNIA DEPARTMENT OF TRANS PORTATION
WEEKLY STATEMENT OF WORKING DAYS

CEM-2M01 (REV. 252001 )

(JOE STAMP)

REPCAT MUMBER 10

CONTRACTOR WEEK ENDING [mon'h, dry, yoar)
0&11/849
Waorking Day
Mo Work
Date Day Weather, Wealhar Conditions or Sther Conditions’ Working Day "‘“";‘:’“'"9 Done on
¥ coniroliing
operation
s Monday Sl ]
BT Tugsicy Chear 1
R Wednasaoy | Cloudy 1
& 00 Thursioy Clear 1
ESIET Friiay Claar 1
Ciays this waak 5
Ciays previously reporad 1 B B
Total days 1o cal 43 3 3
. I Diys Approved
Time Extensions’ Humbars! —_— —
“Days s repart F
Ciays previously reporad z
Total days 1o cal z z
Computation of Extended Cate for Completion Hu E;:; of | Mumbxrod Day® Data
1. First working day ) 406
2. Working days speciad in contraet 140
3. COMPUTED DATE FOR COMPLETICH fling 1 + ling 2 - 1) BT EETTR
4. Days coniract suspendod 1o date 0
5 Totol ime axersion days approved b dale (G50 ps aibar) 4
€. Toll Homworking days ¥o daid 3
7. Eubtolal {ling 4+ ling 5+ line &) o)
8 EXTERDED DATE FOR COMPLETION (line 3+ ling 7) H75 1500
0. Revlsad working doys for sartrect fling 2+ 1ing 5 144
10, Total working days b= data Y
11, WORMING DAYE REMAINING (Ina § - ling 10) 101

CONTROLLING OFERATIONS [5)
Settlement priods for bridge abutrment fills

REKMARKE

A review of our records indicates that the controlling opsration of embankment construction was delayed by a lakaor
dispuls on May 6-7, 1999, In aceordance with Section 8-1.07 of the Standard specifications and your letter dated June

2, 1988, taodays are grantad

The contractor will be allowsd Niteen {15) days In which 1o protest in wiiting the correctness of the
statemaont; otherwisa, tha stofament shol be deamad to howe been aeoeptad by the contractor @ pornent

HOTE: Fociacta insfrection for rasoan i&'-"‘\ii‘f 2T 08 SEEarEe 5.

RESIDEWT ENGIMEER SIGMNATLRE

OATE

Dvsirbution: Onghoat contmactorn, coples- -sine, rasoan anpmnasr
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Example 3-8.5 Non-Working Day Due to “Maintaining Traffic” and Suspension

STATE OF CALIFORMIA CEPARTMENT OF TRANEPORTATION

WEEKLY STATEMENT OF WORKING DAY S
CEM-2701 (REV. 212001

(JOE 5 TAMP)

REPORT HUMEBER 13

I I
COMNTRACTOR WEEHK ENOING [monih, oy jear)
070289
Working Day
Mo Work
Dt Day Weather, Weather Conditions or Sther Conditions' Working Day Hm;\;rklng Daona on
¥ Ganlrollln?
—_ _ Dporation
E28/0 Moty Clear 1
E20/0 Tuesty Clear 1
300 Wednasdey | Chear 1
T 0 Thursdoy Chear - GuUspansin
“Tremg Fridssy Claar - Traifc nomworking dey 1
Days this waak 3 1
Cays pravicusly repoad 53 £ =
Tolal days io dala L8 & :
Tire Extenslons’ M 4 ccg"!"—’ Appra "‘"I’:lm
Days (s repart
Cays pravicusly repoad z .E'
Total days 4o cat z i
b
Computation of Exfended Date for Complation Mu E':“_,'_ =l | Humbared Day Data
1. FI=t worarg ooy e AR
2. Working days speeilad In contract 140
3. COMPUTED DATE FOR COMPLETICM (lina 1 + ling 2 - 1) BET 10V25 0
4. Days contract suspended o dabs: 1
5 Totel ima axderson days approved o dale (G50 pus othar) i
6. Toll Homworking days bo daid g
7. Zubtotd (line 4+ ling 5+ ling &) 11
B. EXTEMDED DATE FOR COMPLETION {ling 3+ line 7 G723 11340
0. Feylsed working days for cortroct fline 2+ ling 5 144
10. Tolal workdng day s bo data £5
11, WORHING DAYE REMANING fling § - ling 10) £

COMTRCLLING OPERATIONS [3)
Paving Main Sirest connsstar,

REMARKE,

Work was suspended onJuly 1¥'in accord ance with Section 8-1.08, *Temporary Suspension of Work,™ of the Standand

Spedfications due to city holiday weekend preparations.

Sadtion 10-1.14, *Maintaining Traffic,” of the special provisions prohibits work on Friday, Saturday, and Sundaywhen a
designated lagal holiday falls on Manday'. See Section 8-1.06 of the Standand Specifications

The contracter will be allowed fifteen {15) days In which to protest in writing the correctness of the
stabemant; oiherwisa, the statemant shal bs deamad 1o have besn acespiad by the contnactor @6 cormect

HOTE: Fosdnota insfretion for rasiman anginecr 5e o0 s shia.

RESIDENT ENGINEER SIGHNATURE

OATE

Dstebuiion: Ongieel. -comtacior, coples- sy, rosman aspnasr

£

Gftrans
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Example 3-8.6 Type 2 Plant Establishment. Highway Work Not Complete

STATE OF CALIFORNIA CEPARTMENT OF TRANSPORTATION
WEEKLY STATEMENT OF WORKING DAY S
CEM-2701 (REV, 22001

(JOB STAMP)

REPORT HUMBER 83

CONTRACTOR WEEK ENDING [monih, oy, year)
594
Warking Day
No Work
e Day Weathar, Weather Conditlons or Other Conditions’ Working Day ”':"'E";"“'"E' Dena on
¥ controllin
Operation
100495 Montay Farth cioudy 1
0500 Tugss: daar 1
i Wednasaoy | Glear 1
10,770 Thursdoy Ciear 1
107390 Fritkay dody 1
Cays s waak 5 0
Cays previcusly reportad T T8 FE]
Total days o dat 387 18 23
1 coo LCorys Approwed
_ Time Extonsions’ Humbers: — T
Cays ks repalt
Days praviously repoitad G, #21 T4 2
Tokal days todala 14 2
Computation of Extended Date for Completion Hu g‘;:; af | Humbercsd Day® Data
1. Fist warkng day i 302088
2. Working days spscilad incontract 4001
3. COMPUTED DATE FOR COMPLETION (ine 1+ ling 2 - 1) [ 1059
4. Days contract suspended o date
§ Tolol ima axtareion days approved 1o date {CC0 AU oihar) 1E
& Toll Momeoridng days ko ek e
7. Zubtotal {ling 4+ line 5+ ling &) ]
8 EXTENCED DATE FOR COMPLETION (ling 3+ line 7) BES 11122090
9. Rewlsed working days for contract fling 2+ lina 5 418
10. Tetal working days o data BET
11, WORKING DAYE REMAINING fline § - ling 10) =

CONTROLLIMG OFERATIONE (2 Striping and signs

REMARHE
Status of plant establishment and working days
1. Plant establishment pericd startad 2399
2. There ars 250 plant establishimant days in this contract 250
3. Working days previously credited T
4. Working days credited this week 7]
E.  Total plant establishment days credited to date 12
£. Plantestablishment days remaining 238

Tha contractor will be allowed fifteen (15) days In which o protest In wiiting the cormeotness of the
statomant; otherwisa, tha siotorment shal b deaman o howe been asesplad by the poniractor @ pormesl

NOTE: Focdnota struciion for rasidian! angioes one o Eiarse shia.

RESIDENT ENCGINEER SIGNATURE

OATE

Disiibuiton: Ol coniacior, copkes- -Dsi’, rastan’ anpinasr
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Example 3-8.7 Type 2 Plant Establishment. Non-Plant Establishment Work Completed

STATE OF CALFORMIA DEFARTMENT OF TRAMEPORTATION

WEEKLY STATEMENT OF WORKING DAYS
CEM-2701 (REV. 202001

(OB 5TAMF)

REPORT HUMEBER 82

COMTRACTOR WEEK ENDING [Mmoreh, gy, pear)
121099
N
Warking Day
Hu Work
Date Day Weather, Weathar Conditlens or Other Conditions' Working Day ng'-:!'rlklng Dona on
G':‘I'I"\:'"'I'I?
— - Dperation
T2am0 Facn oy Ciear 1
1278 Tumsday Parlly cloudy 1
127200 Wednasdzy | Fariy ¢ Rellal of maink. For all_non.F.E. work 1
12/8/m0 Thursdoy Rain 1
) Frioay rain 1
Ciays this waak 5
Cays previcusly reportad azd 18 PR
Tetal toys o dala 5] T8 FE]
Time Extanslons’ Hucr;-ilzhl:rs‘ cc;E'E Ap "'-"‘"I’:lm
Days this repart
Days previcusly reporad 16, 21 14 2
Tetal days o dal 13 F]
Cemputation of Extended Date Tor Completion Mu E:“; of | Numbsred Day™ Data
1. Pt worang doy R EEE]
2. Working days specifad In contract [E]
3. COMPUTED DATE FOR COMPLETION {ling 4 + line 2 - 1) m04_| A0V
4. Doys contract suspended o dabe
5 Totd ima axersion days approved bo dale (G50 phs athar) 18
6 Toll Nomworking days ko dak s
7. Subtotsl {ling 4+ ling &+ ling &) 7 _
B. EXTEMDED DATE FOR COMPLETICN fling 3+ ling 7 U= | 1AW
9. Revlzed working days for cortroct fling 2 + ling 5 )
10. Tolal working coys o dala iz
11, WORKING DAYE REMAINING [ing § - ling 10] 27

CONTROLLING OPERATIONE [S)
Plant establishment

REKMARKE

Relief of maintenance for all non-plant establishme it work on 120828, 21 calendar days overrun in contract ims for

rian-p ant establishmeant work,

Status of plant establishmeant
250 day Plant establishmeant psriod started
working days presiously credited
working days cradited this wesk
Total plant establishment days credited to date
Plant establishment days remaining

ke fa o —

8239
44
&

h)

196

The contractor will be allowed fifeen [15) days In which to protest In wiiting the correctness of the
statemant; otherwisa, tha stalement shal be deamad o have besn acosplad by the contractor & cormect

NOTE: Footnofa isireation for rosoan aogioesr e 04 S shid.

RESIDEMT ENGINEER SIGNATURE

OATE

Ovstdbuiion” Onghee’. -cosimcion, coples- OYsine, rasoan aginaer

£

Gftrans
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Example 3-8.8 Final Weekly Statement of Working Days

STATE OF CALIFORNIA DEPARTMENT OF TRANSPORTATION
WEEKLY STATEMENT OF WORKING DAYS
CEM-2701 (REV. 2001}

(JOE 5 TAMF)

REPORT HUMBER 34

CONTRACTOR WEEKENDING [month, dey year)
&26/00
Warking Day
Ho Work
Dot Day Weather, Wealher Conditlens or Sther Conditions' ‘Working Day ng'-:rklng Dane on
¥ Controllin
Qperatian
54 50 Mcnday Clhear i
51 B0 Tu oy Claar 1
T 100 Wednasdoy | Claar - contract accapled 1
51 amn Thursdoy
sHamn Friday
Days this waak 3
Days previousy reporad 157 28 10
Total days o dala 155 28 10
3 coo ] owed
Tima Extanslons Humbers* cc;m Dither
Days this report
Days previously reporad 1B -
Tolal days 10 dato 18 2
Computation of Extended Date for Completion Hu :;:‘; of | Humbred Day® Data
1. Firsl workdng dey ] 416 T
2. \Working days spaciad in contract 140
3, COMPUTED DATE FOR COMPLETION fline 1 +ling 2 - 1) BaT 1v25 /00
4. Days contract suspended o daba 101
5 Totd ima axersion days approved to dale (D00 pus othar) prut]
& Tolal Nomworking days b dalk 2
7. Eubtotal (ling 4+ ling S+ ling &) 147
2 EXTEMDED DATE FOR COMPLETION {ling 3 + ling 7) B14 L24/0
0. Revlzed working days for cortrot (line 2+ lina § 1E0
10. Total working days o data 155
1. WORKIMNG DAYE REMAIMING jline O - ling 10

CONTROLLIMG OFERATIONS [S)
Final clzan up and punch list

REMARKE

The contragior will be alkowed fITeen (15} days In which 1o protest In writing the correctness of the
statement; olherwisa, tha siolement shal B2 deamad 1o haws Bs<n acosplad by the contracior &8 porneat

NOTE: Fasncta insrootion for rasoan \IRGT IS OV AEMANEE B,

RESIDENT ENGINEER SIGMNATLIRE

OATE

Distsbution: Ongleet commacon, coples- Msi, rasoan’ anpinaar
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Example 3-8.9 Contract in Overrun

STATE OF CALIFORNIA DEPARTMENT OF TRAMSPORTATION (08 STAMP)
WEEKLY STATEMENT OF WORKING DAYS
CEM-2701 (REV. 22001}

REPCAT MUMBER BI

CONTRACTOR WEEHK ENDING [moneh, dey, yoar)
0212589
Waorking Day
He Work
Cate Day Weather, Wealher Conditiens or Sther Conditions' Working Day """E‘g""'"g Deng on
¥ controliing
operation
EE honriay Chear T
B Tty Char T
2000 Wednmsdoy | Choudy T
2410 Thursdey Rain i
2200 Frity Hobday T
Ciays this waak
Cays previcusly reportad 314 50 7
Tolal days 1o data 14 50 ]
, CCo Ty Approved
_ Time Extanslens’ Humbars! — T
Days this repart
Cays previously reporad 14
Tolal days to data 14
Computation of Extenced Date far Completion Hu E;:‘; of | Numbarad Day" Data
1. Fimst working doy 115 507
2. Working days specilad in contract
3. COMPUTED DATE FOR COMPLETICH (ling 1 + ling 2 - 1 413 ERT
4. Doys conirct suspended o dale
& Tolol ima axtersion days approved o date (G00 pus atiar) 14
& Tolil Nomworking days 1o dakf T
7. Subtotal {line 4+ lina 5+ ling & 73 |
8 EXTENDED DATE FOR COMPLETICN {ling 3+ ling 7 457 2B
0. Revlsed working days for cortreet fiine 2+ ling &) 314
10. Total working days to dats 314

11, WORKING DAYE REMAINING jline 9 - ling 10)
CONTROLLING OFERATIONS [8)
Functional tests

REKMARKE

*WORKING ard NON-WORKING Days are shown for recond only since the contract time has elapsed. There is a total
of 9 calendar d ays overrun through Febroary 12, 19949,

The contractor will be allowsd Niteen {15) days In which 1o protest in wiiting the correctness of the
statement; otherwisa, Ihe stolament shal be deamad to howe been aeoeptad by the contractor @ pornet
NOTE: Footaoha imsitestion for rsidan! anpinecr e o0 S sio.

RESIDEWT ENGIMEER SIGMNATLRE OATE

Ovstsbution: Ongieal commcion, copes--Ohsin, resoan anginaser

£
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Example 3-8.10 Calendar Day Project

STATE COF CALUFORNIA DEPARTMENT CF TRANSPORTATION
WEEKLY STATEMENT OF WORKING DAY S
CEM-Z71 (REV, 22001}

(JOE STAMP)

REPCAT MUMBER T

COMNTRACTOR WEEKENDING [monih, oy jearn)
0304/
Working Day
Ho ‘Wark
[oto Day Weather, Woalhor Conditiens er Other Conditions’ Working Day """E‘;"“'"E Dena on
¥ controliin
Operatian
22EAH Monday Clgar 1
2T Tusday Susperdad i
Ean Wednesdzy | Gludy 1
40101 Thursdoy Raln 1
A Fridzy Wl Grada, no work 1
L1031 Salurday Partly cloudy 1
AN ET] Clear 1
DCays this waak 4 3
Days previcusly reporad 15 11
Total deys ko dalm 4l 14
Time Extanslons’ Huﬁfﬁrf —GJEHE%
Cuays this report a4 4
Cuays pravicusly repoiad 3
Tolal doys o daln T
Computation of Extended Date for Completion Hug:i; of Humbared D“I Data
1. Firsl working doy Fi, 14 01
1. Working days speciiad Inconiract &0
3 COMPUTED DATE FOR COMPLETION {line 1 + ling I - 1) 1, 230101
4, Days conirmot suspended & dals
5 Told Hima axerson days approved o dake (050 pus atbar) T
B Tolal Momyorking days ko dalf 14
T. Eubiotal {ling 4+ ling 5+ ling &) 3 -
2, EXTEMDED DATE FOR COMPLETION {ling 3+ ling 7) A, 42011
0. Revized working days tor contraet jling 2+ line &) &7
10, Tolal working days bo dalm 40
J WoEsIG DA E HEMAINING fline 8 - ling 100 T

CONTROLLING OFERATIONS [3)
Earthwoark

REMARKSE
Contract Change Order #8 approved 302101

Contractwork suspended 202701 because of anticipated heavy traffic due to the annual Snow Maiden Festival,

Tha contracter will ba allowed Nitesn (15 days In which to profest in writing the correctness of the
statemant; otherwisa, Ha stalement shol be deamad 1o have been acoeptad by the coninactor @8 pormect

HOTE: Focinofa insfrection for rasioan angioeer ae 00 SWarse si0a.

RESIDEMT ENGINEER SIGMNATLURE

OATE

Cysideution: Jngimalcommacion, copes- o, rasoan’ anpnasr
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3-806
Liquidated
Damages

3-805B Progress of Work

After each progress estimate, update Form CEM-2601, “Construction Progress
Chart.” The Contract Administration System uses the formula contained on this form
to determine progress. For a description of this process, see Section 5-1, “Project
Records and Reports,” of this manual.

The contractor’s progress is usually considered unsatisfactory when the contractor’s
progress curve falls below the curve of the contract progress chart or when successive
points on the contractor’s progress curve indicate the contractor’s progress rate will
soon fall below the curve.

Whenever the contractor fails to prosecute the work adequately, as evidenced by the
plot of actual progress and the resident engineer’s concurrence, the resident engineer
must notify the contractor of the apparent lack of progress. If the resident engineer
judges that the work on the original schedule will not be completed by the original
due date, the resident engineer must request that the contractor submit a revised
schedule showing how the balance of the work will be carried out.

Whenever the district believes the contractor’s bonding company should be notified
of unsatisfactory progress, advise the Division of Construction of the reasons
supporting such an action. If appropriate, the Division of Construction will initiate
the notification.

If the district believes the lack of progress on a contract justifies a meeting, request the
Division of Construction to arrange a conference to be attended by the contractor’s
representatives, the bonding company, and Caltrans. If appropriate, the Division of
Constructionwill arrange the conference. For more information, refer to “Termination
of Control” in this section.

3-806 Liquidated Damages

Section 8-1.07, “Liquidated Damages,” of the Standard Specifications covers
various items such as director’s days, time extensions, and shortage of materials.
Liquidated damages is defined in Section 1, “Definitions and Terms,” of the Standard
Specifications and is also referenced in Section 4, “Beginning of Work, Time of
Completion, and Liquidated Damages,” of the special provisions.

3-806A Overrun in Contract Time

If the “Extended Date for Completion” on the final “Weekly Statement of Working
Days” contains a date before the date of the contract’s completion, an apparent
overrun has occurred. Proceed as follows:

3-806A (1) Case 1

The district intends to assess liquidated damages for the overrun shown on the final
“Weekly Statement of Working Days.” Enter the deduction for liquidated damages
into the project records, and proceed with the proposed final estimate.

3-806A (2) Case 2

The district intends to change the status of time from that shown on the final “Weekly
Statement of Working Days” by time due on contract change orders. Time extensions
resulting from contract change orders should have been resolved before the contract’s
completion in accordance with instructions covered elsewhere in this manual. For
those instances where extenuating circumstances result in unresolved time for
contract change orders after completion, complete all deferred-time contract change
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orders, enter the data into the project records, enter any remaining deductions for
liquidated damages into the records, and proceed with the proposed final estimate.

3-806A (3) Case 3

The district intends to change the status of time from that shown on the final “Weekly
Statement of Working Days” as a result of “other day” time extensions still under
consideration on the date of the contract’s acceptance. Obtain concurrence for making
such changes from the Division of Construction. Report the recommended disposition
of each item of unresolved time in a form sufficiently clear and complete that no
interpretation or further explanation is needed. Upon receipt of the recommendations,
the Division of Construction will advise the district of what action to take.

Include a status of contract time in a form similar to the following:

Working Days

Calendar Date or Numbered Day
Date attorney general approved contract 7-05-00 842
First working day 7-20-00 853
Working days specified in contract 140
Computed date for completion 2-13-01 993
Total time extensions, contract change
order, final Form CEM-2701 5
Total time extensions, other,
final Form CEM-2701 15
Nonworking days, final Form CEM-2701 45
Additional contract change order days
(if applicable) 14
Additional time extensions recommended
(if applicable) 10
Extended date for completion 6-20-01 982
Date contract completed 6-20-01 882
Remaining overrun 0

After the disposition of overruns has been determined, the district will advise the
contractor directly.

Place copies of all memoranda in the project files to serve as the record of final
disposition of overruns.

For any unresolved overrun in time, show a deduction to assess liquidated damages
on the proposed final estimate. If the contractor objects to this assessment, follow the
claim procedures outlined in Section 5-4, “Disputes,” of this manual.
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3-806A (4) Case 4

When the final quantities of individual contract items have exceeded 125 percent of
the engineer’s estimate, notas a result of ordered changes, the district may recommend
the director’s approval of a commensurate time extension. Such a recommendation
is subject to all of the following provisions:

e Time is allowable only to the extent that each item was considered to be
controlling.

* Any time extension is applicable only to the excess above 125 percent of the
engineer’s estimate.

*  The maximum allowable time extension for each item cannot exceed the amount
of time determined by applying normal production rates to the increased quantity
of the item involved.

Time extensions for reasons other than those specifically enumerated in the contract
are made at the discretion of the director and are to be deferred until completion
of the contract. When the director grants additional days at this stage, the days are
referred to as “director days.” Forward requests for director days to the Division of
Construction together with the district’s recommendation and reasons. The request
should contain sufficient information and justification to allow the construction field
coordinator to complete Form CEM-2702, “Overrun in Contract Time.” Director
days are approved by the Division of Construction chief. Do not record these director
days on the “Weekly Statement of Working Days.”

3-806B Shortage of Material

Section 8-1.07, “Liquidated Damages,” of the Standard Specifications strictly defines
and limits a shortage of materials for which a time extension may be granted. Before
a time extension may be granted, several determinations must be made:

| « Whether atimely notice of delay exists.

The contractor’s notice of delay, whether a protest of a “Weekly Statement of
Working Days” or a separate letter, must be received no later than 15 days after
the material shortage first caused the work delay.

»  The effect on the controlling item of work.

If the delay does not affect the controlling item of work, advise the contractor
accordingly in writing. If the contractor requests to be allowed to substitute the
unavailable material with available material, the resident engineer must seek
assistance from those responsible for the design. Contract change orders are to
be processed as contractor-requested changes.

|« Whether the materials, articles, parts, or equipment are standard items.

Standard items are produced to meet the specifications of such industry-wide
organizations as the American Association of State Highway and Transportation
Officials (AASHTO), the American Society for Testing and Materials (ASTM),
the American Wood-Preservers’ Association, the American Institute of Steel
Construction (AISC), and the United States Department of Agriculture (USDA),
among others. The fact that Caltrans’ specifications refer to these standards does
not alter the item’s status.

Standard items include those that are listed in a catalog and are available for

immediate delivery and also items that are normally shelf items available for

purchase at supply houses. Items that are manufactured only upon order are not
Eb standard items even if included in a catalog.
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Examples of materials that are usually considered standard items:

1.
. Soil amendment (industry specification)

. Iron sulfate (USDA)

. Straw (USDA)

. Seed (USDA)

. Lumber (industry specification)

. Plants (USDA)

. Pipes and conduit, except cast-in-place (industry specification)

© 00 N O o A W DN
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18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.

Commercial fertilizer (industry specification)

. Backflow preventers (industry specification or catalog item)

. Lime (industry specification or shelf item)

. Asphalt (industry specification or shelf item)

. Timber piles (industry specification)

. Steel plates or shapes shown in the AISC handbook (shelf item)

. Prestressing steel (industry specification)

. Expansion joint materials (industry specification)

. Elastomeric bearing pads (industry specification)

. Steel bars for reinforcement—the material, not the bending and cutting

(shelf or catalog item)

Bolts (industry specification)

Pumping plant equipment, components only (catalog items)
Miscellaneous metal, material, not fabrication (industry specification)
Fence posts, wire, fabric, hardware (industry specification)

Guide marker posts, plates, reflectors, hardware (industry specification)
Metal beam guard railing (industry specification)

Metal beam barrier (industry specification)

Type 1 lighting standards (industry specification)

Electrical conductors (industry specification)

Controller components (industry-wide catalogs)

Traffic signals and fittings (proprietary item)

Lamps for luminaries (proprietary item)

Ballasts (proprietary item)

Cement (industry specification or shelf item)

Pavement markers (proprietary item)

Items that do not fall into the above list and that are produced to meet the
requirements of Caltrans’ plans and specifications are not standard items. For
example, the following materials are usually not standard items:

e
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. Processed structure backfill material.
. Pervious backfill material.
. Aggregates for bases and subbases.

A w0 N -

. Aggregates for cement-treated base, asphalt concrete, portland cement
concrete, rock slope protection, and screenings.

. Wood chips.

. Portland cement concrete.

. Traffic signal and lighting standards (except Type 1).
. Controller assembly.

© 00 ~N O O

. All material manufactured to meet a state specification such as curing
compound, paint, or epoxy.

10. Concrete piling.

The nonstandard items listed above may contain components that are in short
supply. They may then be eligible for consideration in a material shortage
situation if the component is a standard item.

If a “physical shortage” exists.

The term “physical shortage” means that the standard item or component of a
standard item is not available at the time it becomes a time-controlling factor.
However, do not consider an extension if the physical shortage results from any
of the following:

1. Untimely ordering of material.
2. Failure to make a requested down payment.
3. Lack of credit.

You must presume that a contractor, when submitting a bid, thoroughly
considers all aspects of procuring materials and bids accordingly. This thorough
consideration can include timely delivery commitments, price, and responsibility
for meeting specifications.

Whenever it has been determined that an industry-wide shortage exists, the
Division of Construction will advise all districts.

A physical shortage will not be considered to exist if either the contractor or a
subcontractor has failed to perform any required fabrication or processing.

Whether the contractor diligently tried to obtain the material.

Require the contractor to furnish documented proof of dates that material was
ordered and confirmed. The orders must have been placed sufficiently in advance
of the desired delivery to cover a normal lapse time in the particular industry.
However, you cannot expect the contractor to have placed orders before contract
approval.

If the contractor’s order was timely, request documented proof of efforts to
obtain material from alternate sources that normally supply such materials to
projects in the area. Alternate sources include, when possible, production of an
item using the contractor’s own forces.
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If written proof is unavailable from an alternate source, the resident engineer
may accept a verbal confirmation from a supplier. Record such confirmation in
the daily report and in the letter to the district recommending the time extension.
When no alternate source exists or when procurement from an alternate source
may delay delivery even longer than procurement from the original source, also
record confirmation of this situation.

For information on approving a time extension because of a shortage of material,
see Section 3-805A (2), “Time Extension,” of this manual. Time extension days
will generally be recorded as “other days.”

3-807 Termination of Control

Section 8-1.08, “Termination of Control,” of the Standard Specifications explains
the contractual requirements for terminating the contractor’s control. Sections 10253
through 10260 of the Public Contract Code cover defaulted contracts.

Termination of control may occur only when a contractor fails to supply an adequate
work force, fails to supply material of proper quality, fails to make proper and timely
payments to subcontractors, or fails in any other respect to prosecute the work with
the diligence and force specified by the contract. The following are guidelines for
determining if the contractor may be failing to supply an adequate workforce:

e If the “percent completed” of the contract is more than 25 percent behind the
“percent time elapsed.” These percentages can be found in the project status
report. Normally, when Caltrans terminates the contractor’s control, the surety
(bonding company) assumes responsibility for completing the contract.

e Complete cessation of the work.

e The work has not started within a period equal to 10 percent of the original
working days or 50 working days, whichever is less.

If the resident engineer suspects termination may be necessary, the resident engineer
must immediately notify the construction engineer.

With agreement from the construction engineer, the construction field coordinator,
and the senior structure engineer (if applicable), the resident engineer sends a letter
to the contractor that describes the defaults to be remedied. The letter also specifies
the amount of time allowed to remedy the defaults and states that, in accordance with
Section 8-1.08, “Termination of Control,” of the Standard Specifications, Caltrans
will start the termination process if the defaults are not remedied. A copy of this
letter is sent to the contractor’s surety. Typically, Caltrans allows five days to remedy
either failure to supply an adequate work force or failure to supply proper quality
material. Generally, 15 days are allowed to remedy failure to pay subcontractors.

If the contractor fails to promptly remedy the defaults outlined in the resident
engineer’s letter, the district construction deputy director will send a request to the
Division of Construction chief to start the termination process. The request must
include:

e The defaults to be remedied.

e Current status of the contract, including dates the contractor last performed
work.

* Any other information considered pertinent.
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To determine what action is necessary, the Division of Construction chief may call
a conference with the contractor’s representatives, its surety, the construction field
coordinator, and the district.

If terminating the contractor’s control is necessary, the Division of Construction
chief will send a letter to the contractor, with a copy to the surety, notifying the
contractor that it has five days to remedy the defaults or Caltrans will terminate the
contractor’s control of the work. The contractor and surety will be responsible for
any costs Caltrans incurs to complete the work.

If available, the contractor must be personally served with the five-day notice letter.
If both the contractor and its representative are unavailable and their addresses are
known, send the letter by registered mail. If both the contractor and its representative
cannot be located and their addresses are unknown, post the five-day notice letter
in the most conspicuous place within the project limits. If the contractor does not
remedy the defaults within the five days, the Division of Construction chief will
send a letter to the contractor notifying the contractor that its control of the work
has been terminated. The construction field coordinator will notify the district of the
effective starting date of the notice and will transmit any further instructions deemed
necessary.

All five-day notices and termination of control letters must include the following
language:

Your default may result in a review of your responsibility to
perform future work with Caltrans.

Once the contractor’s control has been terminated, the construction field coordinator
will notify the arbitration engineer in the Division of Construction by forwarding a
copy of the termination letter. The arbitration engineer will update and maintain the
termination database.

Thedistrict will maintain afile that could be used as evidence to defend the termination
or in a future responsibility hearing for the terminated contractor. The file should
remain in the district for a minimum of three years.

The Division of Construction chief will send a letter to the surety requesting the
surety to fulfill its obligations under the bond to complete the work with other forces.
Because it is typically preferred that the surety proceed with the contractual work,
the resident engineer should assist the surety in its efforts to complete the work. The
resident engineer will determine and resolve with the surety the precise quantities
and costs necessary to complete the work.

The following two sections describe the process to complete the contract after the
contractor’s control has been terminated.

3-807A Work Completed by the Surety

As requested by the surety, the construction field coordinator, with the assistance of
the district, negotiates a takeover agreement or a tender-and-release agreement with
the surety. A takeover agreement is an agreement between Caltrans and the surety
outlining terms and conditions for the remaining contract work to be performed
by the surety or a contractor hired by the surety. The surety is not released from
contract responsibility until the contract is accepted. A tender-and-release agreement
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is an agreement between Caltrans and the surety outlining the terms and conditions
for the remaining work to be performed by a contractor hired by the surety. The
hired contractor agrees to do the remaining work and provides new bonds, and the
surety pays the additional contract costs. The surety is then released from any further
contractual responsibility.

Once the construction field coordinator has negotiated an agreement with the surety,
the coordinator sends a draft copy of the appropriate agreement to the surety and
requests that the surety make project specific revisions as needed. The construction
field coordinator will review the agreement and forward it to the Legal Division. Both
the construction field coordinator and the Legal Division will recommend approval.
The Division of Construction chief approves either agreement.

In the interim between the termination of the contractor’s control of the work and
completion by other forces, the district must take all necessary steps to preserve
the already completed work. The district may use a separate work order for interim
maintenance work by “day labor.” Day labor may be obtained by entering into a
service contract with another contractor to perform the contract work. To use day
labor, a director’s order is necessary.

3-807B Work Not Completed by the Surety

If time or circumstance does not permit the surety to complete the work, Caltrans may
elect to complete the work with its own forces. If the surety elects not to complete the
contract after termination of the contractor’s control over the work, the district may
complete the work by day labor or by informal contract. The district will determine
the amount of completed work, the amount of work remaining to be performed,
materials on hand, and extra work authorized. In the interim between the termination
of the contractor’s control of the work and completion by other forces, the district
must take all necessary steps to preserve the completed work. The district may use a
separate work order for interim maintenance work by day labor.

An informal contract permits a short advertising period. If the work will be completed
by informal contract, the resident engineer, with the assistance of the district office
engineer, will put together plans and specifications to complete the work, select
three to five bidders, and take informal bids for the work. The informal bids must be
sent to the surety for its acceptance before the informal contract proceeds. In some
cases, additional funds will be needed to complete the work. The resident engineer
must request that the surety provide these funds although, under the Public Contract
Code, the surety is allowed to wait until completion of the work to make payment. If
the surety does not immediately provide these funds, the resident engineer may use
available contingency funds or submit a supplemental funds request, if needed.

If either the surety asks Caltrans to complete the work or Caltrans elects to complete
the work, the surety and the original contractor are liable to the state for the costs to
Caltrans resulting from the original contractor’s failure to complete the work. These
costs include:

* The sum paid to the completion contractor to complete the various items to
the extent it exceeds the sum that would have been payable to the original
contractor.

e The sum of all costs to protect the work during the period between the original
contractor leaving and the completion contractor arriving (usually day labor
Costs).
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e The sum of all costs related to corrective contract change order work required
to bring the original contractor’s work into contract compliance and Caltrans’
engineering costs to develop a completion contract and administer it. If
appropriate, liquidated damages may be used to estimate these costs.

During completion of the work, the resident engineer must maintain current contract
records to expedite billing. The project files must show the following:

e Segregated quantities of work performed under the original contract and under
the day labor or informal contract for completion.

e Overruns and underruns greater than 25 percent requiring adjustment.
e Contract change orders.
e All other pertinent information.

When the surety does not complete the work, the resident engineer must prepare a bill
for the original contractor and surety and break down the billing into the following
five sections:

3-807B (1) Section 1

Subsection A lists the amount Caltrans paid for the entire contract item work. This
amount would be equal to the sum of the amount paid to the original contractor for
item work before the termination plus the amount paid to the completion contractor
to complete the item work.

Subsection B shows the amount that would have been paid for the item work assuming
the original contractor had not defaulted on the contract.

Subsection C lists the amount billable to the original contractor or surety under
Section 1 of the billing. This amount would be the difference between Subsection A
and Subsection B. If Subsection A is less than Subsection B, the original contractor
must not be credited with this amount; instead, a zero balance will apply.

3-807B (2) Section 2

Section 2 lists the costs Caltrans incurred to maintain the contract during the
period between the original contractor’s departure and the arrival of the completion
contractor. These costs are usually day labor costs but may include costs incurred by
Caltrans’ maintenance forces.

3-807B (3) Section 3

Section 3 lists the contract change orders and related costs to correct any defects left
in the original work by the original contractor.

3-807B (4) Section 4

Section 4 lists the engineering costs Caltrans incurred to develop, implement, and
administer the completion contract. Separate the administrative costs from the
development and implementation costs. Compare the total administrative engineering
costs with the liquidated damages costs incurred in the original contract, assuming
the original contract was not complete until the completion contractor finished its
contract.

3-807B (5) Section 5

In Section 5, show the amounts determined in Sections 1, 2, 3, and 4, and add them
together. List the penal sum of the bond, along with the bond number.
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The penal sum of a performance bond limits the responsibility of the surety. The
original contractor may be billed for the full cost of completion even when that cost
exceeds the penal sum of the bond.

3-807C Billing

The resident engineer will send the detailed billing, as described above, to the
Division of Accounting Services, Abatements Section, with instructions to prepare
the accounts receivable bill and to mail it to the contractor. If the contractor is
not available, the resident engineer should mail it to the surety. After payment is
received, the Abatements Section will credit the payment to a specific expenditure
authorization.

If payment is not received within 45 calendar days, the Abatements Section will
inform the district construction deputy director that payment has not been received.
Representatives of district construction, the Division of Construction, and the Legal
Division will meet to discuss alternate courses of action and choose the appropriate
one. The Abatements Section must not submit the billing to a collection agency
unless the meeting participants have agreed to this action.

Keep backup documents in the project files and make them available to the surety
upon request. To ensure special handling of defaulted contracts, identify all related
internal correspondence with the words “Defaulted Contract” under the job’s file
reference.

3-808 Right-of-Way Delays

Section 8-1.09, “Right of Way Delays,” of the Standard Specifications covers
provisions relating to right-of-way delays. The contract contains these provisions
from the Standard Specifications.

Resident engineers must monitor the progress of any work that may cause a right-
of-way delay. To avoid or mitigate the effects of delays, initiate action such as the
following:

e Adequately perform all duties related to the engineer as covered in “Utility and
Non-Highway Facilities” below.

» Initiate requests to the district utility coordinator to modify agreements that
would allow the contractor’s forces to perform work under contract change
order. Section 8-1.10, “Utility and Non-Highway Facilities,” of the Standard
Specifications covers such work by the contractor.

» Initiate any changes in the order of work that would eliminate or mitigate a right-
of-way delay, provided that any cost involved would not exceed the estimated
cost resulting from a delay.

If a right-of-way delay occurs, take the following actions:
e Determine the length of the delay.

* Make a list of the equipment that will be affected by the delay. Attempt to get
agreement from the contractor regarding the list’s accuracy.

e Estimate the cost of the delay using the method specified in Section 8-1.09,
“Right of Way Delays,” of the Standard Specifications.

e Estimate the cost of removing the affected equipment from the project and
returning it when the delay is over.
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e Compare the costs and choose the most cost-effective option. If the contractor
removes the equipment, but the cost for doing so is higher than leaving the
equipment on the project, pay only the delay cost for idle equipment.

e If the contractor does not remove the equipment, attempt to determine how the
contractor intended to use the delayed equipment. Review the progress schedule
to determine if the contractor intended to use the delayed equipment full time
or if the contractor intended some idle time. Use this estimate of time when
determining delay costs.

3-809 Utility and Non-Highway Facilities

3-809A General

An engineer must be assigned to coordinate and inspect utility relocation that is
being done to clear the right-of-way before construction. A resident engineer, once
formally assigned to a project, assumes primary responsibility for coordinating and
inspecting this kind of utility relocation. Either the resident engineer or an assigned
assistant resident engineer must make all contacts with utility facility owners to
schedule work and coordinate with the contractor’s operations. The district right of
way unit, acting through the district utility coordinator, is responsible for making
changes to “Notice to Owner” forms and to right-of-way agreements. The district
right of way unit must also make all decisions about financial liability between
Caltrans and owner for utility work. All change orders involving utility work must
be sent to the district utility coordinator for concurrence.

3-809B Duties of the Utility Relocation Resident Engineer
The utility relocation resident engineer must perform the following duties:

e Review all documents about utility relocation work, including the “Notice
to Owner,” encroachment permits, special provisions, contract plans, and
correspondence about utilities not shown on the plans.

e Check the location of proposed or existing utility installations for possible
conflicts with proposed construction.

e Determine whether Caltrans or utility forces must establish necessary lines and
grades. If Caltrans forces are responsible, ensure that necessary lines and grades
are properly established so that relocation crews can efficiently pursue the work.
For possible conflicts, compare all facilities with available plans. Also, spot-
check survey marks at critical locations for possible conflicts. Require changes
where necessary.

» Submit to the district utility coordinator any changes or any notices of newly
discovered facilities. These changes or new discoveries should be entered on the
contract plans or in the special provisions whenever such entries can be made
before contract advertising. Notify the project resident engineer of any such
changes or new facilities that cannot be included in the contract.

* Include utility owners and the district utility coordinator in preconstruction
conferences with the contractor. On larger projects with a number of utility
relocations, it is advisable to schedule a separate meeting for each owner. In
these meetings, discuss the following items:

1. Special provision requirements.

2. The contractor’s schedule as it affects relocation work, project safety,
and traffic control.
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3. Any potential problems.

Keep records of such meetings, and confirm any decision through letters to all
parties.

Before allowing any change in the planned location of a utility facility or any
excavation to determine the location of underground utility facilities, ensure such
action complies with the “Policy on high and low risk underground facilities
within highway rights of way,” in Appendix LL of the Project Development
Procedures Manual.

The district utility coordinator will advise the resident engineer when utility
relocation work warrants full-time inspection. Keep records of utility relocation
work on Form CEM-4601, “Assistant Resident Engineer’s Daily Report.”
When inspection is full time, keep the records as complete as possible for the
following:

1. Number of workers

2. Equipment description
3. Hours worked

4. Materials salvaged

When inspection is part-time, record all detail consistent with observed activity.
At a later date, the district right of way unit will request these records to verify
the utility owner’s final bill.

Keep the contractor advised of any utility work that will require a change in the
contractor’s operations. Keep detailed records of any alleged or actual right-
of-way delays related to utilities. Make recommendations to the district on any
requests for time extensions or other adjustments resulting from such delays.
See Section 3-805A (2), “Time Extensions (Center Block),” of the Construction
Manual for procedures for time extensions.

The contractor is required to notify the resident engineer in writing of discovery
of any underground facility not indicated on the plans or in the special provisions.
In the absence of such written notification from the contractor, you should
document the location of the underground facility and include this documentation
in written confirmation with the contractor.

Whenever the contractor has not received prior indication of an existing facility,
change orders, including the repair of any accidental damage, will be considered
for approval. However, Caltrans will not pay for the repair of any accidental
damage caused by negligence after the contractor was notified of the existence
of a utility facility.

Whenever underground facilities are discovered that are not in the plans or the
special provisions, notify the district utility coordinator. The various parties
involved can then reach an agreement with the utility owner about satisfactory
protection before the Caltrans contractor begins any physical work. If the
contractor must protect the utility facility, prepare a change order to cover the
payment for such work. “Protection work,” as used in contract administration,
must include any work necessary to ensure the utility’s service, reliability, or
both, and continue at approximately the same level as before any disturbance
from construction operations. This work may include exploration to find exact
locations, placement of barricades or warning devices, shoring, or even temporary
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bypass facilities or permanent relocation. However, this protection work will not
include facility repairs for damage resulting from negligent equipment operation
around properly protected facilities.

e Notify the district utility coordinator immediately of any utility facility that is
in conflict with the planned work. Follow up the notification in writing. Include
drawings or plan sheets showing the location of the existing facility, the affected
work, recommended action, and the estimated date when the conflict will begin
to affect the contractor’s operations and time of completion. The district utility
coordinator must arrange any relocation work necessary to resolve the conflict.

» Determine whether facilities shown on the plans or specifications are being
adequately protected from damage as required by the contract. Notify the
contractor in writing of any inadequacies.

* When judging the extent of compliance the specifications require, take into
account the type of facility involved. Consider such things as the consequence
of a potential accident. When these consequences involve life and limb, do not
permit work in such areas unless the contractor has made physical checks of
the facility location. When working around hazardous facilities, do not assume
takeoffs from plans (either Caltrans’ or those from an owner) are accurate.

3-810 Termination of Contract

Section 8-1.11, “Termination of Contract,” of the Standard Specifications specifies
the contractual requirements for termination when the district director determines and
the deputy director of Project Delivery approves that it is in Caltrans’ best interest
not to continue with the project.

When the majority of the contract work has been completed, it is normally not
the preferred alternative to terminate the contract. Instead, it is preferred to delete
the remaining work by contract change order, accept the contract, and provide
additional payment to the contractor, if necessary, in accordance with Section 9-1.08,
“Adjustment of Overhead,” of the Standard Specifications.

Termination of contracts is comparatively rare. Section 4412 of the Government
Code covers contracts terminated for convenience in the best interest of Caltrans. The
Division of Construction must ensure that all necessary steps are taken in handling
contracts terminated for Caltrans’ convenience. To ensure the special handling of
these types of terminated contracts, identify all internal correspondence related to
them with the words “Convenience Termination” under the job’s file reference.

To initiate contract termination, the district director must write a letter to the Division
of Construction chief stating the reasons for requesting the termination. The letter
should include:

» Reasons for the termination.

e Work performed.

*  Work yet to be performed.

e Any information pertaining to the advertisement date of the new contract.

If the Division Construction chief concurs, the Division of Construction will prepare
a letter to the deputy director of Project Delivery to reiterate the relevant points from
the district’s letter and recommend approval for terminating the contract.
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If appropriate, the deputy director of Project Delivery approves the termination.
Upon approval, the Division of Construction chief will issue a letter to the contractor,
signed by the deputy director, notifying the contractor that Caltrans will terminate the
contract as soon as any work the resident engineer requested is complete. A copy of
the letter will be sent to the arbitration engineer in the Division of Construction who
will input the information into the termination database. When all work is complete,
the district must accept the project.

The contractor will be paid all reasonable costs as computed according to Section
8-1.11, “Termination of Contract,” of the Standard Specifications. An audit of the
contractor’s cost records is normally required to resolve compensation issues. After
contract acceptance, payments can be made in accordance with Section 9-1.07B,
“Final Payment and Claims,” of the Standard Specifications.

3-810A Federal-Aid Contracts on the National Highway System

For full oversight and state-authorized federal-aid contracts on the National Highway
System, the resident engineer or construction engineer must contact the Division of
Construction’s field coordinator to obtain concurrence from the Federal Highway
Administration’s engineer on the termination of a contract. Refer to the Code of
Federal Regulations, Title 23, Part 635 (23CFR 635.125). For additional information,
refer to the Construction Coordinator’s Termination Desk Guide on the Division of
Construction’s intranet.

Maps of the National Highway System may be accessed on the following Federal
Highway Administration website:

http://www.fhwa.dot.gov/hep10/nhs/index.html
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contractor’s foreman or superintendent of the amountand reason for the reduction.
In the daily report, note the reduction and the name of the contractor’s employee
who you advised of the reduction.

3-903E (2d) Contractors

The following describes some of the duties and responsibilities of contractors and
their agents in using scales and metering devices for measuring and proportioning
materials:

e The contractor and materials suppliers must maintain scales and meters
within the accuracy required by the Division of Measurement Standards.

*  The owner of the scale or meter must maintain it in good operating condition
at all times. If breakdowns or suspected inaccuracies occur, the owner must
make repairs. After repairing a commercial device, the owner must notify in
writing the county sealer of weights and measures that this work has been
done. The device must be resealed before it is used to weigh materials for
payment. For non-commercial devices, the contractor must ensure California
Test 109, “Test for Weighing and Measuring Devices,” is performed. In
either case, the contractor must notify the resident engineer at least 24 hours
before any scheduled testing so that the testing can be witnessed.

e The resident engineer may recommend to the contractor the following
procedure for obtaining tests by the county sealer of weights and measures:

1. Contact the county sealer of weights and measures directly by telephone
and request testing followed by written confirmation of the request.

2. When the county sealer of weights and measures cannot respond to the
contractor’s request in a reasonable time, the contractor should contact
the Division of Measurement Standards.

Do not directly contact the county sealer of weights and measures for the
contractor. The owner of the measuring device must request the testing. The
resident engineer may only inform the contractor that such testing is necessary.

The district weights and measures coordinator may contact the Division of
Construction weights and measures coordinator on any question regarding the
validity of a seal or the legal capacity of a scale.

3-903E (2e) Division of Construction Weights and Measures Coordinator

The Division of Construction weights and measures coordinator does the
following:

e Ensures the weights and measures program is operating satisfactorily
throughout the various Caltrans districts.

e Serves as a contact between the district weights and measures coordinators
and the Division of Measurement Standards.

»  Keeps the district weights and measures coordinators informed of the latest
equipment and techniques being developed throughout the industry.

3-903F Adjustments in Compensation

An adjustment in compensation is a monetary increase or decrease applied to the
contract price of a contract item. The adjustment is a change to the contract and
must be made by contract change order. Adjustments in compensation are either unit
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adjustments to the unit price of a contract item or they may be a lump sum increase
or decrease applied to a contract item.

Section 4-1.03B, “Increased or Decreased Quantities,” Section 4-1.03C, “Changes
in Character of Work,” and Section 9-1.08, “Adjustment of Overhead Costs,” of
the Standard Specifications, provide for adjustments in compensation. The special
provisions may also provide for adjustments in compensation. One example is
the special provision section titled “Compensation Adjustments for Price Index
Fluctuations.”

For more discussion about determining adjustments in compensation, see Section 3-
4, “Scope of Work,” and Section 5-3, “Contract Change Orders,” of this manual.

3-903G Final Pay Items

Section 9-1.015, “Final Pay Items,” of the Standard Specifications, defines and
specifies the procedure for calculating pay quantities for final pay items.

3-904 Payment for Extra Work

For adefinition and discussion about extra work, see Section 3-4, “Scope of Work,” of
this manual. Before payment can be made for extra work, the resident engineer must
issue an approved contract change order. Section 5-3, “Contract Change Orders,” of
this manual, includes a discussion and examples of contract change orders providing
for extra work. This section also discusses the two methods specified for paying for
extra work: agreed price and force account.

3-904A Agreed Price

See Section 5-306C (2a), “Extra Work at Agreed Prices,” in this manual, for
guidelines for determining agreed prices and writing contract change orders that
authorize agreed price payment.

Theresident engineer may prepare Form CEM-4902, “Extra Work Bill (Short Form),”
to make payments for extra work at the agreed price. The contractor’s signature on
the extra work bill is not required. For information on preparing extra work bills
and entering data into the automated progress pay system, see Section 5-1, “Project
Records and Reports,” of this manual.

3-904B Force Account

The force account method, used to determine payment for extra work, consists of
adding specified markups to the actual cost of labor, equipment, and material used to
perform the extra work.

Section 9-1.03, “Force Account Payment,” of the Standard Specifications specifies
the force account method of payment. Section 5-3, “Contract Change Orders,” of this
manual contains examples of contract change orders with payment for extra work at
force account. The following are the procedures for paying for extra work at force
account:

3-904B (1) Authorization for Force Account Payment

On the authorizing contract change order, always show the amount to be paid for extra
work at force account as an estimated amount. For the format for contract change
orders, see Section 5-3, ”Contract Change Orders,” of this manual. You may make
payment for extra work in excess of the estimated amount shown on the contract
change order up to 100 percent of the estimated amount or $15,000, whichever is
smaller. To authorize any additional payment, use a supplemental contract change
order.
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3-904B (2) Approval of Labor, Equipment, and Material

Section 9-1.03, “Force Account Payment,” of the Standard Specifications states that
labor, equipment, and materials used in the performance of extra work paid for on
a force account basis are subject to the approval of the resident engineer. Normally
the contractor will use labor and equipment that is on the site and used for work in
progress. The contract change order will usually specify materials to be used in the
extra work. However, before the work begins, the resident engineer should discuss
with the contractor the labor, equipment, and materials to be used. The resident
engineer can avoid misunderstandings and inefficiencies by knowing the resources to
be used ahead of time. After the work is performed, Caltrans must pay the contractor
for material used and at the appropriate rates for the number of hours that labor and
equipment was used.

3-904B (3) Billing for Extra Work at Force Account
The following are the procedures for billing for extra work at force account:

» The contractor must submit Form CEM-4902, “Extra Work Bill (Short Form),”
covering extra work under each contract change order each day that extra work
is performed. The resident engineer must ensure that the contractor has a supply
of the forms. See Section 5-103E (1), “Preparing Form CEM-4902, Extra Work
Bill,” of this manual for detailed instructions for the use of Form CEM-4902.

» Field construction personnel must do the following when reviewing extra work
bills:

1. Compare extra work bills against daily extra work reports and tentative
agreements, if they are used. Make this comparison to verify the correctness
of the contractor’s billing, and to avoid the possibility of a duplicate payment
for the same work. For a discussion of daily extra work reports and tentative
agreements, see Section 3-904D, “Extra Work Records” and Section 3-904F,
“Tentative Agreements,” later in this section.

2. The contractor must include everything to be paid for on the extra work bill.
Do not add any items even though you know them to be legitimate charges.
Instead, call the omission to the contractor’s attention. The contractor may
submit a supplemental extra work bill to include the omitted items.

Delete items for which the contractor is not entitled to payment.

You may correct hours for labor and equipment downward, but not
upward.

5. Do not correct wage rates that the contractor has submitted. Return any extra
work bill with incorrect wage rates to the contractor. Note that Caltrans must
pay for extra work at the same wage rate paid by the contractor. Do not
refuse to pay a particular wage rate because it is above the prevailing wage
rate.

6. Correct equipment rental codes that are obviously in error, or return the
reports to the contractor for correction. Ensure the rental codes shown are
for the equipment that was actually used.

7. Theperson,whetheracontractor or Caltransemployee, who makes corrections
to an extra work bill must sign (not initial) and date the correction.

8. Maintain a log of extra work bills received and returned to the contractor.
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The resident engineer must sign the extra work bill to authorize payment for extra
work. The resident engineer’s signature accepting an extra work bill for progress
payment certifies that payment is in accordance with contract requirements and
established administrative procedures.

3-904B (4) Labor

For the specification for paying for labor at force account, see Section 9-1.03A,
“Work Performed by Contractor,” of the Standard Specifications or as modified by
the special provisions.

A “labor surcharge” is included in the cost of labor. The Labor Surcharge and
Equipment Rental Rates (Cost of Equipment Ownership) book in effect at the time
the work is performed contains the labor surcharge percentage. One general rate
applies to most crafts, and the book contains several higher rates for certain crafts.
The resident engineer must determine the correct surcharge percentage to be used
and verify that the percentage has been entered on the extra work bill.

At times a superintendent or owner acts as a working foreman or an equipment
operator or works at some other craft. In such situations, make payment on a “value
received” basis. Payment will be made for owners or supervisory personnel at the
proper rate for the work performed. For example, pay for a superintendent acting as
a foreman on force account work at the normal hourly rate for a foreman. Do not
prorate the superintendent’s weekly or monthly salary to an hourly rate. In paying
for a superintendent on force account work, make the payment on a functional basis
and not on a position or classification basis.

On some projects, a superintendent or project manager directs the activities of
several foremen or one or more general foremen who directly supervise the foremen.
The general foremen are sometimes referred to as superintendents, such as grading
superintendents or paving superintendents. This change in nomenclature does not
change the functional nature of these positions. They are general foremen or foremen
and are not considered to be supervisory or overhead personnel. Make payment at the
actual hourly rate paid by the contractor when such personnel function as foremen on
force account work.

When paying for salaried personnel, do not authorize force account payment for
overtime hours unless the contractor has an established practice of paying overtime
to salaried personnel. The usual case is that the weekly or monthly salary covers the
number of hours required by the work.

The Standard Specifications allow for payment of the actual subsistence and travel
allowances paid by the contractor.

Pay per diem and travel allowances on force account only when the contractor is
paying these allowances on contract item work.

When seven-day subsistence is included in labor contracts in lieu of per diem and
travel time, subsistence will be paid for the entire period involved if the workers are
employed full time on force account.

When workers are employed on both force account work and contract item work
in the same day, prorate subsistence payments and travel allowances between the
contractor and Caltrans. Base the prorated amount on the first eight hours worked.
Do not pay per diem for time worked after the first eight hours in any one day.
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3-904B (5) Equipment
For equipment used for extra work paid on force account, see Section 9-1.03A(3),

“Equipment Rental” of the Standard Specifications or as modified by the special
provisions. The following are guidelines for paying for equipment rental:

3-904B (5a) Approval of Equipment

The resident engineer must approve equipment for use on force account work.
Before giving approval, determine whether available and suitable equipment
is already at the jobsite or whether equipment not presently at the jobsite is
required. For example, a piece of equipment on the jobsite that can perform a
given operation satisfactorily may be larger than necessary. Determine whether
it will be economical to use the oversized equipment at its rate or to obtain
equipment of the proper size. Obtaining equipment from off-site necessitates
payment for move-in and move-out expenses and for minimum rental periods.
See Section 9-1.03A(3b), “Equipment not on the Work,” of the Standard
Specifications. The determination may also be based on other factors, such as
public safety and the urgency of the work.

Apply these considerations to equipment at the jobsite when the equipment has
accessories or attachments that are not necessary for the extra work. Payment
for such equipment is to be made in accordance with the conditions under which
it is approved. Pay for equipment as approved by the resident engineer, and not
necessarily as it is equipped. For short or intermittent periods of use, such as
eight hours or less, normally approve equipment with unneeded attachments or
accessories and pay for them. For longer operations, allow the contractor the
option of furnishing equipment with needed accessories only or of accepting
payment without compensation for unnecessary attachments or accessories.

Some equipment includes accessories as an integral part of the basic machine.
When accessories are an integral part of the machine, the rates in the Labor
Surcharge and Equipment Rental Rates (Cost of Equipment Ownership) book
indicate that the accessory is included in the quoted rate. Do not make deductions
for accessories on such integral equipment. For unusual situations, consult the
Division of Construction.

3-904B (5b) Equipment Rental Rates

Labor Surcharge and Equipment Rental Rates (Cost of Equipment Ownership)
contains rates for most of the equipment used on Caltrans projects. However,
the Division of Construction has also established rates for some equipment that
is not in the Labor Surcharge and Equipment Rental Rates book. These rates are
available on the Caltrans Division of Construction website. To establish rates
that are not listed in the Labor Surcharge and Equipment Rental Rates (Cost of
Equipment Ownership) book or on the website, use the following procedure:

e Obtain a complete description of the equipment, including the manufacturer,
model number, horsepower, size or capacity, and accessory equipment.

e |If the equipment is nonstandard or unusual, request the following data from
the contractor:

1. Type of equipment (such as segmented, self-propelled, rubber-tired
roller, telescoping hydraulic crane, articulated, or rubber-tired roller)

2. Trade name
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Model and serial numbers

Year manufactured

Size, capacity, or both

Type and amount of power

Whether crawler, rubber-tire, or other
Manufacturer or distributor (if local, give address)

© o N o g bk~ w

Initial cost of the basic machine and attachments
10. Operating requirements, costs, or both, if available or unusual
11. Name of owner

Transmit this information to the Division of Construction. The Division of
Construction will establish a rental rate, codes, and effective time period and
advise the district by mail, e-mail, or fax. Use this document as the authority
to pay the rate established.

The contractor must be advised of the codes so that its billings can include
them.

For equipment not on the work, and in special circumstances, the Standard
Specifications permit a rate to be paid that is in excess of the rate listed
in the Labor Surcharge and Equipment Rental Rates (Cost of Equipment
Ownership) book. When the contractor proposes a rental rate in excess of
the listed rate, ensure the equipment meets all the conditions listed in Section
9-1.03A(3b), “Equipment not on the Work,” of the Standard Specifications.
The higher rate will constitute a change to the contract and must be established
by a contract change order. Use the following procedures to determine the
rate:

1. Obtain a written statement from the contractor. The statement must
include the proposed rate and the justification that Section 9-1.03A(3b),
“Equipment not on the Work,” of the Standard Specifications requires.

2. Decide whether the conditions of use and ownership of the equipment
meet all the specified criteria for payment of the higher rate.

3. Submit a contract change order that provides for the proposed rate. State
in the contract change order whether the table titled “Hours Equipment
is in Operation” is applicable. The table appears in Section 9-1.03A(3b),
“Equipment not on the Work,” of the Standard Specifications. If the
equipment is used for contract item work, use the normally established
rental rates for the entire time the equipment is used for extra work.
Include in the contract change order a clause similar to the following:
“In the event this equipment is subsequently used on contract item work,
this rate is void.”

4. Include justification for approval in the contract change order
memorandum, and attach the contractor’s letter.

Equipment for which the rental rate is not shown in the Labor Surcharge
and Equipment Rental Rates (Cost of Equipment Ownership) book, but for
which the Division of Construction established a rental rate, is eligible for
the higher rate, providing all necessary conditions are met.
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3-904B (5¢) Equipment Not on the Work

In general, the contractor schedules extra work paid for on a force account basis
and uses equipment available on the project. However, circumstances may
require use of equipment not at the site that must be brought in especially for
the extra work. The resident engineer must make decisions regarding the type of
equipment and scheduling its use. Section 9-1.03A(3b), “Equipment not on the
Work,” of the Standard Specifications, specifies the requirements for paying for
the use of such equipment. This specification does not apply when the contractor
uses equipment for any contract item work. Change any previous payment as
“equipment not on the work” to payment as “equipment on the work” when such
equipment is used for contract item work.

Order the equipment removed from the project, pay move-out and possible
subsequent move-in costs, or continue paying for the equipment during a
suspension inextrawork. Temporary removal of the equipment to the contractor’s
shop or a storage area off the project is not removal from the project. To end
payment for the equipment, the resident engineer must order its removal.

3-904B (5d) Owner-Operated Equipment

Section 9-1.03A(3c), “Owner-Operated Equipment,” of the Standard
Specifications, specifies the method for paying for owner-operated equipment,
except dump trucks, on a force account basis. Determine the operator’s hourly
rate of pay in accordance with Section 9-1.03A(3c). To determine the correct
rate, request assistance, if necessary, from the district labor compliance officer.

3-904B (5e) Dump Truck Rental

Section 9-1.03A(3d), “Dump Truck Rental,” of the Standard Specifications,
specifies the method for paying for dump truck rental on a force account basis.
Section 9-1.03A(3d) covers both renting owner-operated dump trucks and
renting dump trucks from a truck broker.

The resident engineer must establish the hourly rate to be paid for dump truck
rental. The actual hourly rate paid by the contractor or the truck broker may be
the established rate if it is consistent to rates paid for the same trucks on other
work. For help in establishing hourly rates, compare with rates paid for similar
equipment on other Caltrans work.

3-904B (5f) Time in Operation

Field engineers must determine the rental time to pay for equipment in
accordance with Section 9-1.03A(3a), “Equipment on the Work,” of the Standard
Specifications.

In general, consider equipment to be in operation when all of the following
conditions exist:

e The equipment is at the site of the extra work or being used to perform the
extra work.

e The equipment is not inoperative due to breakdown.
e The force account work being performed requires the equipment.

Use the following examples as guidelines for determining rental time to be paid
for equipment.

-+
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e Anair compressor is at the site for eight hours on a force account operation.
It is actually used for only a few periods during the eight hours, but it is
impractical to use it on other work during the standby periods. Pay for the
compressor and all accessories used intermittently for the entire period. The
engine does not have to be running continuously during the period to qualify
for payment. If the air compressor was also used on contract item work
intermittently, prorate the eight hours between the extra work and the item
work.

e An air compressor is at the site for eight hours. It is used for the first two
hours, but after those hours, it is no longer needed. Pay the rental for only
two hours whether the contractor chooses to remove it or chooses to leave
it at the site of the work. Apply the same reasoning if the time of operation
occurred at any other time of the day. In this example, if a pavement breaker
was needed intermittently for two hours and a tamper intermittently for two
hours, pay two hours for each tool. If the pavement breaker is needed for the
first hour and the tamper for a second hour, pay one hour for each. Advise
the contractor when equipment is no longer needed at the site. In the daily
report, record this notice and the time.

e A skip loader is used to load dump trucks. The operation is not balanced
because one of the dump trucks broke down. However, the resident engineer
allows the operation to continue because it is critical. The skip loader is used
only about one-half time intermittently during the shift. Make payment for
the loader for the entire shift. In a situation such as this one, the resident
engineer must try to do whatever is necessary to balance the operation. When
balancing cannot be achieved, the resident engineer must decide whether
suspending an operation is more economically feasible than allowing it to
continue.

Sometimes two pieces of equipment perform extra work at force account,
yet the work does not require full-time use of both. In such instances, it is
appropriate to approve (but not order) the use of only one operator for both
pieces of equipment. Determine the rental time in the same manner as if each
piece of equipment had a full-time operator and was used intermittently.

On extra work at force account, pay the same time for a foreman’s pickup
truck that you would pay for the foreman.

3-904B (5g) Standby Time
Pay standby charges for commercial delivery at the invoice rate.

3-904B (6) Material

Payment for material purchased for force account work must be supported by a copy
of the vendor’s invoice whenever possible. If no individual invoice is available, as
in the case of materials taken from contractor’s stock, a copy of the mass purchase
invoice may be used as support. If no invoice is available to support unit purchase
prices, submit a statement with the extra work bill. In the statement, explain how
the unit prices were verified. Any invoice the contractor submits must represent the
material actually used.

3-904B (7) Work Performed by Special Forces

Section 9-1.03B, “Work Performed by Special Forces or Other Special Services,”
of the Standard Specifications, allows specialist billing for extra work paid for on
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a force account basis. Districts must establish procedures to pre-approve specialist
billing. Specialist billing must not be used to circumvent competitive bidding or the
normal force account method for determining payment. In general, specialists are to
be used only for minor portions of the work. Any major work is to be covered under
a change order specifying the method of payment.

Do the following when considering the use of specialists:

o Before work begins, decide whether the work is normally done by any of the
contractor’s forces. The contractor’s forces include any firms or organizations
performing contract item work, including subsidiaries of such firms or
organizations and subsidiaries of the contractor. Subsidiaries of a subcontractor
are considered to be a part of the subcontractor’s organization. If you decide
that the contractor’s forces can perform the work expediently, require billings
in accordance with Section 9-1.03A, “Work Performed by Contractor,” of the
Standard Specifications, or negotiate an agreed price to establish a payment
basis.

» Allowthe contractor to hire aspecialistonly if an established firm with established
rates would do the work.

e Decide whether force account work requiring a fabricating or machining process
off the project should be billed as specialist work. Such work may qualify as
specialist work even though a project contractor or subcontractor performs the
work.

e Pay for the transportation of fabricated or manufactured items and all work at
the jobsite in accordance with Section 9-1.03A.

3-904C Markup for Subcontracted Work

Section 9-1.03A, includes an extra work markup for the prime contractor when a
subcontractor performs the work.

When an engineer’s cost analysis is based on force account, using rates as specified
in the contract, include a markup in the calculation of the work performed by a
subcontractor in the following situations:

e Extra work at the agreed price in accordance with Section 4-1.03D, “Extra
Work,” of the Standard Specifications.

e Work performed before item elimination in accordance with Section 4-1.03B(3),
“Eliminated Items,” of the Standard Specifications.

» Contract item adjustment due to increased or decreased quantities in
accordance with Section 4-1.03B(1), “Increases of More Than 25 percent,” and
Section 4-1.03B(2), “Decreases of More Than 25 Percent,” of the Standard
Specifications.

e Change in character adjustment in accordance with Section 4-1.03C, “Changes
in Character of Work,” of the Standard Specifications.

3-904D Extra Work Records

On daily reports, record observations and inspections of extra work in progress in
sufficient detail to provide a reasonable basis for agreement on payment. Records
must be original, not a copy from other documents.

Include the following information when appropriate to the method of payment for
the work:
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e Description of work performed. This description must be consistent with the
description of extra work authorized by the contract change order.

e Time and date of inspection.

e The change order number.

» Location of work.

e Types of labor, equipment, and materials used.

» Estimated hours worked.

» General measurement or amount of work accomplished.

Make entries on the day of observation. If clarifying reports are necessary to cover
work not previously reported, state the facts as known and date the clarifying report
as of the day it is written.

3-904E Force Account Records

When extra work is performed at force account, decide whether the magnitude of the
work warrants the full-time presence of an assistant resident engineer. An assistant
resident engineer assigned full time must include in the daily report the number of
hours actually worked at the site. The daily report must also contain a reference to
any known off-site work.

When an assistant resident engineer is assigned only part-time, daily reports
must present only known facts. On the daily report, record that inspection was
“intermittent.” A typical entry might read as follows:

6/26/00-10:15 a.m.-CCO No. 17-Placing Riprap Lt. of Sta. 500.

Crew of two laborers and foreman with a D-6 crawler tractor with sideboom
and operator laid about 50 sg. m of salvaged rubble riprap. Estimate crew and
tractor worked about 4 hours.

Include notations concerning decisions to allow or deny payment for work that may
be in dispute or not considered a legitimate part of extra work. Similarly, prepare
a supplemental daily report if it is later found that the number of hours or labor
and equipment was substantially different than recorded on the original daily report.
Such a supplemental daily report might read as follows:

Hours reported on report dated 6/26/00 entry based on one inspection during
the day. Later found out that crew and equipment worked whole shift instead
of half shift. (Add the date of the supplemental entry and sign the entry.)

3-904F Tentative Agreements

Do not give copies of daily reports to the contractor’s personnel. Do not permit the
contractor’s personnel to sign or initial daily reports. However, at the earliest possible
time, reach tentative agreement on extra work details. With the contractor’s foreman,
discuss labor, equipment, and materials at the end of each day or no later than the
morning following the day that extra work was performed. Good communication at
this time will help to prevent misunderstanding and arguments over details at a later
date.
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Use a district “tentative agreement” form if the form complies with district policy.
On this form, tentatively agree to and list hours of labor and equipment used in extra
work at force account for each contract change order each day. The form must state
that the labor, equipment, and time worked are “acceptable for progress payment
purposes.” In this way, use of the form does not preclude subsequent audit and
adjustment.

3-904G Interest on Payments

The specifications provide for interest to be paid on late progress payments, payments
after acceptance, extra work payments, and claim payments.

Keep a log of the dates when extra work bills are received, returned for correction,
and resubmitted. In a timely manner, process all extra work bills, and fully document
reasons for returning or not paying extra work bills.

Make any necessary interest payments by contract change order as adjustment in
compensation at lump sum.

3-905 Adjustment of Overhead Costs

Section 9-1.08, “Adjustment of Overhead Costs,” of the Standard Specifications,
provides for an adjustment in compensation. Make the adjustment when the final
estimate is less than 90 percent of the original total bid price. Prepare a contract
change order to be unilaterally approved in the district. Make the payment for the
adjustment in the same manner as for any other adjustment in compensation.

The following is an example of a calculation to determine an overhead adjustment:

Example:

Contractor’s original bid (including mobilization) $100,000
Ninety percent of Contractor’s bid $ 90,000
Final Estimate of total work (including mobilization,

extra work, and less permanent deductions) $ 85,000
Difference $ 5,000
Adjustment of Overhead Costs $ 500
(10 percent of difference)

3-906 Stop Notice

Refer to the Division of Accounting Services Disbursing Office all inquiries regarding
bills for labor, material, or equipment rental not paid by Caltrans’ contractor. Detailed
information for payments and stop notice contacts can be found on the Division of
Accounting Services “Contractor Payments and Information” website:

http://www.dot.ca.qgov/ha/asc/oap/payments/

3-907 Partial Payments

Section 9-1.06, “Partial Payments,” of the Standard Specifications requires Caltrans
to make an estimate of work completed each month. Such estimates are designated
as progress pay estimates. Each progress pay estimate must include payment for
work completed up to and including the 20th day of the month. Include force account
work, for which timely submittal of extra work bills has been made, and include
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other extra work or adjustment of compensation billings for which work has been
performed. Billings for extra work at agreed price and adjustments of compensation
are completed by the resident engineer by filling out Form CEM 4902, “Extra Work
Bill (Short Form),” and submitting them for processing.

Resident engineers must transmit to the district construction office the documents
and information required to prepare progress payment vouchers. The last documents
must be in the district office no later than the date established by the district (usually
no later than the end of the first working day after the 20th of each month).

District construction must arrange a schedule with the Division of Construction that
will accommodate the Division of Accounting Services.

A monthly estimate and payment must be made if any amount of money is due the
contractor.

Show all quantities submitted for payment on source documents. Typically, Form
CEM-4801, “Quantity Calculations,” is used for this purpose. The estimate must
reflect the totals on the source documents. A source document is defined as the basic
document executed to record or calculate quantities, percentages of lump sums, or
extra work for payment. See Section 3-903C, “Source Documents,” in this manual
for a discussion of source documents. Example 3-9.1, “Quantity Calculations,” on
the next page is a sample of a source document.

The quantity shown on the estimate for a contract item must agree with the sum of
the quantities to date on all of the source documents for that item.

The resident engineer is responsible for the accuracy of a progress pay estimate. By
approval, the resident engineer verifies that the quantities are correct and that data
submitted conforms to the policies of Caltrans. All entries on Form CEM 6004,
“Contract Transactions Input,” must be checked by other construction personnel for
errors such as transposition and wrong numbers.

The resident engineer must review and approve each monthly estimate before district
construction office staff can process it for payment. To expedite handling, the resident
engineer need not sign the estimate itself to indicate approval. Approval may be by
telephone. Confirm telephone approval by sending a memo or a “pre-verification of
pay estimate” form letter to the district construction office.

See Section 5-103, “The Contract Administration System,” of this manual for
technical details on the production of estimates.

3-907A Contract Items

Include all contract item work completed satisfactorily in accordance with the
contract in partial payments.

Do not include for partial payment preparatory or organizational work such as
assembling equipment, shop work, falsework, forming, or crushing or stockpiling
of aggregate (unless provided for in the special provisions). Do not pay for material
placed or installed for which you have not obtained the required evidence of
acceptability (Form TL-0029, “Report of Inspection of Material”; Form TL-0624,
“Inspection Release Tag”; Certificate of Compliance; or acceptance tests).

For items bid on a unit basis, include in progress payments work substantially
complete. Withhold a sufficient number of units to cover the value of the incomplete
incidental work. In each case, a source document must be on file showing the details
of the quantity’s determination.
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Example 3-9.1 Quantity Calculations

STATE OF CALIFORNIA « DEPARTMENT OF TRANSPORTATION

QUANTITY CALCULATIONS
CEM-4801 (REV 11/1992) CT# 7541-3520-0

_ ITEM o FILE NO.
8 Temp. Railing (Type K) 48-8-2
07_1381U4 Locs'g)rl\;]p 3 SEGREGATION YI;S %
N
07-LA-210-47.5/57.3 CALC BY _ DATE
Fed. No.: None I.M. Engineer
CHK. BY ; DATE
U.R. Wright
Field Measurement: \/ Estimated Quantity: 450
Field Counted: Unit/of Measure:) meter
Final Pay| Item: Unit|Price:  $20.00
75% = 337.50
125% = 562.50
Remarks jor Other Calculations:
152.4 meters placed on 5{03-01 at Maple| St, onramp
Material Inspection/Release: Certificates|of compliance gbtained on 4-29-01.
PAY THIS ESTIMATE: | 152.4 \/
PREVIOUSLY PAID: | 140.2 \/
TIOTAL TO DATE: | 292.6 \/
Posted|by Posted to
Office Engineer 05/19/01 CEM-6004, page 4, line 5
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Reference to intermediate source documents items bid on a unit basis with a fixed
final pay quantity, such as structure concrete (bridge) and bar reinforcing steel
(bridge), to show how partial payment was estimated. Withhold units of work to
cover the value of incomplete incidental work. Base the withheld amount on a force
account analysis of the remaining incidental work.

The following examples are listed to illustrate the procedure:

1.

Mobilization Item

The Contract Administrative System (CAS) will automatically calculate and
enter partial payments for the item, “Mobilization.”

Maximum Value Items

Handle items for which maximum payment is limited until after a time fixed
in the contract as follows:

a. Include on the estimate the quantities completed in the same manner
as for any other contract item. The quantity will be extended at the bid
price and added to the total of work done.

b. The system will make a deduction for any overbid.

c. The system will return the deduction at the time set forth in the
contract.

Roadway Excavation

In normal situations, material is excavated, hauled, placed in final position
in embankment, and compacted, but slope finishing is not done. This is
considered incidental work, and a quantity may be withheld to cover the
value of the work remaining.

Aggregate for Subbase and Base

Material may be produced, hauled, placed, and compacted, but final trimming
to tolerance has not been performed. This is incidental work, and a quantity
may be withheld to cover the value.

Portland Cement Concrete Pavement

Concrete may be in place and cured but not ground to meet surface tolerance.
Grinding is incidental work, and units may be withheld to cover the estimated
cost.

Sewers and Irrigation Systems

Pipe may be placed and backfilled but not tested. Withhold units to cover
this work.

Fence

Posts and wire or mesh may be in place and securely fastened but bracing
wires not completed. Withhold units to cover this incidental work.

Structure Concrete (Final Pay Quantity)

Base the payment on the estimated proportionate number of units of the final
pay quantity that are in place. When structure concrete has been placed but
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items such as removing forms and falsework, curing, finishing, and other
similar items have not been completed, withhold a number of units sufficient
to cover the cost of this work.

9. Bar Reinforcing Steel

Pay for bar reinforcing steel that is complete and in place in the forms. It
does not have to be encased in concrete before payment is made.

10. Structural Steel (Final Pay Quantity)

Steel placed is paid by units erected and in place. Withhold units to cover
incidental work such as additional bolting and welding.

For work that includes an item for “furnishing,” make no payment for furnishing
until all contract requirements have been met, including acceptability of the material
and delivery to the project. However, payment may be made for materials on hand, as
covered below, for items that qualify and are listed in the special provisions. See the
Bridge Construction Records and Procedures Manual for additional instructions.

For lump sum items, pay a percentage of the lump sum bid price as work progresses.
Use for this calculation the ratio of the number of working days an item of work has
been in progress divided by the estimated total number of working days required to
complete the item work. Be aware that such a simplified method might not reflect
the value of the work actually completed. Reach an equitable agreement with the
contractor for the basis of determining progress payments on lump sum items.

If any work or material on hand paid for on a previous monthly estimate loses value
through loss, damage, or failure to function, deduct units representing the lost value
from the following monthly estimate. Another example is storm damage requiring
repair or replacement in accordance with Section 7-1.16, “Contractor’s Responsibility
for the Work and Materials,” of the Standard Specifications.

Do not pay for item work added by change order until the change order is approved.
However, payment for contract item overruns that are not the result of a change in
the contract may be included in the monthly estimate.

3-907B Adjustments in Compensation

Do not pay for adjustments in compensation until change orders authorizing the
adjustments have been approved.

If you anticipate that adjustments in compensation in accordance with Section
4-1.03B, “Increased or Decreased Quantities,” or Section 4-1.03C, “Changes in
Character of Work,” of the Standard Specifications will result in decreases in final
payment, withhold an amount sufficient to cover the value of the decrease.

3-907C Extra Work
Do not pay for extra work until the contract change order is approved.
3-907D Materials on Hand

Pay for acceptable materials on hand provided that all specified conditions have been
met. Follow the procedure described below:

*  Give the contractor Form CEM-5101, “Request for Payment for Materials on
Hand.”
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e The contractor must initiate payment by submitting in duplicate a properly
completed Form CEM-5101. Make no payment for any material if the contractor
has not requested payment on the state-furnished form. The contractor must
submit a request one week before the end of the estimate period for each estimate.
Each request must represent the current status of materials on hand at the time
the request is made. Do not honor a request if it does not represent the actual
amount on hand.

e Upon receipt of a request for payment for materials on hand, the resident engineer
must check that it is filled out properly, includes only eligible material listed in
the special provisions, and that the contractor attached evidence of purchase.
When the contractor’s supporting evidence of purchase shows that a discount
has been allowed, reduce the payment for materials on hand by the amount of the
discount.

e Before processing a materials on hand request, inspect all materials for
acceptability. Materials must have a Certificate of Compliance or Form TL-0029,
“Report of Inspection of Material.” Form TL-0029 is evidence that the material
was inspected at the source. In general, accept only completely fabricated units,
ready for installation on the project with the following exceptions:

1. Structural Steel. Structural steel used in steel structures as described in
Section 55, “Structural Steel,” of the Standard Specifications may be
considered acceptable as raw material. However, pay for such material as
raw material only until shop fabrication of a usable member (such as a girder
or other shape ready for shipment to the jobsite) is 100 percent complete.
After shop fabrication is complete, the estimated fabricated value may be
paid, subject to other specified restrictions and administrative guidelines.

2. Sign Structures. Structural steel used in overhead sign structures as described
in Section 56, “Signs,” of the Standard Specifications may be considered
acceptable as raw material. However, pay for such material as raw material
only, until shop fabrication of a usable member (such as a sign frame or
other member) is 100 percent complete. After shop fabrication is complete,
pay for the estimated fabricated value, subject to other specified restrictions
and administrative guidelines.

»  Verify proper storage of materials listed on Form CEM-5101 in accordance with
the following procedures:

3-907D (1) Materials at the Project

For all valid requests for material located at or near the project, determine whether
the materials are stored in conformance with the contract. To conform to this
requirement, the contractor may have to store materials in fenced areas with locked
gates, in locked warehouses, or in areas where it is improbable that materials would
be lost from any cause. In addition to having controlled storage, the contractor is
required by the Standard Specifications to provide proper storage and handling so
that the materials do not become damaged. Call any indication of improper storage to
the contractor’s attention. Withhold payment for materials on hand until the materials
are properly stored.

Do not pay for material accepted on the basis of certificates of compliance until such
certificates have been received.
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The resident engineer or an assistant resident engineer must review Form CEM-5101
to verify that the request is acceptable.

3-907D (2) Materials Not at the Project

For materials not delivered to the jobsite, obtain evidence, and establish the fact of
purchase, proper storage, acceptability, accessibility and other factors. The Office
of Materials Engineering and Testing Services (METS) maintains representatives in
the major industrial areas and provides inspection in all other areas for this purpose.
Following is the procedure:

e If it is not practical for the resident engineer or assistant resident engineers to
verify quantity, quality, location and proper storage, send the duplicate copy of
the Form CEM-5101 to METS.

» Upon receipt of Form CEM-5101, METS will immediately notify the appropriate
inspection office or offices. The METS representative will notify the resident
engineer directly using Form TL-0649, “Inspector’s Report of Material on
Hand,” or TL-6037, “Fabrication Progress Report,” that the material has been
inspected and that it is in acceptable condition and properly stored. METS will
use Form TL-6037 for structural steel, precast prestressed concrete members, or
sign structures. For other products, METS will use Form TL-0649.

METS may also indicate on its correspondence, the percent complete of shop
fabrication on various structural components. This figure is given for the purpose
of reporting progress on the affected items. Do not use it to increase payment for
materials on hand during fabrication.

» Upon receipt of the CEM-5101 and the above verification, the resident engineer
can approve the partial payment. The contractor must submit a new CEM-5101
for each estimate, and the above procedure must be followed. However, it is
possible METS may not be able to respond in time for payment on the estimate.
METS gives priority to new or changed requests. Therefore, for requests that
have not changed since a previous submittal, resident engineers may approve
subsequent payments in the absence of any METS reports to the contrary.

On the monthly progress pay estimate, enter the total value of acceptable material as
material on site regardless of storage location.

The maximum payment for materials on hand should be such that, when the estimated
placing and other remaining costs of the work are added, the contract price is not
exceeded. The purpose of this is to prevent payment of more than the contract price
for the materials and to leave sufficient funds in the item to complete the work.

3-908 Deductions

Deductions (as opposed to retentions) are those amounts held back for specific
purposes. The resident engineer must identify, initiate, and control all deductions.

Make a deduction from payment to the contractor as soon as the liability for the event
requiring a deduction has been determined. It is preferable to base deductions on
known amounts resulting from agreements or actual billings, but, if necessary, they
can be estimated.

Residentengineers must keep source documentsand summary sheets inthe appropriate
contract records to cover all deductions. In the absence of any information to the
contrary, the Contract Administrative System will carry deductions forward from
the previous month.
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3-909
Retentions

Whenever the contractor’s progress is unsatisfactory and the project has progressed
to a point where a reasonably accurate estimate of possible liquidated damages can
be made, the resident engineer must deduct an amount sufficient to cover probable
liquidated damages. Make the deduction in lieu of any retention for unsatisfactory
progress. Enter the amount and description of deductions on Form CEM-6101,
“Project Record-Estimate Request,” and check “Override Unsatisfactory Progress,”
to prevent the retention.

3-909 Retentions

Retentions are made in accordance with the terms of the contract. For contracts
without any federal funding, the Contract Administrative System (CAS) will
calculate and withhold the retention, including any retention for unsatisfactory
progress, without any specific action by construction personnel. On any estimate that
shows satisfactory progress, the system will release all retentions previously made
for unsatisfactory progress.

On federal aid contracts, retention will not be withheld by Caltrans except for
unsatisfactory progress under very limited conditions. Federal rules also prohibit
prime contractors from withholding retention from subcontractors.

Occasionally a contract will contain a nonstandard format for contract time or other
circumstance resulting in satisfactory progress even though it is mathematically
unsatisfactory. When this situation occurs, the resident engineer must waive the
retention for unsatisfactory progress and document the reason for doing so. To
waive the retention, check “Override Unsatisfactory Progress” on Form CEM-6101,
“Project Record-Estimate Request.”

In general, the retention for unsatisfactory progress should be waived only for
landscape projects or on other projects only after a corrected entry has been made for
“percent time elapsed” as covered below.

If the contractor requests a reduction of retention after 95 percent of the work has
been completed, forward the written request to the disbursing officer in the Division
of Accounting. The Contract Administrative System will reduce the retention when
all the requirements specified in Section 9-1.06, “Partial Payments,” of the Standard
Specifications, have been met.

3-909A Calculating Progress—Projects with Single Time

Retentions are usually determined by unsatisfactory progress. On projects without
any federal funding, progress is determined by comparing the contractor’s actual
progress with the curve on Form CEM-2601, “Construction Progress Chart.” This
requires calculation of the percent of work completed and the percent of time
elapsed. If the plot of these percentages falls on or above the curve on Form CEM-
2601, progress is considered satisfactory. Otherwise, it is considered unsatisfactory
except under extenuating circumstances. The calculation of both the percent of work
complete and the percent of time elapsed for contracts with federal funding is stated
in the special provisions.

For contracts with federal funding, unsatisfactory progress is determined as
follows.

e Progress is considered unsatisfactory when the following occurs:
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1. The number of working days charged to the contract exceeds 75 percent of
the working days in the current time of completion, and

2. The percent of working days elapsed exceeds the percent of work completed
by more than 15 percentage points.

When both conditions are met, the Contract Administrative System will withhold 10
percent of the amount due on the current monthly estimate.

The percentage of work completed (except on landscape projects with Type 1 plant
establishment) is determined by dividing the amount on the line titled “Total Work
Completed” on the “Project Record Estimate” by the “Authorized Final Cost” on
the “Project Status.” The Contract Administrative System calculates this percentage
(except on projects with Type 1 plant establishment).

The Contract Administrative System computes the percent of contract time elapsed
by dividing the number of working days elapsed to the date of the progress estimate,
by the original working days specified in the contract plus “Total time extension days
approved to date (contract change order plus other),” on Form CEM-2701, “Weekly
Statement of Working Days.”

Occasionally the resident engineer has information indicating that the percent of
time elapsed is different from that which the Contract Administrative System will
calculate. The usual reason for this is that pending time extensions have not yet been
approved and entered into the system. The percent of time elapsed can be calculated
using the anticipated time extension in the formula in the preceding paragraph. The
resident engineer must document the calculated percent of time elapsed as well as
the reasons therefore. Enter the calculated percent of time elapsed in the appropriate
place on Form CEM-6101, “Project Record-Estimate Request.” The Contract
Administrative System will calculate satisfactory or unsatisfactory progress based
on this figure.

3-909B Calculating Progress for Landscape Projects

See Section 20-4.08, “Plant Establishment Work,” of the Standard Specifications,
and Section 4-2003C (8), “Plant Establishment Work,” of the Construction
Manual, for specifications and administrative guidelines for plant establishment
time requirements. For projects with Type 2 plant establishment, the percent of
time elapsed and percent of work completed is determined in the normal manner as
described above. For projects with Type 1 plant establishment, compute the percent
of time elapsed and the percent of work completed as follows for the periods before
the start of plant establishment.

Determine the percent of work completed by dividing the value of work accomplished
by the authorized contract amount minus the authorized plant establishment work.

% Complete = $ Value Completed Work
($ Total Auth. Contract Amt. — $ Plant Estab. Work)

Determine the percent of time elapsed by dividing the number of working days
elapsed to the time of the estimate on Form CEM-2701 by the total contract time
limit plus “Total time extension days approved to date (contract change order plus
other)” on Form CEM-2701 and minus the length of the plant establishment period.

% Time = Working Days Elapsed
(Orig. Cont. Time + Time Ext. to date — Plant Estab. Period)
e
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3-910
Payment After
Acceptance

On projects without federal funding, compare these two percentages to the curve
on Form CEM-2601, “Construction Progress Chart.” On projects with federal
funding, compare these two percentages to the requirements specified in the special
provisions. If progress is satisfactory, check the “Override Unsatisfactory Progress”
on Form CEM-6101, “Project Record-Estimate Request.”

After the start of Type 1 plant establishment, the resident engineer will decide if
the progress is satisfactory. In general, consider progress considered satisfactory if
the contractor entered the plant establishment period on time and carries out plant-
establishment work on time. Progress will be considered unsatisfactory if there will
be an overrun in contract time due to a delayed start of Type 1 plant establishment.

3-910 Payment After Acceptance

Caltrans makes final payment as soon as possible after the contract is accepted and the
contractor submits the required documents requested by the resident engineer. Any
estimate covering a payment after contract acceptance is identified either as “after
acceptance,” “semifinal,” or “final.” Section 5-4, “Disputes,” of the Construction
Manual lists the time line for completing payment steps after the acceptance
process.

3-910A Negative Estimates

Negative estimates reflect an overpayment made to the contractor, and should be
avoided whenever possible. To reduce the processing time associated with negative
estimates; contact the Division of Construction’s progress pay coordinator to begin
the process of generating a negative estimate.

The resident engineer is responsible for the accuracy of all payment estimates,
including progress payment, after acceptance, semifinal, and final estimates. Verify
the correctness of the contract item quantities and ensure the data submitted conforms
to Caltrans policies. The district progress pay coordinator should hold the negative
payment estimate for processing until approved by the deputy district director of
construction, or delegate, and the Division of Construction field coordinator. The
Division of Construction field coordinator discusses and resolves negative payment
estimates with district construction to determine the best course of action. The
Division of Construction progress pay coordinator processes only those negative
estimates approved by the Division of Construction field coordinator.

When a negative payment estimate is approved for processing, the Division of
Accounting creates an accounts receivable and directly bills the contractor for the
amount due. The Division of Accounting provides a monthly listing of all pending
accounts receivable and their status to the progress pay coordinators and expects
that further action is taken as directed by district construction and the Division of
Construction. Accounts receivable debts are automatically sent to collections after
90 calendar days. A collection fee is charged to the district’s capital outlay support
in either a phase 3 project expenditure authorization, or an overhead expenditure
authorization. If the bill is not collectable, the nonrecoverable debt is charged against
the district’s capital funding allocation (phase 4) expenditure authorization. If, for any
reason, you believe that the accounts receivable should not go to collections, notify
the district progress pay coordinator and the Division of Construction’s progress pay
coordinator. Once notified, the Division of Construction’s progress pay coordinator,
with the Division of Construction field coordinator’s concurrence, will notify the
Division of Accounting to hold the accounts receivable from going to collections.
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Section 3-910B, “Payment Offset,” describes another method available to the resident
engineer and the Division of Accounting to resolve overpayment to the contractor.

3-910B Payment Offset

A payment offset is a levy against future monies due to the contractor on other
contracts Caltrans has awarded to the contractor. Offsets may be taken to retain
adequate funds for stop notices, labor compliance violations, claim settlements, and
determinations made by an arbitrator. The offset process, outlined in the flowchart on
the next page, should be completed within 90 calendar days of contract acceptance.

Send a “Notice of Opportunity for Offset Hearing” pursuant to Government Code
Section 12419.5 (see Example 10) to the contractor, offset resident engineer, bonding
company, and offset bonding company. The contractor has 20 calendar days to
inform the resident engineer that an offset hearing was requested. If an offset hearing
is requested, the hearing officer should conduct the offset hearing within ten calendar
days of receipt of the request. The hearing officer should examine the facts of the
specific case, and validate the offset process. The hearing officer is the district director
or designee. The designee must be at least a supervising transportation engineer or
career executive appointment one manager. A summary of the facts of the account
receivable, minutes of the offset hearing, and final determination report are prepared
by the resident engineer. Notify the contractor, offset resident engineer, and bonding
companies of the final determination of the hearing, including the date and amount of
the offset. If the hearing officer determines the offset is warranted, or if the contractor
does not request a hearing, request that the Division of Construction execute an offset.
If the hearing officer determines that offset is not warranted, process a progress
payment to clear the accounts receivable in the Construction Administration System.
In the case of an arbitration settlement, the Division of Construction will recommend
the district execute an offset. The Division of Accounting executes only those offsets
authorized by the Division of Construction.

A payment offset may affect not only the contractor, but also multiple resident
engineers, districts, and bonding companies. When choosing a contract to offset
against, the following criteria, in preferential order should be considered:

1. Active contract with adequate retention to cover the offset.
2. Both contracts are bonded by the same bonding company.

3. Both contracts are administrated by the same resident engineer in the same
district.

The bonding companies from both contracts and the contractor are given the
opportunity to request an offset hearing. Any legal arguments presented by the
contractor or its bonding companies should be referred to the Legal Division for
review and advice to the hearing officer

During the offset hearing, the contractor should provide convincing factual evidence
to refute the account receivable. The hearing officer should consider the size of the
offset, progress of the work, percent complete and financial health of the contractor.

When justified by evidence of financial hardship, contractor proposed repayment
plans to clear the account receivable may be coordinated with the Division of
Accounting. The status of claims and disputes should not have an influence on the
decision to execute an offset.
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Example 3-9.2 Offset Process Flowchart
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3-911 Payment of a Progress Estimate After Contract Acceptance

A progress payment after acceptance must adhere to Section 9-1.07A, “Payment
Prior to Proposed Final Estimate,” of the Standard Specifications. The purpose of

3-911
Payment of a

Progress Estimate

this type of progress payment is to release all money due the contractor that exceeds ﬁztceer E;Onr(l:téract
any amounts retained under the contract. When determining amounts to be paid or P
deducted for this type of estimate, the following applies:
1. Include payment for the following:
a. Any work completed since the previous estimate
b. Any errors that may have been discovered and corrected
c. Any labor compliance deficiencies that have been cleared
2. Include payment for any overbids on maximum value items, including the
mobilization item. You do not need to take any additional action for this
step.
3. When delinquent or inadequate payrolls exist, make a deduction from the
payment. The deduction will be in the same amount as for any progress
estimate. See Section 8-1, “Labor Compliance,” of this manual.
4. When the contractor has failed to correct deficiencies in its equal employment
opportunity program, make a deduction from the payment. These deficiencies
include failure to submit Form CEM-2402F, “Final Report—Ultilization of
Disadvantaged Business Enterprises, First-Tier Subcontractors.”
The deductions will be in the same amount as for any progress estimate. See
Section 8-2, “Equal Employment Opportunity,” and Section 8-3, “Disadvantaged
Business,” of this manual.
5. To cover any outstanding documents required under this contract, make
a deduction from the payment. These outstanding documents include the
following:
a. Reduced prints of working drawings
b. Outstanding payrolls that are not yet delinquent
c. Orany information upon which to base the proposed final estimate, such
as adjustments of contract unit prices
The deduction, regardless of the number of outstanding items, will be the lesser of
5 percent of the “Subtotal Amount Earned Without Mobilization” or $10,000.
In addition to the steps listed above for determining amounts to be paid or deducted
for a progress estimate after contract acceptance, the resident engineer must also do
the following:
1. Notify the district of what deductions are applicable.
2. Compound the deductions when a combination of the following situations,
which were outlined above, occur:
a. The contractor has delinquent or inadequate payrolls.
b. The contractor failed to correct deficiencies in its equal employment
opportunity program.
e
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c. The contractor failed to honor requirements related to disadvantaged
business enterprises.

3. Also compound permanent deductions. Permanent deductions include items
such as material royalties, railroad flagging charges, material testing, out-of-
specification material, or restaking charges. Also considered permanent are
deductions for anticipated liquidated damages. (When warranted, anticipated
liquidated damages can be made on progress estimates. However, anticipated
liquidated deductions will need to be made permanent on the after-acceptance
estimate. To do so, release anticipated liquidated damages; then take actual
liquidated damages under liquidated damages on the after-acceptance
estimate.)

4. When you make deductions for outstanding items, advise the contractor in
writing of the specific missing items and that they will result in a delay of
final payment.

5. Before processing an after-acceptance estimate, run the following two
reports, “Status of CCO,” and “CCO master listing.” These reports will show
any adjustment of compensation credit or deferred time not yet taken.

3-912 3-912 Proposed Final Estimate

Proposed Final
Estimate

=&

The purpose of the proposed final estimate is to obtain formal agreement regarding
final payment. For this type of estimate, follow these guidelines:

Submit the proposed final estimate to the contractor within the time frame
outlined in Section 5-4, “Disputes,” of this manual.

Soon after the contract is accepted, meet with the contractor to discuss submitting
the required information to complete the contract. If the contractor does not
submit the required data within four weeks after acceptance, you must notify
the contractor in writing that Caltrans will issue the proposed final estimate and
deduct the appropriate amount.

Before the processing of the proposed final estimate, ensure all extra work
bills submitted by the contractor are processed and ready for payment. Ensure
the estimate’s issuance is not delayed for force account billings that remain
outstanding.

If the contractor has not submitted required information in a timely manner,
Section 5-4, of this manual dictates that the proposed final estimate must still be
issued. In this situation, the following guidelines apply:

1. Any time before a proposed final estimate is issued, the district may
exercise an option described in Section 9-1.03C, “Records,” of the Standard
Specifications. This section identifies the conditions under which Caltrans
may establish the cost of materials when valid copies of vendors’ invoices
are not forthcoming. When the district decides to establish such costs, use
the following procedure:

a. Ifthe established cost is necessary to determine compensation, complete
the pending contract change order, and have it unilaterally approved. To
determine compensation, refer to Section 4-1.03B, “Work Performed by
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Special Forces or Other Special Services,” or Section 4-1.03C, “Changes
in Character of Work,” of the Standard Specifications.

b. If the established cost is necessary to make force account payment
on an existing contract change order, include this established cost as
a lump sum payment on a supplemental contract change order. Also,
unilaterally approve this supplemental contract change order.

2. On the proposed final estimate, you may list (in the amount the district
determines to be payable) any force account billings that have not been
paid because of a dispute. Upon return of the proposed final estimate, the
contractor must reiterate the disputed extra work, which must be handled
like any other claim. Do not list in the proposed final estimate any force
account billings the contractor has not yet submitted. It is the contractor’s
responsibility to either submit these bills before the proposed final estimate
or list them as exceptions to the proposed final estimate.

3. The district will show the required deduction on the proposed final estimate
in the same manner as for any other deduction when the contractor has the
following outstanding items:

a. Delinquent or inadequate payrolls
b. Deficiencies in its equal employment opportunity program

c. Violations of requirements related to disadvantaged business
enterprises

(These items are also described under the heading “Payment of a Progress
Estimate After Contract Acceptance” in this section.) When such deductions
are shown, include a statement similar to the following on the letter that
accompanies the proposed final estimate: “The amount of $ ,
which has been deducted for nonsubmittal of documents required by the
contract, will be paid when all such documents have been received.”

e Submit Form CEM-6101, “Project Record-Estimate Request,” to the district
office with the proposed final estimate box checked to initiate the proposed final
estimate.

e The proposed final estimate is to be prepared and sent to the contractor by the
district construction office. It should include the following:

1. A letter transmitting the proposed final estimate to the contractor. This
letter should include the statements shown in Example 1, at the end of this
section.

2. A form for the contractor’s acceptance of the amounts listed in this estimate.
Ensure the form contains wording similar to the wording in Example 2, at
the end of this section.

3. The proposed final estimate report showing the status of item payments
generated by the Contract Administration System along with the “schedule
of extrawork and “schedule of deductions” reports. Samples of these reports
are shown in Examples 3-9.5 through 3-9.9, at the end of this section.
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4. If deductions for items such as staking charges, laboratory charges, railroad
flagging charges, and overruns of contract time are not finalized and shown on
the reports, a list of their estimated maximum amounts must be attached.

Use separate correspondence, not the proposed final estimate, for funds withheld
for labor violations and wage restitution (as opposed to outstanding or inadequate
payrolls).

When money is due on the proposed final estimate, ensure the semifinal estimate
processed immediately after reflects the same “totals” as the proposed final
estimate. If you follow this approach, the contractor will submit claims based on
our “statement of total amount earned,” rather than some “revised” number.

To establish the beginning of the 30 days during which the contractor may submit
written claims, send the proposed final estimate by certified mail, “return receipt
requested,” or overnight delivery.

From the issuance of the proposed final estimate to the receipt of the contractor’s
response, do not enter into any negotiations, written or verbal, concerning the
proposed final estimate or potential claims, except as described in the next bullet.
During this time, negotiating or communicating with the contractor (or issuing
contract change orders) may negate the finality of the proposed final estimate.
If the finality is negated, the contractor may have 30 days from the most recent
communication to respond.

If you discover an error that requires a decrease in a quantity, send a letter to
the contractor stating the discovery of an error, and specify the item and amount
of the change. Also, state that the error will be addressed after the contractor
returns the proposed final estimate. If the contractor discovers and brings to
your attention any errors or discrepancies, handle this situation through separate
correspondence covering only the affected items. For example, if the contractor
disputes the quantity of an item, send a letter to the contractor stating that the
item must be listed as an exception to the proposed final estimate. In the letter,
also state that the item will be analyzed after the return of the proposed final
estimate and exceptions, also known as the “Acceptance Statement.”

When the contractor returns the “Acceptance Statement,” proceed as follows:

1. If the returned Acceptance Statement has no exceptions (claims) and all
documents required under the contract have been received, prepare and
process the final estimate.

2. Ifthereturned Acceptance Statement has no exceptions, but some documents
are still outstanding, continue pressing the contractor, in writing, for the
missing documents. If amounts due the contractor exceed the deductions by
more than $300, prepare and process a semifinal estimate.

3. If the documents have not been received in approximately 60 days, request
advice from the construction field coordinator about further action.

4. If the Acceptance Statement is returned with exceptions, initiate the claims
procedure as outlined in Section 5-4, “Disputes,” of this manual.

When the Acceptance Statement is not returned within the specified 30 days,
ensure it has not been lost in transit and then proceed as follows:
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1. If all documents have been received, prepare and process the final estimate.

2. If some documents are still outstanding, request advice from the construction
field coordinator about further action.

3. If the contractor includes in the Acceptance Statement any claim that is
postmarked or hand-delivered more than 30 days after the date the contractor
received the proposed final estimate, the claim is considered untimely and
will not be processed. On a hand-delivered claim, record the date the claim
arrived, who delivered it, and who received it. Retain the envelope for a claim
that arrived through the mail to establish the date the claim was sent. Inform
the contractor of the late filing by using a letter worded in a similar way
to the letter below. This notification will constitute the final administrative
action on a late claim.

Notification to Inform the Contractor of a Late Filing:
Contractor .

The statement of claim included in your letter dated , was submitted
to us more than 30 days after you received copies of the proposed final estimate
for Contract No. , (County Route and kilopost).

A final estimate is, therefore, being processed for issuance to you as
provided in Section 9-1.07B, “Final Payment and Claims,” of the Standard
Specifications.

Sincerely,
District Construction Office

4. Ifthe contractor includes claims with the return of the proposed final estimate,
the district should immediately acknowledge the receipt of the claims by
sending a written statement similar to the following:

Acknowledgment of the Receipt of Claims:

Your written statement of claims has been received. The engineer will base
the determination of your claims upon the investigation of your statement.

The investigation of your claim statement will begin immediately. If it
is determined that additional information is required, you must furnish it
within 15 days of the request in accordance with Section 9-1.07B, “Final
Payment and Claims,” of the Standard Specifications. You may request in
writing an extension of time to a specific date. Our purpose is to provide
you with the engineer’s final determination on claims in the minimum
possible time, consistent with the assurance that all the facts are available
for consideration.

5. [Iftheinitially submitted claim statement is obviously deficient in information,
use a paragraph similar to the following example in lieu of the second
paragraph above:

-+
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3-914
Final Estimate

Notification of Deficiency of Information:

Your initial submission appears to be deficient as to the following: [Select
appropriate item or items.]

1. Statement of contractual basis for claim

2. Information as to compliance with Section 4-1.03A, Section 9-1.04 of the
Standard Specifications, or both

3. Breakdown of amount claimed due
4. Other, as applicable

Please submit any further information you wish to have considered by [date,
approximately 15 days after the contractor will receive the letter]. If you will
require additional time to prepare your supplementary statement, please request
an extension in writing specifying the date to which the extension is requested.
The engineer intends to make the final determination on claim matters in the
minimum possible time, consistent with the assurance that all the facts are
available for consideration.

6. Examine claims expeditiously. For detailed instructions, refer to Section
5-4, “Disputes,” of this manual.

3-913 Semifinal Estimate

A semifinal estimate is any estimate prepared after issuing the proposed final estimate
and before preparing the final estimate. The primary purpose of a semifinal estimate
is to make timely payment for all nondisputed items that have not been paid on a
previous estimate. However, semifinal estimates can also be issued to make payment
if some, but not all claims, have been resolved.

The proposed final estimate need not show a zero balance for money owed to the
contractor. If the proposed final estimate does identify money owed to the contractor,
immediately run a semifinal estimate after the proposed final estimate. Do not wait
for any response from the contractor to the proposed final estimate. Do not issue any
other estimates until 30 days after issuing the proposed final estimate.

Normally, use the same procedures to issue a semifinal estimate as those to issue a
progress estimate.

3-914 Final Estimate
Submit a final estimate only after one of the following conditions has been met:

e The contractor has submitted all required documents and complete agreement on
payment has been reached.

e The district directors’ determination of claim has been issued.

e The contractor does not respond to the proposed final estimate in the specified
time but has submitted all required documents.

e Or, the district has been advised by the construction field coordinator to
proceed.
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As soon as the district approves the final estimate, it must use a transmittal letter
(see Example 3-9.3 to send it to the contractor. The letter must state the following:
“Submitted herewith in accordance with Section 9-1.07B of the Standard
Specifications is a copy of the final estimate for your Contract No.”

A copy of the transmittal letter is to be sent to the resident engineer to be retained in
the project files.

The district transmits only the final estimate because the disbursing office of the
Division of Accounting Services will mail to the contractor the corresponding copy
of the progress payment voucher.

3-914A Material to Submit

Before payment of a final estimate, the Division of Construction’s progress pay staff
must ensure that administrative details have been completed. For this purpose, the
district must forward the following data before or with all final estimates:

e Submit the proposed final estimate as originally submitted to the contractor,
including transmittal letters.

e Submit the Acceptance Statement returned by the contractor. If the contractor has
refused to sign the statement, submit it with an explanation of the contractor’s
refusal.

» Submit a transmittal letter containing, but not limited to, the following:

1. A list of the forms and attachments being transmitted or an explanation as
to why a form or attachment is missing. Include letters from the Division of
Construction authorizing the submittal of the final estimate without certain
documents and stating the action taken or to be taken as a result of the
missing documents.

2. A statement about the use of materials agreements. If there are no materials
agreements, state this.

3. Astatement that reduced prints of all shop drawings for highway bridges and
railroad bridges have been received from the contractor. If such drawings are
not required, please state so.

4. Correspondence or documents explaining or authorizing the differences
between the proposed final estimate and the final estimate.

5. Form CEM-2402F, “Final Report—Utilization of Disadvantaged Business
Enterprises (DBE), First-Tier Subcontractors.”
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Example 3-9.3 Form Letter for Submitting Proposed Final Estimate to the Contractor

Subject: Proposed Final Estimate

In accordance with the provisions of Section 9-1.07B, “Final Payment and Claims,” of the Standard
Specifications, attached (in triplicate) is a proposed final estimate for

(Contract) (Dist.  Co. Rte. K.P)

Please review the proposed final estimate and, if satisfactory, indicate your approval in the space
provided on the attached Acceptance Statement. Return three copies of the Acceptance Statement to
this office. One copy is for your files.

Please note the following portion of Section 9-1.07B of the Standard Specifications, which states:

“The contractor shall submit written approval of the proposed final estimate or a written statement of
all claims arising under or by virtue of the contract so that the engineer receives the written approval or
statement of claims no later than close of business of the thirtieth day after receiving the proposed final
estimate. If the thirtieth day falls on a Saturday, Sunday or legal holiday, then receipt of the written
approval or statement of claims by the engineer shall not be later than close of business of the next
business day. No claim will be considered that was not included in the written statement of claims, nor
will any claim be allowed as to which a notice or protest is required under the provisions in Sections
4-1.03, ‘Changes’; 8-1.06, ‘Time of Completion’; 8-1.07, ‘Liquidated Damages’; 5-1.116, ‘Differing
Site Conditions’; 8-1.10, ‘Utility and Non-Highway Facilities’; and 9-1.04, ‘Notice of Potential Claim,’
unless the contractor has complied with the notice or protest requirements in those sections.”

Your promptness in returning the signed copies, indicating your approval, will expedite payment of the
final estimate. Alternatively, a signed qualified approval by reason of a written statement of claims will
expedite payment of a semifinal estimate. A statement of claims must include a notarized certificate
containing the language required in Section 9-1.07B of the Standard Specifications.

If claims are submitted in connection with this contract, you will be expected to comply fully with
the fourth paragraph of Section 9-1.07B of the Standard Specifications. The engineer will base the
determination of claims upon the investigation of your statement, in which you will be expected to
presentyour position fully as to the contractual basis of the claim, compliance with contract requirements
such as Section 4-1.03A, “Procedure and Protest,” or Section 9-1.04, “Notice of Potential Claims” of
the Standard Specifications, if applicable, a breakdown of the total amount claimed, and all other
information you consider to be in support of your claim.

As further provided in Section 9-1.07B of the Standard Specifications, in case neither approval nor
a statement of claims is received within 30 days, a final estimate in the amount of this proposed final
estimate will be issued. Your date of receipt of this proposed final estimate establishes the beginning
of the specified 30 days.

Sincerely,

District Construction Office

=&
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Example 3-9.4 Acceptance Statement Form

Subject: Acceptance Statement
Attachment to transmittal letter

Dated Contract
Identification:

I have examined the quantities of contract items and amounts indicated as payment for extra
work and the deductions on the proposed final estimate dated . | agree to
accept the total of $ as indicated, as the total amount earned for all work
performed on the above contract, except as may be indicated below.

Contractor
Exceptions (check one)
By
[ 1 None
[ 1 Asindicated per
attached letter
dated
Title
Date
&&
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Example 3-9.10 Sample Notice of Opportunity for Offset Hearing

STATE OF CALIFORNIA—BUSINESS, TRANSPORTATION AND HOUSING AGENCY ARNOLD SCHWARZENEGGER, Governor

DEPARTMENT OF TRANSPORTATION

DIVISION OF CONSTRUCTION
1120 N STREET

P. 0. BOX 942873 |
SACRAMENTO, CA 94273-0001 - Flex your power!
PHONE (916) XXX-XXXX Be energy efficient!

FAX (916) XXX-XXXX

October 1, 2001

Prime Contractor
Address
City, State Zip

Bonding Company
Address
City, State Zip

Offset Bonding Company
Address
City, State Zip

Dear Sirs:

This notice is to advise you of your rights upon determination of offset by the resident engineer in the amount of $XX,YYY.SS to clear an
accounts receivable billing for contract number PP-RRRRRR, awarded to you by the California Department of Transportation, for highway
construction on Route XX, YYY County, near ZZZZZ7.

You have the right to request an offset hearing pursuant to this offset, as provided for by Government Code, Section 12419.5.

Unless your written request for an offset hearing is received within 20 calendar days of the date of this notice, this offset will be taken against
contract number SS-VVVVVYV, effective DD-MM-YY. Contract number SS-VVVVVV was awarded to you by the California Department of
Transportation, for highway construction on Route XX, YYY County, near ZZZZZ.

If you request an offset hearing, one will be scheduled within approximately ten working days upon receipt of your written request. Under the
procedures outlined under Section 8790.3 of the State Administrative Manual, you are entitled to an opportunity to present any valid objection
you may have to the use of the offset procedure. At the hearing, you will be provided opportunity to present facts that discredit the accounts
receivable, the appropriateness of this offset action, or other evidence you believe is relevant to the determination of the appropriateness of this
offset action.

If you have questions regarding this notice, you may contact me at (BBB) ZZZ-RRRR.
Sincerely,
NAME

Resident Engineer

Attachment / Enclosure

bc:  Division of Construction
District Division Chief Construction
Offset District Division Chief Construction
Headquarters Construction Coordinator
Offset Resident Engineer
Headquarters Accounting Division

initials (author's name / typist)

=&
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Chapter 5

Contract Administration

Section 1 Project Records and Reports

5-101 Forms Used For Contract Administration

5-101A General

| 5-101B Construction Forms

Form CEM-0101,
Form CEM-0501,
Form CEM-0601,
Form CEM-0602,
Form CEM-0603,
Form CEM-1101,
Form CEM-1201,
Form CEM-1202,

Form CEM-1203,
Form CEM-2001,

Form CEM-2002,
Form CEM-2003,
Form CEM-2004,
Form CEM-2101,
Form CEM-2102,
Form CEM-2103,
Form CEM-2401,

Form CEM-2402(F),
Form CEM-2403(F),

| Form CEM-2404(F),
Form CEM-2501,
Form CEM-2502,
Form CEM-2503,
Form CEM-2504,
Form CEM-2504
Form CEM-2505,
Form CEM-2506,

Resident Engineer’s Report of Assignment

Relief from Maintenance

Construction Safety Report

Project Safety Program Statement

Major Construction Incident Notification

Documents Bond of State Highway Oversight Projects
Subcontracting Request

Contractor Action Request—Change of Name/Address Assignment
of Contract Monies

Contractor Action Request—Assignment of Contract Performance

National Pollution Discharge Elimination System Annual
Certification

Notification of Construction (NOC)

Notificationof Completion of Construction (NCC)
Notitfication of Completion of Construction (Desert Areas)
COZEEP Daily Report

COZEEP/MAZEEP Task Order

COZEEP/MAZEEP Cancellation Form

Substitution Report for Disadvantaged Business Enterprise/
Disabled Veteran Business Enterprise

Final Report- Utilization of Disadvantaged Business Enterprises
(DBE), First—Tier Subcontractors

Disadvantaged Business Enterprises (DBE) Certification Status
Change

Monthly DBE Trucking Verification

Fringe Benefit Statement

Contractor/Subcontractor Payroll

Statement of Compliance

Employee Interview: Labor Compliance/EEO

(Spanish), Entrevista de Empleado: Labor Compliance/EEO
Owner—Operator Listing Statement of Compliance

Labor Compliance—Wage Violation

e
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Form CEM-2507, Labor Violation: Case Summary
Form CEM-2508, Contractor’s Payroll Source Document Review
Form CEM-25009, Checklist—Source Document Review
Form CEM-2510, Truck Owner-Operator Certification of Ownership
Form CEM-2601, Construction Progress Chart
| Form CEM-2701,  Weekly Statement of Working Days
Form CEM-2702, Overrun in Contract Time
|  Form CEM-3101, Notice of Materials to be Used
Form CEM-3501, Hot Mix Asphalt Production Report
Form CEM-3502, Hot Mix Asphalt Placement Report
Form CEM-3511, Contractor Job Mix Formula Proposal
Form CEM-3512, Contractor Hot Mix Asphalt Design Data
Form CEM-3513, Caltrans Hot Mix Asphalt Verification
Form CEM-3701, Test Result Summary
Form CEM-3702, Relative Compaction Summary
| Form CEM-3703, Caltrans Production Start-Up Evaluation
Form CEM-4101, Materials Release Summary
Form CEM-4102, Material Inspected and Released on Job
Form CEM-4202, Material Plant Safety Checklist
| Form CEM-4204,  California Test 109 Sticker
Form CEM-4401, Solid Waste Disposal and Recycling Report
Form CEM-4501, Resident Engineer’s Daily Report/Assistant Resident Engineer’s
Daily Report
Form CEM-4601, Assistant Resident Engineer’s Daily Report
| Form CEM-4701,  Drainage System Summary
Form CEM-4801, Quantity Calculations
| Form CEM-4900, Contract Change Order
Form CEM-4901, Contract Change Order Input
Form CEM-4902, Extra Work Bill (Short Form)
Form CEM 4902A, Extra Work Bill—Title Page
Form CEM-4902B, Extra Work Bill—Labor Charges
Form CEM-4902C, Extra Work Bill—Equipment Charges
Form CEM-4902D, Extra Work Bill—Material Charges
Form CEM-4903, Contract Change Order Memorandum
Form CEM-5101, Request for Payment for Materials on Hand
Form CEM-5501, Partnering Facilitator Evaluation—Kick-Off
Form CEM-5502, Partnering Facilitator Evaluation—Close-Out
Form CEM-6002, Contract Administration System (CAS) —Report Requests
Form CEM-6003, Progress Pay—Estimate Project Initiation or Update
| Form CEM-6004,  Contract Transactions Input

e 4
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Form CEM-6101,
Form CEM-6201,
Form CEM-6201A,
Form CEM-6201B,
Form CEM-6201C,
Form CEM-6202,
Form CEM-6203,
Form CEM-6204,
Form CEM-6205,
Form CEM-6301,
Form CEM-6302,
Form CEM-9001,

Form TL-0015,
Form TL-0016,
Form TL-0028,
Form TL-0029,
Form TL-0038,
Form TL-0101,
Form TL-0502,
Form MR-0518,
Form TL-0608,
Form TL-0624,
| Form TL-0625,
Form TL-0649,
Form TL-3096,
Form TL-6013,
Form TL-6014,
Form TL-6037,

Project Record—Estimate Request

Notice of Potential Claim

Initial Notice of Potential Claim

Supplemental Notice of Potential Claim

Full and Final Documentation of Potential Claim
Disputes Review Board (DRB) Establishment
Dispute Review Board (DRB) Update Report
Dispute Review Board (DRB) Issue Report
Dispute Review Board (DRB) Completion Report
Contract Acceptance

Final Materials Certification

Construction Manual Proposed Change

5-101C Materials Engineering and Testing Services Forms

Quality Assurance-Nonconformance Report
Quality Assurance-Nonconformance Resolutiont
Notice of Materials to be Inspected

Report of Inspection of Material

Inspection Request Form

Sample Identification Card

Field Sample of Portland Cement Concrete Sample Card
Job Cement Samples Record

Notice of Materials to be Furnished

Inspection Release Tag

Materials Suitability Tag

Inspector’s Report of Material on Hand
Pavement Core Record

Materials Suitability Documentation Report
Materials Suitability Report

Fabrication Progress Report

5-101D Other State Forms

Form DAS-1,
|  Form DPD-3013,
Form LA-16,

Form LA-17,

Apprentice Agreement
Request for Construction Staking

Product, Material, or Method Report (For Highway Planting or
Erosion Control)

Report of Chemical Spray Operations

| 5-101E Traffic Operations Forms

Form TR-0019,
Form TR-0020,
Form TR-0029,

Notice of Change in Clearance or Bridge Weight Rating
Notice of Change in Vertical or Horizontal Clearance
Notice of Change in Clearance or Bridge Weight Rating

%
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5-101F Federal Forms
Form FHWA-1022, United States Department of Transportation Notice

Form FHWA-1391, Federal-Aid Highway Construction Contractors Annual EEO

Report

Form DOL SF-308, Request for Wage Determination and Response to Request

Equal Employment Opportunity Is The Law—Poster
Form FHWA-1495, Wage Rate Information Federal-Aid Highway Project

5-102 Organization of Project Documents
5-102A General
5-102B Indexing
5-102C Description of Categories
5-102D Category Numbers and Headings
5-102E Alphabetical Listing of Categories

5-103 The Contract Administration System
5-103A General
Table 5-1.1 The Contract Administration System, System Interface
5-103B Project Initiation and Update

5-103B (1)  Completing Form CEM-6003, ““Project Pay-Estimate Project Initiation or

Update™
5-103B (1a) Project Key

5-103B (1b) Card type CO05 (each field is independent and can be updated

separately)
5-103B (1c) Card type C06 to C08
5-103B (1d) Card type C09to C14
5-103B (1e) Card type C15
5-103B (2)  Processing
5-103C Contract Transactions
5-103C (1)  Transaction Types
5-103C (1a) Contract Item Transactions
5-103C (1b) Miscellaneous Transactions
5-103C (1c) Contract Change Order Transactions
5-103C (2)  Completing Form CEM-6004, “Contract Transaction Input”
5-103C (2a) Contract Item Entries
5-103C (2b)  Miscellaneous Transactions
5-103C (2c¢) Contract Change Order Transactions
5-103C (2d) General
5-103C (2e)  Audit Trail

Examples 5-1.1 Quantity Calculation
| Examples 5-1.2 Contract Transaction Input
4
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5-103C (3)  Computer Processing
5-103D Contract Change Orders
5-103D (1)  Completing Form CEM-4901, ““Contract Change Order Input”
5-103D (1la) File
5-103D (1b) Update
5-103D (1c) Replace
5-103D (1d) Delete
5-103D (2)  Edits
5-103E Extra Work Billing
5-103E (1)  Preparing Form CEM-4902, Extra Work Report Bill (Short Form)
5-103E (1a) Basic Information (Title Page)
5-103E (1b) Equipment
5-103E (1c) Other Expenses Subject to Labor Markup
5-103E (1d) Material or Work Done by Specialists, Lump Sum, or Unit Price
Payments
5-103E (1e)  Signature of Prime Contractor’s Representative
5-103E (2)  Processing Form CEM-4902
5-103E (3)  Corrections to Extra Work Bills
5-103F Generating Estimates
5-103F (1)  Procedure
5-103F (1a) Preparing Form CEM-6101, “Project Record Estimate Request”
5-103F (1b)  Estimate Parameters
5-103F (1c) Deductions
5-103F (2)  Computer Processing
5-103F (2a)  Estimate Edits
5-103F (2b)  Estimate Output
5-103F (3)  Potential Problems
5-103G Approval of Estimates
5-103G (1)  The Resident Engineer
5-103G (2)  The District Director
5-103G (3)  Flagging an Estimate for Payment
5-103H Reports Available Through the Contract Administration System
5-103H (1)  District (XX) Estimate Status
5-103H (2)  Project Management
5-103H (2a) The Project File Status Report
5-103H (2b) The Exceptional Contracts Report
5-103H (3)  District (XX) Project Status
5-103H (4)  Progress Payment-Work Done by Office of Structures Construction
(Copies)
5-103H (5)  Project Record-Estimate (Copies)
e
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5-103H (6)  Status of Contract Items

5-103H (7)  Project Record Item Sheet

5-103H (8)  Status of Contract Change Orders

5-103H (9)  Contract Change Order Master Listing

5-103H (10) Bridge Quantities by Structure

5-103H (11) District (XX) Status of Anticipated Changes

5-103H (12) Project Record-Estimate (Dummy)

5-103H (13) Contract Contents Report

5-103H (14) Contract Contents Report-Contract Item Records

5-103H (15) Contract Contents Report-Contract Progress

5-103H (16) DEWRs in Holding File

5-103H (17) Daily Extra Work Report

5-103H (18) Rental Rates and Codes for Miscellaneous Equipment

5-103H (19) Reports for the Office of Structure Construction
5-1031 Field Audits by Accounting Office

5-104 Final Construction Project Records

5-104A General

5-104B Public Access to Project Records

5-104C Disposition of Construction Project Records

5-104D As-Built Plans
5-104D (1)  District Procedure on As-Built Plans
5-104D (2)  Procedure on As-Built Plans for Bridges and Structures
5-104D (3)  Projects Not on State Highways

e 4
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Chapter 5 Contract Administration

Section 1
_ _ Project Records
Section1  Project Records and Reports and Reports
5-101 Forms Used For Contract Administration 5-101
Forms Used
5-101A General for Contract

One of the duties of the resident engineer is to keep accurate and complete recordsof ~ Administration
the work. This section includes a list of forms used in administering a construction

project and maintaining records. Use forms not related directly to contract

administration, such as personnel documents and accounting forms, in accordance

with instructions contained in other Caltrans manuals.

The Division of Construction issues new or revised construction forms. All Division
of Construction forms have a prefix of CEM and a number that is related to the
form’s uniform filing system category. If an existing form no longer meets the need
that it was designed for, use the following procedure to implement a change:

e Complete Form CEM-9001, “Construction Manual Proposed Change,” and send
it to the Division of Construction forms coordinator. Explain the reason for the
proposed change and attach a draft of the proposed revised form.

e The Division of Construction will review the proposed change and make a
decision regarding any future revision.

Not all forms issued by the Office of Materials Engineering and Testing Services
(METS) are listed in this manual. If a test method includes a specific form, contact
METS.

A list of forms issued by the Division of Structure Construction is shown in Volume
I, Section 16 of the Bridge Construction Records and Procedures Manual.

5-101B Construction Forms

All Division of Construction forms are available on the Caltrans Electronic Form
System’s (CEFS) intranet website:

http://cefs.dot.ca.gov/

or on the Division of Construction’s internet site at:
http://www.dot.ca.gov/hg/construc/
Following is a list and descriptions of the Division of Construction forms:

Form CEM-0101, Resident Engineer’s Report of Assignment

When assigned to a new project, the resident engineer must use Form CEM-0101,
“Resident Engineer’s Report of Assignment.” This provides contact information.
Distribute copies of the report according to instructions on the form and any district
instructions.

It is not necessary or desirable to hold the form until all information is available.
Submit partial information with a note that a supplemental form will follow.

e
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Form CEM-0501, Relief from Maintenance

The resident engineer uses Form CEM-0501, “Relief from Maintenance,” to
recommend that the contractor be relieved from maintenance and responsibility in
accordance with Section 7-1.15, “Relief from Maintenance and Responsibility,” of
the Standard Specifications. For more information see Section 3-709, “Relief from
Maintenance and Responsibility,” of this manual.

Form CEM-0601, Construction Safety Report

The resident engineer or the project safety coordinator uses Form CEM-0601,
“Construction Safety Report,” to document monthly project safety reviews.

Form CEM-0602, Project Safety Program Statement

The resident engineer uses Form CEM-0602, “Project Safety Program Statement,”
to list the Code of Safe Practices which apply to the project. This form may also be
used to designate an employee as the project safety coordinator.

Form CEM-0603, Major Construction Incident Notification

The resident engineer uses Form CEM-0603, “Major Construction Incident
Notification,” to report major construction incidents. Instructions for completion are
included on the last page of the form.

Form CEM-1101, Documents Bond of State Highway Oversight Projects

The local agency and Caltrans project manager complete Form CEM-1101,
“Documents Bond of State Highway Oversight Projects.” The project manager
submits the form to the encroachment permits unit when local agencies have failed,
in the past, to produce and submit required documents at the completion of a previous
contract they administered on the state highway system. For details on the use of this
form, see Section 4-101, “Projects with Documents Bond,” of the Caltrans Oversight
Engineer Field Guidelines.

Form CEM-1201, Subcontracting Request (Stock # 7541-3514-7)

The contractor submits Form CEM-1201, “Subcontracting Request.” The resident
engineer uses the form to calculate the percentage of work to be performed by the
contractor. Section 3-8, “Prosecution and Progress,” of this manual describes the
procedures. The resident engineer must approve this form before the contractor can
beginontheapplicablesubcontractedwork. Beforeapproval, verify thatsubcontractors
are not on the Debarred Contractors list on the Division of Construction’s website.

Form CEM-1202, Contractor Action Request—Change of Name/Address -
Assignment of Contract Monies

The contractor submits Form CEM-1202, “Change of Name/Address -Assignment
of Contract Monies,” to the resident engineer to request a change in the contractors
name or address or to request an assignment of monies due or to become due the
contractor under the contract in accordance with Section 8-1.02, “Assignment,” of
the Standard Specifications.

Form CEM-1203, Contractor Action Request—Assignment of Contract
Performance

The original contractor or the contractor’s surety submits Form CEM-1203,
“Assignment of Contract Performance,” to the resident engineers in accordance with
Section 8-1.02, “Assignment,” of the Standard Specifications.
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Form CEM-2001, National Pollution Discharge Elimination System Annual
Certification

The resident engineer uses Form CEM-2001, “National Pollution Discharge
Elimination System Annual Certification,” to file the annual storm water permit
certification by July 1 of each year. See Chapter 7, “Environmental,” for details on
the storm water permit certification.

Form CEM-2002, Notification of Construction (NOC)

The resident engineer, with the assistance of the district construction storm water
coordinator, fills out Form CEM-2002, “Notification of Construction (NOC).” The
Caltrans National Pollutant Discharge Elimination System Permit requires Caltrans
to submit the notification to the Regional Water Control Board. Instructions are
included on the last page of the form.

Form CEM-2003, Notification of Completion of Construction (NCC)

Submits Form CEM-2003, “Notification of Completion of Construction (NCC),”
for projects requiring a storm water pollution prevention plan to the Regional Water
Quality Control Board upon completion of construction. Usually, the resident
engineer submits the notification. However, districts may elect to have the storm
water coordinator, project manager, construction engineer, or other responsible staff
submit this form. This form is not required for water pollution control plan projects.
Directions are on the last page of the form.

Form CEM-2004, Notification of Completion of Construction (Desert Areas)

The resident engineer or district storm water coordinator submits Form CEM-2004,
“Notification of Completion of Construction (Desert Areas),” for projects requiring
a storm water pollution prevention plan for region 6 or 7 of the California Regional

Water Quality Control Board.
Form CEM-2101, COZEEP Daily Report

Jointly, the California Highway Patrol and Caltrans use Form CEM-2101, “COZEEP
Daily Report,” to report highway patrol resources used for the Construction Zone
Enhanced Enforcement Program. Chapter 2, “Safety and Traffic,” of this manual
describes the use of Form CEM-2101.

Form CEM-2102, COZEEP/MAZEEP Task Order

The resident engineer uses Form CEM-2102, “COZEEP/MAZEEP Task Order,” to
request highway patrol support for the Construction Zone Enhanced Enforcement
Program. The use of this form is described in Section 2, “Safety and Traffic,” of this
manual.

Form CEM-2103, COZEEP/MAZEEP Cancellation Form

The resident engineer uses Form CEM-2103, “COZEEP/MAZEEP Cancellation
Form,” to cancel any previously requested highway patrol support for the Construction
Zone Enhanced Enforcement Program. The use of this form is described in Section
2, “Safety and Traffic,” of this manual.

e
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Form CEM-2401, Substitution Report for Disadvantaged Business
Enterprise/Disabled Veteran Business Enterprise

The contractor fills out Form CEM-2401, “Substitution Report for Disadvantaged
Business Enterprise/Disabled Veteran Business Enterprise.” The resident engineer
uses the form to approve disadvantaged business enterprise (DBE) subcontractor
substitutions. For more information on substituting subcontractors refer to Sections 3-
8, “Prosecution and Progress,” and 8-3, “Disadvantaged Business,” of this manual.

Form CEM-2402(F), Final Report- Utilization of Disadvantaged Business
Enterprises (DBE), First - Tier Subcontractors

The contractor fills out and certifies Form CEM-2402(F), “Final Report- Utilization
of Disadvantaged Business Enterprises (DBE), First - Tier Subcontractors.” The
resident engineer verifies the form. It describes work performed and materials
provided by disadvantaged business enterprise subcontractors. See Section 8-3,
“Disadvantaged Business,” of this manual for details.

Form CEM-2403(F), Disadvantaged Business Enterprises (DBE)
Certification Status Change

The contractor fills out and certifies Form CEM-2403(F), “Disadvantaged Business
Enterprises (DBE) Certification Status Change.” The resident engineer uses this form
to verify the actual dollar amount paid to DBE subcontractors on federally funded
projects that have a change in certification status during the course of the contract.
See Section 8-3, “Disadvantaged Business,” of this manual for details.

Form CEM-2404(F), Monthly DBE Trucking Verification

The contractor must submit Form CEM-2404(F), “Monthly DBE Trucking
Verification,” before the 15th of each month. It lists the dollar amount paid to the
DBE trucking companies for truck work performed by DBE certified truckers and for
any fees or commissions for non-DBE truckers utilized each month on the project.
Instructions for filling out this form are located on the last page of the form.

Form CEM-2501, Fringe Benefit Statement

The contractor completes Form CEM-2501, “Fringe Benefit Statement,” for labor
compliance purposes. See Section 8-1, “Labor Compliance,” of this manual for more
information.

Form CEM-2502, Contractor/Subcontractor Payroll

When it is requested, furnish “Form CEM-2502, Contractor/Subcontractor Payroll,”
to the contractor. It is used to fulfill the payroll submittal requirements of the contract.
See Section 8-1, “Labor Compliance,” of this manual for more information.

Form CEM-2503, Statement of Compliance

The contractor may use Form CEM-2503, “Statement of Compliance,” for the
required statement of compliance with payroll submittals. See Section 8-1, “Labor
Compliance,” of this manual for more information.

Form CEM-2504, Employee Interview: Labor Compliance/EEO
(Stock # 7541-3512-3)

Use Form CEM-2504, “Employee Interview: Labor Compliance/EEO,” to record
information from interviews of contractors’ employees. Directions to interviewer
are on the back of the form. See Section 8-1, “Labor Compliance,” of this manual
for more information.
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Form CEM-2504, (Spanish), Entrevista de Empleado: Labor Compliance/EEO
Same as previous. Form printed in Spanish.
Form CEM-2505, Owner - Operator Listing Statement of Compliance

If they do not include this data on their certified payrolls, contractors may use Form
CEM-2505, “Owner - Operator Listing Statement of Compliance,” for reporting
payments made to owner-operators. See Section 8-1, “Labor Compliance,” of this
manual for more information.

Form CEM-2506, Labor Compliance — Wage Violation

The district labor compliance officer uses Form CEM-2506, “Labor Compliance
— Wage Violation,” to document labor compliance wage violations. See Section 8-1,
“Labor Compliance,” of this manual for more information.

Form CEM-2507, Labor Violation: Case Summary

The district labor compliance officer uses Form CEM-2507, “Labor Violation: Case
Summary,” in conjunction with Form CEM-2506 to summarize labor violation cases.
See Section 8-1, “Labor Compliance,” of this manual for more information.

Form CEM-2508, Contractor’s Payroll Source Document Review

The district labor compliance officer uses Form CEM-2508, “Contractor’s Payroll
Source Document Review” to document the verification of the contractors’ payroll
source document review. See Section 8-1, “Labor Compliance,” of this manual for
more information.

Form CEM-2509, Checklist — Source Document Review

The district labor compliance officer uses Form CEM-2509, “Checklist — Source
Document Review,” during the contractor’s payroll source document review. See
Section 8-1, “Labor Compliance,” of this manual for more information.

Form CEM-2510, Truck Owner-Operator Certification of Ownership

The truck owner-operator uses Form CEM-2510, “Truck Owner-Operator
Certification of Ownership,” to identify the vehicle used and certify ownership or
lease of the vehicle. The Form CEM-2510 should be submitted once per project to the
district labor compliance office unless changes to the data would necessitate a new
form. See Section 8-1, “Labor Compliance,” of this manual for more information.

Form CEM-2601, Construction Progress Chart

The resident engineer maintains Form CEM-2601, “Construction Progress Chart,”
for each project. See Section 3-8, “Prosecution and Progress,” of this manual for
details.

Form CEM-2701, Weekly Statement of Working Days (Stock # 7541-3528-7)

The resident engineer uses Form CEM-2701, “Weekly Statement of Working Days,”
to track contract time on construction contracts. The last page of the form and Section
3-8, “Prosecution and Progress,” of this manual contain instructions for filling out
the weekly statement of working days.

Form CEM-2702, Overrun in Contract Time

The Division of Construction uses Form CEM-2702, “Overrun in Contract Time,”
to approve “director days.” For more information see Section 3-8, “Prosecution and
Progress,” of this manual.
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Form CEM-3101, Notice of Materials to Be Used (Stock # 7541-3511-1)

The contractor must use Form CEM-3101, “Notice of Materials to Be Used,” to list
all materials to be used on the project. See Section 6-2, “Acceptance of Manufactured
Material and Sampling Methods,” of this manual for details on the use of this form.
Instructions to the contractor are on the last page of the form.

Form CEM-3501, Hot Mix Asphalt Production Report

The plant inspector uses Form CEM-3501, “Hot Mix Asphalt Production Report,” to
document daily hot mix asphalt production processes and report any plant, material
and production deficiency to the resident engineer.

Form CEM-3502, Hot Mix Asphalt Placement Report

The paving inspector uses Form CEM-3502, “Hot Mix Asphalt Placement Report,”
to document daily hot mix asphalt placement processes and report any material and
construction deficiencies to the resident engineer.

Form CEM-3511, Contractor Job Mix Formula Proposal

The contractor uses Form CEM-3511, “Contractor Job Mix Formula Proposal,” to
submit to the resident engineer, before the work begins, the hot mix asphalt mix
formula they have tested and intend to use on the project. Form CEM-3511 states job
mix formula target values for aggregate sieves and the percent of asphalt binder, as
well as, source information for all materials.

Form CEM-3512, Contractor Hot Mix Asphalt Design Data

The contractor uses Form CEM-3512, “Contractor Hot Mix Asphalt Design Data,”
to document the testing data developed by the mix design laboratory. See Section
4-39, “Hot Mix Asphalt,” of this manual for more information.

Form CEM-3513, Caltrans Hot Mix Asphalt Verification

On Form CEM-3513, Caltrans verifies that the proposed job mix formula complies
with the specifications. The resident engineer signs and returns Form CEM-3513
to the contractor. See Section 4-39, “Hot Mix Asphalt,” of this manual for more
information.

Form CEM-3701, Test Result Summary

Resident engineers may use Form CEM-3701, “Test Result Summary” to summarize
acceptance tests on each material. See Category 37, “Initial Tests and Acceptance
Tests,” in Section 5-102, “Organization of Project Documents,” of this manual for
details.

Form CEM-3702, Relative Compaction Summary

Resident engineers may use Form CEM-3702, “Relative Compaction Summary,” to
summarize compaction test results in the same manner that Form CEM-3701 is used
for other tests.

Form CEM-3703, Caltrans Production Start-Up Evaluation

Resident engineers use Form CEM-3703, “Caltrans Production Start-Up Evaluation,”
to record the testing results at the beginning of production. Refer to Section 4-39,
“Hot Mix Asphalt,” of this manual for more information.
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Form CEM-4101, Materials Release Summary

Resident engineers use Form CEM-4101, “Materials Release Summary,” to
summarize the materials released by METS and materials inspected at the jobsite.

Form CEM-4102, Material Inspected and Released on Job

Resident engineers use Form CEM-4102, “Material Inspected and Released on Job,”
to list certain materials that may arrive on the jobsite without a Form TL-0029,
“Report of Inspection of Material.” See Section 6-3, “Field Tests,” of this manual
for details.

Form CEM-4202, Material Plant Safety Checklist

The materials plant inspector uses Form CEM-4202, “Material Plant Safety
Checklist,” when checking a materials plant for safety.

Form CEM-4204, California Test 109 Sticker

The district weights and measures coordinator affixes Form CEM-4204, “California
Test 109 Sticker” to each scale tested in accordance with California Test 109. Obtain
the form from the Division of Construction weights and measures coordinator. See
Section 3-903E, “Weighing and Metering Procedures,” of this manual for details.

Form CEM-4401, Solid Waste Disposal and Recycling Report

The contractor completes and certifies the information reported on CEM-4401, “Solid
Waste Disposal and Recycling Report.” The resident engineer reviews then submits
the approved form to the district recycling coordinator with a copy to the statewide
recycling coordinator in headquarters Division of Design. The use of this form is
described in Section 7-109, “Solid Waste Disposal and Recycling Reporting,” of
this manual.

Form CEM-4501, Resident Engineer’s Daily Report/Assistant Resident
Engineer’s Daily Report (Stock # 7541-3506-1)

The resident engineer and the assistant resident engineers use Form CEM-4501,
“Resident Engineer’s Daily Report/Assistant Resident Engineer’s Daily Report,” to
record project activities daily. For more information see Section 5-0, “Conduct of the
Work,” of this manual.

Form CEM-4601, Assistant Resident Engineer’s Daily Report
(Stock # 7541-3504-6)

Assistant resident engineers use Form CEM-4601, “Assistant Resident Engineer’s
Daily Report,” to record daily individual contract item activity. It is also used to
record extra work activity and to verify contractors’ personnel listed on payrolls. For
more information see Section 5-0, “Conduct of the Work,” of this manual.

Form CEM-4701, Drainage System Summary

Resident engineers and assistant resident engineers use Form CEM-4701, “Drainage
System Summary,” to record progress and summarize activity on drainage contract
items. See Category 47, “Drainage Systems,” in Section 5-102, “Organization of
Project Documents,” of this manual for details.

e
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Form CEM-4801, Quantity Calculations (Stock # 7541-3520-0)

Resident engineers and assistant resident engineers use Form CEM-4801, “Quantity
Calculations,” for the basic source document for most contract item quantity
calculations.

Form CEM-4900, Contract Change Order

Resident engineers use Form CEM-4900, “Contract Change Order,” for contract
change orders. See Section 5-3, “Contract Change Orders,” of this manual for
information about contract change orders.

Form CEM-4901, Contract Change Order Input (Stock # 7541-3516-2)

Resident engineers and assistant resident engineers use Form CEM-4901, “Contract
Change Order Input,” to input contract change orders for the project record and
estimate data. See Section 5-103D, “Contract Change Orders,” of this manual for
details.

Form CEM-4902, Extra Work Bill (Short Form) (Stock # 7541-3500-8)

Contractors use Form CEM-4902, “Extra Work Bill (Short Form),” for billing extra
work. Details for use are on the last page of the form and are also included in Section
5-103E, “Extra Work Billing,” of this manual. The resident engineer may approve
contractor-designed forms. With prior approval from the Division of Construction,
the contractor may submit extra work bill data on a computer report identical to
Form CEM-4902 for all Caltrans projects.

Form CEM 4902A, Extra Work Bill—Title Page (Stock # 7541-3496-7)

Contractors use Form CEM 4902A, “Extra Work Bill - Title Page,” for billing extra
work. It is the first page of the 4-part extra work bill. It identifies the project, contract
change order number, method of payment and performer of work. This form also
provides for manual calculation of the bill. Details for use are on the last page of the
form and are also included in Section 5-103E, “Extra Work Billing,” of this manual.
The resident engineer may approve contractor-designed forms. With prior approval
from the Division of Construction, the contractor may submit extra work bill data on
a computer report identical to Form CEM-4902A for all Caltrans projects.

Form CEM-4902B, Extra Work Bill—Labor Charges (Stock # 7541-3497-9)

Contractors use Form CEM-4902B, “Extra Work Bill - Labor Charges,” for billing
extrawork. Itis used to enter labor charges and other expense subject to labor markup.
This form is used with CEM-4902A, “Extra Work Bill Title Page.” Details for use
are on the last page of the form and are also included in Section 5-103E, “Extra Work
Billing,” of this manual. The resident engineer may approve contractor-designed
forms. With prior approval from the Division of Construction, the contractor may
submit extra work bill data on a computer report identical to Form CEM-4902B for
all Caltrans projects.
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Form CEM-4902C, Extra Work Bill—Equipment Charges

Contractors use Form CEM-4902C, “Extra Work Bill—Equipment Charges,” for
billing extra work. It is used to enter equipment charges to the extra work bill. This
form is used with CEM-4902A, “Extra Work Bill - Title Page.” Details for use are on
the back of the form and are also included in Section 5-103E, “Extra Work Billing,”
of this manual. The resident engineer may approve contractor-designed forms. With
prior approval from the Division of Construction, the contractor may submit extra
work bill data on a computer report identical to Form CEM-4902C for all Caltrans
projects.

Form CEM-4902D, Extra Work Bill—Material Charges

Contractors use Form CEM-4902D, “Extra Work Bill - Material Charges,” for billing
extra work. It is used to enter material charges to the extra work bill. This form is
used with CEM-4902A, “Extra Work Bill - Title Page.” Details for use are on the
last page of the form and are also included in Section 5-103E, “Extra Work Billing,”
of this manual. The resident engineer may approve contractor-designed forms. With
prior approval from the Division of Construction, the contractor may submit extra
work bill data on a computer report identical to Form CEM-4902D for all Caltrans
projects.

Form CEM-4903, Contract Change Order Memorandum

Resident engineers use Form CEM-4903, “Contract Change Order Memorandum” in
conjunction with Form CEM-4900, “Contract Change Order,” to report the necessary
engineering and administrative data relative to the change. See Section 5-3, “Contract
Change Orders,” of this manual for details.

Form CEM-5101, Request for Payment for Materials on Hand

Contractors use Form CEM-5101, “Request for Payment for Materials on Hand,” to
request payment for materials on hand. Instructions for the form and administrative
procedures are covered in Section 3-9, “Measurement and Payment,” of this
manual.

Form CEM-5501 Partnering Facilitator Evaluation - Kick-Off

When partnering is implemented on a Caltrans construction project, the resident
engineer uses Form CEM-5501 to gather project team evaluations of the partnering
facilitator’s performance following the kick-off partnering workshop.

Form CEM-5502, Partnering Facilitator Evaluation - Close-Out

The resident engineer uses Form CEM-5502 to gather project team evaluations of the
partnering facilitator’s performance following the close-out partnering workshop.

Form CEM-6002, Contract Administration System (CAS)—Report Requests

Use Form CEM-6002, “Contract Administration System (CAS)—Report Requests,”
to obtain reports available from the contract administration system. See Section 5-
103, “The Contract Administration System,” of this manual for details.

Form CEM-6003, Progress Pay—Estimate Project Initiation or Update

Use Form CEM-6003, “Progress Pay—Estimate Project Initiation or Update,” to add
new information or to change information in the contract administration system. For

details see Section 5-103B, “Project Initiation and Update,” of this manual.
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Form CEM-6004, Contract Transactions Input

Use Form CEM-6004, “Contract Transactions Input,” to input estimate data into
the contract administration system for the project record and estimate. See Section
5-103C, “Contract Transactions,” of this manual for details.

Form CEM-6101, Project Record—Estimate Request

The resident engineer uses Form CEM-6101, “Project Record—Estimate Request,”
to request that an estimate be run. See Section 5-103F (1), “Procedure,” of this
manual for details.

Form CEM-6201, Notice of Potential Claim

Contractors use Form CEM-6201, “Notice of Potential Claim,” to submit notices
of potential claims to the resident engineer. For details on the use of this form see
Section 5-4, “Disputes,” of this manual.

Form CEM-6201A, Initial Notice of Potential Claim

Contractors use Form CEM-6201A , “Initial Notice of Potential Claim,” to submit an
early notice of a potential claim issue. For details on the use of this form, see Section
5-4, “Disputes,” of this manual.

Form CEM-6201B, Supplemental Notice of Potential Claim

Contractors use Form CEM-6201B, “Supplemental Notice of Potential Claim,” to
submit a detailed description along with the necessary attachments of the nature,
circumstances, and estimated costs of a potential claim as a follow up to Form CEM-
6201A, “Initial Notice of Potential Claim.”

Form CEM-6201C, Full and Final Documentation of Potential Claim

Contractors use Form CEM-6201C, “Full and Final Documentation of Potential
Claim,” to submit a complete documentation of a potential claim after completion of
the work for which Forms CEM-6201A and CEM-6201B have been submitted. For
details on the use of this form, see Section 5-4, “Disputes,” of this manual.

Form CEM-6202, Dispute Review Board (DRB) Establishment

Resident engineers complete and submit Form CEM-6202, “Dispute Review Board
(DRB) Establishment Report,” to the Division of Construction after the initial DRB
meeting has been held. For details on the use of this form, see Section 5-4, “Disputes,”
of this manual.

Form CEM-6203, Dispute Review Board (DRB) Update Report

Resident engineers complete and submit Form CEM-6203, “Dispute Review Board
(DRB) Update Report,” to the Division of Construction yearly beginning on the
anniversary of the contract first working day. For details on the use of this form, see
Section 5-4, “Disputes,” of this manual.

Form CEM-6204, Dispute Review Board (DRB) Issue Report

Resident engineers complete and submit Form CEM-6204, “Dispute Review Board
(DRB) Issue Report,” to the Division of Construction when Caltrans has sent a
response to DRB recommendation and the contractor’s response has been received
or has been accepted by default. For details on the use of this form see Section 5-4,
“Disputes,” of this manual.
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Form CEM-6205, Dispute Review Board (DRB) Completion Report

Resident engineers complete and submit Form CEM-6205, “Dispute Review Board
(DRB) Completion Report,” to the Division of Construction 30 days after receipt of
the contractor’s exceptions to the proposed final estimate. For details on the use of
this form see Section 5-4, “Disputes,” of this manual.

Form CEM-6301, Contract Acceptance

Resident engineers use Form CEM-6301, “Contract Acceptance,” to document
acceptance and the various quantities delivered by the contract. Instructions are on the
back of the form. For details on the use of this form see Section 3-710, “Acceptance
of Contract,” of this manual.

Form CEM-6302, Final Materials Certification

Resident engineers use Form CEM-6302, “Final Materials Certification,” to
document that tests on acceptance samples indicate the materials incorporated in
the construction work, and the construction operations controlled by sampling and
testing, were in conformity with the approved plans and specifications.

Form CEM-9001, Construction Manual Proposed Change

Caltrans personnel may use Form CEM-9001, “Construction Manual Proposed
Change,” to submit a recommendation for a change to the Construction Manual.
Forms should be sent to the Division of Construction, Publications Unit.

5-101C Materials Engineering and Testing Services Forms

Office of Structural Materials, under Materials Engineering and Testing Services
(METS), is responsible for TL forms. They may be ordered by stock number from
district warehouses or stockrooms. Find forms without stock numbers on the Office
of Structural Material’s intranet website.

http://onramp.dot.ca.gov/hg/esc/mets/structure materials/index.shtml

Form TL-0015, Quality Assurance-Nonconformance Report

METS uses Form TL-0015, “Quality Assurance-Nonconformance Report,” when
METS personnel discover that structural material or quality control procedures do
not meet specific contract requirements. METS sends a copy of TL-0015 to the
resident engineer.

Form TL-0016, Quality Assurance-Nonconformance Resolution

METS uses Form TL-0016, “Quality Assurance-Nonconformance Resolution,” to
document the resolution to an outstanding Form TL-0015. METS sends a copy of
TL-0016 to the resident engineer.

Form TL-0028, Notice of Materials to be Inspected at the Jobsite

METS uses Form TL-0028, “Notice of Materials to be Inspected at the Jobsite,” to
assign inspection duties. METS sends a copy of TL-0028 to the resident engineer.

Form TL-0029, Report of Inspection of Material

METS uses Form TL-0029, “Report of Inspection of Material,” to confirm that
material has been inspected, to which the inspector has attached inspection release
tags or other means of identification. METS sends a copy of TL-0029 to the resident
to the resident engineer, who will compare it with inspection tags or markings on
delivered materials.
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Form TL-0038, Inspection Request Form

METS uses Form TL-0038, “Inspection Request Form,” to document requests by the
vendor or fabricator for bid items that require inspection.

Form TL-0101, Sample Identification Card

Use Form TL-0101, “Sample Identification Card,” to submit samples to METS or
district materials laboratories for testing materials other than field samples of concrete
(compressive strength) and cement samples.

Form TL-0502, Field Sample of Portland Cement Concrete Sample Card
(Stock #7541-6018-8)

Use Form TL-0502, “Field Sample of Portland Cement Concrete Sample Card,”
to submit compressive strength samples of concrete. Refer to Section 6-3, “Field
Tests,” for details on marking of samples.

Form MR-0518,  Job Cement Samples Record (Stock # 7541-6019-0)

Use Form MR-0518, “Job Cement Samples Record,” to submit cement samples for
testing. Instructions for the use of this form are found in Section 6-2, “Acceptance of
Manufactured Material and Sampling Methods,” of this manual.

Form TL-0608, Notice of Materials to be Furnished

METS uses Form TL-0608, “Notice of Materials to be Furnished,” to inform all
parties that METS will inspect and release material before its sent to the jobsite. A
TL-0038,”Inspection Request form is included with the TL-0608 that is sent to the
vendor and fabricator.

Form TL-0624, Inspection Release Tag

When a METS Inspector has inspected material, the inspector will attach Form TL-
0624, “Inspection Release Tag,” with lot numbers, inspector’s initials, and date of
inspection. For materials where it is not practicable to attach tags, the inspector will
mark lot numbers on the material in lieu of attaching the tags.

Form TL-0625, Materials Suitability Tag

METS uses Form TL-0625, “Materials Suitability Tag,” as part of the Blue Tag
process to verify that a quality assurance inspector has inspected the material and
released it to the jobsite. The blue tag attached to the material includes the contract
number, state lot number, Blue Tag number, inspector’s initials, and date of
inspection. For materials where it is not practicable to attach tags, the inspector will
mark lot numbers of materials in lieu of attaching the tags.

Form TL-0649, Inspector’s Report of Material on Hand

METS uses Form TL-0649, “Inspector’s Report of Material on Hand,” to verify
that material has been inspected and is in acceptable condition. See Section 3-9,
“Measurement and Payment,” of this manual for details.

Form TL-3096, Pavement Core Record

The district materials unit uses Form TL-3096, “Pavement Core Record,” to record
the data on cores that are taken to determine pavement thickness. See Section 4-40,
“Portland Cement Concrete Pavement,” of this manual for details.

Form TL-6013, Materials Suitability Documentation Report

METS structural material representative, in consultation with the resident engineer
and design staff as needed, completes TL-6013, “Materials Suitability Documentation
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Report,” as part of the Blue Tag process. This form documents the decision to release
material that is tagged with TL-6025 and is listed in TL-6014.

Form TL-6014, Materials Suitability Report

Form TL-6014 is completed by the METS quality assurance inspector and is
used to list the material to be released with TL-0625, “Materials Suitability Tag.”
The report includes material description, Blue Tag number and description of the
nonconformance.

Form TL-6037, Fabrication Progress Report

METS uses Form TL-6037, “Fabrication Progress Report,” to notify resident
engineers of progress being made on fabrication of various items. See Section 3-9,
“Measurement and Payment,” for details.

5-101D Other State Forms

Following is a list of state forms used in contract administration that are not issued
by the Division of Construction or METS. With the exception of the DAS-1 form,
all of these forms are available on the Caltrans Electronic Forms System’s intranet
website at: http://cefs.dot.ca.gov/

Form DAS-1, Apprentice Agreement

Form DAS-1, “Apprentice Agreement,” provides evidence of registration of
the contractor’s apprenticeship program. Contractors obtain Form DAS-1 from
the California Department of Industrial Relations, Division of Apprenticeship
Standards

http://www.dir.ca.gov/das/forms.htm
Form DPD-3013, Request for Construction Staking (Stock #7541-4542-7)

The contractor uses Form DPD-3013, “Request for Construction Staking,” to
request construction staking. The resident engineer and the survey party chief add
information to the request. It serves as a record of construction staking and any
charges to the contractor for restaking. For information on construction surveys and
use of Form DPD-3013, see Chapter 12, “Construction Surveys,” of the Caltrans
Surveys Manual.

Form LA-16, Product, Material, or Method Report (For Highway Planting
or Erosion Control)

Use Form LA-16, “Product, Material, or Method Report (For Highway Planting or
Erosion Control),” to report new products, materials, or methods for erosion control
and highway planting. Send the completed report to the district landscape architect
and to the Landscape Architecture Program. See Section 4-2001, “General,” of this
manual for details.

Form LA-17, Report of Chemical Spray Operations

The contractor uses Form LA-17, “Report of Chemical Spray Operations,” to
submit the required weekly pesticide application report. See Section 4-2003C (2),
“Pesticides,” of this manual for details.

5-101E Traffic Operations Forms

The following forms are from the Division of Traffic Operations and used to change
clearances or Bridge Weight Rating, and located at:

http://www.dot.ca.gov/ha/traffops/permits/
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Form TR-0019, Notice of Change in Clearance or Bridge Weight Rating

Use Form TR-0019, “Notice of Change in Clearance or Bridge Weight Rating,” to
report permanent changes to vertical or horizontal clearance for vehicular traffic or
permanent changes in bridge permit ratings on divided roadways. See Section 3-
705B, “Clearance and Bridge Permit Rating Changes (Permanent),” of this manual
for details.

Form TR-0020, Notice of Change in Vertical or Horizontal Clearance

Use Form TR-0020, “Notice of Change in Vertical or Horizontal Clearance,” to
report permanent changes to vertical or horizontal clearance for vehicular traffic.
See Section 3-705B, “Clearance and Bridge Permit Rating Changes (Permanent),”
of this manual for details.

Form TR-0029, Notice of Change in Clearance or Bridge Weight Rating

Use Form TR-0029, “Notice of Change in Clearance or Bridge Weight Rating,” to
report permanent changes to vertical or horizontal clearance for vehicular traffic or
permanent changes in bridge permit ratings on undivided roadways. See Section 3-
705B, “Clearance and Bridge Permit Rating Changes (Permanent),” of this manual
for details.

5-101F Federal Forms

Following is a list of some federal forms that are used in contract administration.
Obtain the forms from the United States Department of Transportation, Federal
Highway Administration’s website:

http://www.fhwa.dot.gov/
Form FHWA-1022, United States Department of Transportation Notice

The contractor must post Form FHWA-1022 “United States Department of
Transportation Notice,” on each federal-aid highway project in one or more places
where it is readily available to all personnel associated with the project. The resident
engineer must also post the notice at the Caltrans field office.

Form FHWA-1391, Federal-Aid Highway Construction Contractors Annual
EEO Report

The contractor must submit Form FHWA-1391 “Federal-Aid Highway Construction
Contractors Annual EEO Report,” on all federal aid contracts over $10,000. All
subcontractors on federal aid projects whose subcontracts exceed $10,000 must also
submit the report. Contractors and subcontractors include project employment data
for the last full week of July on the report.

Form DOL SF-308, Request for Wage Determination and Response to Request

On federal-aid contracts, request wage rate determinations on the United States
Department of Labor Form SF-308, “Request For Wage Determination and Response
to Request.” Obtain the form from the United States Department of Transportation,
Federal Highway Administration’s website:

http://www.dol.gov/ESA/programs/dbra/sf308.htm

Equal Employment Opportunity Is The Law—~Poster

The contractor must post the “Equal Employment Opportunity Is The Law Poster” on
each federal-aid highway project in one or more places where it is readily available
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to all personnel associated with the project. The resident engineer must also display
the poster at the Caltrans field office. Obtain the poster from the United States
Department of Transportation, Federal Highway Administration’s website listed at
the beginning of this section or the district labor compliance officer.

Form FHWA-1495 Wage Rate Information Federal-Aid Highway Project

The contractor must post Form FHWA-1495 “Wage Rate Information Federal-
Aid Highway Project,” with the Secretary of Labor minimum wage rate schedule
attached, at the jobsite where the workers can easily see it. The form is available on
the FHWA website listed at the beginning of this section.

5-102 Organization of Project Documents

5-102A General

This section describes the uniform filing system for organizing project records and
reports. The system uses numbered categories for filing project documents. Use the
uniform filing system on all projects.

There are 63 categories in the filing system. There are several unassigned categories.
Use them for project documents that do not fit in assigned categories. If necessary,
divide a category into subcategories.

Assign the appropriate category numbers to documents filed at a separate location
(such as a field office hanging file). The filing system will then be correct when
records are brought together after project completion.

Obtain preprinted category labels, stock number 7690-0150-6, from the district
warehouse.

5-102B Indexing

Use a category index, similar to the sample shown at the end of this section, or an
index of categories that is supplied with the labels, for each project. Post the index
in a prominent location.

When the location of a category is separate from the main file, indicate its location
on the index under appropriate heading.

5-102C Description of Categories

The discussion below describes the documents that should be included in each
category and, for some categories, a recommended order of the documents in the
categories.

Category 1, Project Personnel

Include all personnel related records in this category. Suggested subcategories are
listed below. On smaller projects, some of the listed subcategories may be combined
when the amount of detail shown is not warranted.

* Form CEM-0101, “Resident Engineer’s Report of Assignment”
* Attendance Report

*  Overtime Records

* Monthly Time Sheets

e Overtime Requests and Authorizations

California Department of Transportation « Construction Manual ¢ September 2008

5-102

Organization of
Project Documents

e

Project Records and Reports

5-1.15



e

e Absence Requests

e Personnel Transfer Records

e Personnel Roster

e Travel Expense Claims and Records

* Individual Personnel File. Use this for a file on each individual containing
emergency telephone numbers, experience or training records, among other
things.

Category 2, Project Office Equipment and Supplies

In this category, file those documents relating to equipment and supplies. Include
records of equipment and supplies that have been received or returned. The
subcategories listed below outline the scope of this category.

* Equipment Inventory

e Shipping Records (related shipping and receiving records should be stapled
together)

e Receiving Records

e Transfer Requests

e Local Requests

e Automotive Records

e Cash Expenditure Vouchers

» Purchase Orders

e Bills of Lading

Category 3, Equipment and Personnel Cost Reports
In this category, file construction engineering cost reports.
Category 4, Service Contracts

In this category, file those documents related to the project office utilities and
services. File requests for service along with all correspondence relating to project
office service contracts in an appropriate subcategory. File the receiving records for
bills for utilities and services in a “date received” sequence.

It is recommended that a separate subcategory be used for each company or each
service agreement. File purchase orders for supplies in Category 2, “Project Office
Equipment and Supplies.”

The subcategories that may be included in this category are as follows:
* Rent

e Electricity

* Gas

e Telephone

*  Water

e Additional service agreements, as required

California Department of Transportation ¢ Construction Manual  September 2008

5-1.16

Project Records and Reports



Do not confuse this category with Category 16, “Utility Agreements,” Category 17,
“Utility Work Performed,” or a subcategory of Category 52, “Charges to Contract
Allotment.” These are part of the project’s construction operations. Category 4
includes only those transactions connected with the resident engineer’s office.

Category 5, General Correspondence

In this category, file those letters that do not relate to any other category or subcategory
in use. File correspondence concerning a subject that directly relates to some other
category in that category. For example file correspondence developed in connection
with a contract change order in the contract change order category file.

File correspondence filed in any subcategory in chronological order.

When the volume of correspondence builds up, segregate and divide it into more
detailed subject subcategories. When appropriate, transfer correspondence from
Category 5 to a more specific category. For example, a property owner may object
to certain conditions on the project. After considerable correspondence, The resident
engineer writes a contract change order to solve the problem. At this point, the
resident engineer should transfer all of the correspondence related to the contract
change order to the contract change order category file.

A letter might cover subjects in different categories. When the letter relates directly
to two subjects, file a copy in each category or cross-reference to the location of
the original. Cross-referencing need be only a note describing the letter filed in the
appropriate category.

The following are examples of the subcategories in Category 5. The number of
subcategories will depend on the volume of correspondence. Show all subcategories
in the index.

e Todistrict office

* From district office
e To contractor

e From contractor

e Property owners

»  Utility companies

» Any additional subcategories that may be required depending on the volume of
the correspondence.

Category 6, Safety

File project documents relating directly to safety in this category. Suggested
subcategories are shown below:

e Employee Safety
e Contract Documents Relating to Safety

» Correspondence with the Division of Occupational Safety and Health (Cal/
OSHA)

» A copy of the contractor’s Code of Safe Practices in use for the project
Category 7, Public Relations
File the various documents covering the subject of public relations in this category.

e
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Category 8, Construction Surveys

Use this category for filing all survey documents that do not directly or solely relate
to another category.

File Form DPD-3013, “Request for Construction Staking,” in this category. Create
subcategories for requests on which staking has been completed and for those where
staking has not been completed. Cross-file staking requests that include restaking
charges in Category 54, “Deductions from Payment to Contractor.”

Category 9, Welding

In this category, file documents relative to welding in accordance with instructions
in Section 180, “Welding,” of the Bridge Construction Records and Procedures
Manual.

Category 10, Extra Category Number

Use this extra category number for project documents that do not fit in presently
established categories. When used, enter the name of the category on the index
sheet.

Category 11, Information Furnished at Start of Project

In this category, file documents related to planning, design, contract funding,
advertising, and opening bids. Do not file documents in this category that apply solely
or directly to other established categories. This category should contain the following
items. Create subcategories as necessary because of the volume of documents.

e Project Report

*  Preliminary Report

e Project Expenditure Authorization, (including Supplemental Allotments)
e Detailed Estimate of Project Cost

* Notice of Award of Contract

e Bid Summary Sheets

e Federal Detail Estimate

e Executed Contract, Special Provisions, and Plans

* Notice of Approval of the Contract.

*  Environmental Permits

e Encroachment Permits and Cooperative Agreements
e Bidder Inquiry Information

Category 12, Contractor

Use this category to file the various documents that the contractor is required to
submit. Do not use it for general correspondence or documents appropriate to another
specific category. The following subcategories suggest the scope of the category:

e Contractor’s organization including the designation of the contractor’s authorized
representative as required by Section 5-1.06, “Superintendence,” of the Standard
Specifications

e Contractor’s equipment list
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e Contractor’s borrow agreements

e List of subcontractors and other project documents concerning subcontracting
e Shop plans, if not filed under another appropriate category

» Falsework plans

* Insurance documents as required in Section 7-1.12, “Indemnification and
Insurance,” of the Standard Specifications

Category 13, Signs and Striping

In this category, file all documents relayed to signing, delineation, and handling
public traffic during construction. Suggested subcategories are listed below.

e Layout of Construction Signs

e Detour Design, Striping and Signing
» Traffic Striping Diagrams

Category 14, Photograph Records

File routine photographs and their identification in this category. File photographs
relating to claims in Category 62, “Disputes.” It is a good practice to take photographs
on a monthly basis to document the work during construction. Maintain videotapes
and digital photo files in an organized manner. Note the location of these items in
this category file.

Suggested subcategories for this category are:

» Before Construction

*  During Construction

» After Construction

Category 15, Accidents

In this category, file documents related to accidents. Subcategories may include:
e Caltrans Employee Accident and Injury Reports.

e Caltrans Vehicle Accident Reports.

e California Highway Patrol Accident Reports.

» Local Police Accident Reports.

* Records and Investigations of Public Traffic Accidents.
» Records and Investigations of Contractor Accidents.
Category 16, Utility Agreements

In this category, file those documents that relate to work to be done to utility facilities
in connection with the project.

Create subcategories for the various utility companies. Set up second level
subcategories when required by the number of documents. The following are
examples of subcategories within this category:

e 16.1.1 PG&E Co.—Agreements
e 16.1.2 PG&E Co.—Relocations

e
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e 16.1.3 PG&E Co.—Encroachment Permit
e 16.2 AT&T Co.

e 16.3 Southern Pacific RR Co.

Category 17, Utility Work Performed

In this category, file daily reports and other records of utility facility work. Create the
same the primary subcategories as those used in Category 16.

Create second level subcategories when required by the number of documents and
the amount of work. For example, where the work would develop just daily reports
and receiving records of one utility relocation, these documents could be kept in one
subcategory in chronological order. When the same utility company has more than
one relocation a more detailed breakdown may be advisable.

Category 18, Agreements

In this category, file agreements (except utility agreements) with third parties or other
state or county agencies. The number and levels of subcategories will depend upon
the agreements and the nature and extent of the work involved. A list of suggested
subcategories follows:

¢ Right-of-Way Agreements—Without Obligations

e Right-of-Way Agreement—With Obligations

» Forest Service Agreements

e Borrow Agreements (between Caltrans and owner)
» Disposal Agreements (between Caltrans and owner)

e Service Agreements (these are utility service agreements such as for highway
lighting)

» Disposal Permits
e Records of Royalty Payments
»  Encroachment Permits

File an encroachment permit relating to a utility facility agreement under Category
16, “Utility Agreements.” File an encroachment permit relating to a right-of-way
agreement in this category.

Where there are several right-of-way agreements requiring some degree of control,
such as right-of-way agreements with obligations, maintain a summary to show the
status of these agreements. An example of the status summary headings is shown
below:

e The agreement number.

e The location of work to be performed.

e A brief description of work to be done and by whom.
e When the work is completed.

e The contract change order number if the required work is being done by contract
change order.
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Category 19, Hazardous Waste and Hazardous Materials

File any information regarding the discovery and removal of hazardous waste in this
category.

Category 20, Water Pollution Control Plan or Storm Water Pollution
Prevention Plan

File all correspondence regarding water pollution control plans (WPCP) or storm
water pollution prevention plans (SWPPP) in this category. A list of suggested
subcategories follows:

*  Approved WPCP or SWPPP

e Amendments to WPCP or SWPPP

* Notification of Construction

e Correspondence

e Inspections by Contractor

* Inspections by Caltrans

* Notices of Noncompliance

e Annual Certification of Compliance

* Notice of Completion of Construction

Category 21, Construction Zone Enhanced Enforcement Program

File documents relating directly to the Construction Zone Enhanced Enforcement
Program (COZEEP) in this category. Suggested subcategories are shown below:

e Form CEM-2103, “COZEEP/MAZEEP Cancellation Form.”
e Form CEM-2102, “COZEEP/MAZEEP Task Order.”

e Form CEM-2101, “COZEEP Daily Report.”

Category 22, Traffic Management Information

Use this category to file information related to traffic management. Possible
subcategories include:

e Contractor lane closure requests

» Lane closure requests submitted to the traffic management center
* Approved lane closures

» Contractor contingency plans

»  Traffic count data

Category 23, Extra Category Number

Use this extra category number for project documents that do not fit in presently
established categories. When using an extra category, enter the category number and
title in the index.

Category 24, Disadvantaged Business Enterprises and
Disabled Veteran Business Enterprises

e
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Use this category for the following:

e Disadvantaged business enterprises (DBE) and disabled veteran business
enterprises (DVBE) correspondence.

e The contractor’s DBE/DVBE utilization plan.

« DBE and DVBE substitution requests and approvals.
» DBE and DVBE monthly reports.

e Certified rosters.

e Form CEM-2402(F) “Final Report-Utilization of Disadvantaged Business
Enterprises (DBE), First-Tier Subcontractors.”

e Other DBE and DVBE related documents.
Category 25, Labor Compliance and Equal Employment Opportunity

In this category, file required labor compliance and equal employment opportunity
information. See Sections 8-1, “Labor Compliance,” and 8-2, “Equal Employment
Opportunity,” of this manual for details.

Category 26, Progress Schedule

In this category, file the progress schedule, critical path method submittals, and other
related information.

Category 27, Weekly Statement of Working Days

In this category, file Form CEM-2701, “Weekly Statement of Working Days.” Also
file correspondence relating to contract time in a subcategory of this category.

Category 28, Weekly Newsletter

In this category, file periodic newsletters and reports that are prepared during the
project. Include those weekly reports of a general nature pertaining to the progress
of the contract.

Category 29, Materials Information and Preliminary Tests

In this category, file materials information and preliminary test reports. Suggested
subcategories follow:

e Materials information

* Report of foundation investigation

* Report of tests on aggregate base (preliminary tests)

e Report of tests on aggregate subbase (preliminary tests)
Category 30, Basement Soil Test Results

In this category, file basement soil test results taken to determine structural section
adequacy (taken during design phase).

Category 31, Notice of Materials to Be Used

In this category, file Form CEM-3101, “Notice of Materials to Be Used.” Create a
system for checking that notices have been received.
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Make Form CEM-3101’s that contain information for structure items available for
use by the structure representative. Consider filing the Form CEM-3101’s listing
structure items in a separate subcategory of this category.

Category 32, Notice of Materials to be Inspected at the Jobsite

In this category, file Form TL-0028, “Notice of Materials to be Inspected at the
Jobsite.”

Category 33, Notice of Materials to be Furnished
In this category, file Form TL-0608, “Notice of Materials to be Furnished.”
Category 34, Treated Base

In this category, file documents for cement-treated base, cement-treated permeable
base, and asphalt-treated permeable base. Do not include those documents that are to
be filed in other specific categories such as 37 and 48.

Use subcategories similar to the examples shown below. Create a numbering system
that identifies the category, item and subcategory. For example, 34.26.3 indicates
Category 34 “Treated Bases,” 26 is the contract item number of the material and also
identifies the subcategory, and the 3 is the second level subcategory identifying the
particular document.

e 34.26.1 Mix design data, cement-treated base

» 34.26.2 Plant records, cement-treated base

» 34.26.3. Spread records, cement-treated base

e 34.27.1 Mix design data, cement-treated permeable base
e 34.27.2 Plant records, cement-treated permeable base

e 34.27.3 Spread records, cement-treated permeable base
e 34.28.1 Mix design data, asphalt-treated permeable base
e 34.28.2 Plant records, asphalt-treated permeable base

e 34.28.3 Spread records, asphalt-treated permeable base
» 34.4 Certificates of Compliance for materials used in treated bases
Category 35, Hot Mix Asphalt

In this category, file documents related to hot mix asphalt, except those to be
filed in other specific categories such as in 37 and 48. Following are suggested
subcategories:

e Form CEM-3501, “ Hot Mix Asphalt Production Report”

e Form CEM-3502, “Hot Mix Asphalt Placement Report”

e Form CEM-3511, “Contractor Job Mix Formula Proposal”

e Form CEM-3512, “Contractor Hot Mix Asphalt Design Data”

» Form CEM-3513, “Caltrans Hot Mix Asphalt Verification”

»  Certificates of Compliance for materials used in hot mix asphalt
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Category 36, Portland Cement Concrete (other than structure items)

In this category, file documents related to portland cement concrete. Do not include
documents that are to be filed in other specific categories such as 37, 43 and 48. For
structure items, the project documents are to be filed in Category 43. See the Bridge
Construction Records and Procedures Manual for details. Following are suggested
subcategories for this category:

e 36.1 Portland cement concrete Pavement

* 36.1.1 Mix Designs

e 36.1.2 Plant Records

e 36.1.3 Certificates of Compliance for materials used in concrete pavement
» 36.2 Portland cement concrete, Class A Structure and minor concrete

e 36.2.1 Mix Designs

e 36.2.2 Plant Records

e 36.2.3 Certificates of Compliance for materials used in Class A structure concrete
and minor concrete

Category 37, Initial Tests and Acceptance Tests

In this category, file initial tests and acceptance tests. File documents in each
subcategory chronologically unless there is a specific reason for doing otherwise.

Use subcategories similar to the examples shown below. Create a numbering system
that identifies the category, item and subcategory. For example, 37.21.3 indicates
Category 37 “Acceptance Tests,” 21 is the contract item number of the material and
also identifies the subcategory, and the 3 is the second level subcategory identifying
the particular test result.

e Form CEM-3701, “Test Results Summary”
* Form CEM-3702, “Relative Compaction Summary”
e Form CEM-3703, “Caltrans Production Start-Up Evaluation”
e Embankment

37.10.1 Relative Compaction
e Structure Backfill

37.14.1 Sand Equivalent

37.14.2 Relative Compaction
e Aggregate Subbase

37.21.1 Relative Compaction

37.21.2 Moisture

37.21.3 Sieve Analysis

37.21.4 Sand Equivalent

37.21.5 Record of Thickness (summarized in the order that the measurements
are made)

e Aggregate Base
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37.22.1 Relative Compaction
37.22.2 Moisture

37.22.3 Sieve Analysis
37.22.4 Sand Equivalent

37.22.5 Record of Thickness (summarized in the order that the measurements
are made)

e Hot Mix Asphalt
37.31.1 Aggregate Gradation
37.31.2 Asphalt Binder Content
37.31.3 Maximum Theoretical Density (%)
37.31.4 Sand Equivalent (min)
37.31.5 Stabilometer Value (min)
37.31.6 Air VVoids content
37.31.7 Crushed Particles
37.31.8 Moisture Content
37.31.9 Los Angeles Rattler
37.31.10 Fine Aggregate Angularity
37.31.11 Flat and Elongated Particle
37.31.12 Voids in Mineral Aggregate
37.31.13 Voids with Asphalt
37.31.14 Dust Proportion
37.31.15 Smoothness
37.31.16 Asphalt Binder
37.31.17 Asphalt Rubber Binder
37.31.18 Asphalt Modifier
37.31.19 Crumb Rubber Modifier
37.31.20 Certificates of Compliance for Materials Used in Hot Mix Asphalt
e Portland Cement Concrete Pavement
37.42.1 Sand Equivalent
37.42.2 Cleanness Value
37.42.3 Sieve Analysis
37.42.4 Modulus of Rupture
37.42.5 Penetration Values
37.42.6 Cement Content
37.42.7 Profilograph Summary

e
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37.42.8 Coefficient of Friction
37.42.9 Other related items

Bills of lading and copies of sample identification tags may be filed in this category
temporarily and discarded when their respective test reports are filed.

File test results for items assigned to Office of Structure Construction personnel in
this category in accordance with instructions contained in the Bridge Construction
Records and Procedures Manual.

Category 38, Quality Control and Quality Assurance

In this category, include all documents relating to quality control and quality
assurance. Create a subcategory system to include the following:

e The contractor’s quality control plan

» The contractor’s quality control tests

e Hot Mix Asphalt Inspection and Testing Summary

«  HMA Pay

e Copies of related correspondence

Category 39, Materials Testing Qualification of Employees

In this category, file copies of certifications of the employees performing acceptance
tests.

Category 40, Field Laboratory Assistant Reports to Resident Engineer

In this category, file chronologically any reports made out by the project’s materials
tester. For more than one type of report, such as a report and a summary form, provide
separate subcategories.

Category 41, Report of Inspection of Material

In this category, file the following forms:

e Form TL-0015, “Quality Assurance-Nonconformance Report”
e Form TL-0016, “Quality Assurance-Nonconformance Resolution”
* Form TL-0029, “Report of Inspection of Material”

e Form TL-6013, “Material Suitability Documentation Report”
e Form TL-6014, “Material Suitability Report”

e Form TL-0624, “Inspection Release Tag”

e Form TL-0625, “Materials Suitability Tag”

e Form CEM-4101, “Materials Release Summary”

e Form CEM-4102, “Material Inspected and Released on Job”

Create subcategories within Category 41 for each contract item requiring inspection
at the source by an Office of Materials Engineering and Testing Services inspector.
Place a summary sheet (use Form CEM-4101, “Materials Release Summary”) in
each subcategory containing the date of inspection, quantity inspected, cumulative
quantity, and lot numbers. The summary sheet documents that materials used in the
work have been inspected.
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Staple Form TL-0624, “Inspection Release Tag,” removed from materials received
on the project, to Form TL-0029, “Report of Inspection of Material,” on a letter-size
sheet of paper and file it in the appropriate subcategory. The sheet should include the
name of the engineer who removed it and the date removed. When lot numbers are
marked on the items, note the observed lot number on the related Form TL-0029.

Form TL-0625, “Materials Suitability Tag,” should be attached to the TL-6014,
“Materials Suitability Report,” received from the Office of Materials Engineering
and Testing Services and filed.

When the Form TL-0029 includes material for more than one item, include a reference
on the summary sheet showing the file location of the TL-0029.

File test reports (usually on Form CEM-4102, “Material Inspected and Released
on Job”) that cover material sampled on the job in lieu of source inspection in the
appropriate subcategory of this category, not in Category 37.

File reports of inspection or certificates of compliance for materials assigned to the
structure representative in this category in accordance with instructions contained in
Bridge Construction Records and Procedures Manual.

Category 42, Material Plants

In this category, file Form CEM-4202, “Material Plant Safety Checklist” and all
other project documents pertaining to material plant inspections.

Category 43, Concrete and Reinforcing Steel

Inthis category, file documents relative to concrete and reinforcing steel in accordance
with instructions in the Bridge Construction Records and Procedures Manual.

Category 44, Recycle Materials and Diversion of Solid Waste

In this category, file a completed copy of Form CEM-4401, “Solid Waste Disposal
and Recycling Report.” The contractor completes the Form CEM-4401 and the
resident engineer reviews the form within the reporting time constraints. The use
of this form is described in Section 7-109, “Solid Waste Disposal and Recycling
Reporting,” of this manual.

Category 45, Resident Engineer’s Daily Reports

In this category, file Form CEM-4501, “Resident Engineer’s Daily Report/Assistant
Resident Engineer’s Report” and the structure representative’s daily report.

Category 46, Assistant Resident Engineer’s Daily Reports

In this category, file Form CEM-4601, “Assistant Resident Engineer’s Daily
Report.”

Subcategories may be used. They may vary depending on the complexity of the
project and the desires of the district. The resident engineer and the structure
representative must agree on the subcategories before the start of work. Follow the
procedures described below to establish the subcategories.

1. Reports Covering Contract Items

Create a subcategory for each major operation so that all items affecting
the major operations are grouped together. An example of a system for a
relatively large project follows on the next page.
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Modify the above breakdown to conform to the size and nature of the project.
Make the breakdown narrow enough so that reports covering any particular
contract item may be obtained with ease. Review the breakdown to ensure it
includes all contract items.

Make as many daily reports as necessary to cover all contract item work in
the appropriate subcategories.

As indicated in the example below, set up a separate subcategory for each
structure.

Category Contract items

and Involved in the

Subcategory Operation

Number

46.2 Clearing and Grubbing 5

46.3 Rdwy. Exc., Ditch Exc. 8,13,11,15,22
Aggregate Subbase

46.4 Salvage Fence, Fence 2,78,79,80
Gates

46.5 Guard Railing, Markers, Barricades 1,4,82,83,87

46.6 AB,CTB 23,24

46.7 Hot Mix Asphalt Slurry Seals, Dikes 28,29,30,31,32

46.8 Concrete Paving 35,36,37

46.9 Curbs and Sidewalks, Slope Paving, 73,74,76,77
Curb Drains, Spec. Gutter Drains

46.10 Minor Str., Precast MH and DI, 42,69,70,46,75
Reinf. Steel, Misc. Iron and Steel

46.11 RCP, CMP, SSP Arch, Drainage Gates, 9,11,58
Under/Down Drain, Str Exc., Str. Backfill

46.2 Preparing Slopes, Straw 16,17,18,19,20

46.13 Permanent Signing 52,53,54,55

46.14 Hwy. lighting and sign illumination 88

46.15 Finishing Roadway 21

46.16 Structure #1 89,90,91

46.17 Structure #2 89,90,91

2. Reports Covering Extra Work

Pending receipt of the contractor’s billing, file chronologically the original
and one copy of Form CEM-4601, “Assistant Resident Engineer’s Daily
Report,” covering extra work in a subcategory of this category. After
receiving the extra work bill report and approving payment, record the extra
work bill number on both copies of the daily report covering the extra work.
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Keep one copy of the daily report in this chronological file and use it to
detect future billings for the same work. File the second copy with the daily
extra work report in Category 49.

Extra work bills for material should show the date the material was supplied
or placed and referenced to the invoice so that the particular material may
be readily identified. Keep a summary of invoices paid and use it as a check
against duplicate payment.

The specific system used for filing resident engineer’s and assistant resident engineer’s
daily reports is optional (except for extra work). However, Category 45 and 46 must
be used and the file index must clearly show the specific system being used.

Category 47, Drainage Systems

To maintain a record of contract items for drainage systems, use Form CEM-4701,
“Drainage System Summary.”

Use a Form CEM-4701 for each drainage system shown on the drainage quantity
plan sheet. The preliminary work required to set up each system summary includes
entering the contract number, the system number, planned station and description
of the system, and the preliminary or planned quantities which are entered from the
drainage quantity plan sheet.

The assistant resident engineer describes progress on each drainage system in the
daily report and enters estimates of work completed on the “Progress Record” portion
of the drainage system summary.

Enter the quantity of work completed during an estimate period or near the end of the
estimate period for each item in the “Estimate of Work Completed” portion of the
drainage system summary. The quantities of work completed may then be entered on
the Form CEM-6004, “Contract Transactions Input,” and paid on the next estimate.
Use the extra column next to the item quantity column to identify the Form CEM-
6004 page and line number where the quantity was entered.After all items for a
particular drainage system have been calculated and checked, the final quantities are
entered in the row labeled, “Actual Q.”

To keep track of and reduce the number of drainage system summaries that have to
be checked at the end of each estimate period, divide the category into the following
subcategories:

» 47.1 Before Work Starts

» 47.2 Staked and Being Worked On

e 47.3 Drainage System Complete, Final Quantities Not Complete
e 47.4 Final Quantities Completed
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Example:

47.1 Before Work Starts.

Place the preliminary drainage summaries in this subcategory in numerical
order. Each drainage system summary will remain in this subcategory until
work starts on that system.

47.2 Staked and Being Worked On.

When a drainage system is staked, transfer the drainage summary sheet from
index 47.1, “Before Work Starts,” to index 47.2, “Staked and Being Worked
on.” Transfer the individual quantity calculation sheets with the drainage
summary.

47.3 Drainage System Complete, Final Quantities not complete

After all work is completed on a particular drainage system, transfer the
summary sheet with its calculation sheets to this subcategory. Removing the
summary from the preceding index (47.2, Staked and Being Worked On),
precludes having to go through completed structure summaries at the end of
each estimate period when making entries of work completed. Determination
of pay quantities should be made as soon as possible after work on the system
is complete.

47.4 Final Quantities Completed

After all quantity calculations for a drainage system are completed and the
adjusted quantities entered into the project record, transfer the summary sheet
and its calculation sheets to this subcategory.

Since all drainage quantity calculation sheets will remain filed in Category 47, some
item-numbered folders in Category 48 may have no documents.

Category 48, Contract Item Quantity Documents

In this category, file source documents supporting contract item quantities. List the
subcategories in Category 48 by contract item number order. Identify individual
calculation sheets for the various contract items in the following manner. A quantity
sheet with the number 48-14-2 indicates that it is sheet number 2 covering contract
item number 14 and filed in Category 48, “Contract Item Quantity Documents.”
Some drainage item quantity documents may be filed in Category 47.

Category 49, Contract Change Orders

In this category, file contract change orders and supporting documents in numerical
order.

Subcategories of this category are change order numbers in numerical order.
Contained within each subcategory are:

e The Form CEM-4900, “Contract Change Order,” Form CEM-4903, “Contract
Change Order Memorandum,” and any accompanying correspondence.

* Form CEM-4901, “Contract Change Order Input.”

e Daily extra work bills and reports matched with assistant resident engineer’s
daily reports
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Two additional subcategories may be:

e The Labor Surcharge and Equipment Rental Rates (Cost of Equipment
Ownership) book(s) applicable to the contract.

e Equipment rental rates and memos covering rates not shown in the Labor
Surcharge and Equipment Rental Rates Book.

Category 50, Adjustment in Compensation Calculations

In this category, file project documents and calculations to support adjustments in
compensation.

After a contract change order is written, the supporting project documents may
be transferred to the contract change order file or remain in this category. Provide
cross references between categories 49 and 50 when the supporting documents and
calculations remain in Category 50.

List the subcategories under this category by contract item numbers.
Category 51, Materials on Hand

In this category, file Form CEM-5101, “Request For Payment for Materials on
Hand,” the related evidence of purchase, and any other project documents supporting
material on hand payments.

Category 52, Charges to Total Contract Allotment

In this category, file the documents related to and supporting charges to the contract
allotment for materials and services supplied by Caltrans.

Divide the category into the subcategories indicated below:
» State Furnished Material and Expenses.

In this subcategory, file the contractor’s letters requesting delivery of state
furnished materials. Also, file the receiving records or other records of material
furnished by Caltrans. When state furnished material is received as evidenced by
a shipping record and a receiving record, file the related shipping and receiving
records together.

e Service Contracts.

In this subcategory file, supporting documents and records of project related
services. These are not the service contracts connected with the project office.

Category 53, Credit to Contract

In this category, include a subcategory to keep a record of any salvaged or surplus
material. Also set up a subcategory for copies of daily extra work reports which
cover repair of damage to state property by third parties (see “Reports of Damage to
State Highway Property” in the Caltrans Safety Manual).

Credit received for salvaged or surplus material or repair of damage is not applied
to the contract allotment and the project is not given credit for any additional money
to spend.

Category 54, Deductions From Payment to Contractor

In this category, file documents related to deductions from payments to contractors.
Possible subcategories include the following:

* Royalties on material.

e
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e Materials bought for the contractor by Caltrans.

e Laboratory testing done for the contractor (see Section 2.01, “General,” of the
Standard Specifications).

» Engineering and inspection charged to the contractor (see Section 3-506, “Lines
and Grades,” of this manual for restaking charges).

e Costs of damaged or missing state-owned signs.
» Railroad flagging charges.

e Noncompliance with the equal employment opportunity provisions of the
contract.

e Liquidated damages (See Section 3-908, “Deductions,” of this manual.

e Any other deductions. (See Section 3-9, “Measurement and Payment” of this
manual.)

Categories 55, Partnering

This category is for filing all documents related to partnering meetings, workshops,
and evaluations. Subcategories may include:

e Form CEM-5501, “Partnering Facilitator Evaluation - Kick-Off ”
e Form CEM-5502, “Partnering Facilitator Evaluation - Close-Out”
Categories 56 through 58, Extra Category Numbers

These are extra numbers that may be used for project documents that do not fit in
presently established categories. When used, enter them on the index sheets.

Category 59, Bridge Estimate Data

In this category, file the bridge estimate data as covered in the Bridge Construction
Records and Procedures Manual.

Category 60, Contract Administration System Inputs and Reports

This category contains documents resulting from the contract administration system.
Possible subcategories are:

e Form CEM-6002, “Contract Administration System (CAS) - Report Requests”
e Form CEM-6003, “ Progress Pay - Estimate Project Initiation or Update”
e Form CEM-6004, “Contract Transactions Input”

The following contract administration system reports are cumulative, usually
requested after each progress estimate payment using CEM-6002. Only the most
current results needs to be retained.

Status of Contract Items

* Project Record Item Sheets

e  Status of Contract Change Orders

» Contract Change Order Master Listing
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Category 61, Estimate and Project Status

In this category, file monthly Project Record - Estimate Request documents.
The suggested subcategories of this category are:

e Project Contingency Fund Status

» Estimate

The following documents may be filed by estimate number in numeric order:
e Form CEM-6101, “Project Record - Estimate Request”

» Estimate Verification Form

*  Progress Payment Voucher

» Estimate Processing Results

» Project Record-Estimate and Project Status

Category 62, Disputes

In this category, file notes, photographs, information, and other project documents
that may be necessary to establish facts with respect to a dispute. Include any
documents that may be related to a dispute in this category or briefly describe and
cross-reference them.

Number notices of potential claims in chronological order. These numbers may then
be used for subcategories.

The scope of this category may vary considerably, depending upon the nature and
circumstances of the dispute. The following types of documents indicate the type of
information that should be included:

e Form CEM-6201, “Notice of Potential Claim”

» Acknowledgment of the contractor’s dispute

» Disputes Review Board Agreement

e Contractor’s claim for a time extension (cross-reference to Category 27)
* Acknowledgment of the contractor’s claim for time extension

e Other correspondence relating to disputes

» Photographs pertaining to disputes

Category 63, Project Completion Documents

In this category, file documents related to the completion of the project. The following
are suggested subcategories:

* Form CEM-6301, “Contract Acceptance”
e  Form CEM-6302, “Final Materials Certification”
e Punchlist

e
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5-102D Category Numbers and Headings

Category Heading

No.

1 Project Personnel

2 Project Office Equipment and Supplies

3 Equipment and Personnel Cost Reports

4 Service Contracts

5 General Correspondence

6 Safety

7 Public Relations

8 Construction Surveys

9 Welding

10 (Extra category number)

11 Information Furnished at Start of Project

12 Contractor

13 Signs and Striping

14 Photograph Records

15 Accidents

16 Utility Agreements

17 Utility Work Performed

18 Agreements

19 Hazardous Waste and Hazardous Materials

20 Water Pollution Control Plan or Storm Water Pollution Prevention
Plan

21 Construction Zone Enhanced Enforcement Program

22 Traffic Management Information

23 (Extra Category Number)

24 Disadvantaged Business Enterprises and Disabled Veteran Business
Enterprises

25 Labor Compliance and Equal Employment Opportunity

26 Progress Schedule

27 Weekly Statement of Working Days

28 Weekly Newsletter

29 Materials Information and Preliminary Tests

30 Basement Soil Test Results

31 Notice of Materials to Be Used (CEM-3101)
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32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56-58
59
60
61
62
63

Notice of Materials to be Inspected (TL-0028)
Notice of Materials to be Furnished (TL-0608)
Treated Base

Hot Mix Asphalt

Portland Cement Concrete (other than structure items)
Initial Tests and Acceptance Tests

Quality Control Quality Assurance

Materials Testing Qualifications of Employees
Field Laboratory Assistant Reports to Resident Engineer
Report of Inspection of Material

Material Plants

Concrete and Reinforcing Steel

Recycle Materials and Diversion of Solid Waste
Resident Engineer’s Daily Reports

Assistant Resident Engineer’s Daily Reports
Drainage Systems

Contract Item Quantity Documents

Contract Change Orders

Adjustment in Compensation Calculations
Materials on Hand

Charges to Total Contract Allotment

Credit to Contract

Deductions from Payment to Contractor

Partnering

(Extra category numbers)

Bridge Estimate Data

Contract Administration System Inputs and Reports
Estimate and Project Status

Disputes

Project Completion Documents
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5-102E Alphabetical Listing Of Cateqgories

Heading Category No.
Accidents 15
Adjustment of Compensation Calculations 50
Agreements 18
Assistant Resident Engineer’s Daily Reports 46
Basement Soil Test Results 30
Bridge Estimate Data 59
Treated Base 34
Charges to Total Contract Allotment 52
Concrete and Reinforcing Steel 43
Construction Surveys 8
Construction Zone Enhanced Enforcement Program 21
Contract Administration System Inputs and Reports 60
Contract Change Orders 49
Contract Item Quantity Documents 48
Contractor 12
Credit to Contract 53
Daily Reports, Assistant Resident Engineer’s 46
Daily Reports, Resident Engineer’s 45
Deductions from Payment to Contractor 54
Disadvantaged Business Enterprises and
Disabled Veterans Business Enterprises 24
Disputes 62
Drainage Systems 47
Estimate and Project Status 61
Equipment and Personnel Cost Reports 3
| Extra Categories 10, 23, 56, 57, 58
Field Laboratory Assistant Reports to Resident Engineer 40
General Correspondence 5
Hazardous Waste and Hazardous Materials 19
|  Hot Mix Asphalt 35
Information Furnished at Start of Project 11
Initial Tests and Acceptance Tests 37

Labor Compliance and Equal Employment Opportunity 25

e
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Materials on Hand

Material Plants

Materials Information and Preliminary Tests
Materials Testing Qualifications of Employees

Notice of Materials to be Furnished (Form TL-0608)
Notice of Materials to be Inspected (Form TL-0028)
Notice of Materials to Be Used (Form CEM-3101)

Partnering
Photograph Records

Portland Cement Concrete (other than structure items)

Progress Schedule

Project Completion Documents

Project Office Equipment and Supplies
Project Personnel

Public Relations

Quality Control Quality Assurance
Recycle Materials and Diversion of Solid Waste
Report of Inspection of Material (TL-0029)
Resident Engineer’s Daily Reports

Safety

Service Contracts

Signs and Striping

Traffic Management Information

Utility Agreements

Utility Work Performed

Water Pollution Control Plan or Storm Water Pollution

Prevention Plan
Weekly Newsletter

Weekly Statement of Working Days (Form CEM-2701)

Welding
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63
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44
41
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13
22
16
17

20
28
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5-103  5-103 The Contract Administration System

The Contract 5-103A General

Administration
System  This section describes the Contract Administration System, sometimes referred

to as “the progress pay system.” The primary purpose of this computer system is
to help administer Caltrans construction projects. Various functional units within
construction update and maintain records on individual contracts in the contract
administration system from the award and approval of the contract through to the
completion and final payment.

Contract administration system is one of three subsystems of the Project Information
System and Analysis (PISA). The three subsystems of PISA make up the primary
computer system that Caltrans uses for tracking contract capital costs. These
subsystems are: planning and design, bidding and award, and project construction.
In essentially a straight line, each module of PISA passes data to the next module
as a project progresses from conception to completion. See Table 5-1, “Contract
Administration System, Systems Interface,” for a general overview of how the
contract administration system relates to the other components of the Caltrans
computer system used for tracking and paying contract capital costs.

Contract administration system is also composed of separate modules, each of which
accomplishes a distinct function. The following are the most common of contract
administration systems many modules:

e Project initiation and update

» Contract transactions

e Contract change order

e Daily extra work report

e Project record estimate

* Reports

e Online update and inquiry

Resident engineers use these modules to do the following:
e Account for quantities from source documents

e Account for change orders and payments for extra work
» Determine the status of the projects’ financing

» Authorize payments to contractors

e
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Table 5-1.1

BID OPENING SYSTEM
(BID)

The BID system passes contract
item information and the
winning bidders name and
address when the project is

Contract Administration System, Systems Interface

A

e

PROJECT MANAGEMENT

CONTROL SYSTEM (PMCS)

The PMCS system passes
contract location, federal aid
number, project type and

project descriptions to the CAS

initiated into CAS. system. Project cost
CONTRACT information is passed to the
ADMINISTRATION PMCS system from the
SYSTEM Contract Summary Record.
(CAS)
DISTRICT CONSTRUCTION
CONSTRUCTION UNIT COST SYSYTEM
) (CUC)
The CAS system files are
updated daily from all 12 .
Caltrans districts with contract The CUC gathers lter_n
payment information. prices f“?m BID_' Ba_SIC
Engineering Estimating
System (BEES), and the
contract change order
BRIDGE DATA entries (CCOs).
MANAGEMENT (BDM)
EXTRA
Report of any structure WORK
work done on highway BILLING | \
contracts. SYSTEM
(EWB)
A 4
STATE CONTROLLER | CAS P Approves
b ACCOUNTING SUBSYSTEM [T payments to
CAS passes a claim tape the
to State Controller Issues payment vouchers to the contractors
containing contractor State Controller and payment 7'}
payment information. transaction information to
State Controller TRAMS.
creates pay vouchers and
sends them to the
Division of Accounting.
A 4
TRANSPORTATION
ACCOUNTING MANAGEMENT
4 SYSTEM
DISBURSING (TRAMS)
Distributes the CAS places all contract payment
warrants and transactions on a collector to be
payment vouchers to picked up by TRAMS. Payment DISTRICT or
the contractors. information is used to make up the HEADQUARTERS
Federal Bill. CONSTRUCTION
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5-103B Project Initiation and Update

When Caltrans has determined the lowest responsible bidder, the Office of Office
Engineer will transfer project data from the Bid Opening System to the contract
administration system. Usually, this data transfer will occur before awarding the
contract and before determining the total allotment. When this information about the
award and total allotment becomes available, the Division of Construction will then
update the computer file (by adding to or changing existing information).

Immediately after the new contract information in the computer file has been
transferred from the Bid Opening System, the data is available to the district for
processing. The district must then update the file with district information such as
the resident engineer’s name and address, the bridge representative’s name, and
the project’s password. To perform the update, the district uses Form CEM-6003,
“Project Pay—Estimate Project Initiation or Update” which is explained in more
detail under the heading “Filling Out Form CEM-6003,” below.

The result of the district’s file update will be a dummy Form CEM-6101, “Project
Record-Estimate Request,” and a contract contents report, which lists contract
items. The form and report should be checked thoroughly and any discrepancies
brought immediately to the attention of the Division of Construction progress pay
coordinator.

During a contract’s life, the contractor may request a local address change or a legal
name style address change. The district must maintain the accuracy of local address
information in the contract administration system using Form CEM-6003, “Project
Pay-Estimate Project Initiation or Update.” The State Controller mails progress
payment checks to the legal name style address. Only the Division of Construction’s
progress pay coordinator is authorized to make changes to the legal name style
address from Form CEM-1202, “Contractor Action Request - Change of Name/
Address- Assignment of Contract Monies,” verified by the resident engineer with
the Division of Construction field coordinators concurrence.

5-103B (1) Completing Form CEM-6003, ““Project Pay-Estimate Project
Initiation or Update”

The purpose of Form CEM-6003 is to add new information, or to change information,
in the computer file. The computer program will accept such changes only for
contracts in your own district.

Except for the “Project Key,” complete only the data fields that you wish to update.
The computer program will ignore blank fields and will place the data from the
completed fields in the file whether or not such information is already on file. Fields
left blank on the input form do not change what is in the file.

Ensure the data you enter on the form conforms to these rules, listed by data field as
follows:

5-103B (1a) Project Key

Enter the letter “U” under “FB,” and in the remaining spaces, enter the district and
contract number.

5-103B (1b) Card type CO05 (each field is independent and can be updated

separately)
For the following data fields under card type C05, do the following:

e Resident engineer’s phone number.
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* Responsible unit: The responsible unit may range from 501 to 545. Warning:
Until this number is in the computer file, progress pay estimates cannot be
processed.

o Date work started: Enter the date the contractor began work on the jobsite. If
work has not begun, leave this field blank and submit an update when work
begins.

e Estimated date for completion: Enter your best estimate, not the calculated
completion date. When progress estimate requests are submitted, this date is
updated.

» Password: Use of this feature is optional. Enter any combination of six
characters. The characters may be alphabetic, numeric, or one of the following
special characters: *,/, =, (,), +, -, @, #, %, &. Once established, this password is
required when you file, among other things, contract item payments, using Form
CEM-6004, “Contract Transactions Input.” The password will restrict access to
the computer files.

e Suspension or reactivation: If a contract is suspended, enter the date of suspension
and “S” in the “SR” column. When the suspended contract is reactivated, enter
the date of reactivation and “R” in the “SR” column. You only have 30 calendar
days from the suspension or reactivation date to enter this information into the
computer.

» Plant establishment: For projects requiring retentions be held at 5 percent for the
contract’s life, enter an “X” in the “PE” column.

e Begin construction date: Enter the date that contract time begins, usually 15
calendar days after the approval date. This is the date used to calculate the
number of working days that determine satisfactory progress and the percent of
time elapsed.

5-103B (1c) Card type C06 to C08

Resident engineer’s mailing address: On the first line, enter the resident engineer’s
last name first, followed by a comma. Then enter a space and the first name, followed
by a space and middle initial (SMITH, John C.). On the second and third lines, enter
the mailing address of the construction field office. Warning: The computer program
treats all three lines as a single “data field.” If you need to change this field, you must
reenter all three lines.

5-103B (1d) Card type C09 to C14

Only the Division of Construction progress pay coordinator can change the legal
name style address in the contract administration system.

To change the contractor’s local address: Enter the contractor’s name on line C09,
and as necessary, continue the name on lines C10 through C12. Leave unused lines
blank.

Enter the contractor’s local address on lines C13 and C14. Also enter the contractor’s
local phone number on line C14.

Warning: You must enter the entire name and address each time you wish to update
any or all of these lines. You cannot update a single line.

5-103B (1e) Card type C15
For the following data fields under card type C15, do the following:

e
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e Structure representative’s name: If the contract requires structure work, enter
the structure representative’s name even if it is the same name as the resident
engineer’s. Enter only the last name and first initial (SMITH, J.)

e Structure responsible unit: This unit is the source unit that the Office of Structure
Construction uses to code its time sheet. The unit may range from 550 to 599.

» Original authorized amount for structure work: At the contract’s start, the resident
engineer and the structure representative must determine the initial value of the
required structure work. This value should include any portion of the contract
item for mobilization that will be claimed as structure work. Warning: If this
amount is not on file, the Office of Structure Construction cannot obtain any
reports for this contract.

» Structure mobilization percentage: Enter, to the nearest whole percent, the
portion of the contract item for mobilization that will be claimed as structure
work.

e Structure completion: Enter a “C” to indicate the completion of structure work.
5-103B (2) Processing

The contract administration system analyzes the changes made to the computer file
and does the following:

e The contract administration system notes whether the district is updating the
“Responsible Unit” field for the first time. If so, the contract administration
system prints a dummy Project Record-Estimate form and a Contract Contents
Report.

» If this update is not the first update, the contract administration system prints
only the first page of the Contract Contents Report. The contract administration
system prints the dummy Project Record-Estimate form only if the contractor’s
name and address field has been changed.

e The contract administration system also prints a listing of update requests, which
is a summary report of all fields that have been updated in this run.

5-103C Contract Transactions

The majority of all data submitted to the contract administration system will be
contract transactions from the resident engineer on Form CEM-6004, “Contract
Transactions Input.” Contract transactions are divided into the following three
categories:

e Contract item transactions: These consist of five types of transactions that refer
to contract items.

e Miscellaneous transactions: These consist of four types of transactions to handle
general project needs.

» Contract change order transactions: These consist of three types of transactions
that refer to contract change orders.

The Contract Transaction Processing Module processes this total of 12 transaction
types. Together with the services that the CCO and DEWR Processing Modules
perform, these modules are sufficient to generate contract records that provide control
of progress payments and track the financial status of the contract.
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5-103C (1) Transaction Types
The following describes, by category, the 12 possible transaction types:
5-103C (1a) Contract Item Transactions

The contract administration system provides five different ways to refer to a contract
item in Form CEM-6004, “Contract Transactions Input.” Another way is by including
the item as part of a contract change order. This will cause the approved quantity to
be adjusted automatically. Thus, you do not have to account for status changes due
to contract change orders. You can reference contract items through the following
contract item transactions:

Contract item payment: Make item payments by posting line entries to Form
CEM-6004 in any random order. Indicate bridge items by entering “B” in the
proper column. If you use the report titled Bridge Quantities by Structure, you
will also need to enter the structure number in accordance with instructions
in Volume I, Section 6, of the Bridge Construction Records and Procedures
Manual.

Contract item quantity balance: You may adjust the authorized quantity if
necessary by submitting quantity balances as line entries on Form CEM-6004.
You might need to make this type of transaction for various reasons. For example,
a need might exist because of an incorrect engineer’s estimate for a contract item
that would have a major impact on the contingency balance. This transaction
type adjusts the authorized final cost for your project, as we will show in our later
discussion of progress pay estimates.

Contract item anticipated change: This transaction’s purpose is to give the
engineer a method to allocate project funds to a specific contract item based on
knowledge of anticipated additional or decreased work. Such transactions affect
the estimated final quantity for the item and also the estimated final cost for
the project. The effect of these transactions is cumulative. If additional work is
authorized by contract change order, a reversing entry is necessary.

Contract item final balance: When work is completed on a contract item, you
should enter this fact into the system. This entry will mark the item in the computer
file as “Complete.” On all subsequent progress pay estimates, the authorized
guantity and the estimated final quantity will default to the amount paid to date,
thus automatically balancing out the item. Additional item payments may be
made, and the system will continue to balance the contract items.

Contract item final balance (“Reopen”): This transaction allows you to reverse
the status of the contract item from “Complete” to “Active.” For example, you
would use “Reopen” to change an incorrect entry that showed the item was
complete.

5-103C (1b) Miscellaneous Transactions

The four transaction types listed below comprise “miscellaneous transactions,” the
second category of contract transactions:

Anticipated change: Use this transaction to record anticipated additional or
decreased work when it is not possible or desirable to tie the anticipated change
to a specific contract item or contract change order. These transactions are not
cumulative and will affect the project’s estimated final cost only on the next
progress pay estimate to be generated.
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e Material on hand payments: These transactions are placed in the computer file, and
their sum will appear on the next progress pay estimate that generates payment.
For more information about materials on hand, see Section 3-9, “Measurement
and Payment,” of this manual.

»  State-furnished materials allotment transfer: Use this transaction to increase or
decrease the value of the state-furnished materials allotment for your contract.
The construction allotment will automatically adjust. To increase the state-
furnished materials allotment, enter a positive number. (This type of entry will
decrease the contingency balance.)

e Total allotment changes: Use this transaction to enter into the system any
supplemental allotment that increases (or decreases) your contract’s total
allotment. The total allotment in the computer file will adjust automatically as
will the construction allotment. The construction allotment is defined as the total
allotment less the state-furnished materials allotment.

5-103C (1c) Contract Change Order Transactions

Thethreetransactiontypes listed below comprise “contract change order transactions,”
the final category of contract transactions:

e Contract change order anticipated change: This transaction has the same effect
as does the contract item anticipated change except that a contract change order
is being changed.

e Contract change order final balance: This transaction has the same effect as does
a contract item balance. When work on a contract change order is finished, mark
it “Complete” by entering this transaction. As with contract items, additional
extra work bills may be paid, and the system will continue to balance the contract
change order.

e Contract change order final balance (“Reopen™): This transaction allows you to
reverse the status of the contract change order from “Complete” to “Active.”

5-103C (2) Completing Form CEM-6004, ““Contract Transactions Input™

The resident engineer will use Form CEM-6004 more often than any other form
in the contract administration system. Page 2 of the form provides instructions for
completing it, and this section contains a complted sample of the form. See Example
5-1.2, “Contract Transaction Input.”

We cannot overemphasize the importance of legible entries that conform to the
instructions for completing the form. Also, because of the high volume of transactions,
make your entries on Form CEM-6004 as soon as the information becomes available.
Partially filled pages are acceptable.

The sample form in this section shows some transactions. Note that leading zeros
are not required in the numeric fields and that the plus sign is not required in the +/-
columns. The following instructions are for the fields common to all transactions:

e Enter the district, contract number, password (if used), and page number. When
assigning a page number, be careful because duplicate numbers will cause all
transactions on the page to be rejected. You must complete these fields.

» Enter the posting date.

e Enter the source document description. If the transaction type refers to a project
source document, (for example, a calculation sheet or a scale sheet), enter into
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the form’s description column an adequate description of the source document.
The source document must cross reference to Form CEM-6004. Post the page
number, line number, and posting date from Form CEM-6004 to the source
document. See Example 5-1.1, “Quantity Calculation,” for a typical source
document.

Note: The last six characters of the source document description can be the
structure number if this item concerns structure work.

Mark the structure field with the character “B” if this transaction concerns
“structure work.” Otherwise, leave the space blank. If you use the report titled
Bridge Quantities by Structure you will also need to enter the structure number
in accordance with the instructions in Volume I, Section 6, of the Bridge
Construction Records and Procedures Manual.

The form’s remaining fields are divided into two sections, “ontract Item Entries,”

and “All Other Entries.” If you make any entry in one or more fields of one of
the sections, all fields in the other section must be left blank. A single line entry
cannot serve double duty.

5-103C (2a) Contract Item Entries

Each type of contract item transaction has its own format. Fill in the various fields
as shown on page 2 of Form CEM-6004. The following are the rules for making
contract item entries:

Quantity balance transactions:

1. Lump sum items cannot be quantity balanced. If you attempt to quantity
balance them, the transaction will be rejected.

2. If the quantity balance is greater than the bid quantity, a warning message is
issued.

3. If the value of the quantity balance exceeds $100,000, a warning message is
issued.

4. The new authorized quantity is calculated. If it is negative, the transaction
will be rejected.

5. If the new authorized quantity is less than the total payment for the next
estimate, a warning message is issued. Take appropriate action on this
warning, such as estimating the final quantity and inputting the increase,
covering the increase by change order, or requesting the computer to final
balance the item. Such action is necessary to keep the project’s status of
funds current.

For item final balance and item final balance ("Reopen”), the item status is set to
“Complete,” or “Active,” respectively. The system does not check to see if the
item is a lump sum item or a final pay item.

Item anticipated quantity change:

1. If the anticipated quantity change is greater than the bid quantity, a warning
message is issued.

2. If the value of the anticipated quantity change exceeds $100,000, a warning
message is issued.
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3.

4,

A new estimated final quantity is calculated. If this estimated final quantity
is negative, a warning message is issued.

If the new estimated final quantity is less than the total payment for the next
estimate, a warning message is issued.

e Item payment:

1.
2.
3.

Any transactions for the item “Mobilization” are rejected.
Any transactions for a void item will be rejected.

If the payment quantity is greater than the bid quantity, a warning message
is issued.

If the value of the payment quantity exceeds $100,000, a warning message
is issued.

The new total payment for the next estimate is calculated. If the total is
negative, the transaction is rejected. (Negative transactions under “This
Estimate” will be accepted.)

If the contract item is a lump sum item and the total payment for the next
estimate would exceed 100 percent, the transaction is rejected.

If the contract item is not a lump sum item, the new total payment for the next
estimate is compared to 125 percent of the bid quantity and the authorized
quantity. Warning messages are issued if the total payment is more than one
or both of these.

If the system issues any warning or rejection messages while it processes transactions
for a contract item, the complete status of the item will be printed on the Contract
Transactions Input Edit report before the system begins processing the next contract
item. Use this printout to determine the reason the system issued the message.

e Percentages for lump sum quantity payments must be expressed as decimals.
Only three decimal places are available. If 5 percent is to be paid, it must be
entered as 0.050; (5.00 is 500 percent).

5-103C (2b) Miscellaneous Transactions

The following are the rules for making miscellaneous transactions:

e Anticipated changes:

1.
2.

If the amount anticipated exceeds $100,000, a warning message is issued.

If the amount anticipated exceeds 10 percent of the construction allotment, a
warning message is issued.

e Material on hand payments:

1.
2.

If the amount exceeds $100,000, a warning message is issued.

If the amount is negative, a warning message is issued. (The system assumes
that this is a correcting entry to a previous transaction accepted by the system
and not yet processed for payment.)

A total is calculated for payment for the next estimate. This is the sum of
all transactions since the last estimate. If the total is negative, a warning
message is issued.

e  State-furnished materials allotment transfer:
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1. If the amount of the transfer exceeds $100,000, a warning message is
issued.

2. A new total is calculated for the state-furnished materials allotment. If it is
negative, the transaction is rejected.

» Total allotment changes:
1. If the amount exceeds $100,000, a warning message is issued.

2. If the amount exceeds 10 percent of the total allotment, a warning message
is issued.

If the amount of the change is negative, a warning message is issued.

4. A new total allotment is calculated. If the amount is negative, the transaction
is rejected.

5. Ifthe new total allotment is less than the total paid to date on the last estimate,
a warning message is issued.

5-103C (2c¢) Contract Change Order Transactions
The following are the rules for contract change order transactions:

» For the contract change order anticipated change, the new estimated final cost
is computed for the contract change order and reported. The system does not do
any checking.

» Contract change order final balance and final balance (“Reopen”):

1. The contract change order status is set to “Complete,” or “Active,”
respectively. The system does not do any checking.

2. For a contract change order final balance (“Reopen™), the word “Reopen”
must be left-justified.

5-103C (2d) General

The Contract Transactions Processing Module will sort your transactions into order,
will edit each transaction for reasonableness and conformance to this manual, and
will either accept or reject each transaction. From this processing, the system will
issue a report titled “Contract Transactions Input Edit.” This report will list the
disposition of each line entry that you submitted. A comprehensive set of warning
messages exists. Do not ignore warning messages on the report.

Do not use the same page and line numbers again.

You will find a summary on the last page of the Contract Transactions Input Edit
report. The summary lists each Form CEM-6004 page that was processed and the
numbers of transactions on that page that were accepted, for which warnings were
issued, or that were rejected. Any missing line numbers on the page (breaks in
the sequence of line numbers) will be printed. Use this list to ensure that all the
transactions were entered into the system.

Examine the remainder of the report. You must respond to rejected entries and
possibly to warnings.

e
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5-103C (2e)Audit Trail

In any accounting procedure, it is necessary to link transactions to the specific source
documents that generate the transactions. This linking is called an audit trail. Contract
change orders and daily extra work reports carry unique identifying numbers that
Contract Administration System uses in its processing. Here, a good audit trail is
automatic. However, contract transactions are different since there is no automatic
reference to a unique source document.

The Contract Administration System provides methods of cross-reference. You are
responsible for an adequate audit trail. Note that Form CEM-6004 is an intermediate
document in this respect.
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Example 5-1.1 Quantity Calculation

STATE OF CALIFORNIA « DEPARTMENT OF TRANSPORTATION
QUANTITY CALCULATIONS
CEM-4801 (REV 11/1992) CT# 7541-3520-0

_ ITEM N FILE NO.
8 Temp. Railing (Type K) 48-8-2
07-1381U4 LOCATION SEGREGATION YES []
Ramp 3 no [
07-LA-210-47.5/57.3 CALC.BY _ DATE
Fed. No.: None I.M. Engineer
CHK. BY A DATE
U.R. Wright
Field Measurement: Estimated Quantity: = 450
Field Counted: \/ Unit of Measure: | meter
Final Pay|Item: Unit Price: . $20.00
75% = 337.50
125% =562.50
Remarks pr Other Calculgtions:

152.4 met

ers placed on 5-

03-01 at Maple

St. onramp \/

Material Inspection/Release: Certificates f compliance ohtained on 07-09-08.
PAY THIS ESTIMATE:  152.4 \/
PREVIOUSLY PAID: 140.2 \/
TOTAL TO DATE: 1 292.6_ \/[
Office Engineer 08/08/09 CEM-6Q04, page 4, line
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Example 5-1.2 Contract Transaction Input

INOHd 28956 €6

JAVN :LOV.LNOD NOILS3INDO 40 ISVO NI
i , ﬁ ﬁ vZ
o | A1 £
i | ﬂ ﬁ 4
L | A A 12
i | ﬁ ﬁ 0z
o | A1 61
i | H ﬂ 8T
L | H H LT
i | H H 9T
L H , GT
i H H 1
MYN| dwil| | 1)v] g N[3|d|o3 glojo A A SN|Lv|L|S| [@MO|L[s|3jd|6|T|s|0| €T
MyN| swil| | 1|v| g 8/T|0 A A 8/T| oPpp 1dINOPD a\vig|6|T|s|o| 2T
MdN| dwil| [0|0| v | 0ojo|o]ol0T 6/2|0 A A AD|VN| Ilv|dlal [L|3[1]3]ale|T|s|o| TT
MdN| 8wl ||V | 1| 00/0|0|0]|'ST A A T|-l€|-|t[t]6|T|S[0] OT
MdN| swil| [N| 4| S| oojololo]| ‘2 A ﬁ T|-|v|-|2|s|6|T|S|0] 60
MAN| dwil| [S|H|W | se|v|2] T|'2 A A 2| -|v|-|t|s|e|T|S|0| 80
MYN| dwil| | I/N| V| o0o|0lo|0|'sT A ﬂ AN IT] (24| 3lave] IA3ld|e|T|s|o] o0
myan| awi| | 1 | d N3|doj3 6/€/0 Sn|Llv|L|S| 3MO|Ls|ald|6|1|s|o| 90
MaN| Bwi| |, | ojolv|z|s|T A 8/0/0 Z|-8|-8|¥|6|T|S|0| SO
man| swi| |, | 4 A A 9/0/0 9 WEIL[I] [7ldplo| | “|7lv|ale|T|s|o| vo
MaN| Bwil| |, | v|o|o|ojojo|s'T ﬁ 8/€]0 T4 NO| Olv| | "IN 1[1/3] |LN|v|6| T|S|0| €0
myn| swi| |, | 0|ojolols|T| . A 8/z|0 W13 Njo xo|g| 1| 1ivn|e|T|s|o| zo
Mman| awit| |, | 11 ojojoe|lz'T ﬁ v|T|0 L|T|-|v|T|-|8|v|6|T|S|0| TO
JdAL ) @Emog o.mu m B (SLINN) ALILNVND " Y .o_\n__m_m ><m .o_m .om
m NOILdIHOS3A LNIFWNNDOA ID4NOS
S3IFINT ¥3IHLO TV SAIFLINT WLl LOVHINOD m 3iva ELNN
X 0-STSE-TYS.#L0 (€86T/0T "A9d) ¥009-W3D
plomssed ON19BAUOD  1sId LNdNI SNOILOVSNVYL LOVHLINOD
¥00°ON 8bed 1V0SVO 7 _ _ _ _ : LD_H_&ME _Lo_
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5-103C (3) Computer Processing

The contract item totals listed below are kept for contract work and also for structure
work so that the totals can be reported separately when appropriate. Records of the
financial status of the contract items are maintained as follows:

Bid quantity: This quantity cannot be changed.

Approved quantity: This item is the total of the bid quantity and the algebraic
sum of the quantity changes due to contract change orders that have been filed.

Authorized quantity: This item is the total of the approved quantity and the
algebraic sum of the quantity balances that the engineer entered.

Anticipated final quantity: This item is the total of the authorized quantity and
the algebraic sum of the anticipated quantity changes that the engineer entered.

Item status flag: This flag is a file mark that indicates whether a contract item is
“Active,” “Deleted,” or “Completed.”

5-103D Contract Change Orders

The Contract Administration System maintains separate records for each approved
contract change order on a project. As each contract change order is approved, it
must be entered into the Contract Administration System through the use of Form
CEM-4901, “Contract Change Order Input.”

The method of entering each contract change order into the system may vary from
district to district, but can be done as follows:

The resident engineer writes a contract change order and completes Form CEM-
4901. For approval procedures, see Section 5-3, “Contract Change Orders,” of
this manual The approval date must be entered on Form CEM-4901, and the
Form CEM-4901 data is then entered into the contract administration system.

The result of entering the form data for each contract change order will consist
of a contract change order report and a disposition report.

The resident engineer should review the contract change order report and correct
any errors. The contract administration system automatically makes the following
changes to the contract records:

1. The authorized final cost, the estimated final cost, the authorized contingency
balance, and the estimated final contingency balance are adjusted to new
values.

2. The totals for changes in extra work, adjustment of compensation, and
contract items are adjusted to new values.

3. Each affected contract item will have the approved quantity adjusted to
reflect the change.

Immediately after Form CEM-4901 has been processed, the contract
administration system will accept extra work bills and anticipated changes that
refer to the contract change order.

When the contract administration system processes a supplemental contract
change order, the daily extra work reports in the holding file (due to insufficient
funds in the original contract change order) will be made available for payment.
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5-103D (1) Completing Form CEM-4901, “Contract Change Order Input”
Use Form CEM-4901 to perform the following functions:
e File a new contract change order in the computer file.

e Update (change existing information) a contract change order in the computer
file.

* Replace a filed contract change order with another contract change order.
e Delete a contract change order from the computer file.

Completing the form depends on which of the above functions you desire.
5-103D (1a) File

Enter the contract and contract change order numbers at the top of the form. The
original contract change order is supplement “zero”; enter the zero on the form.
Ignore the function and override boxes at the top of the form.

The remainder of the form is divided into five sections labeled “Card Type 1,” “Card
Type 2,” “Card Type 3,” “Card Type 4,” and “Card Type 5.” Complete only those
sections that are applicable.

Card Type 1: This section is required. Complete each entry in the section. If the entry
for the field “Net Money Change This CCO” is zero, enter $0.00. The field “Time
Extension Days” should include the number of working days added (or deleted), zero
(0), or be coded “DEF” (instead of a number) if the contract change order was written
with a deferred time adjustment clause. Enter a category code on every contract
change order. Left-justify this code.

Card Type 2: If extra work or adjustment of compensation is not part of your contract
change order, leave these fields blank. Otherwise, define the payment method by
making three entries for each change:

e Make the first entry by checking either the “EW” or “AC” box to indicate extra
work or adjustment of compensation.

e Make the second entry by choosing one of the “FA,” “LS,” or “UP” boxes to
indicate whether payments will be made by force account, lump sum, or unit
price.

* Make the third entry by entering the dollar amount of the change (increase or
decrease).

If multiple items of work in the change order are using the same pay method, they
must be totaled. Also, you can enter each pay method only once per change order.
If there is more than one type of extra work or adjustment of compensation on the
contract change order, continue making successive line entries.

Card Type 3: If you have no changes for contract item prices, do not complete this
section of the form. Otherwise, furnish the item number and increase or decrease the
guantity for each changed item.

Card Type 4: If all or part of the work to be done under the contract change order
is structure work, enter the net dollar amount involved. This amount will contribute
to the contract change order changes line of the structure totals shown on the next
estimate.

If this section of the form does not apply or the amount is zero, leave the section
blank.
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Card Type 5: This section is required.

For federal participation, enter the FHWA funding participation determination on
every contract change order. If participation is in part, indicate the breakdown for
participation-in-part funding.

For federal segregation, if more than one funding source exists, show the percentage
allotted to each federal funding source.

5-103D (1b) Update

Use this function in the following way to replace any incorrect information in Card
Type 1 or Card Type 4:

»  Enter the contract and contract change order numbers.
»  Place the letter “U,” in the function box at the top right of the form.

» Enter the correct information in the appropriate fields. All information in Card
Type 1 is always required.

e Leave all other fields on the form blank.

» The module for processing contract change orders will identify the fields that
you have completed and will change this information in the computer file.

5-103D (1c) Replace

If a contract change order has been stored with incorrect information that cannot be
corrected by the update function, use the replace function in the following way:

e Complete the entire form exactly as you would for the file function, using correct
information.

e Place “R,” in the function box at the top right of the form.

The module for processing contract change orders will replace the data stored in the
computer file with the new contract change order.

If payments have already been recorded against a payment method that you are trying
to eliminate, it is not possible to immediately replace an old contract change order
with a new one. The same holds true if the payment to date exceeds the authorized
amount. In these cases, the system requires that you do the following:

e Enter corrections for the extra work bills that reverse payments to date to zero for
the particular method of payment to be eliminated. For payments exceeding the
authorized amount, enter corrections for the extra work bills to reduce payments
below the authorized amount.

e Submit the replace request.

» After the contract change order has been replaced, reenter the extra work bills
that were reversed.

When possible, use the update function instead of the replace function.
5-103D (1d) Delete
You can eliminate a contract change order from the computer file as follows:

» Enter the contract and contract change order numbers.
e Place the letter “D,” in the function box at the top right of the form.

e
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As with the replace function, a contract change order cannot be deleted until all
payments have been reduced to zero through correcting entries on the daily extra
work reports.

5-103D (2) Edits

The following lists some of the edits that a contract change order must pass through
before the system will accept it:

The contract change order number and the change order supplement number
must be filled in or the change order will be rejected.

The contract change order description cannot be blank, or the contract change
order will be rejected.

The net change amount cannot exceed the construction allotment. If the net
change amount does exceed the construction allotment, the system will issue a
warning message but will still file the contract change order.

The approval date must be after the bid opening date and less than or equal to
“today’s” date; otherwise, the contract change order will be rejected.

If the time extension days exceed 10 percent of the working days in the contract,
the system issues a warning message but will still file the contract change
order.

If any payment method appears more than once on the input cards, the contract
change order will be rejected.

If you enter any contract item change for a void item, the system will reject the
contract change order.

Lump sum items may appear on contract change orders only as a deletion of that
item. Any increase or decrease in a lump sum item will be rejected.

You can enter a contract item on a contract change order as an increase and also
as a decrease. If the item appears a third time, the system will reject the contract
change order.

If the contract item “mobilization” appears on a contract change order, the
contract change order will be rejected.

If the quantity change entry for a contract item exceeds the bid quantity, a
warning message will be issued.

The net dollar amount for the structure work on the contract change order must
be greater than the sum of the negative changes and less than the sum of the
positive changes, or the contract change order will be rejected.

The net dollar change for the contract change order must equal the sum of the
dollar amount in Card Type 2 and the extended dollar amounts for the quantities
in Card Type 3, or the contract change order will be rejected.

If the contract change order is already on file, the system will reject this duplicate
entry. Additionally, if this contract change order’s number exceeds by five the
largest contract change order number on file, or if the supplement’s number is
more than two above the latest supplement on file for this contract change order,
the system will reject the contract change order. However, if you checked the
override field on the input field, the system will bypass such responses.

If the contract is completed, a warning is issued.

If you request the replace or delete function, more extensive processing is done. The
system checks to see if it can maintain the payment to date under a payment method.
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If the system cannot maintain the payment to date in this way, it rejects the request to
replace or delete. A rejection notice is generated along with an explanation of what
must be done to resolve this unacceptable situation.

The following is an example of this type of problem:

e A contract change order is entered for extra work at force account and accepted
by the system.

»  Subsequently, extra work bill payments are recorded against the contract change
order.

* A request is entered to delete the contract change order from the computer
file. In this case, the system will reject the delete request because the payment
method would be eliminated. There are no other supplements to this contract
change order. The system requires that entries to correct extra work bills be to
reverse payments to date to zero. In such a case, the system would accept a delete
request. In the more complicated cases where supplements to a contract change
order exist, the system makes similar demands.

At this point, the processing of the contract change order is complete. However,
when a supplemental contract change order is processed, the daily extra work reports
in the holding file (due to insufficient funds in the original contract change order)
will be made available for payment. The system produces a report, called a “DEWR
Release From the Holding File.” This report shows the action the system took.
5-103E Extra Work Billing

This module’s purpose is to compute the amount of payment for extra work performed
under a contract change order. This includes the following:

» Editing input information

e Retrieving and updating the contract change order

» Performing logic edits

e Conducting audit checks

e Performing computations

*  Filing the extra work bill for payment

e Producing an edit report and daily extra work report

In addition to these functions, this module allows for entering corrections to filed extra
work bills. Extra work bills or corrections to filed extra work bills will not be rejected
because of insufficient funds (subject to the limitations in Section 3-904, “Payment
for Extra Work,” of this manual). Instead, the system will place the extra work bills
or the corrections to filed extra work bills in a holding file to await the resident
engineer’s further action. Usually, the resident engineer must write a supplemental
contract change order to provide additional funds; the supplemental contract change
order will make the appropriate extra work bills available for payment.

Use Form CEM-4902, “Extra Work Bill (Short Form),” to enter basic information
related to extra work performed under a contract change order. The following
describes the procedures for obtaining the information from the contractor, entering
the information into the computer, and producing the daily extra work reports.
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5-103E (1) Preparing Form CEM-4902, Extra Work Bill (Short Form)

The contractor may enter extra work bills on the Form CEM-4902, “Extra Work Bill
(Short Form).” Or, if more entries are required for equipment, labor, or material, the
contractor must use the four part forms CEM-4902A, CEM-4902B, CEM-4092C,
and CEM-4902D.

The contractor initiates forms containing force account payment and submits them
to the resident engineer. The resident engineer initiates forms containing payment at
agreed prices. The backs of the forms contain the basic instructions for completing
the forms. The following information supplements the instructions on the forms:

5-103E (1a) Basic Information (Title Page)
Do the following for the basic information:

» The contract change order number: Right-hand justify this number; for instance,
contract change order 1 is 001, contract change order 10 is 010.

e Report number: The contractor should leave the report number blank. Duplicate
numbers will be rejected (except for corrections to previous bills).

e Date performed: A separate extra work bill must exist for each day on which
force account work is performed (except for work done by a specialist). Enter
the date the work was performed in these spaces. For extra work bills covering
invoices only, enter the date on which the material was used. If this entry is not
practical, enter the current date. You must enter a date in this field. You may
enter the acronym “VAR” in the date performed field if the pay method is lump-
sum unit-price or if equipment and labor are not present on the bill.

» Date of report: Enter the date on which the report is prepared.

e Payment method: Ensure the method selected matches one of the methods
authorized by the contract change order.

e Bridge: Place the letter “T” in this box if toll bridge work is involved and you
want to apply a 10 percent markup to equipment and material and a 25 percent
markup to labor.

» Fifty percent flagging: You must include on the extra work bill the total hours
spent on flagging because the computer will make payment of only 50 percent of
the total. For flagging that is not subject to the 50 percent split, submit separate
extra work bills.

» Labor surcharge: The contractor should enter this surcharge as a whole number;
for instance, “15 percent” is entered as “15.” The contractor should obtain the
applicable percent from the effective Labor Surcharge & Equipment Rental Rates
(Cost of Equipment Ownership) book. This surcharge is for regular hours. The
system will apply the overtime surcharge based on the regular hour surcharge.

e Work performed by: This field should contain the name of the organization (the
contractor, subcontractor or other) that performed the work. If the extra work bill
is for an invoice only, enter the name of the organization to which the invoice
was addressed. Submit a separate daily extra work bill for each organization’s
work.
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5-103E (1b) Equipment
Do the following for equipment:

e Equipment identification number: Enter this number (Required.) It can be any
number that the contractor assigned to the equipment for specific identification.

e Equipment description: Enter the description, which consists of four items: the
“Class,” “Make,” “Code,” and “Attach” (attachments). The equipment description
must come from the applicable Labor Surcharge & Equipment Rental Rates
(Cost of Equipment Ownership) book. Make a copy of this publication available
to the contractor. You can obtain from the Division of Construction’s website
a listing of miscellaneous equipment, for equipment not shown in the Labor
Surcharge & Equipment Rental Rates (Cost of Equipment Ownership) book.

» Forequipmentthatis neither in Labor Surcharge & Equipment Rental Rates (Cost
of Equipment Ownership) book nor available from the web site’s miscellaneous
listing, the contractor must request a rate from the resident engineer. The resident
engineer will obtain an approved rate from the Division of Construction’s rental
rate engineer.

e Equipment for which a contract change order has established the rental rate will
not have an equipment description and must be included as a unit price payment
on the material charges portion of Form CEM-4902, lines 24-33 of the daily
extra work report.

e The following explains the procedures for “Class,” “Make,” “Code,” and
“Attach,” within equipment description:

1. Class: This portion of the equipment description will be found in the Labor
Surcharge & Equipment Rental Rates (Cost of Equipment Ownership) book
under the heading for a particular class. For instance, after “Hydraulic Cranes
and Excavators, Crawler Mounted” you will find the class “HCECL.”

2. Make: For the equipment illustrated under “Class” above, you will find the
“Make” portion of the equipment description in the left-hand column. For
instance, after “Bantam” you will find the make “BANT.”

3. Code: For the equipment illustrated under “Class” and “Make” above, you
will find the “Code” portion of the equipment description in the “Code”
column. For instance, after “Model C-266" you will find the code “0680.”

4. Attach: You will find this portion of the equipment description in the front
of the Labor Surcharge and Equipment Rental Rates (Cost of Equipment
Ownership) book. The rate for the equipment under “Class,” “Make,” and
“Code” above includes all attachments and accessories. Therefore, leave this
column blank.

Enter all equipment descriptions beginning at the left of each field. Include all letters,
numbers, dashes, or other symbols as they are shown in the Labor Surcharge &
Equipment Rental Rates (Cost of Equipment Ownership) book.

» Regular hours for which payment is to be made: Enter the regular hours for
which payment is to be made. Regular hours may not exceed 8 unless you are
entering a daily rate item. If the date the work was performed is various, you may
enter up to 99 in the regular hours field. Various is used for equipment at day
rates.

e
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e Overtime hours: Enter the overtime hours worked. Overtime hours may not
exceed 16.

5-103E (1c) Other Expenses Subject to Labor Markup

This portion of the form is for travel expenses that cannot be entered as “Subsistence”
under “Labor.”

If the units and rate are already entered, the computer will calculate the amount.
Otherwise, enter the amount, and this figure will be used.

Note: If you use the “Unit” and “Rate” fields, leave the “Amount” field blank. If you
enter an amount in the “Amount” field, don’t make an entry in the “Unit” and “Rate”
fields.

5-103E (1d) Material or Work Done by Specialists, Lump Sum, or Unit Price

Payments

The following explains the procedures for completing the Form CEM-4902 material
section:

e Material: Note that the material entry will not be processed unless there is a
value in both the “Units” and the “Unit Cost or Net Pay” fields. Do the following
for material:

1. Invoice date: Preferably, enter the date of the invoice to help in checking for
duplicate billing. However, if entering the invoice date is not practical, enter
the date the material was used.

Invoice description: Enter a brief description of material.

Units: Normally, enter the unit one (1.00) for materials used.

Unit cost or net pay: In this column, enter the amount for which payment is
due. Normally, this amount is the cost of the material plus tax, if applicable,
less any discount offered.

e Work Done by Specialists: Enter this item in the same manner as described under
“Material” above.

e Lump Sum: Follow the procedures below for this entry:

1. Vendor name and invoice number: You do not need to make any entries in
the vendor column or the invoice number column.

2. Date: Enter the date the work was performed. When entering this date is not
practical, enter the current date.

Invoice description: Enter “per CCO No.

Units: Enter the units to be paid as a percentage of the lump sum amount,
expressed in decimals. For instance, express 75 percent as 0.75. This figure
must never exceed a total of 1.000.

5. Unit cost or net pay: Enter the lump sum amount from the contract change
order.

* Unit price payments: Enter this item in the same manner as described under
“Lump Sum” above.

e Units: enter the number of units to be paid.
e Unit cost or net pay: enter the unit cost from the contract change order.
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5-103E (1e) Signature of Prime Contractor’s Representative

For all force account payments, the contractor or contractor’s authorized
representative must sign the extra work bill. For agreed price payments, the signature
is not required.

5-103E (2) Processing Form CEM-4902

The resident engineer receives Form CEM-4902, “Extra Work Bill (Short Form),”
from the contractor, reviews the form, and if it is satisfactory, signs the extra
work bill and approves it for entry into the contract administration system. When
reviewing the submitted extra work bill, the resident engineer must be guided by the
policy contained in Section 3-9, “Measurement and Payment,” of this manual. The
following explains how the system will process Form CEM-4902:

e You must request the contract administration system print a copy of the extra
work bill after it has been entered into the system before it will be paid.

»  Computer programs will perform the following processes:

1. Edit all information for acceptability. For example, numeric data must be in
numeric form, or the program will issue a warning.

2. Select information from the equipment database, for example, rates,
descriptions, and attachments.

3. Validate the contract number, contract change order number, report number,
type of work (payment method), dates, corrections, labor surcharge, and
equipment description.

4. Audit right-of-way delay and the hours equipment and labor are used for
work.

Compute extensions, markups and summaries.

Ensure the authorized amount (for instance 100 percent or $15,000) is not
exceeded.

File a validated extra work bill for payment at the estimate time.

Produce a daily extra work report. This report will contain all the information
as entered on the extra work bill plus equipment descriptions, extensions,
markups, total payment, and contract information.

9. Produce an edit report. This report will contain processing results. These
results are tabulated by contract change order within a contract. If the system
rejects an entry, the rejection messages will be included on the daily extra
work report. If the system accepts the extra work bill, all warning messages
will be contained on the edit report.

» After the reports have been printed and the district construction office has
received them, the district will forward copies to the resident engineer. Daily
extra work reports are printed in two parts, one for the contractor, one for the
resident engineer.

5-103E (3) Corrections to Extra Work Bills

You can make corrections to the extra work bill after it has been entered into the
system, but there is a limit of four corrections per extra work bill. See Entry of Extra
Work Bills Manual (CASEWBM)
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5-103F Generating Estimates
CAS produces the following five types of estimates on demand:

e Monthly progress estimate

e Progress estimate after acceptance
e Supplemental progress estimate

» Semifinal estimate

e Final estimate

The resident engineer will regularly request the monthly progress and the progress
after acceptance estimates while the remaining three types of estimates usually will
be requested in cooperation with, or by, the district construction office.

Supplemental progress estimates may only be run between the completion of the
monthly progress estimate run and the 15" of the following month.

Producing an estimate is completely automatic, based on data previously stored in
the computer.

In addition, the contract administration system will produce two other types of
estimates that do not generate payments. These estimates are simply statements of
the current status of the computer files. The following are the two types:

e Status purpose only estimate
* Proposed final estimate
5-103F (1) Procedure

Before requesting the first monthly progress estimate, enter the date work started and
the responsible unit on Form CEM-6003, “Progress Pay-Estimate Project Initiation
or Update.” The Division of Construction progress pay coordinator enters the
approval date. If the approval date is not in the computer file, the system will reject
the estimate request.

The procedure for processing an estimate involves the following steps:

e Preparing Form CEM-6101, “Project Record-Estimate Request,” and verifying
the estimate. Transmit these to the district office.

e Computer processes your estimate and prints the reports.
e The district construction office verifies the estimate results.
e Returning the estimate reports to the resident engineer.

The schedule for completing the pay process and making payment to the contractor
is rigid. This rigid schedule means all people involved must adhere to their
individual schedules. District construction offices will advise resident engineers of
the schedules.

5-103F (1a) Preparing Form CEM-6101, “Project Record-Estimate Request”

To request an estimate, prepare Form CEM-6101, “Project Record-Estimate
Request.” Complete this form accurately in accordance with the following:
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5-103F (1b) Estimate Parameters

For the estimate parameters follow the instructions below.

Enter the contract number.

Enter the estimate number. This number must be one greater than the last estimate
that was successfully processed and paid.

Enter the work period’s ending date in the estimate for the form’s “Work
Performed Through” field. For a progress estimate or a supplemental progress
estimate, enter the 20" day of the month. For all other types of estimates, use the
date of completion.

If this is a monthly progress estimate, place an “X” in the matching box on the
form; otherwise, leave the box blank.

If this is a progress estimate after acceptance, place an “X” in the matching box
on the form; otherwise, leave the box blank.

Enter the estimated date of completion. This date should be the resident engineer’s
best estimate, not necessarily the computed date. If this estimate is not a progress
estimate, enter the date of completion.

Enter the values as of the “date work performed through” for chargeable working
days, weather nonworking days, approved time extension days (contract change
order), and approved time extension days (other) in the four matching fields
of the form. The system will check the chargeable working days and weather
nonworking days against the working days calendar and inform you of possible
entry errors. However, it cannot check the two types of time extension days.
These values affect the system’s computation of percent time elapsed.

If you have a landscape contract that is in the plant establishment period,
check one of the two boxes to indicate whether progress is satisfactory or
unsatisfactory. These boxes are not for highway contracts that contain “Type 2”
plant establishment periods. If you are unsure of this status, contact the district
construction office after reading the special provisions.

The system determines whether contract progress is satisfactory or unsatisfactory.
Occasionally, a situation arises where, even though progress is mathematically
unsatisfactory, the resident engineer wishes to override the system and record
satisfactory progress. To accomplish this override, place an “X” in the field,
“Override Unsatisfactory Progress.” Also see the second bullet below this one
about projects with dual time limits.

For some contracts, the standard manual formula does not apply for computing
percent time elapsed. For such contracts, interpret the special provisions, and
determine this percentage. Enter the percent in the box on the form; this will
override the system’s calculation.

If you have checked “Override Unsatisfactory Progress” (see the bullet two
up from this one that discusses overriding the system) or entered a number in
percent time elapsed (see the previous bullet), enter a short explanation in the
25 spaces immediately below these fields on the form. Typical entries might be
“CCO days pending” or “Nonstandard time format.”
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If the estimate is a supplemental progress estimate, proposed final estimate,
semifinal estimate, or final estimate, check the appropriate box. Note that on
a supplemental progress estimate the date for “Estimate for Work Performed
Through” and all of the working day information should be the same as the date
for the last estimate.

If this estimate is a rerun (a recalculation) of a prior successful estimate, check the
recalculation box. Note that, if the last estimate processed was a status purpose
only estimate, you are not rerunning an estimate this month; instead, you are
trying to run the estimate that did not generate payment. Normally, the district
office will enter requests to rerun an estimate.

5-103F (1c) Deductions

If you wish to take one or more deductions or to return one or more deductions from
a prior estimate, enter them on Form CEM-6101,“Project Record-Estimate Request.”
If you wish to rerun an estimate or to pay an estimate after a status only estimate, you
still must enter the deductions again because any deduction stored in the computer
file and carrying this estimate number will be erased automatically. You can enter
five types of deductions on this form. Each deduction entered requires an alpha code
to be placed in the form’s type field and an entry in the description field. Use a minus
sign to take a deduction and a plus sign to return a previous deduction. The following
lists the rules by type of description:

Administrative deductions: Enter “ADM?” in the type field. Both plus and minus
deductions are allowed.

Equal employment opportunity deductions: Enter “EEQO” in the type field.
Both plus and minus deductions are allowed, but plus deductions should be
adjustments or reversals of deductions taken on prior estimates. If you wish to
take an EEO deduction on this estimate, leave the amount field blank. The system
will compute the deduction amount for you. Only one “blank” EEO deduction,
normally entered by the labor compliance officer, can appear on the form. Note:
The system will not accept EEO deductions if the contract item payment for this
estimate is zero. It may be necessary to enter the minimum amount of $1000.

Labor compliance violation deductions: The labor compliance officer usually
makes these entries on the form. The officer will enter “LCV” in the type field.
The rules for LCV deductions are identical to those for EEO deductions. Note:
“LCV” deductions will not be taken if the contract item payment for this estimate
is zero. It may be necessary to enter the minimum amount of $1000.

Liquidated damages deductions: Enter “LIQ” in the type field. Both plus and
minus deductions are allowed. Plus deductions reverse earlier deductions.

Other outstanding documents deductions: Enter “OOD” in the type field. If
you wish to take this deduction, leave the amount field blank. The system will
compute the amount for you. Take this deduction only once per contract. The
system will maintain the correct deduction on subsequent estimates by generating
“OO0D” in the type field with a description, “MAINTAIN OOD DEDUCT.” You
can reverse the deduction at any time by entering a plus amount that exactly
reverses the OOD deductions to date from the previous estimate. Negative OOD
deduction amounts are never allowed on the input form.
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After carefully preparing Form CEM-6101, “Project Record-Estimate Request,”
promptly send it to the district office. The specific deadline for submittal may vary
by district.

5-103F (2) Computer Processing

Once you have made your entries on Form CEM-6101,“Project Record-Estimate
Request,” and transferred them to the computer, the system edits the estimates and
then produces reports showing the results of the system’s processing.

5-103F (2a) Estimate Edits

Once Form CEM-6101,“Project Record-Estimate Request,” has been entered into
the contract administration system it will do the following:

e Edit Form CEM-6101 for consistency with previous estimates and with the
working days calendar stored in the computer.

e Identify and summarize all daily extra work reports entered in the system and
eligible for payment since the last estimate.

» Identify and summarize all contract transactions entered in the system since the
last estimate.

» ldentify and balance the contract change orders that require balancing.
e Identify and balance the contract items that require balancing.

» Make calculations for the item “Mobilization” (if necessary), for the various
deductions and retentions, for percent time elapsed, for percent complete, and for
various status totals, such as authorized final cost. The system also determines
whether the contractor’s progress is satisfactory.

e Edit any deduction submitted for processing on Form CEM-6101,"“Project
Record-Estimate Request.” Special attention is given to three of the deductions
as follows:

1. If the resident engineer has submitted an EEO deduction, the contract
administration system computes the amount as 10 percent of the contract
item payment on this estimate, or a minimum of $1,000 or a maximum of
$10,000, and places the deduction on file.

2. Iftheresident engineer has submitted an LCV deduction, the system performs
the same calculation as for EEO deductions described above.

3. If the resident engineer has submitted an OOD deduction, the system will
compute the deduction under the following conditions:

a. The contract has been completed, or retention is being reduced because
the percent complete exceeds 95 percent. If one of these conditions is
not met, the deduction will be rejected.

b. The total of all OOD deductions from prior estimates must be zero, or
the deduction will be rejected. An OOD deduction should be taken only
once for a contract.

c. Ifthefirsttwoconditions are met, the amount of the deductioniscalculated
as 5 percent of the total work completed to date less mobilization, or
$10,000, whichever is less.
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Further deduction processing as follows:

1.

If the total to date for an OOD deduction is negative, the system will check
whether the value for has changed since the last estimate for total work
completed to date less mobilization. If the value has changed, the system
will generate a new OOD deduction with a description, “MAINTAIN OOD
DEDUCT,” and an amount equal to the difference between the amount
demanded by the formula and the amount of the total to date for this type
of deduction. Thus, an OOD deduction, once submitted, will be maintained
at the formula’s value unless it is exactly reversed by a positive deduction
entry on Form CEM-6101,“Project Record-Estimate Request.”

For each type of deduction, you cannot give back more than has been taken.
If you make this error, the estimate will fail. Messages are produced stating
which deduction is in error.

At this point in the processing, the final values are computed for total work
completed and total payment to the contractor. If there are “Limitation of
Payment” dates and amounts in the special provisions for this contract, the
Division of Construction progress pay coordinator will have entered them in
the computer. The system will check the period ending date of this estimate
and will generate or return any split-year-financing deductions that are
necessary under the contract’s terms.

If retention is being released on this estimate and the total to date for
liquidated damages is zero, the system will issue a warning message.

The system automatically computes overbid item deductions as required.
These deductions are taken and returned at the appropriate times.

Makes calculations for the progress payment voucher, including retentions and
payments to escrow accounts.

Determining the success of the estimate’s processing.

If processing is successful, the contract administration system prints your
estimate.

If this estimate is for a zero or negative progress payment, the system prints a
status purpose only estimate.

1.

2.

If the total authorized final cost is greater than the construction allotment, the
contract administration system will issue a severe warning.

If the total payment to date to the contractor on this estimate is greater than
the construction allotment, the estimate will fail.

5-103F (2b) Estimate Output

Once CAS has processed the estimates, it produces the following reports:

Schedule of extra work

Schedule of deductions

Project record estimate

Project status

Work done by office of structures
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»  Progress payment voucher

Only two copies of the estimate will be sent to the field, one for the resident engineer
and one for the contractor. The contractor also must receive the first three reports
listed above and the last report listed above.

In addition to the estimate documents listed above, the contract administration system
also produces a report called “Estimate Processing Results.” This report is the tool
by which the resident engineer can check the “estimate package.” This report has the
following sections:

e Edit messages: The system can produce many possible messages. If your
estimate is rejected, the exact reason will be found here. To assist in preventing
overpayments, among other problems, warning messages have been set based on
carefully chosen tolerances. You must read these messages carefully.

e Transaction selection: The system will print a list of the exact pages and lines of
contract transactions that were used to produce the estimate. This list enables you
to verify that all the contract transactions you submitted were used to produce
the estimate.

» Contract change order processing: This lists any balancing of contract change
orders by the system. Occasionally, the list contains warning messages, too.

e Contract item processing: This part of the report does the same things as described
in the bullet above, but for contract items instead of contract change orders.

e Contract transactions list: This list identifies all contract transactions used to
generate your estimate. If you question any line item on the project record-
estimate, examine the detailed records to see how the system derived its totals.

»  Structure totals: This item summarizes all structure work the system found while
processing the estimate.

5-103F (3) Potential Problems

For the unwary, several points in the estimate process can cause errors. These
problems result from misunderstanding what constitutes an estimate and how the
estimate number should be increased from estimate to estimate.

On the title page of the project record-estimate and in the estimate processing results,
the system will print the type of estimate generated. If the estimate is one of the five
types listed previously under the heading “Generating Estimates,” a valid estimate
was generated.

The progress pay system requires that the estimate number be increased only by
valid estimates. Thus, if you request estimate number 3 to be processed, but the
system generates a status purpose only estimate, a valid estimate was not generated.
Request estimate number 3 again for the next estimate.

Another potential problem involves two types of contract transaction: materials
on hand and anticipated changes. These transactions apply to a specific estimate
period. If the estimate generated by the system is a status purpose only estimate,
these transactions have not been “used.” They will appear on the next valid estimate
generated. If their appearance on the next estimate is not satisfactory, you must use
reversing entries before requesting the next estimate from the system.

If the estimate has failed for any reason, the system will print, with one exception, as
many of the estimate reports as possible to help you analyze the problem. The one
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exception, the progress payment voucher, is only printed for successful estimates
that are eligible for payment according to the system’s standards.

Processing the estimate is done by a series of computer programs that perform the
following functions:

* Input edit of the CEM-6101, “Project-Record Estimate Request.”

e Select from the computer file the extra work bills that will be used to generate
this estimate.

e Select from the computer file the contract transactions that will be used to
generate this estimate.

e Process the contract change orders.

»  Process contract items.

*  Process deductions.

e Conduct miscellaneous computations.
e Generate reports.

5-103G Approval of Estimates

The authority to approve an estimate depends on the type of estimate being run. The
following is the general outline and method for approving contract estimates.

5-103G (1) The Resident Engineer

After an estimate has been run, the resident engineer must approve it before the
process of payment is continued. To expedite payment, the resident engineer can
approve through a memo, form letter, or telephone call with subsequent written
confirmation to the district office.

5-103G (2) The District Director

At the time the estimate was produced, so was Form FA 729A, “Progress Payment
Voucher.” If the estimate is a final estimate, an individual who has been formally
delegated by the district director to do so must sign the form.

5-103G (3) Flagging an Estimate for Payment

Flagging an estimate in the computer system for payment indicates that Form FA
729A has been verified and approved.

For payments on after acceptance estimates, semifinal estimates, and final estimates,
the Division of Construction progress pay coordinator must flag the estimates in the
computer system for payment after the district’s flagging.

5-103H Reports Available Through the Contract Administration System

The Contract Administration System (CAS) provides reports that must be requested
specifically. Normally, resident engineers must request reports through the district
construction office. Use Form CEM-6002, “Contract Administration System (CAS)-
Report Requests,” to obtain the reports. The following are the instructions for
completing Form CEM-6002.
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5-103H (1) District (XX) Estimate Status

This report, which is also available statewide, provides information on the pay status
of each contract in the district. For each contract, the report includes the following:

» Contract number

e Date of last estimate processed (if there was one)
*  Number of the estimate

*  Number of days elapsed since the estimate was processed
*  Type of estimate

e Pay status and date paid (if paid)

e Date on which the payment voucher was approved
» Resident engineer’s name and phone number

e Responsible unit

e Password

5-103H (2) Project Management

The project management report is for use by the district office and Division of
Construction managers. This report consists of the following two separate reports
that are produced whenever “Project Management” is requested.

5-103H (2a) The Project File Status Report

This report lists all contracts in the district (or statewide) that are on the computer’s
active list. For each contract, the report provides the following information:

e Contract number

e Status

e Date bids were opened
» Date of award

e Date of approval

e Date of acceptance

e Bid amount

*  Name of contractor

After bid opening, projects are added to the list automatically. After the final
estimate and approvals from the districts and the disbursing office, the Division of
Construction removes the projects from the list.

5-103H (2b) The Exceptional Contracts Report
This report lists all contracts for which the following applies:

*  More than 60 days have elapsed since the bid opening.

»  More than 10 days have elapsed since the completion date and the contract needs
an acceptance date.

e

California Department of Transportation « Construction Manual ¢ September 2008 trans

Project Records and Reports 5-1.67



e

e More than 45 days have elapsed since completion, but the proposed final
estimates have not been run.

e More than 180 days have elapsed since completion, but the final estimates have
not been run.

5-103H (3) District (XX) Project Status

This report is for use by construction managers. It lists all active contracts, and for
each contract, provides the following information:

» Contract number

e Contractor’s name and county-route-kilopost
» Date of the last estimate

e Percent complete

e Percent of time elapsed

»  Construction allotment

e Total amount paid to date

e Estimated final cost

e Estimated final contingency balance

5-103H (4) Progress Payment-Work Done by Office of Structure
Construction (Copies)

This report is for use by the Office of Structure Construction. For details, see Volume
I, Section 6, of the Bridge Construction Records and Procedures Manual.

5-103H (5) Project Record-Estimate (Copies)

A request for estimate copies will produce all of the documents that were produced
automatically during the previous estimate’s run. Normally, therefore, you should
not need to order copies through this program. For the estimate, the report contains
the following information:

e Schedule of extra work

» Schedule of deductions

e Project record-estimate

e Project status

» Progress payment voucher

5-103H (6) Status of Contract Items

Normally, the district office requests this report monthly for all ongoing contracts.
The report must be filed in Category 60, “Contract Administration System Inputs
and Reports.”

For this report, the system prints one line of information for each contract item
and summarizes the net effect of all contract transactions that have been entered
against the item. This report allows the resident engineer to review each item and
determine whether quantity balances and anticipated changes, among other things,
are necessary.
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If any particular number on the report seems questionable, the project record item
sheets provide supporting detail. For example, if the approved quantity differs from
the bid quantity, the project record item sheets describe, under the item number, any
changes due to contract change orders.

When applicable, take particular care to flag an item “COMPLETE” (using the item
final balance transaction on Form CEM-6101) so that an accurate project status
will be produced. Remember, flagging an item “COMPLETE” does not mean that
contract item transactions will no longer be accepted; it means only that you have
commanded the system to keep the item in balance at all times.

5-103H (7) Project Record Item Sheet

Normally, the district office requests this report monthly for all ongoing contracts.
The report must be filed in Category 60.

With the following exceptions, the project record item sheets list every contract
transaction entered into the system since the beginning of the contract:

» Item and contract change order final balance transactions will appear only on
the report following the next estimate. Thereafter, they are dropped from the
report.

» Miscellaneous anticipated change transactions also appear only on the report
following the next estimate.

The report lists the contract transactions first by the estimate number on which they
were paid and then by the page and line number of the input form. The total to date
will be printed.

This is a cumulative report. Do not retain previous issues of this report in the project
files. However, one issue of the report, usually the one requested immediately after
all final quantities have been paid, must be retained in the project’s files.

5-103H (8) Status of Contract Change Orders

Normally, the district office requests this report monthly for all ongoing contracts.
The report must be filed in Category 60, “Contract Administration System Inputs
and Reports.”

This report is similar to the status of contract items, which allows the engineer to
review each contract change order.

Use the report to determine when supplemental contract change orders will be
necessary to complete the work. The report also facilitates a review of those contract
change orders where a credit is due Caltrans.

When applicable, flag contract change orders “COMPLETE” (using the contract
change order final balance transaction) so that an accurate project status can be
produced. Similar to flagging a contract item, flagging a contract change order
“COMPLETE” means only that you have commanded the system to keep the contract
change order in balance at all times.

5-103H (9) Contract Change Order Master Listing

Normally, the district office requests this report monthly for all ongoing contracts.
The report must be filed in Category 60.

e
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This report summarizes all contract change orders stored in the computer file. It
also contains the contract change order time extension and contract change order
category code. The report lists each individual supplement with all the information
the system contains. Do not retain previous issues in the project’s files. However,
one issue, usually the one requested immediately after final payment has been made
on all contract change orders, must be retained in the project’s files.

5-103H (10) Bridge Quantities by Structure

This report is for use by Office of Structure Construction personnel. It is available
on all projects for which Form CEM-6003, “Progress Pay-Estimate Project Initiation
or Update,” has been filed. The filing of this form indicates a structure work amount
and structure numbers have been entered for the contract transaction in accordance
with the instructions in Volume 1, Section 6 of the Bridge Construction Records and
Procedures Manual.

5-103H (11) District (XX) Status of Anticipated Changes
This report is for use by the district and Division of Construction managers.
5-103H (12) Project Record-Estimate (Dummy)

A request for this item will produce the same form that was produced automatically
when Form CEM-6003, “Progress Pay-Estimate Project Initiation or Update” was
filed.

This form is identical to a project record-estimate, except that it does not contain
an estimate number or dates and no entries appear under “This Estimate” or “Total
Estimate.” It is a blank estimate form, valuable only if it became necessary to make
an estimate manually.

5-103H (13) Contract Contents Report

This report contains information that is currently in the file as a result of automatic
entries or entries from Form CEM-6003 “Progress Pay-Estimate Project Initiation
or Update.”

Most of the information in this report is included already in other reports and forms
that are produced automatically. Therefore, you do not need to request it routinely.

5-103H (14) Contract Contents Report-Contract Item Records
This report provides the following information:
»  Contract item number

e Contract item index number

e Item description

*  Unit of measure

e Bid price

e Bid quantity

e Bid amount

e Amount overbid

e Void items

* Plant establishment items
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Most of the information in this report is included already in other reports and forms
that are produced automatically. Therefore, you do not need it for routine contract
administration.

5-103H (15) Contract Contents Report-Contract Progress

For each contract item, this report includes a detailed analysis of the current and prior
quantities and payment status. It also summarizes all other payments or deductions
as well as data on contract time. The information in this report is included already in
various other reports that are produced automatically. Therefore, you do not need it
for routine contract administration.

5-103H (16) DEWRs in Holding File

This report lists extra work bills that are in the holding file for all contracts in the
district. If there are reports in the holding file, process supplemental contract change
orders to provide additional funds. The system will then automatically release the
bills for the next estimate.

5-103H (17) Daily Extra Work Report

Copies of daily extra work reports are produced under the procedure outlined earlier
in this section under “Extra Work Billing.” You can obtain copies by using the
second page of the report request form.

5-103H (18) Rental Rates and Codes for Miscellaneous Equipment

This report provides a listing of equipment codes and related descriptive information
for equipment that is not included in the Labor Surcharge and Equipment Rental
Rates (Cost of Equipment Ownership) book.

5-103H (19) Reports for the Office of Structure Construction

In addition to the reports discussed above, the contract administration system
provides reports for the Office of Structure Construction. For details, see Volume |,
Section 6, of the Bridge Construction Records and Procedures Manual.

5-103I Field Audits by Accounting Office

In accordance with instructions from the Division of Administrative Services,
personnel from the Accounting Office will periodically review record-keeping
procedures for construction projects. The accounting reviewer will prepare a
report of the findings, a copy of which will be sent to the deputy district director of
construction and the resident engineer.

District construction must then report back to the Accounting Office, stating what
actions it took in response to the report’s recommendations. If the district’s actions
result in a dispute, the deputy district director of construction will resolve the
dispute

5-104 Final Construction Project Records

5-104A General

Construction project records consist of all material in the construction files, whether
in the field office, the district construction office, or the Division of Construction
office. This section contains guidelines for the disposition of construction project
records after Caltrans makes the final payment. This section also provides guidelines
for allowing public access to construction project records and for producing a set of
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as-built plans for each completed construction project. In addition to construction
project records, the district keeps a project history file. For information about this
history project file, see Chapter 7, “Uniform File System,” of the Project Development
Procedures Manual.

5-104B Public Access to Project Records

The California Public Records Act permits anyone to obtain any written information
relating to the conduct of the public’s business that is prepared, owned, used, or
retained by any state agency, regardless of the physical form or characteristic of
the writing. Although the act includes exemptions for certain categories of records,
most construction project records fall within the description of documents that must
be produced upon proper demand. Except for preliminary drafts or notes that are
not retained in the ordinary course of business, permanent project records that are
reasonably identified are subject to inspection and copy.

Records exempt from disclosure include the following:
e Estimated project cost before bidding.
» Contract claim analysis.

e Personal information, such as home addresses, telephone numbers, medical
records, and similar files, the disclosure of which would constitute an unwarranted
invasion of personal privacy.

e Accident reports. If accident reports produced by another agency are requested,
such as accident reports by the California Highway Patrol, refer the requester to
the other agency.

If copies of payroll records are requested, see Section 7-1.01A(3), “Payroll Records,”
of the Standard Specifications for the procedures to follow.

Resident engineers should refer all requests for copies of any records to the district
construction office and follow procedures established in the district for copying and
charging for record copies.

Allow contractors and subcontractors to review records used to determine contract
payment in the construction field office.

5-104C Disposition of Construction Project Records

District construction personnel who are responsible for the disposition of construction
project records must coordinate their activities with the district records officer.

The district construction office must establish a procedure for handling construction
project records. This procedure must meet Caltrans record keeping policy and achieve
the following objectives:

e Relieve the resident engineer of the responsibility for storing the records before
or at the time final payment is made.

e Avoid unnecessary long-term storage of duplicate copies.

» Before the records are destroyed, transfer material that has historical value to the
project history file.
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e Retain construction project records as follows:

1. For projects that involve federal participation, retain the records for a
minimum of three years after submission of the final voucher.

2. For projects that do not involve federal participation, retain the records
for a minimum of three years after the date on which the final estimate is
scheduled for payment.

3. For projects on which some legal question exists, such as a pending claim,
a labor compliance case, or litigation, retain the records for three years after
settlement. The district construction office must send a memorandum to the
district records officer to hold these records until further notice.

When the district no longer needs the records in categories 1, 2, 3, 4, 7, and 28,
destroy them. Do not retain them as part of the project construction records.

After records from the resident engineer’s office are sent to the district construction
office, eliminate duplicate records.

Copies of Form CEM-6301, “Contract Acceptance,” and the final Form CEM-2701,
“Weekly Statement of Working Days,” are sent to the progress pay coordinator in
the Division of Construction.

When records are sent from the district construction office to the State Record Center
or to another district, prepare a transmittal list specifying the contents of each box. In
a separate file in the district construction office, retain a copy of the transmittal list.

The Division of Construction also retains project records to ensure that adequate
records are available to defend Caltrans in civil suits, especially those related to
contractor’s claims. After projects have been completed, the Division of Construction
transfers files listed in the current “records retention schedule” for the Division of
Construction to the State Records Center.

The Bridge Construction Records and Procedures Manual should be referenced for
bridge and structure’s related records that are transmitted to the Office of Structure
Construction at the completion of the project for permanent storage.

5-104D As-Built Plans

Districts are responsible for all as-built road plans, and the Office of Structure
Design is responsible for all as-built structure plans. To handle as-built plans, use
the following procedure:

The district design unit will give the resident engineer full-size prints of all road
plans. Prints of structure plans will be supplied to the structure representative. The
plans may also be transmitted in electronic form when field forces have the capability
of computer-aided drafting and design (CADD). As-built information is recorded on
the full-size drawings or recorded on a set of contract plans using CADD.

Each sheet of as-built plans must be clearly identified as such. All sheets upon
which changes are made must contain the name of the resident engineer or structure
representative.

5-104D (1) District Procedure on As-Built Plans

The district will maintain a set of original project plan sheets. Field changes will be
made on full-size prints or in a field CADD system and afterwards transferred to the
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original CADD files in the district office. The set of plans, with changes delineated
by the district design unit, becomes the as-built plans.

To attain uniformity in final project plans, include the following data on the as-built
plans:

e Contract change order number.
e Reuvisions in alignment and right of way.
e Grade revisions in excess of 30 mm.

e Changes in length, size, flow line elevations, and station of culverts. When
alternate types of culverts are permitted, show which alternate was used.

e Drainage changes.

¢ Location of sewers, conduits, and other features.

e Location of monuments, bench marks, freeway fences, and gates.
* Revision of typical cross sections.

e Changes in pavement lanes, tapers, ramps, frontage roads, road connections,
driveways, sidewalks, islands, and median openings.

»  Curb and gutter changes.

e Electrical conduits, pull boxes, and service points.

e Reuvision in location of utility crossings and irrigation crossovers.
Do not show the following on as-built plans:

e Construction quantities.

e Property fences.

e Miscellaneous small features, such as markers and delineators, which are readily
changed by maintenance forces.

The resident engineer must complete the as-built plans as soon as possible after work
is completed, but no later than 60 days after contract acceptance.

After the district design unit has completed the transfer of as-built information on
the final as-built drawings, the unit will return the plans to the resident engineer for
review and signature of final approval. For the processing and disposition of as-
built plans after the construction review, see Chapter 15, “Final Project Development
Procedures,” of the Project Development Procedures Manual.

5-104D (2) Procedure on As-Built Plans for Bridges and Structures

The Office of Structure Construction must handle structure as-built plans in the
following manner:

» From the resident engineer, obtain full-size prints of all sheets with “Structure”
signature blocks. If these prints are not available from the resident engineer, the
structure representative must contact the Office of Structure Design.

e The structure representative will make the as-built corrections to these prints and
forward them to the Sacramento office of the Office of Structure Construction.
These corrected prints must be forwarded to the Sacramento office as soon as
possible after completion of the structures, but no later than 30 days after the
completion of the project.
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»  For prints of projects consisting solely of roadside rests or maintenance facilities,
the Sacramento office of the Office of Structure Construction must forward the
prints directly to the Office of Structure Design, documents unit. All other projects
must be forwarded to the Office of Structure Maintenance and Investigations,
which determines which sheets should be microfilmed for the structure files.
In identifying prints to be processed, the Office of Structure Maintenance and
Investigations must include all sheets prepared by the Office of Transportation
Architecture. This office will then forward all the prints to the Office of Structure
Design, documents unit.

» Those prints not identified for filing by the Office of Structure Maintenance
and Investigations will be forwarded to the appropriate district office for the
preparation of as-built plan sheets. The Office of Structure Design will make the
as-built corrections on the original plan sheets. If the original plan sheet is not
presently stored in the Office of Structure Design, it may be obtained from the
district.

On state projects that do not have a representative from the Office of Structure
Construction, the resident engineer must make the as-built changes on the full-size
prints bearing “Structure” signature blocks. As soon as possible after completion
of the structures, forward the prints to the Office of Structure Construction in
Sacramento. The procedure outlined above must then be followed.

When the corrections have been made, the as-built plan sheets will be forwarded to
headquarters microfilm services unit for microfilming and distributing.

On projects funded by others, where the local entity or private entity is the sponsor,
follow the procedure for as-built plans for bridges and structures described in the
Office of Special Funded Projects’ Information and Procedures Guide and the
Encroachment Permits Manual.

For additional guidelines and details for completing structure as-built plans, see the
Bridge Construction Records and Procedures Manual.

5-104D (3) Projects Not on State Highways

On all district-administered projects not on state highways, the information to be
included on as-builts will remain the same as for contracts on state highways. The
district will be fully responsible for completing as-built project plans and forwarding
them to the local agencies. If the district desires for its own records, these plans
may be sent to headquarters microfilm services unit for microfilming before being
returned to the local government.

The engineer responsible for structure work will place as-built corrections on
structure plans of all state and federally funded projects for local roads and streets. On
Caltrans administered contracts, follow normal Caltrans procedures for processing
these plans. On locally administered contracts, the engineer responsible for structure
work will provide the Office of Structure Design, Local Assistance Section, a set of
original tracings or duplicates of reproducible quality with as-built corrections. After
microfilming, return these tracings or duplicates to the local agency.

e
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Chapter 8 Employment Practices

Section 2 Equal Employment Opportunity

8-201 General

8-202 Laws, Regulations, and Specifications

8-203 Preconstruction Conference

8-204 Reports to Other Agencies

8-205 Onsite Interviews

8-206 Federal-Aid Project Equal Employment Opportunity Posters

8-207 Employee Complaints—Discrimination Complaint Processing

8-208 Equal Opportunity Complaints and Contract Administration

8-209 Contracts Containing “Federal Requirements Training Special
Provision”

8-210 Contractor’s Annual Equal Employment Opportunity Report—Form
FHWA-1391, Federal-Aid Highway Construction Contractors Annual
EEO Report

8-211 Deducting Payment for Failure to Submit Reports Section 2 Equal
Employment Opportunity
Example 8-2.1 Sample Letter to the Complainant (Employee)
Example 8-2.2 Sample Letter to the Contractor
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Chapter 8 Employment Practices

Section 2 Equal Employment Opportunity

8-201 General

This section presents the guidelines for administration of the nondiscrimination and
equal employment opportunity (EEO) provisions of the contract. The total EEO
program is complex and involves functional units outside of construction. The
guidelines in this section apply primarily to activities and responsibilities resulting
from contractual requirements and are not necessarily complete insofar as the total
responsibilities and activities for either Caltrans or the contractor.

8-202 Laws, Regulations, and Specifications

California requirements for public works contractors on the subjects of
nondiscrimination and EEO are located in the Government Code, Sections 12990
and following, and in the regulations of the Fair Employment and Housing
Commission in Title 2, California Code of Regulations, Sections 8100, “Contractor
Nondiscrimination and Compliance,” and following. Section 7-1.01A(4),
“Labor Nondiscrimination,” of the Standard Specifications, and the “Labor
Nondiscrimination” section of the contract special provisions call the contractor’s
attention to these and other requirements. Federal requirements applicable to
federal-aid projects are located in the required federal contract provisions under
“Section Il. Nondiscrimination.” Under the terms of the contract, the contractor has
responsibility for compliance by its subcontractors.

Caltrans also complies with the nondiscrimination laws and regulations set forth
in Title 6 and Title 7 of the Civil Rights Act of 1964. Title 6 is a federal law that
prohibits discrimination on the basis of race, color, and national origin in programs
and activities receiving federal financial assistance. Title 7 is a federal law that
protects individuals from discrimination in employment practices on the basis of
race, color, religion, sex, or national origin.

8-203 Preconstruction Conference

The resident engineer or district labor compliance officer must discuss the EEO and
fair practices provisions of the contract at the preconstruction meeting and advise
the contractor of requirements as stated in Title 6 of the Civil Rights Act of 1964.
See Section 5-0, “Conduct of the Work,” of the Construction Manual for details on
preconstruction conferences.

8-204 Reports to Other Agencies

Terms of the contract require contractors and certain subcontractors to submit
information and reports directly to the United States Department of Labor’s director,
Office of Federal Contract Compliance Programs, and to the administrator, Office
of Compliance Programs, California Department of Fair Employment and Housing.
Normally, no copies of these reports are sent to Caltrans. The law also requires
contractors to send notices of their status as EEO employers to the labor unions or
other worker organizations with which they have agreements.
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8-205 Onsite Interviews

District labor compliance officers or project personnel conduct onsite interviews
with employees of the contractor and subcontractors. Conduct employee interviews
for labor compliance and EEO at the rate of at least two per month per contract until
all the contractor’s employees have been interviewed at least once during the life of
the contract. Record interviews on Form CEM-2504, “Employee Interview: Labor
Compliance/EEO,” or Form CEM-2504 (Spanish), “Entrevista de Empleado: Labor
Compliance/EEO,” if applicable. EEO interviews are done in conjunction with
the labor compliance interviews as a means of verifying that the contractors and
subcontractors are in compliance with the EEO and the labor nondiscrimination
contract provisions as mandated by state and federal statutes and regulations.

When an employee’s responses to the EEO questions in Form CEM-2504 indicate
possible irregularities, the district labor compliance officer must forward a copy
of that interview to the Division of Construction labor compliance unit for further
action.

8-206 Federal-Aid Project Equal Employment Opportunity Posters

Check to see that the contractor has posted the company’s EEO policy and the
“Equal Employment is the Law” poster at each construction location as required by
the contract specifications. The resident engineer must ensure the EEO policy and
poster is posted in a prominent location for all employees on the project to review
for the duration of the contract.

The district labor compliance officer verifies that these posters are displayed at
offsite locations during source document reviews. If the contractor is found to be in
noncompliance, the district labor compliance officer provides additional posters to
effect compliance. The district labor compliance officer will then write a memo to
the resident engineer for inclusion in the project file, advising the resident engineer
of the contractor’s compliance status.

The “Equal Employment Opportunity is the Law” poster must also be posted in the
resident engineer’s office.

8-207 Employee Complaints—Discrimination Complaint Processing

Any complaint that implicates the contractor’s employment practice is generally a
Title 7 EEO complaint. EEO complaints may originate from contractor’s employees
either because of a direct complaint or as a result of a contractor employee interview.
The resident engineer documents all EEO complaints in a diary, a letter to the
project files, or on Form CEM-2504, “Employee Interview: Labor Compliance/
EEO.” The public, contractors, suppliers, vendors, or employees may present these
complaints. Complaints regarding EEO are directed to the resident engineer, who
files the original complaint in the project records and directs a copy of the complaint
to the district labor compliance officer.

The district labor compliance officer sends the complainant a letter notifying them
of their rights under the Civil Rights Act of 1964. The letter also provides a complete
list of resolution options. Those options include:

e Use of the employer’s internal EEO program for investigation and resolution.

» Filing a complaint directly with the California Department of Fair Employment
and Housing (DFEH).
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e Filing a complaint directly with the United States Equal Employment
Opportunity Commission (EEOC).

A copy of the following items should be included in the letter:

e Form DFEH-159 “Guide for Complainants and Respondents,” a DFEH
brochure, available on the internet:

http://www.dfeh.ca.gov

* Instructions on “Filing a Charge of Employment Discrimination,” an EEOC
informational guide is available on the internet:

http://www.eeoc.gov/charge/overview charge filing.html

For a sample letter to the complainant, see Example 8-2.1 at the end of this
section.

In addition, the district labor compliance officer sends a notification letter to the
prime contractor that an employee has alleged discrimination and that the employee
was given notice of available recourse. The labor compliance officer shall not
divulge the employee’s name. The letter reminds the contractor of its obligation to
conduct an investigation pursuant to contract requirements. For a sample letter to
the contractor, see Example 8-2.2 at the end of this section.

The district labor compliance officer refers the issue to the Division of Construction.
The referral includes copies of the letter to the complainant, the letter to the
contractor, and the employee interview form. Further district construction actions
should be taken only on the advice and guidance of the Division of Construction.

8-208 Equal Opportunity Complaints and Contract Administration

Any complaint implicating that the practices of Caltrans have the effect of
discrimination is considered a Title 6 complaint. Title 6 complaints may originate
from a direct complaint made by the public or by a contractor. Title 6 complaints
that occur during construction should be referred to the district labor compliance
officer. The district labor compliance officer refers the issue to the Division of
Construction. The Division of Construction ensures that proper evaluation or
investigation is conducted and refers the complaint to Civil Rights. Civil Rights,
Discrimination Complaint Investigations Unit conducts investigations of Title 6
complaints.

During construction, amendments to the contract may occur by contract change
orders. Some contract change orders may invoke Title 6 complaints or violate the
principles of environmental justice. Environmental justice is the fair treatment of
people of all races, cultures, and incomes with respect to the development, adoption,
implementation, and enforcement of environmental laws, regulations, and policies.
Examples include new traffic detours, changes in the length or limits of the project,
mitigation measure changes, materials changes, changes in contract-mandated
material borrow or disposal sites, or setup of portable hot asphalt concrete or
concrete plants.

The resident engineer administers significant contract changes and takes affirmative
measures to ensure nondiscrimination and preservation of environmental justice.
Since most Title 6 mitigation measures are associated with complex projects in
urban areas, the resident engineer may conduct community meetings, prepare press
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releases, or hire public relations consultants to keep communities informed and
advised on project scope and schedule. The design project engineer and the project
manager evaluate the impacts of any significant change including compliance with
Title 6 requirements. The project manager coordinates functional support units
to mitigate Title 6 compliance deficiencies that result from significant contract
amendments. The design project engineer should concur with significant contract
amendments that have a Title 6 impact. The Division of Construction Program
Area Administrator analyzes the facts and findings and suggests corrective actions
to remedy Title 6 violations.

8-209 Contracts Containing “Federal Requirements Training
Special Provision”

The training special provision is used on federal-aid projects when it is determined
that the project is of sufficient size and duration to support full training periods. The
intent of the training special provision is to enhance contractors’ EEO programs
through on-the-job training. Training and upgrading of minorities and women is the
primary objective of the training special provision. However, the contractor may
not use the training program to discriminate against any applicants for training. The
TSP states the number of apprentices or trainees the contractor is required to use on
the project and provides guidance on actions the contractor must take to meet the
training provision. In addition, the special provision provides for reimbursement
to the contractor at 80 cents per hour for each apprentice or trainee used on the
project.

Before the work involving the apprentices or trainees begins, the resident engineer
requests that the contractor submit training plan with the number of apprentices or
trainees in each classification, the training program to be used, and the start date for
training in each classification. Apprentices and trainees must be employed under
programs currently approved by the United States Department of Labor, Bureau of
Apprenticeship Training (DOL). Contractors must submit to the resident engineer
evidence of apprentice or trainee registration in an approved training program.
Contractors may use trainees only when the trainee wage schedule for the specific
classification is listed in the federal wage determination applicable to the contract.

Training programs not currently approved by DOL may be accepted as long as the
program meets the EEO requirements of the federal contract special provisions.
Contractors must submit a request for approval for these programs from the
resident engineer before their use on the project. The resident engineer must submit
the contractor’s request to the district labor compliance officer who must forward
the request to the Division of Construction for verification of conformance with
United States Code, Chapter 1, Part 230, Subpart A, Section 230.111 (d). If the
training program meets the requirements, the Division of Construction will submit
the program to the Federal Highway Administration with a recommendation for
approval. Upon approval from the Federal Highway Administration, the Division
of Construction will notify the district labor compliance officer and resident
engineer. The resident engineer will notify the contractor of approval of the training
program.

The resident engineer must write a contract change order, as specified in the special
provisions, to provide the appropriate compensation for the apprentices or trainees.
The total amount of this contract change order should reflect the contractor’s plan
for use of apprentices or trainees. No markup will be applied to the specified hourly
rate.
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During construction progress, the resident engineer requires periodic reports from
the contractor demonstrating the contractor’s performance with the requirements
of the TSP. Reporting periods should be tailored to the duration of the project. For
example, a year-long project should require at least quarterly reports. The resident
engineer reviews the reports for conformance with the contractor’s training plan
prior to approving reimbursement for training hours. The resident engineer must
not reimburse the contractor unless the reports have been provided. The resident
engineer may reimburse the contractor for training in excess of the required number
of apprentices or trainees as long as evidence of registration in a DOL program
is provided. When an apprentice or trainee quits the project, the contractor must
provide the resident engineer with the reason. A contractor will have fulfilled the
TSP requirements if applicable training has been provided to the specified number
of apprentices or trainees.

8-210 Contractor’s Annual Equal Employment Opportunity
Report—Form FHWA-1391, Federal-Aid Highway
Construction Contractors Annual EEO Report

The United States Code of Federal Regulations, Title 23, Section 230.121 requires
all prime contractors and subcontractors, regardless of tier, to submit the FHWA
Form-1391. The form shows the composition of the contractor’s workforce by
race and gender for each job category. The requirement is applicable to all prime
contractors and subcontractors, regardless of tier, who have Federal-aid contracts
that exceed $10,000 and that worked all or any part of the last full week of
July. Contractors are subject to a progress pay deduction for failure to submit a
satisfactory form. The applicable procedures and amounts are listed in Sections
8-211, “Deducting Payment for Failure to Submit Reports,” of the Construction
Manual.

8-211 Deducting Payment for Failure to Submit Reports

The authority for initiating a deduction is contained in the special provisions, Section
14, “Federal Requirements for Federal-Aid Construction Projects,” of federal-aid
construction contracts. EEO deductions should be made in those situations when
the contractor or subcontractor fails to submit the required training plans, fails to
post the necessary EEO information, or when the contractor or subcontractor fails to
provide the FHWA Form-1391, “Federal-Aid Highway Construction Contractors
Annual EEO Report.”

Contractors found in noncompliance are to be advised, in writing, of the specific
deficiencies prior to making a deduction. Refer to Section 5-103F (1c) Deductions
of the Construction Manual for instructions on taking the deduction.
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Example 8-2.1  Sample Letter to the Complainant (Employee)

STATE OF CALIFORNIA—BUSINESS, TRANSPORTATION AND HOUSING AGENCY ARNOLD SCHWARZENEGGER, Governor

DEPARTMENT OF TRANSPORTATION
DIVISION OF CONSTRUCTION

1120 N STREET

P. 0. BOX 942874

SACRAMENTO, CA 94273-0001

PHONE (916) 654-2157 Flex your ppyveri
FAX (916) 654-6345 Be energy efficient!
TTY 711

[The telephone and fax numbers must be those of the signature
block regardless of who signs the letter. REMOVE THIS NOTE
BEFORE PREPARING THE LETTER.]

[Date]

[Employee’s Name]
[Address]
[City, State, Zip]

Re: [Caltrans Contract Number, Federal ID Number, and Project Description]
Dear [Employee’s Name]:

This letter confirms our discussion on [Date] where you informed us that you believe you have experienced
discrimination and allege [Company Name] discriminated against you based on (race, color, national origin, sex, age
or disability).

The district labor compliance officer reviewed the allegations and notified [Company Name] in writing, that you have
been provided a complete list of resolution options, including the use of the employer’s internal equal employment
opportunity program for investigation and resolution.

The California Department of Transportation (Department) monitors discrimination complaints against sub-recipients
of state or federal financial assistance. However, the Department has no statutory or regulatory authority to conduct an
investigation of alleged discrimination complaints between the contractor and the contractor’s employee. The
Department has no authority to gather evidence, subpoena documents, depose witnesses, or file equal employment
opportunity cases on behalf of a contractor’s employee. The Department ensures that the contractor conducts an equal
employment opportunity investigation, and documents oversight activities in the project records.

You are advised that filing a complaint with the California Department of Fair Employment and Housing or the
United States Equal Employment Opportunity Commission must be filed within specific statutory deadlines from the
date of the alleged discriminatory act.

If you have questions relating to the information referenced above, please contact [Labor Compliance Officer’s
Name] at [Labor Compliance Officer’s Telephone Number].

Sincerely,

[District Labor Compliance Officer’s Name]
District Labor Compliance Officer
District [Number] Construction

Enclosures  Form DFEH-159, “Guide for Complainants and Respondents”
“Filing a Charge of Employment Discrimination,” available online at:

http://www.eeoc.qov/charge/overview charge_filing.html

c: Division of Construction

£
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Example 8-2.2  Sample Letter to the Contractor

STATE OF CALIFORNIA—BUSINESS, TRANSPORTATION AND HOUSING AGENCY

ARNOLD SCHWARZENEGGER, Governoi|

DEPARTMENT OF TRANSPORTATION
DIVISION OF CONSTRUCTION

1120 N STREET

P. 0. BOX 942874

SACRAMENTO, CA 94273-0001

PHONE (916) 654-2157

FAX (916) 654-6345

TTY 711

[The telephone and fax numbers must be those of the signature
block regardless of who signs the letter. REMOVE THIS NOTE
BEFORE PREPARING THE LETTER.]

[Date]

[Contractor’s Name]
[Address]
[City, State, Zip]

Dear [Contractor’s Name]:

investigation and resolution.

Re: [Caltrans Contract Number, Federal ID Number, and Project Description]

The California Department of Transportation (Department) has been notified that a current or former employee of
[Company Name] filed (or) plans to file a formal complaint of discrimination. The current or former employee is
alleging discrimination based on (race, color, national origin, sex, age, or disability).

The district labor compliance officer reviewed the allegations and provided the complainant a complete list of
resolution options, including the use of the employer’s internal equal employment opportunity program for

The Department complies with nondiscrimination laws and regulations, including Title 7 of the Civil Rights Act of

Flex your power!
Be energy efficient!

1964. Title 7 of the Civil Rights Act of 1964 states, “It shall be an unlawful employment practice for an employer: (1)
to fail or refuse to hire or to discharge any individual or otherwise to discriminate against any individual with respect
to their compensation, terms, conditions, or privileges of employment, because of such individual’s race, color,
religion, sex, or national origin or (2) to limit, segregate, or classify their employees or applicants for employment in
any way which would deprive or tend to deprive any individual of employment opportunities or otherwise adversely
affect their status as an employee, because of such individual’s race, color, religion, sex, or national origin.” The
Department ensures that its activities or programs are nondiscriminatory.

No one may intimidate, threaten, coerce, or engage in other discriminatory conduct against anyone because he or she
has either taken action or participated in an action to secure rights protected by the nondiscrimination statutes. Any
individual alleging such harassment, retaliation, or intimidation may file a complaint with the California Department
of Fair Employment and Housing or with the United States Equal Employment Opportunity Commission.

If you have any questions, relating to the information referenced above, please contact the Office of Civil Rights at
(916) 324-1700.

Sincerely,

[District Labor Compliance Officer’s Name]
District Labor Compliance Officer
District [Number] Construction

[oh Division of Construction
Office of Civil Rights
Subcontractors (if applicable)

L 4
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Flashing beacons, portable............cov i 4-12.2
FOQ SBAI COAL ... et 4-39.9
FOrce acCouNt PAYMENT .......ccviiiiiiiiieeee e 3-9.6,5-3.1
FOreign MAaterialS ........cooiiiiiiii s 3-6.2
Form
CEM-0101, Resident Engineer’s Report of AsSignment...........ccoceeeveiiiinineninn 5-1.1
CEM-0501, Relief from MainteNanCe .........cccoeviieveveeiir et 5-1.2
CEM-0601, Construction Safety REPOIT ........ccccviiiiiiiie e 5-1.2
CEM-0602, Project Safety Program Statement ............ccocovcvrierererenereeneeneeenenns 5-1.2
CEM-0603, Major Construction Incident Notification...........ccccoceeeiiiiiiiiinnnn 5-1.2
CEM-1101, Documents Bond of
State Highway OVersight PrOJECES ........eovveiiieniieiiercesese e 5-1.2
CEM-1201, Subcontracting REQUEST ........ccceiiiiriiiieiieie e 5-1.2
CEM-1202, Contractor Action Request—Change of
Name/Address, Assignment of Contract MONIES .......ccccovverierierveieiesieeeenne, 5-1.2

CEM-1203, Contractor Action Request-Assignment of Contract Performance ..5-1.2,
CEM-2001, National Pollution Discharge Elimination System

ANNUAL CertifiCation ........cveieeiieiie e 5-1.3
CEM-2002, Notification of Construction (NOC) ........cccerereriiniiieieeseeeeeniee 5-1.3
CEM-2003, Notification of Completion of Construction (NCC) .........ccccecvrrerennn. 5-1.3
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Form (Continued):

CEM-2004, Notification of Construction (Desert Areas) ........c.ceveereereereennnns 5-1.3
CEM-2101, COZEEP Daily REPOIt .....c.coviviiiiiiiiriicieinisicie e 5-1.3
CEM-2102, COZEEP/MAZEEP Task Order........ccccoecvrmrerenerierieneeiereeeaesesenns 5-1.3
CEM-2103, COZEEP/MAZEEP Cancellation FOrm ........ccccovvviieniieniiicnnnens 5-1.3
CEM-2401, Substitution Report for Disadvantaged Business

Enterprise/Disabled Veteran BusSiness ENErpriSe.........ccooviererereieieieeienieeeeneen 5-1.4
CEM-2402(F), Final Report - Utilization of Disadvantaged Business Enterprises

(DBE), First-Tier SUDCONTIACIOrS ........coviviriiiieiiesiecs e 5-1.4
CEM-2403(F), Disadvantaged Business Enterprises (DBE)

Certification Status Change ........ccoeveieieiieeesere s 5-1.4
CEM-2404(F), Monthly DBE Trucking Verification ..........c.ccccooevvieniiensiennennn, 5-14
CEM-2501, Fringe Benefit Statement ............cccooiiiiiiiiiinee e 5-1.4
CEM-2502, Contractor/Subcontractor Payroll ... 5-1.4
CEM-2503, Statement of COMPHANCE.........ccccviiriiiiiiiie e 5-1.4
CEM-2504, Employee Interview: Labor Compliance/EEO.........ccccvervvrvevarnnnnnn 5-14
CEM-2504, (Spanish), Entrevista de Empleado: Labor

ComMPHANCE/EEO ..o s 5-1.5
CEM-2505, Owner - Operator Listing Statement of

COMPIIANCE .o 5-1.5
CEM-2506, Labor Compliance —Wage Violation ...........ccccoeiiieiciniiicieeen 5-1.5
CEM-2507, Labor Violation: Case SUMMAIY.......c..cecvrrrererierereeneesiereeneeenensens 5-1.5
CEM-2508, Contractor’s Payroll Source Document REVIEW ...........cccoevveieiennne 5-15
CEM-2509, Checklist — Source DOCUMENt REVIEW ........ceovrieriiieiiieniseneesee e 5-1.5
CEM-2510, Truck Owner-Operator Certification of Ownership.............cccceoeeee. 5-1.5
CEM-2601, Construction Progress Chart ............ccoceeeererierenienerenieneeresneeesenen s 5-1.5
CEM-2701, Weekly Statement of WOrking Days..........ccocererereieneieieeeeeenie 5-1.5
CEM-2702, Overrun in ContraCt TIME.......covuvevviriieeeeeiie et cree e vee e 5-1.5
CEM-3101, Notice of Materials to be USed ...........cccovvireiiiiniiieisecceee 5-1.6
CEM-3501, Hot Mix Asphalt Production RepOrt ..........ccccovevieniensieneeceeee 5-1.6
CEM-3502, Hot Mix Asphalt Placement RepOrt...........ccoceveveiiieicieieccee 5-1.6
CEM-3511, Contractor Job Mix Formula Proposal...........cccceoverienniensieneennns 5-1.6
CEM-3512, Contractor Hot Mix Asphalt Design Data ..........cccccoeveieieiieniinninn 5-1.6
CEM-3513, Caltrans Hot Mix Asphalt Verification..........cccccocvrvrenereieiieieeennn, 5-1.6
CEM-3701, Test RESUIt SUMMANY .......ccooiiiiiiiiiie e 5-1.6
CEM-3702, Relative Compaction SUMMAIY ...........coureireirenineisenee e 5-1.6
CEM-3703, Caltrans Production Start-Up Evaluation ............ccccoceveieiiicennnn 5-1.6
CEM-4101, Materials Release SUMMAIY .......c.ccooviivreriereneneneseeneeiereeneeessennens 5-1.7
CEM-4102, Material Inspected and Released 0N JOD..........coccooiieiciiiiiiciceen 5-1.7
CEM-4202, Material Plant Safety Checklist ..........ccccviviiirinivnieicieeeecee 5-1.7
CEM-4204, California Test 109 SHCKET .........coiiriiriirceee e 5-1.7
CEM-4401, Solid Waste Disposal and Recycling Report .........cccccoevveneieiennn. 5-1.7
CEM-4501, Resident Engineer’s Daily Report/Assistant Resident

Engineer’s Daily REPOIT ......ccooviiiiiiiiiicee e 5-1.7
CEM-4601, Assistant Resident Engineer’s Daily Report ..........ccccooevvenviviinnnn. 5-1.7

California Department of Transportation « Construction Manual « September 2008




Index

Forms (Continued):
CEM-4701, Drainage SyStem SUMMAIY .......ccoceriirnerieinieinieenieeseeesieneseenes
CEM-4801, Quantity CalCulations ...........ccoouiiriiiririiiie e
CEM-4900, Contract Change Order .........ceivrveirierieresesesiesesie e seeeeseeseeneereenas
CEM-4901, Contract Change Order INPUL ..........ccooveiiiiiieiiieie e
CEM-4902, Extra Work Bill (ShOrt) ......cocooviiiiiiiiiiieeeeees
CEM 4902A, Extra Work Bill - Title Page........ccccooeiiiiiiiiiiie e
CEM-4902B, Extra Work Bill - Labor Charges .........ccocvvevvevererenereriereeeerenes
CEM-4902C, Extra Work Bill - Equipment Charges .........ccccoerenencinneeieene.
CEM-4902D, Extra Work Bill - Material Charges ..........ccocvvvrivrenerererieierenn
CEM-4903, Contract Change Order Memorandum ..........c.cccceeereneeiciieieneeenne
CEM-5101, Request for Payment for Materials on Hand ............cccccoevvevverennnne.

CEM-6002, Contract Administration System (CAS)—
REPOI REGUESTS......eiieiiieeiiiiee ettt

CEM-6003, Progress Pay - Estimate Project Initiation

OF UPAALE ..
CEM-6004, Contract Transactions INPUL ..........cccorieiiiiieienine e
CEM-6101, Project Record - Estimate REQUESE ..........cccvreirririniiseseens
CEM-6201, Notice of Potential Claim ..........cccoviiiiniiiiiie e
CEM-6201A, Initial Notice of Potential Claim .........cccceeeeeiiiiciecicce e
CEM-6201B, Supplemental Notice of Potential Claim ..........c.cccccoeiiiiiiennne.

CEM-6201C, Full and Final Documentation
OF POENTIAl CHAIM ..ottt e e e

CEM-6202, Disputes Review Board (DRB) Establishment .............cccccoeoeine.
CEM-6203, Disputes Review Board (DRB) Update Report ..........ccccovvvvernneenn
CEM-6204, Disputes Review Board (DRB) Issue Report ..........ccceevevveiervennne.

CEM-6205, Disputes Review Board (DRB)
Completion REPOIT ......eoviiiiiie e

CEM-6301, CoNtract ACCEPLANCE ......eoviiiieiiiiieie et
CEM-6302, Final Materials CertifiCation ............ccocveveeiieeiveecie e
CEM-9001, Construction Manual Proposed Change ...........ccccocerereiciniennennnn.
Materials Engineering and Testing Services Forms
TL-0015, Quality Assurance-Noncomformance Report..........cccoceveveieiiciennne.
TL-0016, Quality Assurance-Nonconformance Resolution ............cccceeevvevencnne.
TL-0028, Notice of Materials to be Inspected at the Jobsite...........ccccoerienenne.
TL-0029, Report of Inspection of Material ............ccocooieniiniincineee
TL-0038, INSpection ReQUESE FOIM ........oiiiiiiieieeeece s
TL-0101, Sample Identification Card .........cccocevvevveieiieeineinse e

TL-0502, Field Sample of Portland Cement Concrete
SAMPIE CArd ..o e

MR-0518, Job Cement Samples RECOI.........ccvevriviievierenene e
TL-0608, Notice of Materials to be Furnished...........cccocoveviniiniiicce
TL-0624, INSPeCtion REIEASE TAY .. e.vievereieiirieiirieisiees e
TL-0625, Material Suitability Tag .......ccccooereriieiere e
TL-0649, Inspector’s Report of Material on Hand ............cccooveviinniiciiennn,
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TL-3096, Pavement Core RECOIM ..........ccviviirieirieinieisesieese e 5-1.12
TL-6013, Materials Suitability Documentation RepOrt..........cccovvvrvireiirieninnnn. 5-1.12
TL-6014, Materials Suitability REPOIt .......cccooviiiiiiiiiiiee e 5-1.13
TL-6037, Fabrication Progress REPOI .........coviriiiieiieiseseee e 5-1.13
Other State Forms
DAS-1, Apprentice AQreBMENT...........cvieirieireerieeseee ettt 5-1.13
DPD-3013, Request for Construction Staking...........ccoceevrerenenenieiicisieeseeieas 5-1.13
LA-16, Product, Material, or Method RepOrt .........cccccoevvivnereveneneiereieeeneas 5-1.13
LA-17, Report of Chemical Spray Operations ...........ccocceererereneneieeneeieeeneans 5-1.13

Traffic Operations Forms
TR-0019, Notice of Change in Clearance or Bridge

WRIGNE RAIING ...t 5-1.14
TR-0020, Notice of Change in Vertical or Horizontal
ClBANANCE ... eveteeeeee ettt ettt se et st enseneeneanens 5-1.14
TR-0029, Notice of Change in Clearance or Bridge
WRIGNE RAIING ...t 5-1.14
Federal Forms
FHWA-1022, United States Department of Transportation Notice..................... 5-1.14
FHWA-1391 Federal-Aid Highway Construction Contractors
ANNUEL EEO REPOIT.....cviiiitiiiiiiieie ittt 5-1.14
DOL SF-308 Request for Wage Determination and Response
10 REOUEST ...ttt 5-1.14
Equal Employment Opportunity is the Law POSEr .........ccccocvrviiiiiic e 5-1.14
FHWA-1495, Wage Rate Information Federal-Aid Highway Project................. 5-1.15
Forms used for contract adminiStration .............coeevrinniineiineie s 5-1.1
FUIl OVErsSigt PrOJECES .....cuviuiiiiiiiiiiiceiese e 5-0.9,5-3.26,5-4.12
FUNAS/FUNGING .t e nne s 5-2.1,9-1.1
G
GRO-SYNTNETICS. ...ttt bbbt 6-1.26
GlASS DEAMS .....vevveeeeeiiee ettt neenn 4-84.1
Grading PIANE ... .ottt 3-5.3
Grates, frames and miscellaneous metal............cccoovvieiicic e 4-75.1
Groove and grind PAVEMENT..........eiiririieiieieiee et 4-42.1
Guard railing, Metal DEAM.........ccccviiiiiriie e 4-83.1
GUIAE POSES. ..ttt ettt b bbbt bbbttt e st e b et et 6-1.2
H
HANAFAITING v 4-83.4
HAzZArdoUS SPIIS ... 7-1.20
HAZAIAOUS WASEE .....c.vevicvieiece ettt neaneas 7-1.16
Hearing Process for SUBSTITITION ........cooiiiiiiiic s 3-84
Highway facilities, EXIStING ......civieiiiiiee e 4-15.1
HIghWay PIantiNg........coooiiiiii e e 4-20.1
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HOOK AELAIIS ... e 4-52.1
HOPIZONTAI AFAINS......eietiieci et 4-68.1
HYAFAUTIC JACKS ...ttt 6-3.3
HYArOSEEUING ...ttt sttt ettt ne st enaenaanens 4-20.2
|
IMPOITEA DOITOW ... 4-19.9, 6-1.23
Increased and decreased QUANTITIES .........ccvevveieeeieiie e enea 3-4.2
Indemnification and INSUFANCE ..........oouiiiiiiiieece e 3-7.8
Independent assurance sampling and tEStING .......c.ocvvvieiirieiesere e 6-1.3
INSPECTION, BCCESS. ...ttt 3-5.3
INTEIVIBWS, ONSITE ....eviitiiiie ettt 8-2.2
Items

EHMINALEA ...t 3-4.3

FINAE DAY v 3-9.6
J
Jacking

Corrugated STEEI PIPE ..o 4-66.2

PAVEMENL.......oeiieiee s 4-41.1

Reinforced CONCIEte PP ....cviviviiceieeie et 4-65.2
Job categories, alphabetical list Of .........ccccooveiiiiiici e 5-1.32
Job categories, nUMErical lSt Of..........cooiiiiiiiii 5-1.30
JOINt filler XPANSION .......eiviiicic e 6-1.26
Joint sealing COMPOUNGS ........cveviiiiiciiicies s 6-1.26, 6-2.6
L
.00 G ol T USSR 3-9.8
. oo g 0o o LTSRS PSSR 8-1.1,3-7.1
.o o oo 0T o] [T T ot USRS 8-1.1
Laws, Regulations and SPecCifiCations............ccovieiiiiieiieineeee e 8-2.1
LaWS t0 D8 ODSEIVEM. ......c.oiieiii e 3-7.1
LEAN CONCIELE DASE ...ttt et 4-28.1
Legal relations and responSibility .........ccevveiiiriiiiie e 3-7.1
Licensing 1aws, CONEFACTON ...........cirieiirieiiiieisiei st 3-7.1
Lime StabIliZAtION.........oiiiiiec 4-24.1
LiNES AN GFadES .....oveiiieeicie e 3-5.2
Liguid @SPhalLS .....ccvecviieiecce e 4-93.1,6-1.4
Liquidated DAMAGES .......coveueveiiiiiirieiieieisi et 3-8.24
L0 TIMITALIONS ...ttt 3-7.3
Local

FUNGING 1ttt e ne e e neerenns 9-1.1

ROBAS ..ttt ettt reenas 3-4.5
LOCAI DOITOW ...t 4-19.9
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LOCAI MALETTAL ... 3-6.4
L.OQG OF tESE DOFINGS .t 3-5.4
M
Maintenance and responsibility, relief from ... 3-7.11
Maintenance Within Construction LIMItS .........ccccvvviiiiiiienieniene e 3-7.6

MBNNOIES. ...t 4-70.1
Management ReVIEW COMMILIEE..........eiiiiireiieiie e 3-5.6
Manual on Uniform Traffic Control DeVICeS...........cccerereriieiiicineiens (See California)
Markers

ANA DEIHNEALOIS ... 4-82.1

(0] ] 1= ot SO ST UOUR PR 4-82.1

PAVEIMENL.......oiiiiiii i 4-85.1
Y o T T o g 1Y €SSO 4-83.3
MESN-TEINFOICING ...ttt 6-1.27
Metal beam guard railing ........cccoeoviiiiii e 4-83.1
MELAL FAITING ... vt et 4-83.2
Methods OF PAYMENT ......cviiiiiice e 5-3.5
MiINEral AUMIXTIUIES .......cviiiiiieiire e 4-90.14
IMINOT B PIOJECES ..ottt bbb 3-2.1
IMIINOT CONCTELR ...ttt 4-90.5
IMIINOT SETUCTUIES 1.ttt ettt sttt sttt se e e et e e eneeneaneanens 4-51.2
Miscellaneous

Lo = 1o I (Y= SRS 4-75.1

IVIBEAL ... 4-75.1
Miscellaneous TAaCHlITIES. .......ceieiiiee e 4-70.1
IVEEX ABSIGIN <.ttt bbbt b e bbbt b ettt e bt e b ene s 4-90.7
MODBITIZALION .....cee ettt ene e neaneas 4-11.1
IMIONUMENTS ...t 4-81.1
N
NEGALIVE ESTIMALES. ... e eviietiiecie e 3-9.24
NTGNT WOTK . 2-2.8,7-1.8
NOISE CONIOL....eivieieicieee ettt sr et st e e eneeneeneaneas 7-1.11
Non-highway facilities, ULHHTY ..........cocoririiiiii e 3-8.36
[N 0] o= (o] o TSRS 3-9.15
NUCIEAI GAUGES ...ttt st sbe s 1-4.2,6-3.6
@)
ODJECE MAIKETS ...ttt bbbttt ettt 4-82.1
Obliterating roads and AELOUIS .........coiiirieiieiieieieee e 4-15.1
Office Engineer, OffiCe OF .....ccvii i 3-3.1
Operation, CONTIOHING .......coiiiiiieie e 3-8.12,5-0.5
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OFAEr OF WOTK......cuiiieiieiee e 3-5.2,3-75
OVEINEA ClAIMS......viiiiciicie ettt be e sbe e 5-4.21
Overhead costs, adjustment Of ...........ccoceviiiiiiencie e 3-8.8, 3-9.15, 5-3.6, 5-3.14
OVerhead SIgN SLIUCTUMES.........cueiiiiiite ettt 4-56.2
OVEISIAR AIAINS ...t bbb bbbt 4-69.1
OVEISIGNT. ..ttt bbb 9-2.1
Owner-operated eQUIPMENT..........ccoiiiiiiire e 3-9.11, 5-5.6, 8-1.11
OWNEI-OPEIALOTS. .. evveuvieeietieriesteeeeste e sreeee e eeesreeseesreeaenreens 5-14,8-1.10, 8-1.11, 8-1.14
P
PallIAtIVE, QUST....c..ieieiieiiie e e 4-18.1
Partial PAYMENES........coviiiieie et 3-9.15
Pavement
ASPNEIT CONCIBLE ...t 4-39.1
Joints, 1ONGITUINGL.........coiiiiii s 4-39.9
JOINES, TrANSVEISE ... e ctie ettt ete ettt e et et e et e st e st eebe e sraeeebessbaessreesneeaeeas 4-39.9
LC] 130 TP R PP UR USSP 4-42.1
(1001 TSP SUPUSRRI 4-42.1
JACKING . s 4-41.1
Portland CEMENE CONCIELE......civiiieieiiieie ettt enens 4-40.1
SUDSEATING ...ttt bbb bbbttt 4-41.1
PaVEMENT MAIKELS ....c.viiiiiiiecie ettt ettt sttt et ba e sbe et e e sbestsesbeene e 4-85.1
PAVEMENT TECESSES. ...ttt ettt ettt ettt b ettt b e bbb e 4-85.2
Pavement reinforcing fabriC.........c.cooviiiiiiiei 4-88.1
Payment
EXETA WOTK 1.ttt ettt sttt et e s be et e st e et e e baenreere e 3-9.15
FINAL ..o et 3-9.24
0] (12T o1 11 [ | PP PR 3-9.6
MEASUIEMENT AND ....viieieiitiite ettt 3-9.1
(@1 557 APPSR SR PROPR 3-9.25
PAYTOI FECOTAS ...t bbb bbbttt 8-1.5
PCC pavement (see also portland cement concrete)
JOINTS, CONTACT ....ovvivieicie e et 4-40.8
JoiNts, WEAKENEA PIANE .....cvvivrciiiecece e 4-40.7
SHP-TOIM bbbttt 4-40.2
ThiCKNESS AEfICIENCY .....cviviiiiiiecse s 4-40.10
THE DAIS TOF . et 4-40.3
Water SUPPIY TOF ..o 4-90.5
Weakened plane JOINTS ........ciiieiiiiieiee e 4-40.7
Penetration treatMENT ........cvcv e neenens 6-1.24
PerfOratea PIPE ...ttt bbb bbbt ene s 4-68.1
Permeable base
ASPRAIT TFEALEA ...t e 4-29.2
CeMENEITEALEU ... eveeeie et reens 4-29.2
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Index

PEITIIES ...ttt 7-1.13
ENCrOACAMENT ...t 3-7.9, 3-8.8, 3-8.34
List of potential PEIMITS.........cooiiiiiieeee e 7-1.12

Pervious backfill Material ...........cocvevieiiiiie e 4-19.11

PESTICIURS. ...t 4-20.6

Pigmented CUring COMPOUNG .......ccveiiiiiiiisieiieete e 6-1.10

PIIING L et 4-49.1

Pipe
Alternative pipe and pipe arch CUIVEIS .......ccooiiiiiiiiii e 4-62.1
CaSt-IN-PIACE CONCIELE ......viviieiiieeiie e 4-63.1
Corrugated METAl .......ccooueiiieee s 4-66.1
Corrugated metal, alUMINUM ........cccoveriiiieic s 4-66.1
Corrugated metal, STEEI .......cc.o i 4-66.1
o o o USRS 4-64.1
REINFOICEA CONCIBLE ...ttt 4-65.1
Structural Metal PIALE.........cviiiiice s 4-67.1

Plans
L1 ) S SP 3-4.
WWOIKING ArAWINGS ...ttt bbb ettt ene s 3-5.1

Plant establiShment WOIK ............coooviiiiiiiiie e 4-20.12

Plant pumping QUIPIMENT ..........ooiiiiiiieieie e 4-74.1

Plant stakes, highway planting...........cccoiiriiiii e 4-20.10

Plants
Highway planting and erosion CONtrol...........ccoeiiiiiiieiiieiieie e 4-20.1
WVBEETTNG ettt bbb bbbt 4-20.11

PIASLIC PIPE ..ttt 4-64.1, 4-20.1

Pollution control
F N | SO POP RO URT P PRPPRPRPPN 7-1.6
SEOMMWELET ...t 7-1.6
WVALET <. e 7-1.6

POIYSUITITR. ... bbb e 6-1.26

POIVUIELNANE ...t bbb 6-1.26

Portable
Changeable MESSAgE SIONS......cuiiiriiiiiireere s 4-12.3
DIINEALOIS ...ttt er e 4-12.2

POrtland CEMENE CONCIELE ... ...vivveieieieee et eneas 4-90.1
AGMIXEUIES .o 4-90.3, 6-1.9
CoMPreSSIVE SEIENGEN........viiiiiiiie e 6-3.4

Portland cement CONCIete PAVEMENT ........c.oiirierieieieieie et 4-40.1

Potential claim, NOtICE O .......covviieiiciicecc e 5-4.2,5-4.6, 5-4.14, 5-4.22

Precast raised traffiC DArS ... 6-2.8

Preconstruction CONTEIENCE ........ccvieie et ens 5-0.3

Preliminary Construction Claim FININGS ........cccooiiiiiiiiiiiiiie e 5-4.28

PrElIMINAIY TESTS. .. eveiiiieieieicee et e e re e 6-1.1,5-1.19

Preparing Planting @reaS........ccuieiiiiierieriere et 4-20.9
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Index

Preservation Of PrOPEITY .......cuiiiiiiiiie et 3-7.8
Preservative treatment of lumber, timber and piling.........ccccooveviiiiieninieee, 4-58.1
PreStrESSING CONCIELE. .....cueiuiiiitiiteiie ittt sttt ettt sb et et neene s 4-50.1
PreVailing WAgE. .......coveiieie ettt bbb 8-1.16
PRIOFTLY TESTS ..ttt ettt bbb bbbt eb e 6-1.2
ProCedure and PrOtEST........coeiieiieirieiesie sttt 3-4.2
PrOTHE INTEX ...t 4-42.2
PrOfHOGIAPN. ...t 6-3.3
Progress
CAICUIALING ...t 3-9.23
OF WOTK ..ot 3-8.25
PIOSECULION ..ttt ettt sr ettt et e s en e reaneerenns 3-8.1
SCNBAUIE. ... e 3-5.2, 3-8.8, 3-8.34, 5-1.22
Progress pay estimate project initiation of update ...........cccoevvevennnnn. 3-8.7,5-1.60, 5-1.70
Project CEItITICALION ........oueiiiiictiie e 6-1.5
PPOJECE FECOIUS ...ttt ettt bbbt b et b ettt 5-1.1
Categories, alphabetical list Of ... 5-1.36
Categories, numerical liSt OF .........ccooeriiiiiic e 5-1.34
PrOPErtY, PrESEIVALION .......cciiiiiitiiiitiite ettt st bbb 3-7.8
Proposal requirements and CONAITIONS ..........covvuiiiiriinei e 3-2.1
Proposed final @STIMALE ..........ooiiiiiiiie e 3-9.28
ProSeCUtiON and PrOGIESS ......cuviveiiiierirteeiteesie ettt ettt sb et eb e e sb e ebe e 3-8.1
Public access t0 ProOJECE FECOTTS ......coviiuirieriirie et e 5-1.69
PUBIIC CONVENIENCE «..vcveteteet ettt sttt neenenns 3-7.3
PUDTIC INTEIEST. ... ettt 3-6.6
o] Fo T =V o] SRS 1-2.1
PUITDOXES ...t 4-86.7
Q
Quality ASSUraNCe PrOGIam ........cccovivvererereinieieieeeeeeeseeesese e see e e 3-9.3,6-1.3,9-1.3
R
Railings (Type K), teMPOTArY ........ccooveiriiiiiiene e 4-12.2,4-83.1
RAIINGS AN DAMTIEIS ...t 4-83.1
ReINTOrCEd CONCIELE PIPE ...ttt e e 4-65.1
REINFOICING DAIS... vt 4-52.1
REINTOICING FADFIC ... e 4-88.1
Relative COMPACTION. ........oiiiiiiiiee bbb 6-3.6
Relief from maintenance and reSponSibIlIty ... 3-7.11
REMOLE CONLIOI VAIVES........ccviiiiiiiiiit e 4-20.15
Removal of rejected and unauthorized WOrK ............cccciiiiiiiniieneiee e 3-5.3
REMOVAL, BIIAQGE ... oottt enens 4-15.2
Rental
DUMP TFUCK .ttt ettt et 3-9.11
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EQUIPIMENT.....ei bbbttt eb et 3-9.9
Responsibility fOr damage ........oovieiieiieie 3-7.4
Retaining WallS, CONCIELE ........ccveiiiiiiiiiie s 4-51.1,6-1.11
REEENTIONS ...ttt bbbt 3-9.22
Retroreflective pavement MArkers ..o 4-85.1
RIgt-0f-Way Jelays.........ccoiiiiiiiie e 3-8.35
Rights in land and iMProVeMENTS .........cccooiiiiiiiiiieeee e 3-7.13
ROAUSIAE SIGNS ...ttt 4-56.1
ROAAWAY EXCAVALION ...ttt e e ene s 4-19.1
ROCK SIOPE PrOTECLION ...t 4-72.1
Rock slope protection fabriC ... 4-88.1
Root protectors, highway planting.........c.ccoveiiiiiini e 4-20.5
RUDDET .. 6-1.2
S
Safety and health ProviSIONS ... 2-1.1
SAMPIE. bbb ettt 6-1.1
SAMPIING & TESTING ...viviiiitite e 6-1.1
SCAIE SNEELS ... s 3-94
SCAIES .ttt 6-3.2
Scales and DAIANCES. ........ooviiiiiic s 6-3.2
SCOPE OF WOTK ..ottt 3-4.1
SCIEENS ANM SIBVES. .....viviiieiiiiteeet ettt 6-3.2
SBAI COBLS ...ttt ettt 4-37.1
SO et 4-20.2
Seed SAMPIING ..o 4-20.5
SeMITiNAl ESTIMALE ..o 3-9.33
SHOP AELAIIS ...t 4-56.1
SNOFING ¢ttt bbb bbb ettt 4-19.1
Shortage Of MALEITALS .....c.oiveiiiiie e 3-8.28
SROTCIELE ...t 4-53.1
Sidehill embBanKMENT .......ociiii 4-19.5
SHUBWAIKS ...t 4-73.1
STBVE ANALYSIS .. ettt 6-3.2
SIGN SEIUCTUIES. ...ttt bbb b bbbttt ne e 4-56.1
Signals, lighting and electrical SYSIEMS .........coviiiiiiiiiee e 4-86.1
ST T 0 F TP TP TP TR TT VRO PTPRPPRPRPPN 4-56.1
Si10S, ASPNAIT CONCIELE. ......i i ens 4-39.8
SHABS AN SHPOULS. ...ttt 4-19.7
SIPOULS AN SIIES.....cveeeieieeicee e 4-19.7
Slope

EMDANKMENT ...t 4-19.12

PAVING ..ttt bbb b bttt ene s 4-72.4

PPOECTION ...ttt bbbttt et et 4-72.1
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ROUNGING. c .ttt sb e sb e e 4-19.8
Slotted Pipe, AGE ArAINS ......c.ciieiieeere s 4-68.4
SIUITY SBAL ...ttt 4-37.5,6-1.24
Surface Mining and Reclamation Act 0of 1975 (SMARA) ...t 7-1.4
SOI, DASEIMENT ...t 6-1.23
Solid Waste Disposal & Recycling REPOIT ........cccoeiiiriiniiiseeeeeee e 7-1..22
Sound CONLIOI FEQUITEMENTS ...ttt bbb 3-7.3
SOUICE UOCUMENES ...ttt 3-9.2
SPECIAI TOICES ...ttt ettt bbb e 3-9.13
SPECIAI SEIVICES ...ttt 3-9.13
SPEEA ZONES. ...ttt ettt bbbttt b bbb bbb n e e 2-2.7
StAKES AN MAIKS....c.veviieeieiee et sa et seesee e neens 3-5.3
StALe CONFACT ACT ... s 1-15
State-furnished MaterialS ... 3-6.1
State Right of Way, CONrACLOI™S USE ......couiiveieirierieiieie et e 7-1.5
SEOP NOLICES ..ttt bbbttt 3-9.15
Sraw, EroSION CONTIOT .......iviiiiiciie et 4-20.2
SN ettt bbbt 4-84.1
Structural metal plate pipe, arches and pipe arches ... 4-67.1
SEUCTUIAL SEEEI ...t r e s 4-51.1
Structure DACKTIIL..........ccooviieice e 4-19.11, 6-1.25
SEIUCLUIE EXCAVALION.....cuiiiiiieiiieiiie ettt 4-19.3
Structure excavation and backfill..............ccooiiiiii 4-19.3
SEYIOTOAM FIIET ..o 6-2.8
SUDDASES, AQGIEYIALE ... .overieieeiei et 4-25.1, 6-1.22
SUBCONTFACTING ...ttt 3-8.1
SUDSEAlING PAVEMENT ...ttt 4-41.1
Subsistence and travel alloOWaANCE...........cceeviiiviiiciiie e 3-9.8,8-1.6
SUDSEITULION PIOCESS ...ttt ettt eb et b e 3-8.3
Substitution reqUESt-DBE/DVBE ..ottt 8-3.7
SUBSUITACE AFAINS ...t 4-68.1
SUPETTNEENUENCE ...ttt 3-5.2
SUPCharge, TaD0F ........ooviiiiee e 3-9.8
Surety

WOTK COMPIETEA ..ot 3-8.30

WOrK NOt COMPIELEA. ... e 3-8.31
SUIVEY MONUMENTS. .....eeeutieiiete ettt sttt bbbt s e bt e et e e e b e e nesbeenneeneas 4-81.1
Suspension Of WOTK, tEMPOTAIY .......cciiiiiiiiiee e 3-8.9
T
TACK COBL ...ttt 4-39.4,4-92.1
Tapered NOLCh WEAJE ..o 4-39.1,4-39.9
Temporary railing (TYPE K) ...c.eoiiiiiiierie e 4-12.2
Temporary SUSPENSION OF WOTK .........oiiiiiiiieiieie e 3-8.9
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Termination OF CONIACT. ..........ovciiiiriiir s 3-8.36
Termination Of CONIOL .........cocviiii s 3-8.29
TeSt DOriNGS, 10g OF ..o 3-54
TESHEESTING ..ttt 6-3.1
TESE CYIINABTS .. e ettt b bbb 6-3.4
Thermoplastic traffic stripes and pavement Markings ..........ccoeovvevneinennensensenns 4-84.1
THIIE DEAM DAITIET ...ttt s 4-83.2
1] SRS 6-2.8
TIMDEE PIIES .. e 3-8.27
THIMDEE SEIUCTUIES ..ttt sttt enaereene e 4-57.1
Time OF COMPIETION ..ot 3-8.10
THtle B AN THHIE 7 ..vvereee et re e e ane s 8-2.1
THAFFIC COMBS ...ttt 4-12.3
Traffic control devices, CONSITUCTION ArBa........cc.cevveiivieiieeirie et 4-12.1
TRAINING ettt ettt bbbt b bbb e b e b e e s e e e neeb e e re b 1-3.1
Training SPECial PrOVISION........cccouiiiiiiiiiieisei et 8-2.4
Treated Permeable DASES ..o 4-29.1
LI 10 SRS 4-19.5
TrUCK rental, QUMD ...eiiieicce e e 3-9.11
U
L0100 [ TSRS 4-68.1
Unsuitable material

[ U1 111 o] USRS 4-19.6

REMOVING ...ttt bbbt ene s 4-19.6
Use of materials found on the WOIK..........cccoeierieioiiiccese e 3-4.6
USE OF PESTICIARS ...t 4-20.6
Utility and non-highway facilities ...........ccooeriiiiinii e 3-8.34
ULIHIEY relOCALION ... e 3-8.34
\Y
VENICIE COUE ...ttt sttt ene e s neanennenns 3-7.1
VENICIE JELECTONS ...t 4-86.9
ViIOIAtION HEAMNNG ...t 3-8.5
W
Wage, PreVaIlING ......oviviiriiiicii e 8-1.16
LA L] ST TP O PP PPR PR 4-17.1
Water pOHULION CONEIOL .......ccuiiiiiieiecee e 7-1.6
Water pollution CONtrol PIAN ..o 7-1.10
WVALET SUPPIY ettt ene 4-17.1
WWALEIPIOOTING. ...ttt 4-54.1, 6-1.27
Waterproofing, asphalt membrane ...t 4-54.1
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Waterstops, CONCIELE SIIUCTUIES........oitieiiiiieieeiieie ettt 4-51.4
Weekly Statement of WOrKing DaysS.........ccooviriiiiiiiiiesese e 3-8.10
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Concrete SIOPE PrOtECLION .......ovrveiriiirieeriese s 4-72.4

CONCIELE SLIUCTUIES ...vivveieiie e 4-51.4
WWEIGN SNEELS ... 4-20.3
WEIGNTS QNG MEASUIES ......evieeeeeeeie et bbb ettt ebe s 3-9.2
Weights and measures COOTdINALON .........cooviieriieiiieise e 3-95
WRIGNE TIMITATIONS ... 3-7.1
WEIAEA STEET PIPE ..ot 4-70.1
Welded Wire TaDIIC ........cviicc e 4-52.1,6-2.8
Wheelchair ramps

CUID FAMPS, CONCIELE ...ttt ettt sttt 4-73.1
WVINATOWS 1.ttt et sae st et et et e e e enseneenaeneanens 4-39.9
WIrE MESN, TENCES ... 4-80.1
Wire Mesh reiNfOrCING .....ovoireiiiiiesese e 6-1.27
WVITING ot b bt bbb bbbt e et 4-20.17
WWOTKING ArAWINGS ...vveviiteicie bbbttt 3-5.1
Z
ZEIO DAIANCE ...t s 3-8.32
W (oI (0] =T g oSSR 3-5.6
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