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REQUIRED DOCUMENTATION FROM CONTRACTORS
On April 3, 2008 the CDOT Audit Unit submitted their report titled “Notice to Proceed to the Start of Construction Report of Internal Audit Number 0702_2”.  This report stated the following:

We audited compliance with regulations related to the construction project file documentation process from notice to proceed to the start of construction. Those regulations require the Project Engineer to obtain specific documentation from the contractor prior to the start of construction. 

The contracts we tested were in compliance in most respects; however, we found that the responsibility for construction file documentation is not well defined. In addition, Method Statements for each salient feature listed in the contract had not been consistently obtained, as required by CDOT Standard Specifications for Road and Bridge, “The Specifications”, subsection 108.03(a), for seven of the ten contract files tested. We also found the Method Statements submitted were not always in the format required by “The Specifications” subsection 108.03(a) (1) thru (7). Lastly, we found that half of the contractors did not submit listings for materials’ and supplies.
The report presented several “Findings” and “Recommendations”.  Recommendation 1.2 is being addressed by this Construction Bulletin. 

Finding 1: Procedures to insure proper project file documentation are not well understood. 
Criteria 
We found that the CDOT’s Construction Manual, Section 101.103.6, states; 

The Project Engineer has the complete responsibility for the administration of a CDOT construction contract. 
Section 120.1.4.2, states 

“The Project Engineer will compile, or cause to be compiled, the required documentation”. 
The two sections referenced above, would indicate that the Project Engineer is in fact fully responsible for the documentation of the construction project files; however, Section 120.1.4.1 further states; 

The Resident Engineer is responsible for assuring that complete and accurate documentation is compiled and accurate. 
The CDOT Standard Specifications for Road and Bridge Construction, Section 101.09, states; 

The Resident Engineer is directly responsible for the overall administration of assigned construction projects……..The Resident Engineer will delegate authority to Project Engineers consistent with their experience and abilities. 
Section 120.1.4.1 of the CDOT Manual and Section 101.09 of “The Specifications” clearly indicate that the responsibility to insure that the Project Engineer has compiled complete and accurate documents is that of the Resident Engineer. 

Condition 
During the course of the audit, we discovered several project files that were missing required documentation including, but not limited to method statements; suppliers and supply listings and materials lists; which we considered to be substantially deficient project file documentation. 

Cause 
1. We noted a consensus among the Resident Engineers that file documentation was the sole responsibility of the Project Engineer. 

2. We did not find any procedures in the CDOT Construction Manual that were specifically designed to assist the Resident Engineer in providing the required assurance that the Project Engineer is obtaining the required project documentation. 

Effect 
The risk that project file documentation is inadequate or incomplete is increased by the lack of written procedures clearly defining the administrative process for the Resident Engineer to follow in order to provide the required assurance as stipulated by the CDOT Construction Manual section 120.1.4.1. 

Recommendation 
1.1 The CDOT Construction Manual should provide clear procedures for the Resident Engineer to follow in order to provide the adequate assurance that the project construction file documentation is complete. 

1.2 Staff Branches Director should provide a checklist for the construction phase between notice to proceed to the start of construction that specifies the required documentation to be obtained by the Project Engineer. The Project Engineer and Resident Engineer should sign the checklist; attesting that project file documentation has been obtained and is complete. 

Response 
1.1 The CDOT Project Development Branch Manager agreed to draft administrative procedures to be included in the current revision to the CDOT Construction Manual. 

1.2 The CDOT, Project Development Branch Manager agreed to draft a check list for the construction phase between notice to proceed to the start of construction that should be included in the CDOT Construction Manual. 

This construction bulletin adds section 120.1.3.6, Required Documentation from Contractors, to the Construction Manual.  Section 120.1.3.6 provides a checklist of required documentation that is to be submitted by the Contractor.

Add Section 120.1.3.6 to the CDOT Construction Manual as follows:

The following checklist is to be filled out and updated as necessary by the Project Engineer.   The checklist shall be submitted to the Resident Engineer upon first use and after each update and signed by the Resident Engineer.  Ex: The Resident Engineer should require that the checklist be submitted with each monthly estimate for their review prior to approving the monthly estimate.  The signed checklist will be returned to the PE and kept in the Project Engineer’s project files verifying all required documents have been received from the Contractor:
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If you have any questions, please contact your Area Engineer in Project Development.
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		Submittal		SHALL be submitted prior to construction		SHALL be submitted prior to use		Date Received		Date Approved

		Schedule: 108.03, 10 days prior to start of work, CPM unless otherwise specified		X

		Methods Statements:  108.03(a) All salient features listed in COC spec, any others Contractor deems controlling		X

		Written List of All Permits: 107.02		X

		Proposed Subcontractors		X

		Sublet Permit Applications, Form 205 (w/ forms 713, Contractor DBE Subcontractor, Supply and Service Contract Statement, & 715, Certificate of Proposed Underutilized DBE(UDBE) Participation, as appropriate): submitted and approved prior to use				X

		List of Material Sources & Suppliers: 106.01, Preferably at Precon, minimum of 2 weeks prior to material delivery				X

		Mix Designs:  HMA, concrete, etc.				X

		List of Haul Vehicles Legal Loads				X

		Project Safety Management Plan: SSP 107.06		X

		Copy of Insurance Certificate 107.15		X

		Method of Handling Traffic (MHT) Initial 630.09		X

		Method of Handling Traffic (MHT) Other 630.09				X

		Contractor's Schedule for Temporary & Permanent Erosion Controls 208.03		X

		List of Potential Pollution Sources: 107.25(b)5		X

		Spill Prevention, Control, and Countermeasure Plan (SPCC): 107.25(b)5		X

		Surveying Schedule: 625.03 submitted prior to Pre-Survey Conference		X

		Form 1337, Contractor Commitment to Meet OJT Requirements:  no later than Precon		X

		Form 1378, Contractor Selection of Litigation or Arbitration		X

		Contractor's EEO Policy & Procedures		X

		Letter confirming EEO Policies & Procedures orientation meeting was presented to supervisory personnel: prior to construction & every 12 months		X

		Letter describing Contractor's EEO complaint procedures		X

		Letter describing Contractor's method & schedule for monitoring subcontractor EEO compliance schedule		X

		Letter communicating Contractor's tentative date of first project EEO meeting		X

		Project Engineer:						Date:

		Resident Engineer:						Date:
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