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This manual was written and compiled by Carol Hoisington and BethAnn Wieder, CDOT 
Engineering Technicians.  
 
It is intended to be used as a training guide for project personnel in the areas of project 
documentation and contract administration.   
 
It in no way replaces, nor was intended to replace any existing CDOT Manuals, but rather 
to supplement them. 
 
A special note of thanks to the other Finals Administrators (aka Finals Engineers), Regions  
1&6 Civil Rights Offices, and other friends for their support, suggestions and contributions. 

 
 
 
 
 

Editor’s Note: 
 
I am heading on down the highway….. 
This is the last edition of this manual that I will edit and publish.  
I hope this manual will continue to be of assistance to construction project 
personnel in the documentation and administration of their projects. 
 

THANK YOU  to everyone for their encouragement, support and assistance during my 

career at CDOT. 
 
 

Carol Hoisington 
 

Road to Retirement 
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WHO CAN I CALL? 
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REGION 1 
 
Region Transportation Director – Tony DeVito (303)757-9459  
 
Deputy Director of Program Delivery - Paul Jesaitis  (303) 757-9919 
Deputy Director of Maintenance – Michael O’Neill  (303) 757-9253 
 
North Program Engineer – Jared Esquibel    (303) 398-6728 
 Resident Engineers: 
  N. Holly Markos Atamo   (303) 398-6745  
  N. Holly Kurt Kionka      (303) 398-6738    

N. Holly Andy Stratton  (303) 398-6780 
  N. Holly Jacob Ojera  (303) 398-6765 
  Hydraulics Zak Humbles  (303) 365-7253 
 
South Program Engineer  – Carrie DeJiacomo  (303) 365-7211 
 Resident Engineers:     
  S. Parker Rd John Hall  (303) 512-5402 
  S. Holly Jerome Estes     (303) 757-9350  

 Arapahoe: Roman Jauregui (303) 365-7255 
 Centennial: Dole Grebenik  (303) 365-7234 
 Hydraulics Samer AlHaj  (303) 365-7248  

  
 West Program Engineer – Steve Harelson  
 Resident Engineers: 
  Red Rocks Jana Spiker  (720) 497-6913    
  Foothills Russel Cox  (720) 497-6905  

Table Mt Kevin Brown      (720) 497-6954 
  Dakota Ridge Robert Smith    (720) 497-6961 
  Hydraulics Luis Calderon  (303) 365-7245 
 
Central Program Engineer  – Jay Hendrickson (303) 757-9253    
  Resident Engineers:  
  S. Wadsworth   Ron Buck  (303) 512-5456 

S. Holly   Kevin Stefanik (303) 512-4105 
S. Wadsworth   Matt Pacheco (303) 512-5455 

  Hydraulics   Scott Leiker  (303) 365-7260 
 
I-70 Mountain Corridor – Ben Acimovic  (303) 497-6985   
 Environmental Manager – David Singer (303) 497-6960  
 
US 36 DB – Mark Gosselin   (303) 404-7021 
 Resident Engineers: Scott Rees  (303) 404-6962 
    Bob Hayes  (303) 404-7033 
 
Fastracks – Lizzie Kemp   (303) 299-6905 
 
Traffic Program Engineer - Clark Roberts   (303) 365-7330  

  Resident Engineers: 
  Aurora: Alazar Tesfaye (303) 365-7813 
  S. Holly Leela Rajasekar (303) 757-9862 
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Specialty Units: 

 
Business Office 
  S. Atlantic Pl  Lillian Bourne   (303) 757-9912     
 

Civil Rights Office 
  S. Atlantic Pl  Vacant    (303) 757-9385  
      
 
   
Finals & Documentation Support 
  S. Holly  Jacob Shafer   (303) 757-9024 
       
Hydraulics 
 Centennial  Luis Calderon   (303) 365-7245  
 Centennial  Samer Al-haj   (303) 365-7248 
 Centennial  Scott Leiker   (303) 365-7260 
    Zak Humbles   (303) 365-7253    

  
Maintenance    

Aurora     DJ Brown   (303) 365-7110  
Idaho Springs  Kenny Martinez  (303) 512-5733  

   
Materials Engineer 
  N. Holly  Masoud Ghaeli (N&C)  (303) 398-6701 
  N. Holly  James Chang (S&W)  (303) 398-6702  
 

Permits 
  S. Holly  Kirk Allen   (303) 757-9531  
   
Planning & Environmental  
  S. Holly  Chuck Attardo   (303) 757-9929  
 
ROW/Survey Section 
  S. Holly  Vacant    (303) 757-9917  
 

Utilities Engineer 
  S. Holly   Dave Ruble   (303) 757-9250 
  

 
 
 
 
 
 
 
 
 
 
 
 
 

(Rev 12/12/14) 



 

REGION 2 
 
 
Region Transportation Director – Karen Rowe (719) 546-5452 
  
 
North Program Engineer – Doug Lollar  (719)227-3201 
 

 Resident Engineers 
  Colorado Springs:    
           Dan Hunt  (719) 277-3231 
             Mark Andrew  (719) 227-3205 
             Dave Watt  (719) 227-3202 
 
     
South Program Engineer – Ajin Hu  (719) 546-5430 
 

  Resident Engineers:  
  Pueblo: Joe Deheart  (719) 546-5439 
    Dan Dahlke  (719) 562-5509 
 Lamar: Brian Long  (719) 336-3228 
  
Traffic Engineering - Sasan Delshad (719) 546-5411 
  Terry Shippy    (719) 546-5734 
      
     
Specialty Units: 
  Business Office   Jason Ahrens (719) 546-5408 
 Civil Rights Office   Mary Dugan  (719) 546-5432 
 Environmental/ Planning  Lisa Streisfeld (719) 227-3248 
 Finals     Don Scanga  (719) 546-5434 
 Hydraulics    Dennis Cress (719) 562-5580 
 Local Agency  (Colorado Springs) Lesley Mace   (719) 634-2323 
      (Pueblo)  Don Scanga  (719) 546-5434    
 Maintenance     Adam Padilla  (719) 546-5419 
 Materials Engineer   Craig Wieden (719) 546-5438 
Planning    Wendy Pettit  (719) 546-5748  
Real Estate Services  Wayne Trujillo (719) 546-5725  
Survey    Tom Adams  (719) 546-5454 

 Survey    Jeffry Eickelman (719) 546-5496 
 Utilities Engineer   Joe Trevizo          (719) 546-5743 
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REGION 3 
 
 
Region Transportation Director –Dave Eller  (970) 683-6202 
  
 
Central Program Engineer – Joe Elsen   (970) 384-3332 
 Resident Engineers: 
  Glenwood Springs:  Roland Wagner (970) 384-3334 

 Craig:           Clint Moyer  (970) 826-5189 
 
    
West Program Engineer – Jason Smith  (970) 683-6208 
 Resident Engineers:  
  Grand Junction:   Rob Beck  (970) 683-6351  
  Montrose:   Ron Alexander (970) 683-6420 
 
 
East Program Engineer – Steve Olson  (303) 512-5664 
  Resident Engineer: 

Mountain:  Grant Anderson (303) 512-5601 
Eagle:                       Martha Miller  (970) 328-9933 

     Pete Lombardi (970) 328-9962 
 
 
Traffic Program Engineer –Zane Znamenacek  (970) 683-6275 
  Resident Engineer: 
  Construction:   Sean Yeates  (970) 683-6276  
  Operations:  Richard Sarchet (970) 683-6278 
 
 
Specialty Units: 
 Business Office   Rocky Baker   (970) 683-6260   
 Civil Rights Office   Chip Brazelton  (970) 683-6210   
 Environmental/Planning  Mike Vanderhoof  (970) 685-6251 
Finals     Cindy Morgan  (970) 683-7575    

 Hydraulics    Stuart Gardner  (970) 683-6354 
Maintenance  

Grand Junction Mike Goolsby  (970) 683-6305 
Craig   Mike Eike   (970) 826-5162 

  Hanging Lake Tunnel Control  (970) 945-3840 
Local Agency   Joseph Carter  (970) 683-6253 
Materials Engineer   Jeremy Lucero  (970) 683-7562  
Permits/Access   Dan Roussin   (970) 683-6284  
ROW/Survey Section  Kathy Freeman  (970) 683-6231  

 Utilities Engineer   Rob Martindale  (970) 683-6209  
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REGION 4 
 
 
Region Transportation Director – Johnny Olson (970) 350-2103 
  
North Program Engineer – Corey Stewart (970) 350-2104 
 

 Resident Engineers: 
  Loveland:  James Flohr   (970) 622-1268 
    Scott Ellis   (970) 622-1267 
  Sterling:  Brett Locke   (970) 521-9716 
    
South Program Engineer – Keith Sheaffer  (970) 350-2162 
 

 Resident Engineers: 
  Greeley West:Robin Stoneman   (970) 506-4952 
    Lou Keen   (970) 506-4954 
  Boulder: Chris Boespflug  (303) 546-5653 
    Dan Marcuci   (303) 546-5655 
  Limon: Travis Miller   (719) 775-8002 
  US 36  Mark Gosselin  (303) 404-7020 
    Scott Rees   (303) 404-6962 
    Bob Hayes   (303) 404-7033 
 
 FRO Program Engineer – Heather Paddock (970) 350-2321 
   Resident Engineer: Joe Garcia   (970) 350-2322 
 
Traffic Program Engineer – Mike Crow  (970) 350-2121 
   
 Resident Engineers: 
  Operations:   Larry Haas   (970) 350-2143 
  Local Agency  Long Nguyen  (970) 350-2126 
 
Specialty Units: 
 Access Coordinator  Gloria Hice-Idler (970) 350-2148 
 Business Office  Julie Powers  (970) 350-2119 
 Civil Rights Office   Anna Mariotti  (970) 350-2107 
     Tina Schulte  (970) 350-2116 
     Juliet Sheets  (970) 250-2156 
 Environmental/Planning Myron Hora   (970) 350-2263 
 Finals    Irene Stumpf (970) 350-2190   Fax  (970) 350-2262 
Hydraulics   Steven Griffin (970) 506-4947 
Local Agency  Jake Schuch  (970) 350-2205 
Maintenance   Tim Miles  (970) 350-2120 

 Materials Engineer   Gary Dewitt  (970) 350-2379 
 ROW Section  Bob Grube  (970) 350-2152 
 Survey   Mark Guerrero (970) 350-2173  
 Utility Engineer  Vacant  (970) 350-2164 
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REGION 5 
 
 
Region Transportation Director – Kerri Neet  (970) 385-1402 
 
  
Program Engineer – Ed Archuleta     (970) 385-1400 
  

 Resident Engineers: 
  Alamosa: David Valentinelli  (719) 587-6501 
  Durango: Mike Coggins  (970) 385-3621 
    Steven Cross  (970) 385-3624 
 
 
Traffic Program Engineer – Jim Horn    (970) 385-8360 
  

 
 
Specialty Units: 
 Business Office   Jeff Medenwaldt  (970) 385-1401 
 Civil Rights Office   Jason Benally  (970) 385-1403 
 Environmental /Planning  Tony Cady   (970) 385-1430 
Finals     Tom Bovee   (970) 385-1412 

 Hydraulics    Walter Buckholts  (970) 385-1445 
Local Agency   Robert Shanks  (970) 385-1416 
Maintenance    Vacant   (970) 385-1651  
Materials Engineer   Tim Webb   (970) 385-1625 

 ROW     Ralph Campano  (970) 385-1434 
 Survey    Todd Johnston  (970) 385-1419 
 Utilities Engineer   Kevin Walters  (970) 385-1407 
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HEADQUARTERS 
 
Accounting     Liliya Gershman  (303) 757-9657 

Contractor Payments/Liens   Sarah Winter   (303) 757-9571 
 

 Bridge Design & Construction Support Vacant    (303) 757-9339 
 

Contracts & Market Analysis Branch John Eddy   (303) 757-9592 
Award letters/Notice to Proceed   Marci Gray   (303) 757-9006 
Construction Area Engineers   Kevin Ryburn (2&5)  (303) 757-9855 

       Mark Straub (1 & ITS)  (303) 757-9595 
       Laura Zamora (3&4)  (303) 757-9233 
  Asst. Area Engineers   Frank Kinder   (303) 757-9428 
       Karen Sullivan   (303) 757-9502 

      Roselle Drahushak-Crow (303) 757-9428 
 
Design Area Engineer   Ryan Sorensen  (303) 757-9326 
Engineering Contracts   Bernie Rasmussen  (303) 757-9400 
Engineering Estimates/Cost Estimates Shawn Yu   (303) 757-9293 
      Ken Auge (R- 3,5)  (303) 757-9860 
      George Demos (R-2)  (303) 757-9874 
      Greg Jones (R-4)  (303) 757-9872 
      Sina Khavaryt(R-6)  (303) 757-9294 
      Roy Pallman(R-1)  (303) 757-9870  
Hydraulics     Al Gross   (303) 757-9868 
Innovative Contracting   Nabil Haddad   (303) 757-9104 
Local Agency Area Engineer  Steve Markovetz  (303) 757-9391 
Program & Project Analysis  BethAnn Wieder  (303) 757-9541  
ROW     Christine Rees  (303) 755-9836 
Specifications and Standards   Larry Brinck   (303) 757-9474 

 
Geology     Ty Ortiz   (303) 398-6601 

Soil & Rockfall    Vacant    (303) 398-6586 
  
Help Desk     (SiteManager® help)  (303) 757-9317 
 

Labor and Contract Compliance  Karen Fujii-Martin  (303) 757-9540 
  

Legal Services    Rose Estrada   (303) 757-9211 
 

Materials 
Pavement - Concrete   Eric Prieve   (303) 398-6541 

- Flexible Pavement  Mike Stanford   (303) 398-6576 
- Design   Jay Goldbaum   (303) 398-6561 

 

Open Records Requests (CORA)  Vacant    (303) 757-9558 
 
Public Information Officer   Amy Ford   (303) 757-9362 
 

Reproduction     Alvaro Duran   (303) 757-9213 
 

Risk Management    Tracie Smith   (303) 757-9491 
 

 
(Rev 3/10/15) 



 

FHWA – Colorado Division 
http://www.fhwa.dot.gov/codiv/ 

 
 

(Rev. 2/3/14) 
 

http://www.fhwa.dot.gov/codiv/


 

Resources 
 

 
 

Contractor Payrolls/Wage Compliance:   
Contact Karen Fujii-Martin, Labor Compliance Specialist (303) 757-9541 

DBE/OJT: your CDOT Region Civil Rights Managers. 
R-1 Vacant    (303) 365-7031 
R-2 Mary Dugan  (719) 546-5432 
R-3 Chip Brazelton   (970) 683-6210 

R-4 Anna Mariotti   (970) 350-2107 

R-5 Jason Benally   (970) 385-1403 
Change Orders:       

Contact CDOT Area Engineers Unit, Contracts & Market Analysis:   
Kevin Ryburn (2&5) (303) 757-9855 
Mark Straub (1&ITS) (303) 757-9595 

 Laura Zamora (3&4) (303) 757-9233 
Karen Sullivan (303) 757-9502  
Frank Kinder   (303) 757-9428   

  
Web sites (links active on 12/30/14) 
 

FHWA home page:  http://www.fhwa.dot.gov/ 
SAFETEALU/Title 23/Title 49: http://www.fhwa.dot.gov/legsregs/legislat.html 
FHWA 1273:  http://www.fhwa.dot.gov/programadmin/contracts/1273.cfm 

Buy America info: http://www.fhwa.dot.gov/construction/cqit/buyam.cfm 
   

Davis-Bacon Determinations: http://www.access.gpo.gov/davisbacon/ 
 Davis-Bacon info: http://www.fhwa.dot.gov/construction/cqit/dbacon.cfm 

Job Site Posters:  http://www.dol.gov/osbp/sbrefa/poster/main.htm 
FHWA Contract Administration Core Curriculum Participant’s Manual & Reference Guide: 
http://www.fhwa.dot.gov/programadmin/contracts/coretoc.cfm 

 

CDOT Project Specifications/Standard Plans  
https://www.codot.gov/business/designsupport 
  
Current & Past Davis Bacon Minimum Wage Schedules 
https://www.codot.gov/business/designsupport/construction-specifications/2005-construction-
specs/past-min-wage-decisions 

 

CDOT Manuals, Publications  
Available for viewing from web page: https://www.codot.gov/business/designsupport/bulletins_manuals 
 

Available in hardcopy and/or CD from  
CDOT Bid Plans Room. 

 4201 E. Arkansas, Rm 117 
 (303) 757-9313 

CDOT Forms: 
 https://www.codot.gov/library/forms 
 
Bulletin Board Posters 

https://www.codot.gov/business/bidding/bulletin-board-postings  
CDOT Management List: 
http://internal/infoexchg/organizations/CDOT%20Management%20Contact%20List.pdf 

 
CDOT Organizations: http://internal/infoexchg/organizations.cfm 
FHWA Contact List: http://www.fhwa.dot.gov/codiv/directory.htm     (Rev 1/23/15) 

http://www.fhwa.dot.gov/
http://www.fhwa.dot.gov/legsregs/legislat.html
http://www.fhwa.dot.gov/programadmin/contracts/1273.cfm
http://www.fhwa.dot.gov/construction/cqit/buyam.cfm
http://www.access.gpo.gov/davisbacon/
http://www.fhwa.dot.gov/construction/cqit/dbacon.cfm
http://www.dol.gov/osbp/sbrefa/poster/main.htm
http://www.fhwa.dot.gov/programadmin/contracts/coretoc.cfm
https://www.codot.gov/business/designsupport
https://www.codot.gov/business/designsupport/construction-specifications/2005-construction-specs/past-min-wage-decisions
https://www.codot.gov/business/designsupport/construction-specifications/2005-construction-specs/past-min-wage-decisions
https://www.codot.gov/business/designsupport/bulletins_manuals
https://www.codot.gov/library/forms
https://www.codot.gov/business/bidding/bulletin-board-postings
http://internal/infoexchg/organizations/CDOT%20Management%20Contact%20List.pdf
http://internal/infoexchg/organizations.cfm
http://www.fhwa.dot.gov/codiv/directory.htm
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2 - 1 

Acronyms/Abbreviations 
 
 

3R    Resurfacing, Restoration, Rehabilitation 
3P    Public Private Partnerships 
4P    Project Priority Programming Process 
 
 

A 
 

AADT  Annual Average Daily Traffic 
AAN  American Association of Nurserymen 
AAR  Association of American Railroads 
AASHTO American Association of State Highway and Transportation Officials 
AC  Asphaltic Cement 
ACI  American Concrete Institute 
ACOE  Army Corps of Engineers 
ADA  Americans with Disabilities Act 
ADR  Alternate Dispute Resolution 
ADT  Average Daily Traffic 
AED  Associated Equipment Distributors 
AGC  Associated General Contractors of America 
AI  Asphalt Institute 
AIA  American Institute of Architects 
AISC  American Institute of Steel Construction 
AISI  American Iron and Steel Institute 
AITC  American Institute of Timber Construction 
ANPRM Advanced Notice of Proposed Rule Making 
ANSI  American National Standards Institute, Inc. 
APL  Approved Products List 
AQCC  Air Quality Control Commission 
AQCM Air Quality Congestion Mitigation 
ARA  American Railway Association 
AREA  American Railway Engineering Association 
ARRA  American Recovery and Reinvestment Act 
ARTBA  American Road and Transportation Builders Association 
ASCE  American Society of Civil Engineers 
ASLA  American Society of Landscape Architects 
ASME  American Society of Mechanical Engineers 
ASTM  American Society for Testing and Materials 
ATSSA American Traffic Safety Services Association 
AWG  American Wire Gauge 
AWPA  American Wood Preservers’ Association 
AWS  American Welding Society 
AWWA American Water Works Association 
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B 
 

BAT  DOL, Bureau of Apprenticeship and Training 
BLM  Bureau of Land Management 
BMP  Best Management Practices 
BPO  Business Programs Office 
BPX  Business Process Expert 
BR  Bridge On-System Program 
BRO  Bridge Off-System Program 
 
 

C 
 

CA  Certification Acceptance 
CAA  Clean Air Act 
CARL  Water Quality Corrective Action Report 
CAS  Construction Administration System 
CatEx  Categorical Exclusion 
CBC  Concrete Box Culvert 
CCA  Colorado Contractors Association 
CCEVA Construction Contract Estimate Voucher Approval 
CDOT  Colorado Department of Transportation 
CDPHE Colorado Department of Health and Environment 
CDPS  Colorado Discharge Permit System 
CE  Categorical Exclusion 
CE  Chief Engineer 
CE  Construction Engineering 
CFC  Cost of Facilities Capital 
CFR  Code of Federal Regulations 
CM  Construction Manual 
CMAQ Congestion Mitigation Air Quality 
CMC  Construction Metrication Council 
CMGC Construction Management General Contractor 
CMO  Contract Modification Order 
CO  Change Order (SiteManager®) 
COC  Certificate of Compliance 
COFRS Colorado Financial Reporting System 
COG  Council of Governments 
COGO Coordinate Geometry Output 
CP  Colorado Procedure 
CPF  Combined Pay Factor 
CPM  Critical Path Method 
CRO  Civil Rights Office 
CRS  Colorado Revised Statutes 
CRSI  Concrete Reinforcing Steel Institute 
CTR  Certified Test Results 
CWA  Clean Water Act (of 1972) 
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D 
 

DBE  Disadvantaged Business Enterprise 
DHV  Design Hour Volume 
DNR  Department of Natural Resources 
DOC  Department of Commerce 
DOJ  Department of Justice 
DOL  Department of Labor 
DOL FOH Department of Labor Field Operations Handbook 
 
DOR  Design Office Review 
DOW  Division Of Wildlife 
DPM  Design Project Manager 
DRB  Dispute Review Board 
DRCOG Denver Regional Council of Governments 
DSR  Design Scooping Review 
DTD  Division of Transportation Development 
DWR  Daily Work Report (SiteManager®) 
DWR  Division of Water Resources (DNR) 
 
 

E 
 

EA  Environmental Assessment 
ECS  Erosion Control Supervisor 
EEO  Equal Employment Opportunity 
EEOC  Equal Employment Opportunity Commission 
EIA  Electronic Industries Association 
EIS  Environmental Impact Statement 
EPA  Environmental Protection Agency 
ER  Emergency Relief 
ERP  Enterprise Resource Planning 
ESA  Endangered Species Act 
ESB  Emerging Small Business 
E&SC  Erosion and Sediment Control 
ESAL  Equivalent Single Axle Load 
ESWC Executive Stormwater Management Committee 
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F 
 

FA  Force Account 
FAA  Federal Aviation Administration 
FAPG  Federal-aid Policy Guide 
FASTER Funding Advancements for Surface Transportation & Economic 

Recovery 
FEBBS Federal Electronic Bulletin Board System 
FHWA  Federal Highway Administration 
FIFRA  Federal Insecticide, Fungicide, and Rodenticide Act 
FIPI  Finding-in-the-Public-Interest 
FIR  Field Inspection Review 
FLHD  Federal Land Highway Division 
FLHP  Federal Lands Highway Program 
FMIS  Financial Management Information System 
FMV  Fair Market Value 
FONSI Finding of No Significant Impact 
FOR  Final Office Review 
FMR  Final Rule Making 
FSS  Federal Specifications and Standards 
FTA  Federal Transit Administration 
FTE  Full Time Employee (CDOT) 
FY  Fiscal Year 
 

G 
 

GAO  General Accounting Office 
GHSR  Governor’s Highway Safety Representative 
GIS  Geographical Information System 
GPS  Global Positioning System 
GSA  General Services Administration 
 

H 
 

HAR  Highway Advisory Radio 
HAZMAT Hazardous Materials 
HBP  Hot Bituminous Pavement 
HCM  Highway Capacity Manual 
HES  Hazard Elimination System 
HMA  Hot Mix Asphalt 
HPTE  High-Performance Transportation Enterprise 
HOT  High Occupancy Toll 
HOV  High Occupancy Vehicle 
HTF  Highway Trust Fund (Federal) 
HUTF  Highway Users Tax Fund (State) 
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I/D  Incentive/Disincentive 
IDF  Intensity-Duration-Frequency Curve 
IECA  International Erosion Control Association 
IEEE  Institute of Electrical and Electronics Engineers 
IES  Illuminating Engineering Society 
IGA  Inter-Governmental Agreement 
IMSA  International Municipal Signal Association 
IP  Implementation Package 
IPCEA Insulated Power Cable Engineers Association 
IRIS  Inventory Road Information System 
ISA  Initial Site Assessment 
ISTEA  Inter-modal Surface Transportation Efficiency Act 
ITE  Institute of Transportation Engineers 
ITS  Intelligent Transportation System 
IVHS  Intelligent Vehicle Highway System 
 

J 
 

JBC  Joint Budget Committee 
 

L 
 

LA  Local Agency 
LACA  Local Agency Certification Acceptance 
LCCA  Life-Cycle Cost Analysis 
LIMS  Laboratory Information Management System (Transport®) 
LOD  Limits of Disturbance 
LPA  Local Planning Authority/Local Public Agency 
LTAP/TTAP Local Transportation Assistance Program / Tubal Transportation 

Assistance Program 

M 
 

MAP-21 Moving Ahead for Progress in the 21st Century Act 
MBE  Minority Business Enterprise 
MCR  Minor Contract Revision 
MHT  Method of Handling Traffic 
MIL  Military Specifications 
MIS  Major Investment Study 
MMS  Maintenance Management System 
MOA  Memorandum of Agreement 
MOU  Memorandum of Understanding 
MOSS  Modeling of Surfaces and Strings Computer Program 
MPO  Metropolitan Planning Organization 
M & S  Miscellaneous & Standard Plans 
MS4  Municipal Separate Storm Sewer System 
MSE  Mechanically Stabilized Earth 
MUTCD Manual on Uniform Traffic Control Devices 
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NBIS  National Bridge Inventory System 
NCHRP National Cooperative Highway Research Program 
NEC  National Electrical Code 
NEEP  National Experimental and Evaluation Program 
NEMA  National Electrical Manufacturers’ Association 
NEPA  National Environment Policy Act 
NFRT&AQPC North Front Range Transportation & Air Quality Planning Council 
NGO  Non-Governmental Organization 
NHI  National Highway Institute 
NHS  National Highway System 
NHTSA National Highway Traffic Safety Administration 
NIST  National Institute of Standards and Technology 
NOAA  National Oceanic and Atmospheric Administration 
NOI  Notice of Intent 
NOT  Notice of Termination 
NOV  Notice of Violation 
NPDES National Pollutant Discharge Elimination System 
NPRM  Notice of Proposed Rule Making 
NPS  Non-Point Source 
NS  Non-Regulatory Supplement 
NSF  National Sanitation Foundation (nSF) 
NTP  Notice to Proceed 
 
 

O 
 

OFCCP Office of Federal Contract Compliance Programs 
OFMB  Office of Management and Budget 
OIG  Office of Inspector General 
OJT  On-the-job Trainee 
OPEC  Organization of Petroleum Exporting Countries 
OSD  Original Source Document 
OSHA  Occupational Health & Safety Administration 
OST  Office of the Secretary of Transportation 
OTIS  Online Transportation Information System 
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PACOG Pueblo Area Council of Governments 
PAM  Polyacrylamide 
PCA  Project Commitment Amount 
PCCP  Portland Cement Concrete Pavement 
PCI  Prestressed Concrete Institute 
PD  Procedural or Policy Directive 
PDA  Pile Driving Analysis 
PDAC  Project Delivery Advisory Committee 
PE  Preliminary Engineering 
PE  Professional Engineer (Licensed) 
PF  Pay Factor 
PM  Project Manager 
PODI  Project of Division Interest (FHWA) 
PPPP  Project Priority Programming 
PPACG Pikes Peak Area Council of Governments  
PQR  Program Quality Reviews 
PRS  Performance Related Specifications 
PS&E  Plans, Specifications, and Estimate 
PSI  Preliminary Site Investigation 
PSP  Project Special Provisions 
PUC  Public Utilities Commission 
 
 

Q 
 

QA/QC Quality Assurance/Quality Control 
QAR  Quality Assurance Review 
QCTM    Quality Control Training Manual 
QIC    Quality Improvement Council 
 

R 
 

RAMP  Responsible Acceleration of Maintenance and Partnerships 
RCRM Region Civil Rights Manager 
RE  Resident Engineer 
RFA  Region Finals Administrator 
RFE  Region Finals Engineer (now Region Finals Administrator) 
RFI  Request For Information 
RFE  Region Materials Engineer 
ROD  Record of Decision 
ROW  Right of Way 
RPC  Region Planning Commission 
RPE  Region Program Engineer 
RTD  Region Transportation Director (CDOT) 
RTD  Region Transportation District 
RTP  Regional Transportation Plan 
RSAR  Roadway Surface Accomplishment Report 
RWPCM Region Water Pollution Control Manager 
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SAE  Society of Automotive Engineers 
SAFETEA-LU Safe, Accountable, Flexible, Efficient Transportation Equity Act: a 

Legacy for Users 
SAP  Systems, Applications and Products 
SCOH  Standing Committee on Highways 
SCP  Stormwater Construction Permit 
SHA  State Highway Agency 
SHPO  State Historic Preservation Office 
SM  SiteManager® 
SMA  Stone Matrix Asphalt 
SpG  Specific Gravity 
SI  International System of Units (Modernized Metric System) 
SS  Standard Specification 
SSP  Standard Special Provision 
STA  State Transportation Agency 
STAA  Surface Transportation Assistance Act 
STAC  Statewide Transportation Advisory Committee 
STIP  State Transportation Improvement Program 
STP  Surface Transportation Program 
STURAA Surface Transportation and Uniform Relocation Assistance Act 
SWMP Storm Water Management Plan 
SWPPP Storm Water Pollution Prevention Plan 
 

T 
 

TA  Technical Advisory 
TCI  Traffic Control Inspection 
TCD  Traffic Control Device 
TCM  Traffic Control Management 
TCP  Traffic Control Plan 
TCS  Traffic Control Supervisor 
T&E  Threatened & Endangered Species 
TE  Transportation Enhancement Funding 
TEA-21 Transportation Efficiency Act for the 21st Century 
TERO  Tribal Employment Rights Office 
TETP  Transportation Engineering Training Program 
TIGER Transportation Investment Generating Economic Recovery 
TIP  Transportation Improvement Program 
TMDL  Total Maximum Daily Load 
TMOSS Terrain Modeling Survey System 
TMP  Transportation Management Plan 
TOC  Traffic Operations Center 
TPR  Transportation Planning Region 
TRB  Transportation Research Board 
T-REX Transportation Expansion Project 
TSS  Total Suspended Solids 
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U 
 

UDBE  Underutilized Disadvantaged Business Enterprises  
UL  Underwriters Laboratories, Inc. 
UMTA  Urban Mass Transportation Administration 
USC  U.S. Code 
USDA  U.S. Department of Agriculture 
USDOT U.S. Department of Transportation 
USFWS U.S. Fish and Wildlife Service 
USTR  United States Trade Representative 
UTC  Uniformed Traffic Control 
 
 

V 
 

VECP  Value Engineering Change Proposal 
VMB  Variable Message Board 
VMS  Variable Message Sign 
VMT  Vehicle Miles Traveled 
 
 

W 
 

WASHTO Washington Association of State Highway and Transportation Officials 
WBE  Women Business Enterprise 
WQP  Water Quality Program 
 
 

X 
 
 

Y 
 
 

Z 
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DEFINITIONS 
 
Specialty Firm: 

A licensed professional firm, limited to work that requires highly specialized knowledge, 
abilities, or equipment not ordinarily available in the type of contracting organizations 
qualified and expected to bid on the contract as a whole and in general are to be limited 
to minor components of the overall contract.  Source: FHWA 1273 VII. Subletting or 
Assigning The Contract(1b) 
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PROJECT CONTRACT ADMINISTRATION  

 
The Project Engineer is the Chief Engineers duly authorized representative (§101.51) and is 
responsible for: 

 The administration and satisfactory completion of the project 

 Assuring the project is completed in “reasonable close conformity to plans and 
specifications” 

 Assuring all contractual requirements are met 

 Assuring all local, state and federal regulations and programs stipulated by CFR Title 6, 49 
and 23 are adhered to 

 
All questions, observations, concerns and problems should be addressed to them. 
 
We support these assurances by documentation. 
 
Documentation is not only required by law it: 

 Is an essential part of contract administration 

 Ensures contract compliance 

 Supports payments to the contractor 

 Assures a quality product 

 Records history of the project 
 
Construction documentation takes many formats.  It not only records daily work but includes such 
things as certifications, test results and Civil Rights program documentation. 
 
Some examples are: 

 All documentation showing counts, measurements, and calculations supporting pay items 
(i.e. DWR’s, 266's, Form 7’s) 

 Material Tester Certification 

 Material Certificate of Compliance (COC’s)   

 Actions taken on failing material tests 

 Stockpile material documentation  

 Scale and Weighers Certifications 

 Scale Tickets 

 Haul ID sheets 

 Welder certifications 

 Survey documentation 

 Contractor Payrolls (all federal aid projects) 

 Monthly employee interviews (Form 280’s) 

 OJT Documentation (Forms 1337, 838, 832) 

 Time counts (Form 262 or 263) 

 Force account billings w/ Form 580’s, Form 10’s and copies of certified invoices 

 Piling books 

 Approved Form 205's for all subcontractors 

 Change Orders (Major and Minor) 
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Some events that are documented by letters, memos, conference agendas etc.: 
 
During Project Ad and Award: 
 

 Bid opening 

 Award Conference 

 Award Letter 

 Notice to Proceed 

 Pre-construction conference 

 Pre-pour conferences 

 Pre-erection conference 
 
After award and during project construction: 
 

 Notice to Proceed 

 Monthly Contractor Estimate 

 Notice of Intent to file claim by Prime Contractor per §105.22 

 Contractor and supplier liens (must be submitted to the CDOT accounting office prior to the 
date of Final Settlement)  

 Work Zone Time Violations 

 Out of Spec material 
 

Project Acceptance: 
 

 Form 1212, Final Inspection Report.  Completed by RE. 

 Acceptance Letter or Partial acceptance 
 

Note: If the project has a Landscaping Maintenance period ONLY 
PARTIALLY ACCEPT the project.  Follow example in Construction Manual 

 

 Letter of Advertisement 

 Notice of Final Settlement 
 

Included with Final: 
 

 Contract required letters, forms 

 Interim reports re-measured to a final report 

 Payrolls submitted to the Civil Rights office, if required (all federal aid projects).  Please be 
sure to inform the finals unit of the date.  

 Change Orders written and submitted to region  

 Field verification of application rates, and pay plan items are within + or –  2% of plan 
quantity. 
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THE CONTRACT 
 
The contract is a written agreement between the Department of Transportation and the Prime 
contractor.  It consists of multiple parts, all of which constitute one instrument: 
(See §101.17 for further information.) 
 
  Invitation for bids 
  Proposal 
  Contract Bonds 
  Standard Specifications 
  Supplemental Specifications 
  Special Provisions (project and standard special) 
  General Plans (includes M&S standards) 
  Detailed Plans 
  Notice to Proceed 
  Survey Manual (§629.01; §629.03 & any CRS statues that may apply) 
  Materials Manual (§105.03 & §106.01) 

Contract Change Orders 
  Authorized Extensions of time 
 
 
These separate documents should be in agreement with one another.  If there should be a 
discrepancy between any of these documents the ORDER OF PRECEDENCE is as follows: 
 
Special Provisions 

 Project Special Provisions 

 Standard Special Provisions 
Plans 

 Detailed Plans (your project plans) 

 Standard Plans (such as M & S standards) 

 Calculated measurements take precedence over scaled measurements 

 Supplemental Specifications (revisions or updates to the “Spec Book”) 

 Standard Specifications for Road and Bridge Construction 
 
Reference - §105.09 for the hierarchy to be followed. 
  
The Project Engineer should be immediately notified and make the necessary corrections to carry 
out the intent of the contract.  The Project Engineer should then notify the contractor, in writing of 
their decision.   
 
Remember these are parts of the Contract and must be modified in writing.  Modification of the 
Contract requires a Change Order. 
 
The front page of the Project Special Provisions will always reference what version applies to  the 
following books: Standard Specifications for Road and Bridge Construction,  Supplemental 
Specifications, Standard Specials. 
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FEDERAL REQUIREMENTS  
(all Federal Aid Projects) 

 
In addition to the requirements of §107.01 (Laws to be Observed) that the “Contractor shall 
….comply with all Federal, State and local laws, ordinances and regulations….”  there are 
additional Contract Requirements on Federal Aid Projects per §107.05 (Federal Aid Provisions). 
The FHWA 1273 summarizes Federal contract requirements.  This includes: 

 Civil Rights and labor compliance 

 Minimum Wages (Davis-Bacon) 

 Apprentices and Trainee programs 

 Subletting  

 Reporting requirements (monthly interviews, contractor payrolls, monies paid DBE’s. 
 

23 CFR 633 states that the FHWA 1273 will be “physically incorporated into each Federal Aid 
Construction Contract”.  It is the responsibility of the Project Engineer to assure that contract 
between the Prime and Sub Contractor physically includes a copy of the FHWA 1273.   This is the 
actual contract, which may, or may not include the CDOT Form 205. 
 

Work added by Change Order  – certain types of Change Orders written on federal oversight 

projects require FHWA pre-approval prior to work .  See the CDOT Construction Manual for 

guidelines regarding pre-approval procedures. 
 
Reporting requirements – 
 

 Buy America – A statement that steel, steel products and their coatings permanently 
installed on the project are manufactured in the United States of America. 
 

 Form 1212 – Final acceptance report  
Filled out and signed by the RE after they inspect the project.  Send the original  to the 
RFE.  Copies will be made and original submitted to FHWA when all the required forms are 
received. 
 

 Forms 205B, 1414, 1415, 1416, 1418, 1419, 1420, 1425 – Subcontractor and Supplier 
information and commitments. 
 

 Form 280 – Monthly Employee Interviews 
 

 Forms 832, 838, 1337, 1336 – On-The-Job Training Information and Commitments 
Contractors shall provide OJT aimed at developing full journey level workers in a skill craft 
(Labor & Mechanic) and encourage training and upgrading of minorities and women toward 
journey worker status 
 

 Certified Contractor payrolls 

The Davis Bacon Wage Decision applies to all federal aid projects, not just projects with 

Federal Oversight.  A copy of the decision appropriate to your project is included with the 
project specials.   Also be familiar with the Midway Decision.  This involves the pay scale 
for truckers hauling to and from the project site, as well as defining the “project site”.  See 
the FHWA 1273 included with your contract and bond, the Construction Manual and the 
section on Contractor Payrolls in this manual.   
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TIME COUNT 
 
The time count shall be started as per the Notice to Proceed.  No exceptions !!   However, there 
are times when the time count may be suspended before the project begins construction: delay 
in the contractor receiving the Notice of Award or Notice to Proceed, delayed start date due to 
nature of project and time of year, material delivery delay, unsuitable weather (working day 
contract only), and utility delays.   These delays are also valid excusable delays for time count 
extension. 
 
The contractor shall not perform work on any day of a three or four day holiday weekend for the 
following holidays and time will not be charged: 
 
 New Year’s Day (January 1st) 
 Memorial Day (May) 

Independence Day (July 4th) 
 Labor Day (1st Monday in September) 

Thanksgiving (4th Thursday in November) 
Christmas Day (December 25th) 

 
NOTE: (Reference §101.36 and §108.08 for additional information) 

 
Less than full time charges (1/2 day) are allowed for work that cannot be effectively done for at 
least 2 hours but not more than 6 hours of the day. 
 
 

Form 262, Weekly time count 
 
One full day will be charged for each working day, beginning with the start date. Time shall not be 
charged on Saturdays, Sundays, or holidays unless the Contractor has worked, with the 
permission of the Project Engineer.  Note reasons for suspensions and/or less than full time 
charges in the remarks section.   
 

Form 263, Calendar Day contract 
 
One full day will be charged for each calendar day, beginning with the start date.  Time shall be 
charged for Saturdays, Sundays and holidays.  The time count shall not be suspended for delays 
due to weather.  Calendar day contracts have already made allowances for average days of 
precipitation.  Be sure to check your Project Special Provisions for how to handle National Holiday 
weekends.  State in remarks section when there is no charge for a holiday, per specs. 
 

Fixed Completion Date 
 
Contractor shall complete work before date established in the contract.  Time count shall be 
maintained in the same manner as a Calendar Day Contract.  This date may be affected by A+B 
Bidding.  Be sure to check the Contract and Bond for your project. 
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Liquidated Damages 

  
If work is not completed by the time authorized, each additional day shall be charged and 
contractor will be accessed liquidated damages at the rate specified in §108.09.  
 
Payment will not be made of the use of Section 630 pay items for the period of time after 
expiration of the approved contract time (§630.16) 
 
Authorized time is the time specified in the contract plus any days added by change order(s). 
 
An item assessing liquidated damages shall be added to the contractor estimate by a Change 
Order record in category 400.  You must use either item code 620-00040 (Dol) or 620-00045 
(Day).   
 

 
Delays 

 
Delays fall into two categories:  
 1.  excusable which includes compensable and noncompensable  
 2.  nonexcusable 
 
Excusable, compensable delays are those that were outside the control of the contractor and 
had a financial impact to them and/or the project progress schedule.  A time extension and/or 
monetary compensation is awarded. 
 
Excusable, noncompensable delays are those that had no monetary consequence to the 
contractor but did have an impact on the progress schedule.  A time extension is awarded.   
 
Non excusable delays are those that were foreseeable or within the control of the contractor.  No 
compensation is awarded the contractor. 
 
Sometimes there are delays to a project that are not in the control of the contractor or CDOT, 
such as unusual market conditions caused by strikes, disasters,  area-wide shortages, utility 
companies and unseasonable weather conditions.  These are considered excusable delays and 
the Project Engineer may suspend the time count and/or the contractor may request additional 
time and/or compensation. 
 
(Reference §108.08, §108.09  and §109.10) 
 
 
For additional information see the section on forms (Forms 262, 263) 
 
Chapter_4 
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CONTRACTOR PAYROLLS 
 

Contractor payrolls are required on ALL federal aid projects and force account work.  They are 

necessary for monitoring the Davis-Bacon wage decision. 
 
Project personnel are responsible for verifying that accurate, complete payrolls are received for all 
contractors personnel (prime and subcontractors)  that are working, or have worked on a  project.  
Wage rates must meet the requirements for each job classification, per the Davis Bacon Act and 
the Midway Decision.  Each employee may work in more than one class on a project, however, 
they must be paid the correct rate for each job classification.   See your project special provisions 
for the schedule applicable to your project. 
 
You must also complete the CDOT Form 280, Equal Employment Opportunity and Labor 
Compliance Verification.  There is a set amount of these that need to be done per your Contract.  
Contact your Region Civil Rights Manager for this information. 
 
For more detailed information -- please refer to the section on Contractor Payrolls, the CDOT 
Davis-Bacon Manual, 2014 Construction Manual section 107.1 and/or call your region Civil Rights 
Manager. 
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EEO PROGRAMS  
 
An additional Contract requirement on Federal Aid Projects is monitoring the Contractor’s “good 
faith efforts” to encourage use of DBE Business and at providing OJT to develop full journey level 
workers in a skill craft and promoting minorities into full journeymen status.   
  
Prior to the Pre-Con, Project personnel should familiarize themselves with the DBE & OJT goals, 
the Plan F/A $ Budget, and the Standard Special Provisions titled “On the Job Training”   & 
“Disadvantaged Business Enterprises”. 
 

The project engineer is responsible for reminding the Contractor of the DBE & OJT Goals, the 
possibility of progress payments being withheld or assessment of damages for non-compliance, 
and requesting a written explanation of why the DBE and/or OJT goal is not being met. They 
should notify the Contractor in writing when documentation is not received and contact your Civil 
Rights Manager as soon as the Contractor is at risk at being held in non-compliance. 
 

The Region Civil Rights Manager is responsible for setting the DBE & OJT goals, determining 
Contractor compliance and calculating the $$$ amount of any penalty to be assessed.   
 

The monthly progress estimate may be withheld if forms are not received by the deadlines 
stipulated in the specs. 
 

All payments to subcontractors/suppliers must follow the prompt payment act(CRS 38-26-107 & 24-91-103).  

 

OJT - The following forms are used to monitor Contractor compliance of OJT goals:  
CDOT 1337 – Contractor Commitment to Meet OJT Requirements 
CDOT 838 – OJT/Trainee/Apprentice Record 
CDOT 832 – Trainee Status and Evaluation 
CDOT 105 – Speed Memo 

CDOT 1336 - Wavier Request 
 

Any damages assessed should be posted to the estimate, using category 200, item code 900-
00028 (OJT Damages) 

 

DBE - The following forms are used to monitor Contractor compliance of the DBE goals:  
CDOT 1414 – Anticipated DBE Participation Plan 
CDOT 1415 – Commitment Confirmation 
CDOT 1417 – Approved DBE Participation Plan 
CDOT 1418 – Monthly Payment Summary 
CDOT 1419 – DBE Participation Report  
CDOT 1420 – DBE Participation Plan Modification Request 
CDOT 1425 – Supplier List  
CDOT 205 - Permit to Sublet 

 
Any damages assessed should be posted to the estimate, using category 200, item code 900-
00031 (DBE Sanctions) 

 

For more detailed information -- please refer to the section on EEO Programs in this manual. 
Chapter_17 
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PERMIT TO SUBLETS  
(CDOT Form 205B) 

 
Note: the Contract is between CDOT and the Prime contractor.  The Form 205B is the statement 
for contract of work between the Prime and sub-contractors.  (See the definition of a subcontractor 
in §101.81). 
 
Required of ALL Sub-Contractors, including any “Specialty Firms”, on the project site, no 
exceptions! 
 
The Form 205B MUST BE  approved by the Project Engineer prior to a subcontractor “coming on 
board”.(§108.01).  If time is a factor, the Prime contractor may fax or e-mail this form to the Project 
Engineer for their verbal approval.  The original, signed copy must still be submitted for final 
approval.  Note: this may be two sided form.  If faxed, please make sure that both  sides are 
received.  Minimum review by the Project Engineer should include “good faith efforts” by the prime 
to utilize DBE firms; that the maximum allowed to be sub-contracted on their project has not been 
exceeded and that the Form 205 has been signed and dated by the prime and subcontractors. 
    
Be sure to check the debarment list.  This can be done either online at 
https://www.sam.gov/portal/public/SAM/ 

or calling your Civil Rights Manager. 
 
For more detailed information -- please refer to your Project Special Provisions and the section on 
Permit to Sublets (Form 205). 
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FORCE ACCOUNT BILLINGS 

 
Payment by Force Account billings is utilized when a previously unknown condition is encountered 
in the field and it is difficult to determine the actual scope of work and related costs.  Labor, 
material and equipment are documented on the Form 10, rental rates are determined by the Form 
580 and certified invoices for materials permanently incorporated into the project received from 
the contractor.   These should all be attached to the billing.  Requests for payment are generally 
received from the Prime Contractor on their letterhead, processed and paid on the monthly 
contractor estimate.  Billings may be submitted to the region for filing or submitted with the project 
final.  The billing should be reviewed prior to payment.  The Contractor is allowed one billing per 
month, per item of work.  Reference §109.04. 
 
For more detailed information -- please refer to the section on Force Account Billings 
 
Chapter_7 

CHANGE ORDERS 
 
Contract Change Orders are written to authorize additional work and modify the Contract after the 
project has been awarded.  These become part of the contract as agreed unit prices, method of 
measurement and payment, plan sheets and/or specifications.  Any directions to the contractor 
are legal and binding.   
 

At a minimum --- All Change Orders need to be discussed with the Resident Engineer and 

appropriate Region Program Engineer.  All CMO type Change Orders need to be discussed with 
your Area Engineer in Contract & Market Analysis. 
 
All Claim Settlement Change Orders must be pre-approved in writing by the Chief Engineer, Area 
Engineer or RTD PRIOR to any payment to the Contractor. 
 
All project extension Change Orders must be pre-approved in writing by the Chief Engineer 
PRIOR to any work being executed. 
 
On federal oversight projects, several types of Change Orders need to be signed by the FHWA 
Operations engineer PRIOR to any work being started on the project. These include: Project  
Termini extensions; Major Design Changes, changes affecting environmental commitments; 
Administrative Settlements(non-DRB) and material changes to scope of work.  
 
In ALL cases Change Orders must be verbally approved by the Resident Engineer and 
signed by the Contractor and project engineer PRIOR to any work being started on the 
project. 
 
For more detailed information -- please refer to the CDOT Construction Manual and the section on 
Change Orders in this manual. 
 
Chapter_6 
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DAILY REPORTS  
(CDOT Form 7’s, 10’s, 266’s, DWR’s, etc.) 

 
These are CDOT forms used by project personnel to document item quantities and work done by 

the contractor.  They are to be filled out on a DAILY basis. 

 
You may record more than one item of work on a page.   
 
Quantities are posted from these to the computer estimate program. 
 
 

Be sure to show all measurements and calculations !!!!! 
 
 
Form 10’s are still required in paper format with signatures !!!!!!!  
 
(Reference §109.04) 
 
 
For more detailed information -- please refer to the section on Forms 
 
Chapter_4 
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THE MONTHLY CONTRACTOR ESTIMATE 
 
The Prime contractor is paid once a month through the contractor estimate system.  The current 
program used by CDOT is called SiteManager®.  
Payment may be withheld from the Contractor if any of the following apply: 

 Out of spec materials were placed 
 Material COC’s were not received 
 DBE documentation was not received 
 OJT documentation was not received 
 Updated progress schedule is not received prior to estimate approval.   

 
The Project Engineer is responsible for the accuracy of the progress estimate. 
 
Project personnel shall post pay quantities from the Daily Inspectors Report (Form 266), Form 7’s, 
Force Account billings or other project documentation.  At the end of the month, or the date 
requested by the Contractor, the estimate needs to be processed.  It should then be submitted to 
the Project Engineer for their approval.  Once they have approved the estimate, it shall be 
submitted to the Resident Engineer’s office.  The RE shall review and approve the estimate 
electronically. Copies may be made and distributed.  A copy of the estimate with the project 
engineer’s original signature, may be placed either in the project file or submitted to the region for 
inclusion with the Final Documentation Package. 
  
The suggested copy distribution may be the following: 
 
  Contractor 
  Head Materials Tester 
  Region Finals Administrator 
  Project Engineer 
  Resident Engineer – original 
  Region Material’s Lab – (last progress estimate) 
 
Project personnel shall review the estimate.  Some questions to ask -- 
 

 Is there documentation and calculations for all the payments being made? 

 Have all items of work  been posted?  

 Have any penalties for work zone time violations or over weight loads been posted? 

 Have COC’s been received for materials that require them? 

 Have the required OJT/DBE forms been received? 

 Did you verify that items added by Change Order have been entered with the correct unit 
price, method of measurement and method of payment?  Please note Change Order 
number authorizing items of work in the supplemental description. 

 Did the Project Engineer check the amount of payment for any large discrepancies? 

 Did the Project Engineer enter a negative line item to withhold payment for any liens filed 
by a sub-contractor or supplier? 

 
For more detailed information -- please refer to sections on Daily Reports, Change Orders, Time 
Counts and forms in this manual.         
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FINAL ACCEPTANCE 
 
When the project is essentially complete, the Project Engineer shall notify the Resident Engineer 
and they shall conduct a final inspection. The contractor shall correct any deficiencies before final 
acceptance will be granted.  It is customary to invite the specialty units (i.e. Traffic, Maintenance, 
Utilities and Environmental) to these inspections. 
 
The Resident Engineer shall complete the Form 1212 and submit it to the Region Finals 
Administrator.  A completed copy is required on all Federal Aid projects. 
 
The Project Engineer shall write the letter of acceptance to the Contractor.  The letter shall list all 
outstanding documentation still required from the Contractor. (see example in the chapter on 
forms).  This includes all required material COC’s, the final Form 1419, Buy America Letter and 
any outstanding payrolls or Force Account billings. 
 
Partial Acceptance 
 
Partial acceptance may be made on a portion of a project.  For example, the project is 90% 
complete, with the exception of the landscape establishment period.  This will release the 
contractor from their legal responsibility for the roadway portion of the project.  All traffic control 
devices can be removed.   Final acceptance shall not be made until the landscape establishment 
period has elapsed and final inspection of those items completed and accepted.  Standard 
Specification §214.06 provides for a % of the Lump Sum for landscape establishment to be paid 
monthly. For further information on partial acceptance, refer to §105.21, §107.16 and §107.17 of 
the Spec Book. 
 
In either case DO NOT HOLD the final in the field for any reason!.  Checking can begin with the 
documentation that is available.  If the contractor owes CDOT paperwork, still turn in the final.  
The Region Finals Administrator will help you  track any paperwork that is still outstanding.  Be 
assured that the final payment will NOT be processed until the PE and finals unit are satisfied.  
 

ADVERTISEMENT for FINAL SETTLEMENT 
 
After a project is accepted the project must be advertised for final settlement.  CRS 38-26-107 
requires that a project be advertised for final settlement at least twice in a newspaper of general 
circulation in any county where the project was contracted for or work performed.  If the project 
resides in more than one county, the notice may be published in any county.  Final payment 
cannot be made until after the Date of Final Settlement established in the publication.  CDOT 
must withhold the $ amount on any notices of liens against the project filed with the CDOT 
accounting office for a period of 90 days past this date.  If a notice of Lis Pendens is received 
within this time frame, the amount of the lien must be withheld until a notice of release of Lis 
Pendens is received.  
 
This process does not mean that you cannot continue to finalize pay quantities with the Prime 
Contractor. 
The Region Finals Administrator or local agency will request advertisement as soon as a copy of 
the letter of acceptance is received from the project engineer.     
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THE “FINAL” 
 
Once the project is completed you need to gather and organize ALL project records and 
correspondence and complete the “As Constructed” plans.   
The project engineer shall also meet with the Contractors representative and finalize all pay 
quantities.   
 
The project final consists of: 

 All contract documents – i.e. Contract and Bond, Change Orders, etc. 

 “As Built” plans (completed per section 121.2.3 of the CDOT Construction Manual) 

 Specifications 

 Correspondence   

 Memos to contractors 

 Forms 

 Certifications 

 Scale and Weigher certifications 

 Scale tickets 

 Hauler ID sheets 

 Form 305 (item summary reports) 

 Form 266 (DWR) books w/attachments or original source documentation 

 Field books 

 Survey books and Monumentation records 

 Contractor submitted forms 

 All documentation that supports payments to the contractor 
 

For more detailed list see “Final Submittal Checklist” located in  section “Submittal of Final”. 
Also reference section 121 of the Construction Manual. 
 
Chapter_12 
 

PRIOR TO SUBMITTING THE “FINAL” 
 

 Confirm the Finals Administrator has received a copy of the acceptance letter and has 
entered the acceptance date in SiteManager®.  This will release final payment of TCD’s at 
100%. 

 Post all final quantities to the contractor estimate system. 

 Give Contractor and Project Engineer a copy of the last progress estimate, so that they 
may review and agree on final quantities. 

 Check to assure that all authorized items are identified on the estimate and “As 
Constructed” plans. 

 Print and review all Form 305’s (Item Summary Reports) and have the Project Engineer (or 
other project personnel) initial. This indicates that quantities have been reviewed. 

 Complete the “Final Submittal Checklist”. 

 Submit your final to the region ASAP. 
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FINAL REVIEW 

 
An independent check of the construction project documentation is required per CFR 635.123. 
The region Finals Administrator or Local Agency shall conduct this review.  Any corrections to pay 
quantities or late billings will be posted on the final estimate. (§109.09) 
 
Once the review is completed, the Contractor will be notified, in writing, utilizing the CDOT Form 
96.  The cover letter should detail any required documentation that is missing.  Once the 
Contactor signs and returns the Form 96, along with any outstanding documentation, the Finals 
Administrator will authorize final payment. The Cover letter, Form 96 and copy of the Final 
Estimate should be mailed to the Prime Contractor via Certified mail, return receipt requested.  
 
The Finals Administrator shall track the final checking progress and outstanding documentation.  
 
The Region Finals Administrator updates and distributes a Status of Finals Report monthly. 
Ask your RE for a copy to check the progress of your projects final checking and forms still 
outstanding. 
 
Chapter_13 
 

DOCUMENTATION STORAGE 
 
All project records must be retained per 49 CFR part 18.40   
Within CDOT this is a period of approximately 8 years from the date of project acceptance. 
Records custodians should be aware of the Public Records Laws – CRS 24-72-201 thru –206 and 
Procedural Directives (PD) 25.2, 51.1, 51.2 and 51.3.  Also be aware of the confidentiality 
requirements. 
 
 
 

 
ADDITIONAL LETTERS AND FORMS FOR LOCAL AGENCY PROJECTS 

 
FHWA and CDOT operate under a Stewardship agreement.  CDOT is the state agency 
responsible for overseeing the use of federal funds, ensuring quality of materials placed on 
projects and monitoring federally mandated Civil Rights programs.  This responsibility extends to 
local agency projects utilizing federal funds. 
 
In order to assure compliance with all federal rules and regulations CDOT is requesting that the 
local agency complete additional documentation.  This includes the following forms and letters: 
 
Local Agency Final Construction Acceptance Certification 
Letter of Materials Certification  
EEO Certification Acceptance Letter 
Copies of any Change Orders 
Copies of all required forms (i.e. Form 1419, Buy America letter) 
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Project Forms Listing 
 

CDOT #    Title 
7 Weekly Report on Dozing.....Flagging.....TCS...... 
17 Contractor DBE Payment Certification 
10 Inspector’s Report for Force Account Work 
90 Contract Modification Order 
96 Contractor Acceptance of Final Estimate 
103 Project Diary 
105 Speed Memo 
118 Contractor Wage Compliance Statement 
128 Minor Category Concurrence Request 
200 On the Job Training Questionnaire 
205B Permit to Sublet Application 
262 Weekly Time Count Report 
263 Weekly Time Count Report -- Calendar Days 
266 Inspectors Progress Report 
279 Inspector Report of Reinforcing Steel Placed 
280 Equal Employment Opportunity and Labor Compliance Verification 
282 Asphalt Paving Inspector Daily Report 
305 Project Record Item Sheet 
379 Material Sampling Schedule 
473 Letter of Certification for Materials incorporated in a project 
580 Equipment Rental Rate Request 
832 Trainee Status and Evaluation 
838 OJT Trainee/Apprentice Record 
859 Project Control Data 
1176 Stormwater Field Inspection Report – Active Construction 
1177 Stormwater Field Inspection Report – Post Construction 
1186 Contract Funding Increase/Decrease and Approval Letter 
1199 Finals Materials Documentation Review & Audit Checklist 
1212 Final Acceptance Report 
1333 Inspectors Report of Caisson Installation 
1336 Waiver Request for Contract’s On the Job Training Hours 
1337 Contractor Commitment to Meet OJT Requirements 
1388 Daily Stormwater Log 
1391 FHWA Contractor’s Monthly EEO Report 
1401 Block Faced MSE Wall Submittal Checklist 
1402 Panel Faced MSE Wall Submittal Checklist 
1415 Commitment Confirmation 
1417 Approved DBE Participation Plan 
1418 Monthly Payment Summary 
1419  DBE Participation Report 
1420 DBE Participation Plan Modification Request 
1425 Suppliers List 
------------ 
Engineering Personnel Roster 
Award Letter 
Notice to Proceed 
Acceptance Letter 
Letter to Advertise 
Notice of Final Settlement 
Buy America Certification Letter 
Quality Assurance Sampling Checklist 
Certification Checklist           
           (Rev 3/3/15) 



  
  

CDOT Form 7 
 

This form is used to track items that are measured by the hour or day, i.e. traffic control 
devices, additional construction surveying and potholing hours. 

   
When you first start a project, you may type or write in the project number and project 
code and then make copies of this report for the length of the job.  This report is filled out 
weekly so leave the date blank.  The date should be the week ending date (usually this is 
a Saturday). 
 
Make sure that you carry the previous total over to the next week.  Have someone review 
the form to assure that the numbers all add up. 
 
Sign the form at the bottom right hand corner.  This form now has a box for someone to 
check the form and sign.  Please have this done. 
 
It is recommended that the Form 7 be signed by the Contractor on a weekly basis.  
This will serve as written notification to the Contractor and allow them to verify quantities 
with their subcontractors during the course of the project. 
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CDOT Form 10 
 

This form is used to track the labor and equipment hours, and the material used on force 
account work.  Refer to section §109.04 for information detailing the requirements for this 
basis of payment. 
 
Supply the Project number and Project code, the prime and sub contractor’s names, 
whether this is for a Change Order or Force Account billing and a brief description of the 
work. 
 
Fill in the names of the workers, their job title and the amount of hours worked.  Each day 
should have its own column. Do not forget to separate out regular hours vs. overtime hours.  
At the end of each week total the hours for each employee.   
 
Once the certified payrolls are received, check the payrolls against this form and if 
everything matches, place your name under the checked by and date it. 
 
Fill in the equipment number.  This comes from the Form 580.  Check off whether this is the 
1st or 2nd shift.  Fill in the rate per hour and the amount of hours this equipment was used 
each day.  Total the hours at the end of the week. 
 
Fill in any material used, the unit type and the numbers of unit used each day.  Total the 
number of units at the end of the week.  Any invoice for material incorporated in the project 
shall not contain sales tax.  The Contractor will need to obtain a tax-exempt number from 
the Department of Revenue. 
 
Have the contractor and/or the subcontractor initial the form each day.  This will avoid any 
conflicts later. 
 
Sign this form at the end of the week.  Give the contractor a copy.  If the force account work 
carries over for a period of time and you have not filled up the form, you may keep the form 
“going” until you have used it for five days.  The days do not have to be consecutive.   
 
Keep this form in a handy place so that when you receive the invoice from the contractor 
you can easily check the invoice against the Form 10. 
 
For Additional information on Force Account Billings see the chapter on F/A Billings in this 
manual. 
 
Chapter_7 
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CDOT Form 17 
 

This is the OLD form utilized to track DBE Goals.   
It was replaced by the CDOT form 1419 per the revised DBE Spec dated 12/26/13.   
 
This form is still required on all projects that have the OLD DBE Spec. (i.e. projects 
advertised before January 27, 2014.) 
 
It should be completed by the contractor at the completion of the project and is part of the 
final documentation requirement.   
 
If no DBE subcontractors were utilized it should state “NONE USED.” 
 
 
 
 
Be sure to check your Project Special Provisions to verify the forms required on your 
project !!!!!!!. 
 
See SSP Disadvantage Business Enterprise Definitions and Requirements. 
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CB 2011- 9 Federal 
Oversight CMO Threshold.doc

CB_2010-13_Change
_Orders.docx

CB_2008-7_Minor_C
ontract_Revision_Process.doc

CDOT Form 90 
 

This is the Contract Modification Order form.  This form may be printed from 
SiteManager® accessories.  See the section on this form for further information. 
 
There are certain added items that do not require a fully executed change order. A 
“Modifications With No CMO/MCR Required” change order record needs to be added in 
SiteManager®, but signatures are not required.  The list includes: 
 
 

 Minor items of work not utilized on the project - §104.02 

 Overruns or under-runs of contract bid items - §104.02 

 Price adjustments for out of spec material - §105.03. 

 Work zone time violations - §105.03 

 Construction Surveying paid at $100/hour - §105.13 

 Overweight vehicles - §105.18 

 Liquidated damages - §108.09 (must be in Category 400 and use 8-digit item codes: 
620-00040 [dollar] or 620-00045 [day]) 

 Failure to perform Erosion Control - §208.09 

 Piling cutoffs and splices - §502.08 

 Substitution of materials as allowed by Contract  

 Supplier or Sub-contractor liens  

 Plan force account items 

 OJT Penalties - § On the Job Training 

 DBE Sanctions -  § Disadvantaged Business Enterprises 

 Water Quality Control Penalties -  §101, §107 & §208  
 

 
 
 
 

 
For additional information see the Construction Manual Section 120.7; the chapter on 
Change Orders in this manual and Construction Bulletins in Appendix A.  
 
Chapter_6  
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CDOT Form 96 
 

This is the form used for authorizing the final payment of the project.  After the final project 
quantities are audited, required forms are received and the materials and Civil Rights 
documentation is reviewed, this form is filled out by the Region Final Administrators and 
mailed by certified mail to the contractor. 
 
When the signed original is received by the Finals Administrator, final payment will be 
authorized and sent to Accounting for processing.  At this point all complaints, disputes 
etc. regarding payment are invalid. 
 
Final payment will not be made until the Contractor has fulfilled all of the contract 
requirements and all liens and claims are cleared. 
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CDOT Form 103 
 

 
This form is used to detail what has transpired on the project each day.  This form should 
be filled out by all project personnel daily while events are still fresh in their mind.  
 
The text should be fairly brief.  Note any and all conversations and/or events with the 
contractor regarding items of work, field and weather conditions, traffic control, etc.   This 
includes numbers on crews and equipment, what kind of work, when and where.  For 
example "Crew 1, four men, a pickup, a generator, and hand tools, formed up abutment 1 
bridge E-17-XX 7:00 AM to 11:00 AM.  Same crew and equipment formed Pier 2 spread 
footer 3, 11:30AM to 3:30 PM."  
 
The blocks at the top of the page should be filled out as completely as possible.  The time 
count information may not be available to all project personnel daily. To avoid potential 
problems this information should be completed by the project engineer alone.   
 
Be sure to sign the form. 
 
NOTE:  This form can be subpoenaed for any court actions, either against the Department 
or for the Department.  This document is considered “public record.”  It is advised that you 
“keep it clean”. 
  
For further information, please see the Construction Manual section 120.5. 
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CB2011-7 WRITTEN 
NOTICE.docx

CB_2010-12_Written
_Notification.docx

CDOT Form 105 
 

This is the speed memo form.  It is the preferred method to give written directions to the 
Prime Contractor, request prices for additional items of work, notification of deleted 
items, deficiencies, or other topics that need to be brought to their attention.   
 
It is required to use this method of “written communication” to give notification to the 
Contractor of any violations of the Water Quality spec (§208) 
You may either hand write these or use one that has been developed for the computer. 
 
On either form, supply the project number and project code and the project location. 
 
Be sure to date the form and address the form to the Prime Contractor.  The Form 105 
should not be addressed to any subcontractor.  The memo may be addressed to the 
prime and a subcontractor if need be. 
 
Be brief on the subject line but clear enough so that the person reading the memo has 
an idea of what the memo is about.  
 
Write the memo. 
 
Sign and place your title on the form. 
 
Give this to the Prime Contractor’s representative on the project.   The project 
superintendent will usually sign this. If  they should not be authorized to sign the bottom 
line,  there is a place for them to sign as “Received By:”   There is also a place for any 
reply that the contractor may want to give. 
 
For further information see the Construction Manual section 120.4 and Construction 
Bulletins in Appendix A. 
 

Appendix_A 
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CDOT Form 118 
 
Contractor Payrolls are required on all federal aid projects and force account work. 

 

This form is completed by the Prime Contractor and shall be attached to all weekly 
submitted payrolls. (FHWA 1273 requirement) 

 

Please note if it is the FINAL Payroll for a project and assure it has the correct project 
no on it. 

 

The Contractor may submit 1 form for multiple weeks of  NO WORK.  Note as such and 
list beginning and ending payroll weeks. 

 

Also note that this is a 2 sided form. 

 

For further information see the chapter on Contractor Payrolls. 

 

Chapter_10 
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CDOT Form 128 
 
In compliance with Federal Regulation 23 CFR 771 and  the National Environmental 
Policy Act (NEPA) of 1969 all proposed projects must be assigned an Environmental 
Category designation of Major, Intermediate, or Minor (Categorical Exclusion projects).  
The category designation helps determine the appropriate level of environmental studies 
and public involvement activities required for approval. 
 
Minor category projects do not individually or cumulatively result in significant 
environmental impacts and generally do not have a great deal of public controversy.  A  
Form 128 is prepared for these projects and it documents the environmental clearances 
and permits required and completed for the project.   
 
It is included here as a revised form 128 may be required when work is added by a 
Change Order. (For additional information - see section on Change Orders in this 
manual)  
 
NOTE:  Additional information on how to prepare this form and about the types of 
clearances, permits, and additional requirements as shown on the Form 128 and can be 
found in the CDOT Project Development Manual. 
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CDOT Form 200 
 
This form is required to be filled out when there is an approved OJT trainee on the project.  
 
This should be done at least once per trainee on the project.   
 
Any questions regarding this form should be directed to the Region Civil Rights Specialist. 
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CDOT Form 205B 
 

Permit to Sublet.  Written permission from the project engineer is required prior to any 
subcontractor working on projects (§108.01).   
 
If replacing a DBE subcontractor, please contact the Region Civil Rights Office  for proper 
procedures.  
 
NOTE that this form now shows the actual subcontracted quantities, units & prices. 
 
Signatures are only required on the 1st page.  If this is a 2nd tier subcontract, then 
both subcontractors must sign this form, in addition to the Prime Contractor. 
 
This may be a double sided form.  If you receive this via a fax from the contractor make 
sure you receive both pages! 
 
Detailed explanation of how this form should be filled out is in the Permit to Sublet 
section in this manual. 
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CDOT Form 262 
 

This is the weekly time count report.  This form may be hand written or you may use the 
current computer generated form. 
 
If you hand write this form be sure to supply the project number and project code.  Supply the 
date and the contractor’s superintendent’s name. 
 
Be sure to fill in the week ending date. 
 

One full day will be charged for each work day, beginning with the start date.  Time shall not 
be charged on Saturday, Sunday, or holidays unless the Contractor has worked, with the 
permission of the Project Engineer.  See §101.36 for the holiday list as acknowledged by 
CDOT.  Note reasons for suspensions and/or less than full time charges in the remarks 
section. 

 
Fill in the date for each day beginning with Sunday.  State what kind of day it was (i.e. sunny, 
partly cloudy, rain, snow).  State whether it is a workable day, unworkable or if you are not 
charging a day for some other reason.  See §101.93 and your project special provisions for a 
definition of work day. 
 
If you are not charging time for more than 5 days, please state the reason under the remark 
section. 
 
Total the days charged each week, report the days previously charged and add these days 
together to get the total days charged. 
 
Fill in the amount of days per the contract.  Add any additional days by change order.  Add 
these together to get the total revised contract days.  Fill in the days charged from above. 
Subtract the contract days from the days charged to get the days remaining. 
 
The elapsed time will be every day since the beginning of the project. 
 
When you start the time count, note in the remark section if this is per the notice to proceed.  If 
you are not starting time per the notice to proceed, state that also.  When the project is 
complete, please state in the comment section that the project is complete and that this is the 
final time count. 
 
Sign the form and give this to the contractor for his/her review and signature. 
 
If you use the form from the current computer program be sure to make copies of the form 
after being signed by yourself and the contractor. 
 
For further information, see §108.08 and the Construction Manual section 120.6.1. 
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CDOT Form 263 
 

This is the form for the weekly time count for a calendar day project.  This form is also one 
that can be hand written or the current computer program generated form may be used. 
 
One full day will be charged for each calendar day, beginning with the start date.  Time 
shall be charged for Saturdays, Sundays and holidays.  The time count shall not be 
suspended for delays due to weather.  Calendar day contracts have already made 
allowances for average days of precipitation.  Be sure to check your Project Special 
Provisions for how to handle National Holiday weekends (§101.36 & §108.08).   

 
This form is the same as the weekly time count, Form 262.  The major difference is that 
each day the contractor is charged time.  There is a column for whether the contractor 
worked or did not work.   
 
For any further information on what to do, see the page on Form 262 and Time Count in the 
Overview section. 
 
For further information, see §101.36 & §108.08 and the Construction Manual section 
120.6.1. 
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CDOT Form 266/DWR 
 

These forms should be used to document the pay quantity for all items of work.  The 
requirements for documentation are the same for both paper and electronic.  All 
information will be completed, i.e. project code, project number, date, signatures.  All 
calculations and measurements will be shown on all documentation when appropriate.  In 
order to defend the Department against frivolous claims, the number of workers and the 
equipment used will be recorded as well. 
 
An interim report may pay a percentage of an item.  Interim reports are used to document 
items of work that cannot be determined accurately as the work progresses.  As an 
example, a percentage of a lump sum item, cubic yard (i.e. earthwork), or inlets are 
common items that are paid on a percentage basis until the item is complete.  When 
paying for items of work using the interim reports, be sure to verify that you have not 
overrun plan quantity.  A final report must recap and/or show measurements and 
calculations of the previous quantity and show any payment due to the contractor for the 
completion of the work (CM section 120.15.1.2). 
 
Final reports should be used to document all items that have been field measured, 
calculated and/or counted.  (CM section 120.15.1.2) 
 
If the item is a lump sum make sure there are the beginning and ending dates. 
 
Be sure to include stationing or location on the form. 

 
When using attachments, each attachment should be signed or initialed and dated.   
 
Make sure the signature block is filled out. 
 
If errors are found, simply cross out the error, write in the correction and initial.   
 
Did you explain what you are paying for and why?  This explanation does not have to be 
wordy.   
Also check the construction manual.  Some items may be paid using the plan quantity.  
Only the items listed in your project special provisions, standard specifications and the 
Construction Manual may be paid as plan quantity (CM  section 120.15.2 and figure 100-
D). 

 
Irregardless of which form you use ------ 

 

 Show all measurements and calculations!!!! 
 

 Include a reference number and note the number in the 
location field on the DWR. 
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CDOT Form 279 
 

This form is used to document the quantity for reinforcing steel.  If you are paying for more 
than plan or there has been a change order for reinforcing steel, you will need to fill out this 
form. 
 
This form can be hand calculated or computer generated. 
 
Follow the format of the form.  Be sure to use the correct weights (Metric v. English).   
 
Be sure to complete all the boxes and sign the form.   
 
You do not need to repeat info on the DWR, just post the total and refer to the form by using 
the reference number in the lower right hand corner. 
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CDOT Form 280 
 
This form is used to interview laborers on projects.  There is a Spanish version of this form 
as well.  All job classifications may be interviewed.  There is a requirement for the number of 
interviews that need to be completed on a monthly basis.  The requirement changes from 
project to project depending on the dollar value of the contract.  There is an electronic 
tracking form to aid you.  The tracking form must be submitted to the Region Civil Rights 

Office (electronically only) on a quarterly basis. 
 
Make sure that all the boxes are filled out regarding project number, location, and contractor 
name.  It is very important that you fill out the name of the employee that you are 
interviewing and his/her job classification. 
 
Ask the questions that are on the form.  Check yes or no. 
 
Have the employee sign and date the form. 
 
Once you have completed this form, compare the answers to the payrolls from that 
contractor.  You will need to sign and date this form.  
 
You do not have to re-interview the same employee to meet the minimum number. 
 
Contact your region Civil Rights manager. 
 
This form should be kept with the payrolls for the project. 
 
 

For additional information see Construction Bulletin 2013#2 in Appendix A. 
 
Appendix_A 
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CDOT Form 282  
 

This form may be used to document the quantity for asphalt paving.   
 
Fill out the weather information (clear, sunny, etc.), the project number, air temperature and 
the date of the paving operation. 
 
Keep track of the load count and ticket number.  This will help in determining if you have 
missed a ticket. 
 
The ticket weight and the cumulative weight will also help in determining if you have missed 
a ticket. 
 
Put the stationing down if you can find it.  Sometimes you may have to use NB, EB, etc. for 
a reference. 
 
The thickness, width, bottom or top course will help in a claim situation and/or when the mix 
fails. 
 
Check the temperature at the determined intervals per your Project Engineer. 
 
The remark section is for anything else you would like to write (keep it clean). 
 
Be sure to show the conversion factor used when converting from English to Metric. 
 
On the emulsion ticket, be sure to show the temperature, temperature correction factor 
and the dilution (i.e. 50-50).  Per §109.01 Bituminous materials measured by the gallon 

will be measured at 60°F or be corrected to 60°F.  Appendix D of the Construction Manual 

contains a table that is to be used for the correction factor. 
 
If you choose to use this form, you may not have to run adding machine tapes.  Check with 
your Region Finals Administrator ( Region 1 allows this).  Total the weight and have a 
second person check the ticket numbers, ticket weight, cumulative weights and the total.  If 
everything checks, have the preparer sign and a second person initial this report and place 
this form with the tickets in an envelope and post the appropriate quantity. 
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CDOT Form 305 (Item Summary Report) 
 
This form serves as a ledger for each item of work.  The report shows the date, who posted 
the item, the location, the current quantity and the accumulated quantity. 
 
Verify each entry matches the source document (i.e. CDOT Form 266, DWR, Form 7 or 
invoice.) 
 
Initial the last entry reflecting the final quantity.  This will serve as an indication to the Finals 
checker that the quantity was checked for all postings and reasonableness. 
Please do not us RED pencil!  This color is reserved for the FINAL check. 
 
In SiteManager®, any reference to a source document should be placed as the first thing 
in the location field.  If you do this, when the Item Summary Reports are printed, the 
source document will print out. 
 
This report is located in SiteManager® Accessories. 
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CDOT Form 379 
 

This is the Project Independent Assurance Sampling Schedule for the project.  It is used by 
the IAT unit of the Region Materials Lab.  After the project is complete the Materials Lab will 
fill in the exact sampling schedule that was done for the project.  This form will become part 
of the final materials documentation. 
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CDOT Form 473 
 

This is the letter of certification for the Material portion of the project.   
 
This form may be completed by the Head Tester, Project Engineer or the Resident 
Engineer.  However, once completed the Resident Engineer must sign this form.  This form 
should not be signed until the Form 1199 – Finals Materials Documentation Review and 
Audit Checklist has been completed.   
 
It should be completed  within 30 days of project acceptance 
 
Once this form has been signed, a copy will be sent to the Region Finals Administrator for 
inclusion in the final project documentation.  
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CDOT Form 513 (RSAR) 
 
This is  a form that is completed by  the Head Tester.  It is a part of the Colorado Pavement 
Management System.  A copy should be printed out and sent to the Region Finals Administrator 
for inclusion in the final project documentation.  

 

The form may be found on the Pavement Management website: 
Home Page:    
http://internal.dot.state.co.us/PMPTC/ 
 
http://cdot/forms/rsar/_layouts/FormServer.aspx?XsnLocation=http://cdot/forms/rsar/RSAR%20Form%20S
ubmittals/Forms/template.xsn&SaveLocation=http%3A%2F%2Fcdot%2Fforms%2Frsar%2FRSAR%20For
m%20Submittals&Source=http%3A%2F%2Fcdot%2Fforms%2Frsar%2FRSAR%2520Form%2520Submitt
als%2FForms%2FAllItems%2Easpx&DefaultItemOpen=1 
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CDOT Form 580  
 

This form is used to determine a rate for equipment that is used for force account work. 
 
You need to review Part I and assure that ALL applicable information for a piece of 
equipment is included.   
 
At a minimum the following information should be filled in:  Project No, Project Code, 
Description of equipment, Year, Make, Model, Fuel Type, and Wheel combination.  On 
vehicles, include type of cab (regular or crew), GVW and HP. 
 
Also be sure output and/or capacities are included. (i.e. HP, Volts, PSI, Cubic Yards, height 
of lifts, etc.)  The Remarks section may be used, if necessary.    
 
If the piece of equipment has extra pieces, that information should also be included.  
 
Nothing should be left to the imagination of the rater.  If in doubt, please call the rater 
with any questions you may have. 
 
After you have reviewed the form 580, complete the “Submitted By” boxes and submit to 
the rater in your region. 
 
Only CDOT personnel should sign and fill out the “Submitted By boxes.  If the contractor 
fills out the form, they are not to sign the form.   
 
See section on Force Account Chapter_7 and §109.04 
 
If the piece of equipment is a rented from a rental center, you may pay from the certified 
invoice.  For further information see the Force Account section of this manual. 
 
If the information is provided completely and accurately, a rental rate may be determined 
within 5 business days.   
 
Incomplete forms will be returned!!!! 
 
You may fax or e-mail this form to the person that does the calculations for your region. 
 
In Region  
 1 – Jacob Shafer - (303) 757-9024 [1-9024] 
 2 – Don Scanga - (719) 546-5434 [2-5434] 
 3 – Cindy Morgan - (970) 683-6372 [3-6372] 
 4 – Irene Stumpf – (970) 350-2190 [4-2190] 
 5 – Tom Bovee – (970) 385-1412 [5-1412] 
 
For more information on CDOT 580’s see the section on 580’s in this manual. 
Chapter_16 
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CDOT Form 832 
 

This form is used to record status of trainee’s on the project.   
 
This form is to be submitted by the Contractor on a monthly basis.   
 
Reimbursement for any trainee should not be made unless the Contractor has submitted 
this form and it has been reviewed and approved by the Region Civil Rights Manager.  The 
Contractor shall only be reimbursed for the hours that are worked and billed on your project.   
 
If there is a change in the trainee’s status, the Contractor must submit this form 
documenting the change, i.e. the trainee has changed projects or the project is complete. 
 
One form is required for each trainee. 
 
For further information see the Special Provision regarding On-the-Job trainee for your 
project, Construction Bulletin 2011-10 in Appendix A and the Chapter on Civil Rights 

programs in this manual. 
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CDOT Form 838  
 
This form shall be submitted by the Contractor prior to the first estimate.   
 
This form will serve as notice to the Project Engineer from the Contractor that they are 
expecting to be reimbursed for the On-the-Job trainee’s registered on the form.  
 
In order for the Contractor to receive payment, this form must be reviewed and approved by 
the Region Civil Rights Manager. 
 
One form is required for each trainee. 
 
The monthly progress estimate should be withheld if this form is not received by the 
deadline. 
 
For further information regarding the On-the-Job trainee program, see the Standard Special 
Provision for your project, Construction Bulletin 2011-10 in Appendix A and the Chapter on 
Civil Rights programs in this manual. 
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CDOT Form 859 
 

This form is for the Project Control Data.  The RE or Project Engineer should fill out this 
information approximately 4 weeks prior to ad.  The information contained on this form 
should only show construction information.  No design data should be shown.   
 
This form helps to determine contract time. 
 
See the Construction Manual for further information on how to complete this form. 
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CDOT Form 1176 
 
 
This form shall be completed every 14 days and within 24 hours after every storm event as 
required by the 208 Erosion Control Standard Specification, during an active construction 
project.   
 
It shall be signed by both the Erosion Control Supervisor designated by the Contractor and 
the CDOT representative who performed the inspection. 
 
It is strongly encouraged that the Contractor and CDOT representatives perform the 
inspections together.  In the event that the CDOT representative cannot accommodate his 
schedule to perform the inspections with the Contractor, then the CDOT representative may 
perform his inspection independently. 
 
Complete a Form 105 for any action items immediately following an inspection. 
 
After the project has been accepted, the inspections will need to be completed every 30 
days until the seeding is at 70% coverage.  Use the Form 1777 to document your post-
construction inspections. 
 
These completed forms must be on file at the Project site!!!!!!!!!!! 
 
Be sure to notify the Contractor in writing of any violations.  They have 48 hours to correct a 
situation, and may be assessed a penalty of $825/day for non-compliance!!! (§208.09) 
 
For additional information see §107.25; §208.03 through §208.10 and Construction Bulletins 
in Appendix A. 
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CDOT Form 1177 
 
 
After the project has been accepted, the Stormwater Management Plan field inspections 
still need to be completed every 30 days until the seeding is at 70% coverage.   
 
Use the Form 1777 to document the inspections after project acceptance. 
 
Even though inspections are done by the Contractor’s Erosion Control Supervisor, it is still 
the project engineer’s responsibility to assure they are done and reports on file. 
 
These completed forms must still be filed in the SWMP notebook!!!!!!!!!!! 
 
After project acceptance, the SWMP notebook is to be sent to the region.  
 
For additional information see Construction Bulletins in Appendix A. 
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CDOT Form 1186 
 

This form is utilized when increasing or decreasing the amount of funds available for a 
project.    
 
If the projected completion cost of your project is expected to exceed the Project 
Commitment Amount, the Region is required to request additional funding.   
 
Contractor payments will be withheld if your project does not have adequate funds.  You 
should allow at least two (2) weeks for processing. 
 
This form may be filled out by the Business office.  Contact the Region Business office for 
help in completing or any questions regarding this form. 
 

Note: The Project Commitment Amount may be found on Line 7 on the CDOT 65. 
 

 
The Form 1186 is completed by the following in each region: 
 1 – Resident Engineer or Program Engineer 
 2 –  
 3 – Business Office 
 4 – Project Engineer 
 5 –  
 
 
 
 
 

The project engineer needs to update projected quantities in SiteManager® and review the 
Form 65 on a monthly basis!    
 

 
For additional information see Construction Manual §120.6.3.2 & §120.6.3.3 and 
Construction Bulletin 2007 #3 Appendix A. 
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CDOT Form 1199 
 
 
This form is used to document the final materials documentation review and audit.  There 
are two levels of review required for the material portion.   
 
The first level is the project review.  This is usually done by the project tester.  This review 
is a 100% review of all material documentation.   
 
The second review is the residency review.  This should completed by someone not 
familiar with the project.  Their role is to review the material documentation of the top major 
item of the project.   
 
Contact the Region Finals Materials Coordinator to determine the residency finals review 
process.   
 
Region 1 – Head Testers 
Region 2 – Don Scanga 
Region 3 – Cindy Morgan 
Region 4 – Jeremy Montrose 
Region 5 – Russ Ebel 
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CDOT Form 1212 
 

This is the “Final Inspection Report.”  This form is filled out by the RE at the end of the 
project and submitted to the region Finals Administrator for final processing and 
distribution. 
 
This form is required by FHWA. It documents Contract Compliance. 
 

It is required on ALL Projects.  NO EXCEPTIONS!!  This includes local agency 

and Railroad projects. 
 
 
The RE should conduct the inspection and complete the form when the project is 
approximately 75% complete. 
 
A second use of this form is part of the project closure process in SAP – Project 
Systems. The RE must log into SAP and complete the form. 
However, they must be sure to print & sign a copy and send to the region Finals 
Administrator.  FHWA still requires a paper copy that shows all statements have been 
checked. 
 
 
 
 
 
 
For additional information please see Construction Bulletin 2010 #6 in Appendix A. . 
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CDOT Form 1333 
  
This form is to be completed by the project inspector and provides an “as-built” construction 
record of each caisson completed on  a project. 
It also serves to identify the bearing materials utilized during installation. 
 
 
Contact the CDOT Geotechnical Program for assistance and training regarding material 
identification for drilled shaft installation. 
 
 
For additional information please see Construction Bulletin 2005 #2 in Appendix A. 
 
Appendix_A 
 

  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
(Rev. 12/19/11) 

 
 

4 – 1333



 

                                  

   

   

 



 

                                  

   

   

CB 2011-10 Revised 
OJT Special Provision.doc

CDOT Form 1336 

 
This is the Waiver Request for Contract’s On-The-Job Training Hours 
 
The Colorado Program exempts the Contractor from goals, but not the obligation to provide 
training. 
 
The Contractor may request that the CDOT Civil Rights Manager modify or waive the OJT 
hours goal. 
 
This form is completed by the CDOT project engineer and submitted to the CDOT Civil 
Rights manager as soon as it becomes apparent the OJT goal may not be reached and  
prior to project acceptance. 
 
Be sure to include or attach the Contractor’s written request explaining the reason for their 
request. 
 
Provision of the OJT spec . 
 
For more information: 
Contact your Region Civil Rights Manager for assistance. 
Refer to Construction Bulletin 2011-10 in Appendix A and the chapter on Civil Rights 

Programs in this manual. 
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CDOT Form 1337 
 
 

This is the “Contractor Commitment to Meet OJT Requirements” form required by the OJT  
Spec.  It is the Contractors documentation that they have an approved training program. 
 
This form is to be filled out by the Contractor and submitted to the project engineer prior to 
any training.  It is preferable that it be submitted at or before the Pre-Construction 
conference. 
 
A copy of the Contractors Approved Training Program Certification must be attached. 
 

It is required on ALL  projects.  NO EXCEPTIONS!!   
 
Progress payments should be withheld if this document is not submitted or is not 
approved by the Regions Civil Rights Manager by the stated deadline! 
 
 
For additional information see your project special provision and the Chapter on Civil Rights 

programs in this manual. 
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CDOT form 1388 

 
 
 

This is the “Daily Stormwater Log”.   
 
It is required on all projects greater than 1 acre and with a Colorado Discharge Permit 
System – Stormwater Construction Permit (CDPS-SCP). (§108.03) 
 
The Erosion Control Supervisor or Superintendent must fill out this form on each and 
every day construction activity takes place!!! 

 

“Spills, leaks, or overflows that result in the discharge of pollutants shall be documented 
on the Form 1176 or 1388 by the ECS.  The ECS shall record the time and date, weather 
conditions, reasons for spill, and how it was remediated”. (§208.03c) 
 
A copy must be kept on file at the project site. 
 
For additional information see Construction Bulletins in Appendix A. 
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FHWA 1391 

This is an annual report that is required by law and regulation on all Federal Aid 
projects. (23 U.S.C. 140a and 23 CFR Part 230). 

Submission of the FHWA 1391 report is required from Prime and subcontractors (with 
subcontracts that equal or exceed $10,000) on federally funded contracts that have 
construction activity during any part of the final full week of July.  The report is not 
required for contracts that are state funded only. 

Reports are to be filed with the Labor and Contract Compliance Manager at Karen.fujii-
martin@state.co.us.  Failure to submit the required information may result in future 
estimate payments being withheld.  Electronic version of the FHWA 1391 may be found 
at: 
https://www.codot.gov/library/forms/fhwa-other-forms/form1391.xls/view 
 
Report project personnel on federally funded contracts; report each prime contract or 
subcontract separately.  Include those company officials and supervisors that are on the 
project a majority of the time even if they do not appear on payrolls.  DO NOT include 
any company personnel if they are on the project only from time to time and do not have 
daily, on-site responsibility for project activity 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4-1391 

mailto:Karen.fujii-martin@state.co.us
mailto:Karen.fujii-martin@state.co.us
https://www.codot.gov/library/forms/fhwa-other-forms/form1391.xls/view


 

 



 

 

CB_2011-05_-_MSE_
Wall_Checklists.docx

CDOT Form 1401 

 
This is the Block Faced Wall Submittal checklist. 
 
This form is to be used on projects that require the construction of Concrete Block 
Facing MSE Walls or other hybrid wall 
 
It is to be filled out by the Contractor and submitted with the shop drawings. 

 
The submittal checklist forms were developed in response to the MSE Quality 
Assurance Review (QAR) recommendations.  It was recommended a review and 
revision of the contractor submittal process with the goal of improving the process, 
ensuring all required certifications are received, and reducing the burden on 
construction staff. 

 

The submittal checklist forms are used for materials certifications and test report 
submittals required by the Standard Special Provisions: Revision of Section 504 
Concrete Block Facing MSE Walls and Revision of Section 504 Concrete Panel 
Facing MSE Walls.  These forms are also located at the Forms Management 
website: http://intranet/resources/CDOT-forms/documents/cdot-1401.doc/view 

 

 

The submittal checklist forms shall be submitted with the shop drawings, materials 
certifications and test report submittals.  They need to be filled out by the 
Contractor and reviewed and used by the Engineer of Record and the Project 
Engineer in the review of the shop drawings. 

 
 

For additional information see Construction Bulletin 2011 #5 in Appendix A. 
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CDOT Form 1402  
 
This is the Panel Faced MSE Wall Submittal Checklist. 
 
This form is to be used on projects that require the construction of Panel Faced 
MSE Walls or other hybrid wall. 
 
It is to be filled out by the Contractor and submitted with the shop drawings. 
 
The submittal checklist forms were developed in response to the MSE Quality 
Assurance Review (QAR) recommendations.  The MSE QAR recommended a 
review and revision of the contractor submittal process with the goal of improving 
the process, ensuring all required certifications are received, and reducing the 
burden on construction staff. 

The submittal checklist forms are used for materials certifications and test report 
submittals required by the Standard Special Provisions: Revision of Section 504 
Concrete Block Facing MSE Walls and Revision of Section 504 Concrete Panel 
Facing MSE Walls.  The forms are attached to this bulletin for your reference.  
These forms are also located at the Forms Management website:  

http://intranet/resources/CDOT-forms/documents/cdot-1402.doc/view 
 
The submittal checklist forms shall be submitted with the shop drawings, materials 
certifications and test report submittals.  They need to be filled out by the 
Contractor and reviewed and used by the Engineer of Record and the Project 
Engineer in the review of the shop drawings 

 
 
 

 

For additional information see Construction Bulletin 2011 #5 in Appendix A. 
 

Appendix_A 
 

 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 

(Rev. 12/16/14) 

4 - 1402 

http://intranet/resources/CDOT-forms/documents/cdot-1402.doc/view


 

 



 

 

 
 
 

CDOT Form 1414 
 

This is the Anticipated DBE Participation Plan.  It is an EEO form used to show “Good 
Faith Efforts” of the Prime Contractor to utilize DBE subcontractors.   
 
It is required on all projects that have a DBE goal. 
It must be submitted to CDOT by 10:00 AM on the letting date. 
 
Commitments are submitted to CDOT via Form 1414, Anticipated DBE Participation 
Plan, or via Form 1420, DBE Plan Modification Request.  Once approved, 
commitments are obligations of the Contract that are enforceable by CDOT.   
 
CDOT will use 49 CFR Part 26, Appendix A as a guide for determining whether the 
bidder made good faith efforts to meet the contract goal. 
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CDOT Form 1415 
 
This is the Commitment Confirmation form. It is an EEO form used to show “Good 
Faith Efforts” of the Prime Contractor to utilize DBE subcontractors.     
 
It is to be submitted to CDOT by the close of business of the fifth calendar day from 
date of selection. 
 
 The CDOT 1415 shall be obtained from each DBE listed on Form 1414.    
The bidder shall complete Section 1 and the DBE shall complete Section 2 of Form 
1415.   
 
Form 1415’s shall be consistent with the commitments listed on Form 1414.   
The bidder shall not modify commitments listed on Form 1414 without good cause 
and approval from CDOT.   
 
The bidder shall contact CDOT if any issues arise which may require the bidder to 
alter or terminate a commitment.  
 

This is a two page form…..be sure both pages are completed. 
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CDOT Form 1417  

 

This is the Approved DBE Participation Plan.   
 
It is issued by the Civil Right Business Resource Center (CRBRC). 
 
This is the list of approved DBE for use on a project. 
 
When the project engineer receives a CDOT form 205B, they should check it against 
this list.   
 
If a subcontractor’s name is not on the form 1417, they should contact the Region 
Civil Rights office immediately. 
 
The monthly progress estimate should be withheld if not submitted for the previous 
month. 
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CDOT Form 1418  
 
This is the Monthly Payment Summary.  It reports all payments made to all 
subcontractors and suppliers.  It is to be completed and submitted by the Prime 
Contractor on a monthly basis.  
 
The monthly progress estimate should be withheld if not submitted for the previous 
month. 
 
It is to assure Prompt Payments per CRS 24-91-103(2) and is required by §109.06, 
as revised January 31, 2013. 

 
 

Subsection 109.06 (e) shall include the following: 

 

“The Contractor shall submit the Form 1418, Monthly Payment Report,  along with 

the project schedule updates, in accordance with subsections 108.03 (b) or 108.03 

(c) (3).  Failure to submit a complete and accurate Form 1418 shall be grounds for 

CDOT to withhold subsequent payments or retainage to the Contractor. “ 
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CDOT Form 1419 
 
This is the DBE Participation Report.  It reports actual payments made to all the DBE 
Subcontractors on a project. 
 
The Contractor shall submit Form 1419, DBE Participation Report to the Engineer on a 
quarterly basis (January 15, April 15, July 15, and October 15) and upon completion 
of the Contract.  
 
CDOT may withhold progress payments if the quarterly Form 1419 is not received on 
time.  
 
CDOT will not provide final payment on the Contract in accordance with subsection 
109.09 of CDOT’s Standard Specifications for Road and Bridge Construction until the 
final Form 1419 has been reviewed and approved.   
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CDOT Form 1420 
 
This is the DBE Participation Plan Modification Request. 

If the Contractor intends to use a DBE for work that was not listed in the commitment, 

the Contractor shall submit Form 1420 for approval of the modification. 

The CDOT 1420 is also used to communicate all requests for termination, reduction, 
substitution, and waivers to CDOT.  

One Form 1420 may include multiple requests and must be submitted at the time of the 
occurrence or, if that is not possible, within a reasonable time of the occurrence 
requiring termination, reduction, substitution or waiver. 

Payment Reduction 

The Contractor’s retainage will not be released until CDOT has determined whether the 

Contractor will be subject to a payment reduction.   

Payment reductions will be calculated as follows: 

Failure to Fulfill Commitments.  If the Contractor terminated or reduced a 
commitment, the Contractor will be subject to a payment reduction for any 
termination or reduction which was not approved via a Form 1420. 

Failure to Meet Contract Goal.  If the Contractor failed to meet the contract goal, the 
Contractor will be subject to a payment reduction for the portion of the contract goal 
that was not met and was not waived via an approved Form 1420.   
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CDOT Form 1425 
 

This is the Suppliers List.  

It is required per the DBE spec dated 12/26/13 and Revision of Section 106 dated 
1/30/14. 

The Contractor must submit this at the Pre-Con meeting. 

 All suppliers providing materials valued at > $10,000 must be included. 

It is required to be updated if suppliers change. 

Progress payments will be held if not received prior to construction. 
 
 
 

 
 

January 30, 2014 
 

REVISION OF SECTION 106 
SUPPLIER LIST 

 
Section 106 of the Standard Specifications is hereby revised for this project as follows: 
 
Subsection 106.01 shall include the following: 
 

Prior to beginning any work the Contractor shall submit to the Engineer a completed Form 1425, 
Supplier List.  During the performance of the Contract, the Contractor shall submit an updated 
Form 1425 when requested by the Engineer. 
 
Failure to comply with the requirements of this subsection shall be grounds for withholding of 
progress payments. 
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Required Documentation from Contractors 
 

(See 
Construction 
Bulletin in 
Appendix A) 
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 AWARD LETTER         (Rev. 6/13/11) 



 

 

 

 

         
 
 

(Rev. 6/13/11)



 

 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ACCEPTANCE LETTER       (Rev. 10/21/11) 

List all outstanding 
documentation –  
Be specific ! 
i.e. “Outstanding 
payrolls” list who 
from & what pay 
period  



 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PARTIAL ACCEPTANCE LETTER        (Rev. 10/21/11) 

List all outstanding 
documentation –  
Be specific ! 
i.e. “Outstanding 
payrolls” list who 
from & what pay 
period  



 

 



 

 

 
 
 
 

 
  

(Rev. 6/13/11) 
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Buy America Certification Sample 
 
The specification requires the Contractor to certify that he has obtained all the correct certifications from 

the manufacturers and suppliers.  These Buy America certifications are to be received and approved by 

CDOT BEFORE the materials are incorporated into the project.  Once the Contractor receives the Buy 

America certification from manufactures and suppliers, the Contractor provides CDOT with a Buy 

America certification such as the example below.  CDOT does not accept blanket Buy America letters 

covering all materials. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Also see §106.11, Construction Manual Section 106.11 and Construction Bulletins in Appendix A. 

           

Appendix_A 

   
CB 2014-8 Buy 

America Examples.docx    (Rev. 12/30/14) 



 

 

Summary of Buy America Quantities 
 

This is a suggested format for the reconciliation of the Buy America Certification quantities with Installed 
Quantities.  The contractor shall submit this summary on a monthly basis to the Project Engineer for 
material incorporated during the previous month.  The Project Engineer will verify the information in the 
Summary and all Buy America certifications provided by the Contractor.  Before approving a progress 
payment, the Resident Engineer will verify that the quantities in the Contractor’s summary document 
match the quantities in the progress report. 
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Example of Exceptions 
   
The specification requires the Contractor to document the project delivered costs of any foreign steel or 
iron permanently incorporated in the project.  This is an example of the requirement. 
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Quality Assurance Sampling Checklist 
  
This is a materials form generated LIMS (AASHTOWare SiteManager®) 
 
It shows the required sampling and testing schedule for various materials for a specific project.   
 
To be completed by the project tester in LIMS and included in their final documentation storage file.   
 
It is one of the major pieces of documentation that the Lab utilizes to determine if a project has been 
constructed “in reasonable close conformity to plans and specifications.” 
 

Based on the NPS contract language used for firms CDOT hires for consultant tester, CDOT requires the 
testers to be supervised by a PE. 

 

If there is a consultant tester on project – then the final report needs a statement & the Consultant PE 
stamp. 

 

“Affix the supervisors PE stamp here when consultant tester(s) used on this project.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Rev. 3/3/15) 
 
 
 



 

 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Certification Checklist 
  
This is a materials form generated LIMS (AASHTOWare SiteManager®) 
 
It shows the items and quantities for various materials on a specific project.   

 

To be completed by the project tester in LIMS and included in their final documentation storage file.   
 
It is one of the major pieces of documentation that the Lab utilizes to determine if a project has been 
constructed “in reasonable close conformity to plans and specifications.” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Rev. 3/3/15) 
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PERMIT TO SUBLETS 

(CDOT Form 205) 
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CDOT Form 205B – Permit to Sublet 
 
A permit to sublet is required when a Prime Contractor makes an agreement with an 
individual, firm, corporation or other legal entity to perform part of the Contract.  Subletting 
any portion of the contract does not release the Contractor of any liability as defined by the 
Contract and Bond. 
 
No subcontractor may begin work on a project until the Contractor has received the 
Engineer’s written permission. (§108.01) The written permission shall be the signed and 
dated Form 205B – Permit to Sublet.   
 
Submitting a Form 205B on a Federal Aid project is certification from the Prime Contractor 
that a FHWA Form 1273 is attached to and incorporated into that subcontract. 
 
The Prime Contractor must perform at least 30% of the Contract work.  Any material 
purchase and/or manufactured products can be included with the prime contract or the 
subcontract. (§108.01) However, if the subcontractor both sells the material and installs the 
material, then this must be considered as one subcontract.  
 
“Specialty items” must be defined in the contract and may be performed by a subcontractor.  
Any work that is defined as such may be deducted from the amount of contract work that 
must be performed by the Prime Contractor. 
 
If it is necessary to replace a DBE certified subcontractor, reference your project special 
provisions and/or contact your Region Civil Right Specialist for the proper procedures. 
 
If a sub-contractor changes names, (i.e. is bought out) or goes out of business, then a 
letter or memo needs to be written to the Region Civil Rights Manager notifying them 
of this change.  The Region Civil Rights Manager will determine any impact on the 
DBE goals and if a new Form 205B will be required.   Send copies of any such 
correspondence to the Project Engineer and Region Finals Administrator. 
 
On multi-page Form 205B’s, be sure to number the pages.  Example: 1 of 3, 2 of 3, 3 of 3.  
Signatures are only required on the front of the first page.   
 
This may be a two-sided form.  Signatures are required on the first page.  The second page 
is a continuation of work item information. 
 
References: §108.01 and the Standard Special Provisions: “Affirmative Action 
Requirements – Equal Employment Opportunity”, “Disadvantaged Business Enterprise-
Definitions and Requirements” and “Emerging Small Business Program”. 
 
See Construction Bulletin 2013#8 in Appendix A 

 

CB2013_8 
 
 
 
 
 

(Rev. 7/15/13)
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Sublet Permit Application (CDOT 205B) 

 
In accordance with CDOT’s Standard Specifications for Road and Bridge Construction 
subsection 108.01 and the FHWA 1273 (Required Contract Provision – Federal Aid 
Construction Projects, Section VI), the Contractor shall not sublet, sell, transfer, assign or 
dispose of the Contract or Contracts, or any portion thereof without the written permission of 
the Engineer.  This is accomplished by submitting a completed CDOT Form 205B – Sublet 
Permit Application for all subcontracted work.  No contract work may begin until the 
Contractor has received the Engineer’s written permission.   
 
The Contractor’s organization shall perform work amounting to 30 percent or more of the total 
original contract amount.  Subletting of the contract does not relieve the Contractor of any 
liability as defined by the Contract and Bond.   
 
The Form 205B is an Excel spreadsheet with the calculations hard coded in the spreadsheet.  
After opening the document, be sure to click on the “Enable editing” box on the top of the 
spreadsheet. 
 

Header Information 

 
 
The header information contains project related information.   Complete the Total Original 
Contract Amount cell.  This will aid the spreadsheet with the calculations.  
 
The Total Percent Sublet to date (in hundredths) will automatically calculate when the work 
item detail lines are completed.  

 
Subcontractor Information 

 
 
The above section informs CDOT of the status of the subcontractor.   CDOT utilizes this 
section to track information relating to the utilization of the DBE’s listed on the CDOT Form 
1417, and possible ESB contractors. 
 
Complete the information for the subcontractor including the name, address and phone.  
 
 

(Rev. 7/3/13) 
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Work Item Section 
 
This section details the work items that are being subcontracted.  This section shall be fully 
completed utilizing the actual SUBCONTRACT DOLLARS.  In accordance with subsection 
108.01, the calculation of the percentage of subcontracted work shall be based on the 
subcontract unit prices. 
 

 
 
WBS Element or Proposal Line # from RFP or Bid Proposal 
 
WBS Element information may be found in the RFP.  Please refer to this book in order to 
complete this column. 
 
Proposal line number is a four digit number found in the bid proposal for the project.  Items 
within the bid proposal are combined with like items, unlike the estimate that will show the 
items broken out by category. 
 

8 Digit Item Code 
 
This is the item code number associated with each pay item. 
 

Item Description 
 
This is the description of each pay item.  If partial item is being subbed, indicate “Partial” here. 
 

Unit of Measure (must be same as bid tab) 
 
How is the item paid?  SY? CY? LF?       (Rev. 7/3/13) 
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Location (D/B Only) 

 
For Design Build projects, list location for the item within the limits of the project. 
 

Quantity  
 
Plan quantity, as shown on the proposal.     

 
Subcontractor Unit Price  
 
This shall be completed utilizing the price shown on the agreement between the Contractor 
and the subcontractor.   
 

 $ Amount  
 
The spreadsheet will calculate the amount sublet based on the quantity and subcontract unit 
price entered.  The spreadsheet is password protected and if any attempt is made to enter 
any information in this column, the user will get an error message. 
 

Percent’s & Totals 
 

 
 
 
This section will calculate all necessary information.  The line for “Previous amount sublet 
under the contract” will be zero for the first subcontract.  All following subcontracts will auto 
populate based on the total from the previous Form 205B. If more than 15 subcontracts are 
needed, the Contractor must enter the total amount previously sublet on the first tab of the 
workbook.  By doing this the workbook will continue to calculate the total amount sublet for all 
future subcontracts. 
 
 
 
 
 
 
 
 
 
 
 
 

 
Rev. 7/3/13) 
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Certification section and signatures 

 

 
 
 
The Contractor and subcontractor(s) shall sign in the appropriate areas.  If this is a tier 
subcontract the Contractor shall sign along with the both the tier 1 subcontractor and the tier 2 
subcontractor.  
 

Subcontract approval 
 

 
 
This is for CDOT use only.  This does not imply endorsement of the subcontractor.  The 
Engineer and Region Civil Rights Manager will sign.  Once the form has been signed by the 
CDOT representative(s), the subcontractor may begin work on the project. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Rev. 7/3/13) 
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CDOT Form 205B Page 2 

 
Complete this section only when there are more items to subcontract than what is allowed on 
page 1.  This page is not necessary on all subcontracts. 
 

 
 
 

Tier 2 subcontract completion instructions 
 
On occasion a Tier 1 subcontractor will subcontract some of their work items to another 
subcontractor. This is considered a tier 2 subcontract.  The Contractor is responsible for the 
work of the tier 2 subcontractor therefore, the Form 205B shall be completed and signed by 
the Contractor and both the tier 1 and tier 2 subcontractors.   
 
There is a separate spreadsheet contained within the Form 205B workbook.  This 
spreadsheet has certain pieces of information completed for the Contractor and does not 
calculate the total amount or percent sublet as these totals were included with the Tier 1 
subcontract. 

 
(Rev. 7/3/13) 
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If this is a Tier 2 subcontractor complete the Form 205B labeled Tier 2 subcontractor (last tab 
of the workbook).  The CDOT Form 205B is completed in the same manner as the tier 1 Form 
205B.  However, there are some differences: 
 

1. the tier section and the associated first tier information shall be completed 
2. the totals for percent of sublet and sublets dollars are shown as N/A (since the dollars 

were already considered in the first tier Form 205B) 
 
 

Naming the tabs 
 
Each tab may be named in any convention that the Contractor chooses.  The following 
procedures will allow the user to rename the tabs.  First, double click which should highlight 
the tab with a black highlight.  Type the name or whatever convention and hit enter.    

 
Printing instructions 
 
There are multiple ways for printing the Form 205B. 
 
First, you can select Print and only print the current (active) form. 
 
Second, you may select to print the entire workbook. 
 
And third, you may select multiple tabs, and then print the active forms. 
 
 
 
For any questions or assistance, please call Karen Fuji-Martin 303-757-9540. 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
(Rev. 7/3/13) 
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Be sure to ---- 

 Check the Debarment list at https://www.sam.gov/portal/public/SAM/ 

 Verify that the Prime and subcontractor have signed the form (If tier 2, etc. , then all 
subcontractors must sign.  

 Verify Tier 2 subcontracts are entered on the “Tier 2” tab.  

 Verify “Total Percent Sublet to Date” does not exceed 70% !!!  

 
 

Be sure the 

Project Number 

and Project 

Code are 

correct for your 

project ! 

 

Total $$$ of all 

BID Items. 

(See Contract 

Schedule 

included in the 

Contract & Bond) 

DBE or 

ESB sub? 

Signatures of 

Prime & 

subcontractor(s) 

If tier 2, then 

subcontract must 

be entered on 

“Tier 2” tab 

(totals will show 

as “N/A”).  

Remember 

figures are 

already included 

with Tier 1 

contact. 

Calculated Field 
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REFERENCE 
 

CONSTRUCTION MANUAL 
 

SECTION 120.10.2 
 

https://www.codot.gov/business/designsupport/bulletins_manuals/cdot-construction-
manual/2014-cdot-construction-manual/cdot-construction-manual.pdf/view 

 
 
 
 

Construction Bulletin # 2013 #8 
 

https://www.codot.gov/business/designsupport/bulletins_manuals/construction-
bulletins/current/cb-2013-8-new-form-205/view 

 
 

AND/OR 
 

CALL YOUR 
 

REGION 
 

CIVIL RIGHTS MANAGER 
 
 

 
 
 
 

https://www.codot.gov/business/designsupport/bulletins_manuals/cdot-construction-manual/2014-cdot-construction-manual/cdot-construction-manual.pdf/view
https://www.codot.gov/business/designsupport/bulletins_manuals/cdot-construction-manual/2014-cdot-construction-manual/cdot-construction-manual.pdf/view
https://www.codot.gov/business/designsupport/bulletins_manuals/construction-bulletins/current/cb-2013-8-new-form-205/view
https://www.codot.gov/business/designsupport/bulletins_manuals/construction-bulletins/current/cb-2013-8-new-form-205/view
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Hints on Entering CDOT 205B’s in SiteManager® – 

 

Step 1 – It is recommended that you run this report before you enter the 205’s for your 

project. 

 

It is found in SiteManager® Accessories, Contract Administration, Pay Item 

Consolidation Report. 

 

This report is very useful as it shows Proposal Line Numbers and Pay Estimate Line 

Reference Numbers. These may be different, due the break out of work under different 

categories on the progress estimate. 

Pay Item Consolidation Report 
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The Pay Item Consolidation Report will show bid items that are split between 

multiple categories and the corresponding Line Reference Numbers.   

 

This is very useful for locating all occurrence of items in the pull down menu for Items 

tab when entering items of work on a 205 record. 

Pay Item Consolidation Report 
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Typical 205 entry- Description Tab 

 

Note SubCont Nbr must be 3 digits (i.e. 001, etc.) 

 

Parent Sub cont Nbr is only used if  205 is for 2nd, 3rd tier 

Subcontract. 

 

 

Creating a CDOT 205 record… 

 

Step 2 – Main Panel, Contract 

Administration, Contractor 

Management, Subcontracts 

 

Services, Choose Keys, select & 

open your project. 

 

The Description tab should be 

bold. 

 

Click on the ”New”  icon. 

 

Fill in fields, using info from your 

CDOT 205. 

 

The Approval date must the 

same as or later than the project 

Start Date so leave this for now. 

 

SAVE….. 

 

Note: 

In February 2015 a new window was added 

to this screen.   

It contains three new fields: 

“Effective Date”, “Expiration Date” and 

“Active Indicator”. 

 

The project engineer shall enter the 

“Effective Date” and “Expiration Date” 

fields. This will add/delete the 

subcontractor from the contractor drop 

down list in the DWR screen. 
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Example of a subcontracted item  

 

Item Quantity, Unit & Price $ are actual subcontract 

quantities/prices as shown on the 205 

Step 3 –  Add items. 

Click on the “Items” tab (“Items” 

tag should be bold.) 

 

Click on the “New”  icon.  

 

Click on the drop down arrow 

next to “Prj Nbr” and select your 

project. 

 

Right click in the “Line Item” field 

(magnifying glass should appear) 

 

Scroll down and select item. 

 

“This Subcontract Quantity”, 

“Unit”  & “Price $” will always be 

the actual subcontracted quantity 

& price 

Adding Items 
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Example of an item that is partially subcontracted  – 

 

Note Unit is “No Common Units” and Price $ is the % of 

subcontracted price noted on CDOT 205. 

Step 3 –  Add items (Partial) 

Click on the “Items” tab (“Items” 

should be bold.) 

 

Click on the “New”  icon. 

 

Click on the drop down arrow 

next to “Prj Nbr” and select your 

project. 

 

Right click in the “Line Item” field 

(magnifying glass should appear) 

 

Scroll down and select item. 

“This Subcontract Quantity” will 

be the actual subcontracted 

quantity. 

 

“Unit” will be “No Common Units” 

 

“Price $” will be the percent of 

the subcontracted price that you 

calculate using the figures shown 

on the 205. 

 

In this case— 

Subcontract bid price is $11,280. 

% subcontracted is 55.67% 

 

  .5567 x $11,280 = $6,279.57 

 

 

Adding Items- Partial Item Subcontracted 

(i.e. the haul portion of Structure Excavation) 
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This is where the Pay Item 

Consolidation Report is useful. 

 

First occurrence in Cat 200 as line 

reference # 490 ------- 

 

Note - Quantity is 100% of the 

amounts shown on the Pay Item 

Consolidation Report for this line 

reference number. 

 

“Unit” is the actual method of 

measurement (in this case Lin 

Foot) and price $ is actual 

subcontracted price. 

 

Adding Items- Bid Item is Paid under Multiple Categories 

Example of first occurrence of a bid item that is split 

between Categories on the estimate 
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Second occurrence in Cat 300 as 

line reference # 1135 ------- 

 

Note Quantity, Unit & Price are 

100% of the amounts shown on the 

Pay Item Consolidation Report for 

this line reference number. 

 

Note - “Unit” will always be the 

actual method of measurement (in 

this case Lin Foot) and “Price $” 

will always be the  actual 

subcontracted price. 

Adding Items- Bid Item is Paid under Multiple Categories (cont) 

Example of second occurrence of a bid item that is split 

between Categories on the estimate 
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Continue adding all items for one(1) subcontractor. 
Save often. 
 
When finished with one subcontract – 
Save 
 
To continue adding subcontracts – 
 
Click on Description tab 
Click on New 
Enter info 
Save 
 
Add Items 
Click on Item 
Click on New 
Enter info 
Save 
 
Continue until all your subcontracts are entered. 
 
 
 
 
Don’t forget to go back and enter the Approval and Effective Dates after your project start 
date is entered by the Region Finals Administrator and before you run an estimate! 
 
 
 
 
 

Additional Help Tips: 
 
 When adding an additional subcontractor to an existing sublet item (2nd tier etc.) modify the 

tier 1 subcontractor record by selecting “no common units”. 
 
 When replacing a subcontractor,  modify the original subcontract record by reducing the 

original quantity and $ amount, then add a new subcontract record and select “no common 
units”. 

 
 

 Also see SiteManager® Bulletin 2001-5  Subcontracts & CB 2013 #8 
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SiteManager Bulletin 2001#5 – Subcontracts 
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CB 2011- 9 Federal 
Oversight CMO Threshold.doc

General Discussion 
 

A change order is a construction-industry accepted term for a change in the scope, specifications, 
pay items, project limits, duration, or design of a project, as compared to the original Contract 
requirements.  Change orders are legal documents that revise the terms of the original contract 
between CDOT and the Contractor.  A change order may also be used to supplement an existing 
agreement with an entity or a utility company; however, an agreement must first exist before a 
change order can be executed to modify the original agreement.   
 
A change order may be either a Major change (CMO type) or a Minor change (MCR type).  In 
either case, the contract is being modified and it is very important for the modifications to be clear, 
concise and include exact instructions to the contractor.  These instructions must include who 
will do the work, what change in the work will be required, why the work is being changed, when 
the work will be done, where the work will be located, and the method of measurement and 
basis of payment for each pay item.  The change order should also address the time required to 
do the added work. 
 

The CDOT Project Engineer and Resident Engineer are the only representatives of the 
Chief Engineer authorized to sign change orders at the project level per §105.14. This is a 
legal document, therefore original signatures are required. 
 

All change orders must be approved by the Contractor and a CDOT representative prior to any 
work proceeding. This is indicated by their signatures on the CDOT Form 90.  Generally the CDOT 
representative is the CDOT Project Engineer. The Resident Engineer should be consulted and 
verbal approval given.  The CDOT Resident Engineer will sign for the Project Engineer when there 
is a consultant project engineer on a project. The Resident Engineer will determine if the change 
order is a major or minor change. The Resident Engineer will then notify the Region Program 
Engineer of any funding issues. The Contractor shall not start work on any change order unless 
authorized via a Form 105.    
 
The Chief Engineer and the Region Transportation Directors are the only CDOT individuals 
with authority to make an administrative settlement.  An administrative settlement is defined 
as a change order that is not based solely on a contractual basis using factual information 
(CM section 120.7.2).  
 
All major (CMO type) change orders must be discussed with the Area Engineer (per the 2014 
Construction Manual, section 120.7.4).  At a minimum the following items will be discussed:   

 

 Circumstances precipitating the change order 

 Items of work to be included in the change order 

 Basis of payment and justification for the prices being authorized 

 Any justification of time extensions 
 

There are certain types of Change Orders that require written approval of the Chief Engineer, 
Project Development Branch Manager and FHWA Operations Engineer PRIOR to work starting. 
(see the CM sections 120.7.5 & 120.7.7 and Construction Bulletin 2011 #9 for complete lists).  For 
all project extension change orders, written pre-approval is mandatory. Failure to obtain these 
pre-approvals may jeopardize Federal funding. The Contractor must not sign the change order 
nor perform any work until the approval has been obtained (CM section 120.7.7.3).   

 
The approval for project extensions from the Chief Engineer and Project 
Development Branch Manager may be in the form of e-mails or faxes.  Approval 
from the FHWA Operations Engineer must be by their signature on the Form 90.  

 
(See CB in Appendix A) 

(Rev 04/1/14) 
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FHWA must give written approval, by signature, on the CDOT form 90, on all Major Change 
Orders on projects with FHWA Oversight (Construction Bulletin 2011#9 in Appendix_A) 

 Project termini extensions, regardless of oversight (defined in 23 CFR 635.102 & CM section 
120.7.7.3) 

 Major design changes (defined in 23 CFR 635.102 & CM section 120.7.7.1 and determined 
via discussions between the FHWA Operations Engineer and CDOT) 

 Material changes to scope of work(i.e. additional capacity, additional access, major extra 
work, deletions of work, etc.) 

 Changes affecting Environmental commitments 

 Administrative Settlement of Claims, with the exception of Dispute Review Board 
recommendations. 

  
A review of environmental impacts is required on all change orders according to Federal 
Regulation 23 CFR 771 and the National Environmental Policy Act of 1969.  Any change order 
altering the approved environmental mitigation considerations must be submitted to FHWA for 
signature. Contact your Region Environmental Program Manager for guidance.  
 
FHWA also requires “adequate documentation” on all change orders per Code of Federal 
Regulations (CFR 635.120e). The State Highway Agency must adequately document a cost 
analysis of each negotiated contract change or extra work order.  A letter of explanation must be 
attached that provides the details of why the work is needed, how the work will be done, justifying 
the agreed unit prices and any additional time granted, as well as documenting dates and names 
of personnel granting concurrences. 

 
It is the Project Engineer’s responsibility to justify the prices that are accepted and agreed upon for 
the change orders.  There are four methods of justifying prices (choose one)  The Cost Estimates 
Unit may be called if you have an unusual item or piece of equipment or if the price submitted is 
greater than 15% of the Cost Data price.  
 

 Use the Cost Data book, start with the average bid price.   If the price submitted by the 
contractor is not reasonable based on the average bid price (±15%), then compute a weighted 
average bid price using 3 or more projects based on location and/or quantity.  When doing the 
weighted average bid price be sure to use the same criteria for all factors (i.e. location, 
quantity, average bid price). It is not unreasonable to have up to a 15 percent difference 
between the submitted price and the cost data book.   
 

 Prepare a force account analysis justifying the price.  The force account analysis must 
include all known costs (i.e. labor, equipment, materials).  
 

 Request that the Contractor provides a cost analysis.  This should be similar to a force 
account analysis. It needs to include all labor, equipment and materials needed to complete the 
work. The Project Engineer is required to make the statements shown in CM section 
120.7.6.2.1 in the explanation letter when using the Contractor’s cost analysis for a price 
justification.  This is to verify that they have in fact reviewed the Contractor’s submittal. 
 

 If submitted price is 15% higher than cost data, the Engineering Estimates and Market 
Analysis Unit may be contacted.  Written concurrence is required. 

 
All change orders including the letter of explanation may be reviewed in DRAFT status by the 
Region Finals Administrator.  The Assistant Area Engineers in Contracts and Market Analysis are 
available to review all Major (CMO type) change orders (i.e. Value Engineering Proposals, etc.).  
When signed by the Contractor, Project Engineer and Resident Engineer, the change order 
package should be sent to the Region Finals Administrator for final review and Program Engineer’s 
signature.  The will make copies and forward the original to Contracts and Market Analysis.  The 
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Region Finals Administrator can help with the content and intent of the change order and assure 
that the change order is in compliance with the Stewardship Agreement. 
 
The Assistant Area Engineers in Contract & Market Analysis review all final change orders when 
submitted for compliance with current manuals, policies and procedures.  They work with the 
Regions to get corrections made to the change orders.  They also prepare and distribute quarterly 
and annual reports that quantify the completeness and conformance of change orders to section 
120 of the CM. 
 
Local Agency change orders may be written on the agency version of the Form 90.  Justifications 
and signatures must be per the CM section 120.7.  The Local Agency will retain the original 
change order.  All other distribution of Local Agency change orders will be per the latest edition of 
the Local Agency Manual (LAM) section 8.13. 

 

 
There are some items that do not require a signed Form 90.  These are items that have the unit 
price and method of payment already established per the Contract. These items need to be 
documented two ways.  First, notify the Contractor in writing using the Form 105, and second, use 
the DWR in SiteManager®.   
You will have to create a change order record in SiteManager® to add the item to the estimate but 
the type of change order is “No CMO/MCR required.”        
  
 
 

Items NOT requiring a signed CDOT 90: 
 

• Minor items of work not utilized on the project - §104.02 
• Overruns or under-runs of contract bid items - §104.02 
• Price adjustments for out of spec material - §105.03 
• Work zone time violations - §105.03 
• Construction Surveying paid at $100/hour - §105.13 
• Overweight vehicles - §105.18 
• Liquidated damages - §108.09 (must be in Category 400 and use 8-digit item codes: 620-

00040 [dollar] or 620-00045 [day]) 
• Failure to perform Erosion Control - §208.09 
• Piling cutoffs and splices - §502.08 
• Substitution of materials as allowed by Contract 
• Supplier or Sub-contractor liens – CRS 38-26-107 
• Plan force account items 
• OJT Penalties - § On the Job Training (must be in Category 200 and use 8-digit item code: 

900-00028 (OJT Damages) 
• DBE Penalties - § DBE Enterprises (must be in Category 200 and use 8-digit item code: 

900-00031 (DBE Sanctions) 
• Water Quality Control Penalties per §101, §107 and §208 

 

Note that USC’s; CFR’s; CRS’s and all federal, state and local laws are included in the Contract by 
reference to: §107.01 – Laws to be Observed “The Contractor shall keep fully informed and comply 

with all Federal, State and local laws, ordinances, and regulations and all orders, decrees of 
bodies or tribunal having any jurisdiction or authority, which may affect those engaged or employed 
on the work, or affect the conduct of the work.” 
 
 
 
 

(Rev 7/1/14) 
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CDOT Form 90 – Contract Modification Order 

The CDOT Form 90 is the means by which the Contractor and CDOT agree to modify the contract.  
This is a legal document and original signatures are required.  Both major and minor changes are 
documented using the Form 90.   
 
There are certain pieces of information required on the Form 90 to ensure that the modification is a 
valid contract.  Most of the items will be filled in when you create, and print, your Change Order in 
SiteManager®.   
 

Header 
 
The header information includes the project number, project code, location, date of the change 
order, change order number and title of the change order.  The Contractor’s name and address 
also appear.  There are boxes for the estimated increase or decrease to the project, any days 
added and whether or not the project has Federal oversight.  The Federal oversight box is a small 
check box that must be filled in by the Project Engineer.  This information can be found on the title 
page of the plans. 
 

Body 
 
The main portion of any change order is the body.  This is where the Project Engineer will detail 
the what, why, where, and any other special instructions relating to the work.  The Project Engineer 
needs to be specific and detailed about the work.  Detailed explanations for why the work needs to 
be done, as well as price and time justifications should be saved for the letter of explanation, and 
not included on the Form 90. 
 

Required Statements 
 
The first statement in the change order body will notify the Contractor that the contract is being 
modified and then describes the work that needs to be done: 
  
“Your contract is hereby modified/revised to include …” 
 
 (complete the sentence by describing the work, the location, etc.)  This should be a brief 
statement yet specific enough that there is no confusion on what work is being added.  Be sure to 
include any reference to stationing and/or project limits.   
 
The second statement that is required is: 
 
“All work shall be done in accordance with the 2011 Colorado Department of 
Transportation Standard Specifications for Road and Bridge Construction(or the 
current edition), the project plans, the project special provisions, the attached 
plans and/or specifications (if applicable) and as directed by the Project Engineer.” 
 
To have the statements print out on the Form 90 from SiteManager® while in the “Change Order 
Explanation” screen, click on the first down arrow.  There are three options for this window.  
Choose the “Explanation applied to all line items.”  Then tab down to the large white box and 
type your description of the work to be done.  Do not add any items that are affected by the change 
order in this section.  When the items are entered in SiteManager® they are carried over to the 
Form 90.  Any days added and the cost of the change order will also be reflected in the body by 
SiteManager®. 
 
 
 

(Rev 6/6/11) 
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CB 2010-13 Change 
Orders.docx

“As Needed” Statements 
 

If the current amount exceeds the original commitment amount, then additional bonding will be 
required. (§103.03) To determine this, compare the original project commitment amount with the 
current project commitment amount plus the amount of the change order .  When additional bonding is 
required, the Contractor should incorporate the additional cost into the unit prices of the new work 
items. 
  

For change orders on projects that also have additional funding by entities (i.e. local agencies, RTD), 
the following statement shall be added in the body of the change order per LAM section 8.13. Those 
statements are:  
 

“Should federal funds not be available to cover these additional costs, or the FHWA decides 
not to participate, the entity agrees to provide the required funds.  The [entity name] approves 
this Change order by signing below.”  
 

Add signature lines for the entities’ authorized signature, title and date.  Always keep a copy of the 
change order for your records while it is routing through the signature process. 
 

For change orders that are written to settle claims, the following statement shall be added in the body 
of the change order: 
 

“[Contractor’s Name] by signing below, hereby waives any and all disputes or rights to dispute 
which it now has or may have in the future relating to ……”[any delays to this 
project][additional impact costs]etc. for this Change Order” 
 

Do not state that the work has started.  This is to be addressed only in the letter of explanation. 
 

When the Form 90 is printed, the items will print below these statements. Signatures are only required 
on the last page.  If the change order is multiple pages, cross out the signature blocks on all but the 
last page and be sure to number the pages 1 of 2, etc.  More than one item may be placed on a single 
change order.  The only requirement for added items is that the items must be of the same change 
order type, i.e. CMO or MCR. 
 

While awaiting signatures, leave the change order in “Pending” status in SiteManager®.  This will 
provide a Form 90 that is ready for signatures, but still allow for changes (i.e. spelling corrections) if 
needed. 
 

Signatures 
 

Signatures should be obtained as soon as possible.  The change order is not valid until the Contractor 
and the CDOT Project Engineer have signed the Form 90.  The  Resident Engineer’ will sign the Form 
90 as the Project Engineer when there is a consultant project engineer on a project. (§105.14). If the 
project is being managed by a Consultant Project Engineer per §101.51(b), they are not authorized to 
sign or approve change orders.   
 

For CMO type change orders, the signature of the Program Engineer should be obtained as soon as 
possible.  All CMO type change orders should be processed within two weeks of the 
change order.  The Program Engineer is also responsible for checking the box 
determining the funding for the change order (participating, non-participating or 
participating as noted).   

 
(See CB in Appendix A) 
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For MCR type change orders, the signature of the Program Engineer should be 
obtained as soon as possible.  The suggested time frame again is two weeks.  All 
MCR type change orders will be held by the Region until the project is complete, this 
includes the letter of explanation attached to the Form 90 (see submittal and 

distribution for further information).  Upon project completion all MCR type change orders will be 
assembled into one package and forwarded to the Area Engineers Unit in Contract and Market 
Analysis. 
 
    

 
 

Attachments to CDOT Form 90 
 

 
Attachments to the Form 90 may include: 

 Memos describing the work and the request for a price for the work 

 Form 105’s regarding instructions to the Contractor (i.e. design guidelines) 

 Plan sheets 

 Specifications  
 
Any added plan sheets that show a design change must have the PE stamp of the responsible 
design engineer, as explained in CDOT Procedural Directive 508.1, Professional Engineer’s 
Stamp. 
 

 
 
Use of the CDOT form 105 directing contractor to begin work prior to the formalization of 
the CDOT 90 (Contract Modification Order) 

 

Per the Construction Manual 120.4 - at a minimum the CDOT form 105 should include: 

 Description of Work 

 Description of Material 

 Applicable Specifications 

 Construction Requirements 

 Method of Measurement 

 Basis of Payment 
 

See copies of Construction Bulletins in Appendix A. 

 
 

______________________________________________________________________ 
 

For additional information on how to enter your Change Order in SiteManager® refer to the 
Chapter on SiteManager® Change Orders in this Manual. 
 
Chapter_15 

 
(Rev. 3/21/2011) 
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CDOT Form 90 Example

Required: 

 

As 

Needed: 

SiteManager® does not 

fill this box in. 
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Letter of Explanation 
 
All change orders require a letter of explanation.  This is different than the explanation provided in 
SiteManager®.  This explanation is more detailed and needs to be written so that someone not 
familiar with the project may review the change order and understand the who, what, where and 
why of the change order.   
 

The letter of explanation should fully describe the modification that is being performed, who is 
doing the work, why the work is needed and the method of measurement and basis of 
payment of the items of work.  The explanation needs to fully address the price of the work and 
show justification of the price accepted.  This justification must be in the body of the letter.  
Attachments to the letter can be an invoice for an item of the work, the Contractor submitted cost 
analysis, or a Form 105 informing the Contractor to begin the added work so as not to delay the 
project.  Attachments should not be the entire project file for the added work nor the force 
account billings.  
  

Price Justification 
 

It is the Project Engineer’s responsibility to justify all prices that are accepted and agreed upon for the 
change orders.  There are four ways of justifying prices.  Use one of the four: 
 

 First, use the Cost Data Book.  If justifying agreed unit prices using this resource, start with the 

average bid price.   If the price submitted by the contractor is not reasonable based on the average bid 
price, then compute a weighted average bid price using 3 or more projects based on location and/or 
quantity.  When doing the weighted average bid price be sure to use the same criteria for all factors (i.e. 
location or quantity). It is not unreasonable to have up to a 15 percent difference between the submitted 
price and cost data book.  (CM section 120.7.6.2.3) 

 

Example of Use of Cost Data Book 
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 Or prepare a force account analysis justifying the price.  Rates for some equipment can be found in 

this chapter.  Use the wage rate for your project to determine the labor costs.  If your project does not 
have a wage schedule, you may still use the latest Davis Bacon wage schedule.  These may be found 
on the Design and Construction website under specifications:  
 
https://www.codot.gov/business/designsupport/construction-specifications/2005-construction-specs/past-min-wage-decisions 
 

 For any material, either use bid prices, cost data prices or documentation of phone calls to suppliers. 
 

Example of Use of F/A Analysis 
 
Labor: 
 Foreman  4 hrs @ $20.00/hr =   $  80.00 
 Laborer (2) 4 hrs @ $14.00/hr =   $112.00 
       $192.00 
    67% loading = $128.64 
Fringe Benefits: 

Foreman   4hrs @ 3.25/hr =   $13.00 
 Laborers  8hrs @ 3.25/hr =   $26.00 
       $39.00 

Total labor = $359.64 
Equipment: 
 Uniloader  4hrs @ $18.00/hr =   $72.00 
 Pickup  4hrs @ $2.00/hr =   $  8.00 
         80.00 Total equipment = $  80.00 
Materials: 
 Landscaping Wall Stones 
   150 ea @ $2.50/ea =  $375.00 
   15% loading =   $ 56.25 
        431.25 Total materials =  $ 431.25 
        Total Cost =  $ 870.89 
Therefore contractor submitted price of $850.00 is acceptable. 

 

 
 

 Or request that the Contractor provide a cost analysis.  This should look very similar to a force 

account analysis.  Note that the project engineer is required to make the statements shown in CM 
section 120.7.6.2.1 in the explanation letter when using the contractor’s cost analysis for a price 
justification.  Justification for acceptance of the Contractor cost analysis is required.   
 

 Or if the submitted price is 15% higher than the cost data, the Engineering Estimates and Market 

Analysis Unit may be contacted.  Written concurrence is required. 
 

Environmental Impact (CDOT 128) 
 

If the change order alters the approved environmental impact, an explanation of what the new impact 
will need to be given.  Discuss the impact with the Region Environmental Project Manager.  Attach any 
e-mails, letters and new or revised Form 128 if applicable. 
 

Discussions and Concurrences 
 

Document any discussions and concurrences you have received for the change order.  At a minimum 
the Resident Engineers and Civil Rights Managers names and dates of discussion should be 
documented.  For all project termini extension change orders the Chief Engineer, Project Development 
Branch Manager and FHWA must have given written approval prior to the work starting.  For Project 
termini extensions, major design changes, material changes to scope of work, changes affecting 
environmental commitments or administrative settlements (other than those by DRB)  FHWA must have 
given written approval by their signature on the CDOT form 90.  Within CDOT concurrences from 
various specialty units may also be required.  Contact the specialty units for guidance. 

 

https://www.codot.gov/business/designsupport/construction-specifications/2005-construction-specs/past-min-wage-decisions
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CB_2007-3_Hwy_Co
nst_PO.doc

CB2011-7 WRITTEN 
NOTICE.docx

Financial Status/Additional Funding 
 

All Change Orders have an impact on your project budget.  A review of the financial status of the 
project must be shown per the CM section 120.7.6.3.  Funds must be encumbered prior to any 
payments for the work.  Per CDOT’s financial rules, active construction projects may not exceed the 
budget by more than five percent.   
 
Finding additional funds may take time; therefore if additional funds are required, notify the Program 
Engineer as soon as possible.  This will ensure that payments will be not delayed to the Contractor 
and ensure that CDOT remains in compliance with C.R.S. 24-91-103(2) (Prompt payment law).  The PE 
should be prepared to send a copy of the Change Order and over/under report to the region Business 
Office Prior to work starting and Change Order approval !!!! 
 
It is recommended that no item utilizing the MCR budget be over $25,000 (per CM section 120.7.7).  
Items over $25,000 are generally viewed as being a major change to the contract. 
 
It is necessary to consider the entire project budget, not just the Construction phase. 
Use the $ amounts from line 25 of a current Form 65 for your project: 
See the CM section 120.7.6.3 for additional guidance and actions. 
 
Total Cost of Project                 $ xx,xxx,xxx.xx         (CDOT 65, line 25 Award column) 

Projected Costs to Completion        $ xx,xxx,xxx.xx      (line 25, Proj’d To Compl column) 

Less this change order                -   $      xxx,xxx.xx 
Projected Surplus (Deficit)        ( -)  $      xxx,xxx.xx 
 
Attach a copy of the current Form 65 to the letter. 
 
For additional information on the PO Amendment Process see CB 2007#3 in Appendix A 

 
 
Status of Work 
 

Include a statement regarding the status of work.  Note whether or not work has 
started.  Include a copy of the Form 105 with change order package.  

 
For additional information regarding use of the CDOT 105 see CB 2011#7 in Appendix A 

 
Time 
 

If time was added to the contract because of the added work, that time extension must be justified.  
Time cannot be added arbitrarily.  Time extensions will only be made under §108.08(d), the added work 
will need to extend the critical path and duration of the project. The Contractor shall provide the Project 
Engineer with an updated project schedule showing how the added work will impact their original 
schedule.   

 
Attachments 
 

Any attached documents need to be referenced in the letter.  It is best to minimize the number of 
attachments and summarize pertinent information in the letter. Remember that the intent of the Letter of 
Explanation is to explain the change order so that someone not familiar with the project will understand 
why the change order is being executed. There are certain circumstances where attachments are 
necessary (i.e. when adding a specialty item attach the manufacturers’ specifications).  Be sure to 
number any attachment to the letter and reference that number in the letter. 
 
 

(Rev 12/29/11) 



 

6 - 13 



 

6 - 14 

SUBMITTAL AND DISTRIBUTION 
 

After the drafts are reviewed, discussed and the final copy of the Form 90 and Letter of Explanation are 
prepared, and the Project Engineer has obtained the FHWA Operations Engineer’s signature on any type 
Change Order requiring it, they should sign the original Form 90 and then obtain the signature of the 
Contractor.  The Project Engineer should also obtain a signature from any entity that is involved with the 
project, if applicable.  If the change order is sent to an entity for their review and/or signature, it is best to 
keep a copy of the change order in the project files. Once these signatures are obtained, the letter of 
explanation with all attachments should then be attached to the Form 90 and the entire package submitted 
to the Resident Engineer.     
 
The Resident Engineer should sign in the appropriate signature block and the change order package 
should then be submitted to the Region Finals Checker for review and the Program Engineers signature.  
The package should include: 
 
 Original change order + original justification letter + all attachments 
  
After the Program Engineer signs the Change Order, it will be returned to the Region Finals Administrator 
for distribution. 
 
Note: 
Change orders written by Local Agencies are processed in a similar manner, one exception being the Local 
Agency may retain the original and Central Files receives a copy.  They are not required to use the Form 
90. 
 
 
All Change Orders should be organized in the following order: 

 

 Form 90’ s w/ appropriate attachments 

 Letter of explanation w/appropriate attachments 
 

Attachments to a specific Form 90 include:  Plan sheets, specifications, and Form 105’s giving instructions 
to the Contractor, or directing the Contractor to begin work.  The Contractor receives a copy of the change 
order, including its attachments. 
 

Attachments to the Letter of Explanation include: any correspondence giving concurrences, product 
information, force account analyses or Contractor submitted cost analyses.  The Contractor does not 
receive a copy of the letter of explanation.   
 

 
 

For additional information on how to enter your Change Order in SiteManager® refer to the Chapter on 
SiteManager® Change Orders in this Manual. 
 
Chapter_15 

 
 
 
 
 
 
 
 
 
 
 

(Rev 4/1/14) 
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COLORADO DEPARTMENT OF TRANSPORTATION 

CONTRACT MODIFICATION ORDER 
 

Project No. 
XXXXXXXXXXXXXXXXXXXXXXXXXXXX 

Project Code 
xxxxx 

Location 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Date 
xx/xx/xx 

Project Order No. 
xx 

Contractor 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Estimated cost to project 
 Increase           Decrease $xxx,xxx.xx 

Complete Address 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Total additional days allowed to complete work 
xx 

Federal oversight 

 yes      no 

Modification Title 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

 
Your contract is hereby modified to include:  
 
End Anchorage Type 3D to be installed at the downstream end of the EB I-70/Quebec off ramp. 
Non-Destructive Testing/Evaluation of cassion 1 of pier 2 requested by Staff Bridge. 
Removal of old lane lines on SB I-225 conflicting with the current lane lines utilizing profile grinding. 
 
 
All work shall be done in accordance with the 2011 Colorado Department of Transportation Standard Specifications for Road and 

Bridge Construction, project plans, project special provisions  and as directed by the Project Engineer. 
 
The following items are hereby  added to your contract at agreed unit prices: 
 
   Project       Catg     Line     Item No.                     Description                                 Quantity    Unit      Unit Price          Total 

xxxxx-BID      0201   0316    606-01340    End Anchorage Type 3D                                   1            EA         $650.00          $650.00 
xxxxx-BID      0250   0930    900-00014    Added Item (Lump Sum)/Nondestructive          1            LS         $693.00          $693.00 
                                                                  Evaluation of Caisson 
xxxxx-BID      0203   1100    900-00014    Added Item (Lump Sum)Removal of old            1           LS        $15,817.50  $15,817.50 
 
________________________________________________________________________________________________________ 
 
Total added items:                                                                                                                                                              $17,160.50 
 

 
I hereby accept this order, for work to be performed and prices on which payment is to be based.  

REQUIRED IN ACCORDANCE WITH INSTRUCTIONS  
IN CDOT’S CONSTRUCTION MANUAL 

REQUIRED FOR ALL CHANGE ORDERS 

Approved by:  FHWA Operations Engineer: 
 

Date 
      

Authorized by:  Project Engineer 
 
 

Date 
 

OPTIONAL 

 

Contractor Representative: 
 

Date 
 

Approved by: Region Transportation Director: 
 

Date 
      

Approved by:  Resident Engineer 

 
Date 

 
 Participating          Non-participating              Participation as noted 

Approved Funding by:  Region Program Engineer 
 

Date 
 

Previous editions may be used until supplies are exhausted.                                                          CDOT Form 90         7/02

Pg 1 of 2 

 

 

  

Most Common Mistakes/Omissions on Change Orders 

Signatures are only required on the last page of the Form 90 – 

the signature block should be x’ed out on all but the last page. 

Check to assure the last page is fully signed. 

SiteManager does not fill 

in Oversight Box!!! 

Does not match Unit Price of 

$1,100.00 stated in Letter  
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COLORADO DEPARTMENT OF TRANSPORTATION 

CONTRACT MODIFICATION 
ORDER 
 

Project No. 
XXXXXXXXXXXXXXXXXXXXXXXXXXXX 

Project Code 
xxxxx 

Location 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Date 
xx/xx/xx 

Project Order No. 
xx 

Contractor 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Estimated cost to project 
 Increase           Decrease $xxx,xxx.xx 

Complete Address 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Total additional days allowed to complete work 
xx 

Federal oversight 

 yes      no 

Modification Title 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

 
Your contract is hereby modified to include:  
End Anchorage Type 3D to be installed at the downstream end of the EB I-70/Quebec off ramp.  
Non-Destructive Evaluation of Casson 
 
 
All work shall be done in accordance with the 2011 Colorado Department of Transportation Standard Specifications for Road and 
Bridge Construction, project plans, project special provisions  and as directed by the Project Engineer. 

 
 
 
 
 
 
 
The quantities of the following existing contract items are hereby modified as follows: 
 
Project       Catg     Line     Item No.     Description                                                 Quantity         Unit          Unit Price         Total 
 xxxxx-BID  0200   0970    700-70010   F/A Minor Contract Revisions                (17160.50)        F/A             $1.00         
($17,160.50) 
______________________________________________________________________________________________________ 
Total changed item quantities:                                                                                                                                          
($17,160.50) 
 
Total for Contract Modification Order 000:                                                                                                                           $0.00 
 
This order does not change your contract time.  

 
I hereby accept this order, for work to be performed and prices on which payment is to be based.  

REQUIRED IN ACCORDANCE WITH 
INSTRUCTIONS  

IN CDOT’S CONSTRUCTION MANUAL 

REQUIRED FOR ALL CHANGE ORDERS 

Approved by:  FHWA Operations Engineer: 
 

Date 
      

Authorized by:  Project Engineer 
XXXXXXXXXXXXXXXXXXXXXXXXXXXX 
 

Date 
xx/xx/xx 

OPTIONAL 

 

Contractor Representative: 
XXXXXXXXXXXXXXXXXXXXXXXXXXXX 

Date 
xx/xx/xx 

Approved by: Region Transportation Director: 
 

Date 
      

Approved by:  Resident Engineer 
XXXXXXXXXXXXXXXXXXXXXXXXXXXX 

Date 
xx/xx/xx 

 Participating          Non-participating              Participation as noted 

Approved Funding by:  Region Program Engineer 
 

Date 
xx/xx/xx 

 

 

Pg 2 of 2 

 

 

This MCR type CO has been correctly reconciled.  The cost of this CO 

has been subtracted from the Plan F/A MCR budget. 

Signatures are only required on the last page of the Form 90 – 

however check to assure that the last page is fully signed! 

Need to number if multiple pages 

SiteManager does not fill 

in Oversight Box!!! 
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MEMORANDUM 
COLORADO DEPARTMENT OF TRANSPORTATION 

Region 6 
2000 South Holly Street 
Denver, Colorado  80222 
(303) 757-9387 
 
 
 
DATE: XX/XX/XXXX     PROJECT NUMBER: XXXXXXXXXXXXX 
        LOCATION: XXXXXXXXXXXXXXXXXXXXX  
 
TO:  Program Engineer  
 
FROM: Project Engineer  
 
SUBJECT: (Order type and order number, Description from DOT 90)(i.e. Minor Contract Revision CO # 2) 
This Change Order was written to compensate the contractor for the following:  
 
Line Item #1 – End Anchorage Type 3D.  The plans specify using an End Anchorage (Non-Flared) downstream 
at the end of the EB I-70 Quebec off ramp guardrail (see attached plan sheet).  The End Anchorage (Nonflared) 
is designed for oncoming traffic per the M & S Standard.  The I-70/Quebec ramp does not have opposing traffic, 
therefore the nonflared anchorage is excessive.  A Type 3D end anchor is designed as a downstream terminal 
and will work best in this application.  This will also save the project $1,499.00.The Contractor has submitted a 
price of $650.00 for the Type 3D End Anchorage. Price is deemed reasonable as this is within 7% of the 
average price of $530.91 for End Anchorage Type 3D in the 2010 Cost Data Book. No additional time is 
required. 
  
 
Line Item #2 – This item was added to pay for an evaluation of the caisson found to have an anomaly.  The item 
will be paid on a lump sum basis.  Staff Bridge estimated the cost would be approximately $1,000.00 for the 
analysis.  Staff Bridge recommended the use of Olson Engineering or GRL and Associates for this evaluation. 
 
Consultant cost:   =$1,000.00 
Administrative Loading(per §109.04) =$  100.00 
   Total  =$1,100.00 
 
Therefore, the submitted price is reasonable.  The total estimated cost of this item is 1 LS @ $1,100.00. 
This work was performed concurrently with other work and did not require additional time. 
 
Line Item #3 – This item was added to compensate the contractor for cost associated with removing the old lane 
lines on SB I0225 that were conflicting with the existing lane lines.  The old inlaid pavement markings were 
removed on a previous project, however, the grooves from the inlaid pavement markings remained.  Once the 
new pavement markings were installed, the old lane lines caused a confusing situation with the motorists.  This 
became a safety issue that needed to be corrected immediately.  At the direction of the project engineer, the 
Contractor proposed to profile grind the entire lane where the old lane lines conflict with the current lane lines.  A 
total of 8550 SF were measured that required profile grinding.  
 
The basis of payment is the agreed upon lump sum price of $15,817.50 which includes mobilization of a profile 
grinder, water tanker, street sweeper, traffic control and admin compensation per §109.04(e). No additional days 
were required for this work. 
 
 
This Change Order was discussed with the Resident Engineer on 6/5/12, Program Engineer on 6/5/12, Staff 
Bridge on 6/6/12 and Project Development 6/8/12. 
 
No budget action is required as funds will come from the project F/A Minor Contract Revision budget. 
 
Original F/A MCR budget  $ 1,000,000.00 
Less this CO    $     17,160.50 
Remaining F/A MCR budget  $   982,839.50 
 
 

 

 

 

Need  detailed F/A analysis (> $10,000) 

 

Does not match form 90 

Attachment missing 
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COLORADO DEPARTMENT OF TRANSPORTATION 

CONTRACT MODIFICATION ORDER 
 

Project No. 
XXXXXXXXXXXXXXXXXXXXXXXXXXXX 

Project Code 
xxxxx 

Location 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Date 
xx/xx/xx 

Project Order No. 
xx 

Contractor 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Estimated cost to project 
 Increase           Decrease $xxx,xxx.xx 

Complete Address 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Total additional days allowed to complete work 
xx 

Federal oversight 

 yes      no 

Modification Title 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Your contract is hereby modified to include temporary marking paint for use as directed by the Engineer. 
 
Item #0746 Pavement Marking Paint (Low VOC Solvent Base) shall be used in accordance with the January 28, 2010 Standard 
Special Revision of Section 627 Pavement Marking. 
 
Item #0746 Pavement Marking Paint (Low VOC Solvent Base) shall not be subject to note #3 on sheet #216 which states “removal 
of temporary pavement markings will not be paid for separately, but shall be incidental to pavement marking(paint). 
 
The following items are hereby  added to your contract at agreed unit prices: 
 
        Project       Catg     Line     Item No.     Description                                               Quantity    Unit        Unit Price         Total 
 xxxxx-BID        0200   0746    627-00012  Pavement Marking Paint(Low VOC             100.00     GAL         $32.50       $3,250.00 
                                                                    Solvent Base) 
________________________________________________________________________________________________________ 
 
Total added items:                                                                                                                                                             $3,250.00 
 
The quantities of the following existing contract items are hereby modified as follows: 
 
Project       Catg     Line     Item No.     Description                                                 Quantity    Unit          Unit Price         Total 
xxxxx-BID  0250   0745   627-00005   *Epoxy Pavment Marking                            (100.00)    GAL         $60.00            ($6,000.00) 
________________________________________________________________________________________________________ 
 
Total changed item quantities:                                                                                                                                          ($6,000.00) 
 
Total for Contract Modification Order 000:                                                                                                                        ($2,750.00)   
 
This order does not change your contract time.  

 
I hereby accept this order, for work to be performed and prices on which payment is to be based.  

REQUIRED IN ACCORDANCE WITH INSTRUCTIONS  
IN CDOT’S CONSTRUCTION MANUAL 

REQUIRED FOR ALL CHANGE ORDERS 

Approved by:  FHWA Operations Engineer: 
 

Date 
      

Authorized by:  Project Engineer 
 
 

Date 
 

OPTIONAL 

 

Contractor Representative: 
 

Date 
 

Approved by: Region Transportation Director: 
 

Date 
      

Approved by:  Resident Engineer 

 
Date 

 
 Participating          Non-participating              Participation as noted 

Approved Funding by:  Region Program Engineer 
 

Date 
 

 

 

Generally, on MCR type CO’s you would see $0.00 here.  Because this MCR type CO 

adds an item that is less expensive than the item it is replacing, this CO results in a cost 

savings to the project.  Therefore the total for this CO shows the $ amount of savings 

and should not be reconciled. 
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Examples 

 
 

There are two examples of letters of explanation for change orders included in this manual.   
 
Also, see Appendix C of the CDOT Construction Manual for additional examples.   
 
The first is an example of an MCR type change order and the second is a CMO type change order.  The 
letter needs to look professional as you are explaining things not only to management but possibly to 
others outside the department (i.e. FHWA, auditors).  While EXCEL® spreadsheets may be useful in 
tracking MCR type change orders; they are not a substitute for the Letter of Explanation.  The letter of 
explanation must contain detailed information as outlined in CM section120.7.6.1. 
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MEMORANDUM 
COLORADO DEPARTMENT OF TRANSPORTATION 

Region 6 
2000 South Holly Street 
Denver, Colorado  80222 
(303) 757-9011 

 
DATE: XX/XX/XXXX     PROJECT NUMBER: XXXXXXXXXXXXX 

     LOCATION: XXXXXXXXXXXXXXXXXXXXX  
 

TO:  (Program Engineer) 
 
FROM:  (Project Engineer)  
 
SUBJECT: Minor Contract Revision, Change Orders numbers 2-4 
 

This Change Order was written to compensate the contractor for various items utilizing the minor contract revision 
budget 

 

 Modify Inlet (CO #2). 

This item was added to repair existing inlets that were not identified in the project plans.  An agreed unit 
price of $1,750.00 per inlet for the quantity of 8 inlets totaling $14,000.00 was accepted based on the 
average bid price of $2,249.17 in the 2011 Cost Data Book.  No additional time will be necessary to 
complete this work. 
 

Additional Surveying (CO #3) 
Additional surveying was required to profile existing north and south curb flow lines for a distance of 100 ft. 
east of the intersection of Gill St. and Sheridan Blvd.  This work was necessary to design an additional valley 
gutter interceptor to provide proper drainage from the North and South curbs to the new curb and gutter 
along Sheridan Blvd.  Contractor submitted a price of $110.00/HR.  This is reasonable when compared with 
the $100/HR as defined in Section 105.13 of the 2011 Standard Specifications for Road and Bridge 
Construction.  Approximately 4 additional hours will be needed.  No further time (days) will be necessary to 
complete this work. 

 

Decorative Wall (CO #4) 
A landscape wall at the northwest corner of the intersection was necessary due to the adverse elevation 
drop from 5th Ave. to Sheridan Blvd.  This wall was constructed to retain the backfill behind the sidewalk at 
the NW corner and prevent settling while providing stability.  The Contractor’s lump sum price of $850.00 
was accepted based on the following analysis: 

Labor: 
 Foreman 4 hrs @ $20.00/hr =  $  80.00 
 Laborer (2) 4 hrs @ $14.00/hr =  $112.00 
       $192.00 
       67% loading = $128.64 
Fringe Benefits: 

Foreman  4hrs @ 3.25/hr =  $13.00 
 Laborers 8hrs @ 3.25/hr =  $26.00 
       $39.00 

Total labor =  $359.64 
Equipment: 
 Uniloader 4hrs @ $18.00/hr =  $72.00 
 Pickup  4hrs @ $2.00/hr =  $  8.00 
         80.00  Total equipment =  $  80.00 
Materials: 
 Landscaping Wall Stones 
   150 ea @ $2.50/ea =  $375.00 
   15% loading =   $  56.25 
         431.25 Total materials =  $ 431.25 
         Total Cost =   $ 870.89 
Therefore contractor submitted price of $850.00 is acceptable. 
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Two additional days will be added to the contract time as this work affected the critical path.  This wall had to be 
constructed prior to the sidewalk on the west side of Sheridan.  The sidewalk is a salient feature of the project. 
 

This change order was discussed with (name, title, date) (i.e. Project Development, FHWA Operations Engineer) 

Concurrence was obtained from (name, title, date) (i.e. Region Program Engineer, Resident Engineer) 

 

The MCR budget is as follows: 

 

Original MCR Budget:    $ 50,000.00 

Less Previous Balance:  - $          0.00 

Less Current Items:  - $ 15,350.00 

Current Balance    $ 34,650.00 

 

In order not to delay the project, the Contractor has been directed by Form 105 to begin this work.  A copy of the 

completed Form 105 is attached. 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Rev 6/7/11) 
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MEMORANDUM 

COLORADO DEPARTMENT OF TRANSPORTATION 

Region 1 
2000 South Holly Street 
Denver, Colorado  80222 
(303) 757-9011 

 
DATE: XX/XX/XXXX     PROJECT NUMBER: XXXXXXXXXXXXX 

     LOCATION: XXXXXXXXXXXXXXXXXXXXX  
 

TO:  (Program Engineer) 
 
FROM:  (Project Engineer)  

 

Subject: Change order no. 5 – Project Extension, Type II 

 

This change order is proposed to perform emergency repairs of two heaving slabs on I-70 in close proximity to the above 

referenced project.  The slabs have formed a 4 to 6 inch bump that created a safety issue.  Therefore for safety reasons the 

slabs should be removed and replaced. 

 

The Contractor working on the I-70 East: Aurora to Agate project (MP 285 to MP 340) is willing to complete the work at bid 

prices from the existing contract.  The work will overrun the existing amount of removal, reconditioning, replacement of 

concrete pavement, and traffic control devices.  The actual total cost for this additional work is $30,073.34 based on the 

following: 

 

Item No.    Units  Bid Price  Quantity  Amount 

202-00210 Rem of Conc Pvmt SY $ 33.50 138.64 $4,644.44 

210-03100 Replace Conc Pvmt SY         $ 87.00     138.64 $12,061.68 

304-06007 ABC (Cl 6) CY $ 38.00       7.00 $   266.00 

306-01000 Reconditioning SY $   5.00      138.64 $   693.20 

626-00000 Mobilization LS $20,000.00            1           $20,000.00 

 Total             $37,664.32 

 

All bid items affected by this change order will be paid at the Contract bid prices.  An additional mobilization item will be 

needed as a result of the added quantity of work.  The basis of payment for mobilization will be based on the following force 

account analysis: 

 

Semi Truck w/flatbed trailer $ 53.45/hr 8 round trips at start 

  8 round trips at end 

Move Water Truck 1 

Move saws 1 

Move Tool Trailer 1 

Move the Power Screed 1 

Move walk behind roller 1 

Move pavement breaker 1 

Move combination loader (2) 2 

Move cat backhoe 1 

  Total trips 9 

 

 1 trip = 3 hours 18 trips = 54 hours 

 $53.45/ hr x 54 hours =    $2,886.30  

Extra haul for rubble 7 yd./load = 50 loads 

 1 load = 2 hr $44.00/hr x 100 hrs  $4,400.00 
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Roller Rental 6 days  $28.00/hr x 48 hrs  $1,344.00 

 Loading per 109.04  $ 117.20 

     $1,361.20 

 

Concrete supplier increased price 125 x 65 x 1 / 27 = 300.9 = 301 CY 

 

  $15.00 x 301 CY   $4,515.00 

 

Truck Driver Wages and Fringes $22.52 

 Loading per 109.04 $15.09 $37.61 

 

 $37.61/hr x 148 hrs   $5,566.04 

 

Lost production charge = 10%  

  Subtotal  $18,728.54 $1,872.85 

 

   Total  $20,601.39 

 

Based on the above force account analysis $20,000 is deemed to be reasonable. 

 

 

In accordance with the 2014 Construction Manual section 120.7.7.3.2, the following information is furnished to justify this 

extension: 

 

a) The need for this slab replacement is critical for reasons of safety to prevent a hazardous condition. 

b) The Contractor is willing to do the extra work. 

c) The proposed work is within the scope of the original contract and is in reasonable proximity to the project.  The 

new project limit will be I-70 MP 360.5 at the end of the added work zone.  Approximately 20 miles east of the 

original limit. 

d) No additional funding will be required for this work. 

e) The estimated cost of this extension is $37,664.32 which is less than 50 percent of the original limit. 

f) The estimated cost of $37,644.32 is 10 percent less than the estimated cost of designing, advertising, and 

awarding this work under a separate contract. 

 

An additional 10 days will be added to the contract time for this work.  The 10 additional days is for the following: 

 

 Move equipment (to and fro)  2 days 

 Demo/Subgrade prep   3 days 

 Pour and cure of concrete  3 days 

 Contingency days for subgrade 2 days 

      10 days 

 

The projected cost for this project including this change order is $1,136,052.93 or 7.4% under the current allotment as 

shown on the attached Project Financial Statement.  The budget summary is as follows: 

 

 Current Project Budget  $1,226,432.00 

 Project costs to completion $1,136,052.93 

 Project surplus (deficit)  $     90,379.07     7.4% under 

 

No further budget action is required. 

 

The Region 1 Materials Engineer will inspect and recommend any repairs necessary to complete this work. 
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Verbal pre-approval for this change order was obtained from Mike Rowe, FHWA Operations Engineer on October 31, 2007.  

This change order was discussed with Ami James, Project Development Area Engineer on October 28, 2007.  Concurrence 

was obtained from Ricky Bobby, Region 1 Traffic Program Engineer, Simon Cowell, Region Transportation Director, and 

Adriana Barbeau, Region 1 Environmental Manager. 

 

Work on this change order will not begin until the Form 90 has been fully executed. 

 

 

 

Paul Teutul, Sr. 
I Concur 

Paul Teutul, Sr. 

Project Development Branch Manager 

 

Adrian Monk 
I concur 

Adrian Monk 

Chief Engineer 
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REFERENCES 
 

Section 120.7 
& 

Appendix C 
of the 

2014 CDOT Construction Manual 
https://www.codot.gov/business/designsupport/bulletins_manuals/cdot-construction-manual/2014-cdot-

construction-manual/cdot-construction-manual.pdf/view 
 

The Standard Specifications  
For Road & Bridge Construction 

 
https://www.codot.gov/business/designsupport/construction-specifications/2011-Specs 

 
 

 
CDOT M & S Standards 

https://www.codot.gov/business/designsupport/standard-plans 
 
 
 

M Standards: 
https://www.codot.gov/business/designsupport/standard-plans/2006-m-standards 

 
S Standards: 

 
https://www.codot.gov/library/traffic/traffic-s-standard-plans 

 
 
 
 
 

 
 
 
 

(Rev. 12/3014)
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https://www.codot.gov/business/designsupport/construction-specifications/2011-Specs
https://www.codot.gov/business/designsupport/standard-plans
https://www.codot.gov/library/traffic/traffic-s-standard-plans


 

 
 

 
EQUIPMENT RENTAL RATES 

 
 

The following tables of equipment rental rates are to be used for  
 

FORCE ACCOUNT ANALYSIS PURPOSES ONLY!!!!!!! 

 
 
 
 

For actual Force Account billings, a completed Form 580 must be processed.  
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Force Account Work 
 

Force account work is unforeseen work that is performed by the Contractor for which an agreed unit 
price or plan force account item is not included in the Contract. The project engineer directs the work 
and should be reviewing the work for an opportunity to convert this labor, materials and equipment 
method of payment to an agreed unit price. When the project engineer and Contractor agree on a unit 
price, all work completed prior to the agreement shall be paid using the Force Account method of 
payment.  This includes the billing on the Contractor’s letterhead, the form 10’s, 580’s, certified  
invoices and payrolls in one package from Contractor.  All work completed after the agreement shall be 
paid  at the agreed unit price. 
 
All Force Account work not already included in the Contract as a bid item or planned force account, 
must be authorized by a change order.  Chapter_6 
 
All force account work will be paid per §109.04. 
 
The Contractor will submit the request for payment on their letterhead, one billing per month for each 
item of work paid by Force Account method. The project engineer shall review and approve the billing 
prior to any payments. 
 
A Force Account Billing includes the following types of documentation: 
 
CDOT Form 10  
 
The Contractor and the Project Engineer need to agree in writing on a daily basis what will be paid for 
regarding labor, equipment and material.  The CDOT form 10 is the source document used for this 
purpose. Form_10 
 
Labor:  
 
All payment for labor needs to be verified by certified payrolls furnished by the Contractor. This 
applies to all force account work on all projects, regardless of funding.  
 
Equipment:  
 
The rate for equipment will be based on the calculation in §109.04(c). The CDOT form 580  is used for 
this purpose. The rate will be established using the current edition of the Blue Books.  The Blue Books 
are updated semi-annually.   Chapter_16 
 
Agreed prices for equipment not found in the Blue Books are acceptable.  The agreement between the 
Contractor and the Project Engineer must be in writing. 
 
Rented equipment that is not owned by the Contractor or subcontractor will be paid for at certified 
invoice cost.  Equipment operating costs will be allowed if not included in the rental rate.  Loading may 
be included in the invoice for up to 10%.§109.04(d). 
 
Materials:  
 
Payment for materials used for the force account work must be by certified invoice showing the cost of 
the material, quantity used and any transportation costs.  If the material was taken from the Contractor’s 
own stock, then the Contractor must furnish a statement certifying the material was taken from their 
stock per §109.04(h).  Certified invoices must be received from the Contractor prior to any payment. 
The following examples were taken from the CDOT Construction Manual §120.15.3.9: 
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Certification Statements: 

“We certify, by photocopy of this invoice, that the quantity of material/rental or lease/specialty work, 

represented by this invoice was purchased and received for CDOT Project No. _______________ and 

that the prices shown are actual costs.” 

______________________________  ________________ 

 Contractor      Date 

If Materials taken from stock: 

“This is to certify that the materials shown below were taken from our stock, the quantity shown was 

actually used on Project No.___________________ and the price shown is the actual price, including 

transportation costs of the material” 

______________________________  ________________ 

 Contractor      Date 

 
Loading: 
 

Administrative:  
 
Payment for administration (overhead) will be per §109.04(e).  Administrative loading for work 
done by the Prime Contractor is not allowed.  Administrative loading is for work performed on a 
force account basis by a subcontractor, utility, railroad, waste disposal or specialty work only. 
 
Labor:  
 
Loading in an amount equal to 67% of the actual wages and fringe benefits paid directly to the 
employee is allowed. §109.04(a). 
 
Materials:  
 
Loading in the amount of 15% of the materials incorporated into the project shall be allowed on 
the actual cost of the materials plus transportation charges. §109.04(b). 

 
 
NOTE: Per Colorado Statutes (title 39 part 39-26-704), CDOT should not pay State sales tax – the 
Contractor should obtain a sales tax exemption from Department of Revenue or may apply for sales tax 
refund.  
 
For additional information regarding Force Account work see: 
 

 The CDOT Construction Manual sections 120.7 & 120.15.3 

 §109.04 of the CDOT Standard Specifications for Road and Bridge Construction  

 The section on Change Orders in this manual  Chapter_6 

 The section on CDOT 10 in this manual  Form_10 

 The section on CDOT 580’s in this manual.  Chapter_16 

 
 

 
 
 
 
 

(Rev 1/25/13) 
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REFERENCES 

 
 
 
 

 
THE CONSTRUCTION MANUAL 
SECTIONS 109.4.2 & 120.15.3.2 

 
https://www.codot.gov/business/designsupport/bulletins_manuals/cdot-construction-manual/2014-cdot-

construction-manual/cdot-construction-manual.pdf/view 
 

SECTION 109.04 OF THE 
STANDARD SPECIFICATIONS FOR ROAD AND 

BRIDGE CONSTRUCTION 
 

https://www.codot.gov/business/designsupport/construction-specifications/2011-Specs 

 

 
 

YOUR PROJECT SPECIAL PROVISIONS 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Rev. 12/30/14) 

https://www.codot.gov/business/designsupport/bulletins_manuals/cdot-construction-manual/2014-cdot-construction-manual/cdot-construction-manual.pdf/view
https://www.codot.gov/business/designsupport/bulletins_manuals/cdot-construction-manual/2014-cdot-construction-manual/cdot-construction-manual.pdf/view
https://www.codot.gov/business/designsupport/construction-specifications/2011-Specs
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FORCE ACCOUNT EXAMPLES
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Contractor Submitted F/A Billing – 

Cover Letter from Prime Contractor 
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Summary of Labor, Equipment & Materials from Subcontractor 
Note: Corrections made by Project Engineer after reviewing payrolls 
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CDOT form 10 
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Certified Invoice 

Certification 

Statement 
“We certify, by photocopy of this invoice, that the quantity of material/rental or lease/specialty work, 
represented by this invoice was purchased and received for CDOT Project No STE C010-043 and that 
the prices shown are actual costs”  
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Statement of 

Materials taken 

from 

Contractor’s 

stock 

 
 

 

Statement of Materials Taken from Contractor’s Stock 
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 Form 580’s – Equipment Rental Rates 
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Example 2 - Alternate Method - Project Engineer creates 

 

 

 



 

 

Day 1 – F/A Analysis Worksheet (Mobilize and Begin Concrete Coring) 



 

 

Day 1 – Form 10 



 

 

Day 1 – Form 118 submitted with payrolls



 

 

Day 1 – Form 118 (original submittal, error found in fringe benefit) 

 



 

 

Day 1 – Contractor Payroll



 

 

Day 1 – Contractor Payroll  



 

 

Day 2 – F/A Analysis Worksheet (Continue Concrete Coring) 



 

 

Day 2 – Form 10 



 

 

 

Day 3 – F/A Analysis Worksheet (Continue Concrete Coring, Begin Plate Installation)



 

 

Day 3 – Form 10 



 

 

Day 3 – Form 118 submitted with payrolls 



 

 

Day 3 – Form 118 submitted with payrolls (original submittal, error found in fringe benefit) 

 



 

 

Day 3 –  Contractor Payrolls



 

 

Day 3 –  Contractor Payrolls



 

 

Day 4 – F/A Analysis Worksheet (Complete Work) 



 

 

Day 4 – Form 10 



 

 

Day 4 – Form 118 submitted with payrolls 



 

 

Day 4 – Contractor Payrolls 



 

 

Day 4 – Contractor Payrolls 



 

 

 

All Work - Form 580 

 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

All Work  - Form 580 



 

 

 
All Work – Form 580



 

 

Day 4 -Certified Material Invoice 
 



 

 

 
Day 4 -Certified Invoice  
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Stockpile Material 
 
The request for payment of stockpile material must be received from the prime contractor on 
their letterhead.  The contractor must provide a certified invoice for the material (§109.07).  
§101.12 defines certified invoice.  (See the Construction Manual section 120.15.4 for an 
example of the certification statement for the invoice.) 
 
The letter of vested interest must include where the material is stored.  Materials should be 
stored in the project yard, on state owned property or at an acceptable secured location 
within the State of Colorado.  Structural Steel may be stored in any acceptable area as long 
as it is identified and stored separately from other lots. 
 
The request should be received with adequate time for review prior to the estimate.  This 
review includes, reviewing the quantities against the plan quantities, to ensure that the 
request is not for more than plan quantity or for more than is projected to be used.  Also, 
ensuring adequate monies left in the item to complete installation.   
 
Partial payments will not exceed 85% of the bid price or 100% of the certified invoice cost. 
(§109.07(3)).  Stockpile payment for unfabricated milled plate for Structural Steel shall not 
exceed 60%. 
  
A copy of the certified invoice, material certificate of compliance and a cost analysis must be 
attached to the letter of vested interest.   
 
If the material will be incorporated in the project prior to the next estimate, do not pay 
stockpile.  Stockpile should not be paid for living plant materials, perishable materials, 
or material that will not become an integral part of the project.  (Per §109.07)  
 
Payment for stockpile does not relieve the Contractor of their responsibility for the material.   
 
As the material is incorporated into the project, SiteManager® will decrease the amount of 
the stockpile material provided that the stockpile record was entered correctly. (i.e. method of 
measurement matches) 
 
NOTE: When entering your stockpile record in SiteManager® be sure to use the same 
method of measurement & basis of payment (LF, SY etc.) as the bid item.  DO NOT USE 
DOLLARS (unless the item is paid by dollars).  If you do not match the method of 
measurement, the stockpile record will not be reduced correctly. 
 
Be sure that all stockpile records are closed out prior to the final progress estimate!!!!!  If 
stockpile records have not been reduced to zero(0), you must manually close out the 
balances.  In SiteManager® --- Contract Records, Stockpiled Materials, Services, Choose 
Keys, select your project, Services, Close Out Balance, Close, Yes.  
Note: COC’s MUST be received prior to payment      
 

(Rev 6/6/11) 
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Letter of Vested Interest 
 
To: Whom It May Concern: 
 
Re: Stockpile Material Letter of Vested Interest 
 
It is hereby understood that the Colorado Department of Transportation fully intends to reimburse 
 
______________________________________________________________________ 

(Contractor-Purchaser) 
 
for materials owned by said Contractor-Purchaser and intended for incorporation into Colorado 
Department of Transportation Project no. ___________________. 
 
Said materials, as described below, are now stored on property owned by 
 
 
__________________________________________ and leased by 
__________________________________________. 
   (if applicable) 
 
Said storage property is located as follows: 
 
______________________________________________________________________ 

(Address and/or Description of Property) 
 
Said stored materials are described as follows: 
  
(Detailed description of Materials) 
 
It is hereby recognized that once reimbursement has been accomplished, the Colorado Department of 
Transportation will have a vested interest in the materials.  Access to and possession of the materials 
will be granted to the Colorado Department of Transportation upon demand and providing that 
acceptable proof is offered substantiating that reimbursement to the named Contractor-Purchaser 
was, in fact, accomplished. 
 
______________________________________________________________________ 
Owner   Phone Number  Lessee (if applicable)  Phone Number 
 
______________________________________________________________________ 
 
Owner   Phone Number  Lessee (if applicable)  Phone Number 
 
Attachments: (When existing) 
Warehouse Receipt of Contract for Storage 

 
This letter is a legal document, must be an original, and must clearly identify the 
materials either in the body or by specifically identifiable attachments. 
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Stockpile Material and SiteManager® 
 

Viewing Stockpile Records 
 

To view stockpile records in SiteManager®: 
SiteManager, Main Panel, Contract Administration, Contract Records, Stockpiled Materials, select 
project, scroll down to line reference number.  All records for that line item will be grouped together. 

 
Select the item you want to view 

This window appears with all stockpile records.  Select the one you want to view.  Note that 

Sign Panel (Cl.II) has multiple records. 
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This is how stockpile records look in SiteManager® 
 
 

 
 

1st  Record 

2nd Record 
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Entering a New Stockpile Record 
 

New Record Screen 

 “Units” must always match pay item Basis of Payment for pay item !!! (i.e. Lbs., Cu. Yd.) 

 Never use $$$’s unless the item is measured in dollars. 

 SiteManager® reduces the stockpile material record by the quantity paid as work in place.  If 
Units do not match, then the balance will not be reduced correctly. 
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Entering Stockpile Records When Item is Split Between Categories 

Request from Prime Contractor – Required per §109.7 
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Letter from Subcontractor– Required per §109.7 
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Contractors Cost Analysis– Required per §109.7
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Certified Invoice for 36” Chain Link Fence Material– Required per §109.7 
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Project Engineers Worksheets to Calculate Unit Price for Stockpile and 85% Check 

 Total from Merchant Metals Inv. 595242528 

 Less material for Gate $387.45) and 72” CL special ($442.80) 

 

 

               $34, 569.51 

  $      387.45 

-$      442.80  

  $33,739.26 

 

 Divided by Plan Quantity of 3,862 LF  

 = Stockpile Material Unit Price of $8.72/LF 
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Stockpile Records in SiteManager® & Line Items on  Estimate 

1st Category – 1st invoice



 

 8-12 

2nd category – 1st invoice



 

 8-13 

3rd Category – 1st invoice 
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Adjusting Stockpile Materials 

 
 

Normally, stockpile records are reduced automatically by SiteManager® as the items are paid for as 
completed in place.  However there may be times during the course of a project where the stockpile 
records need to be manually adjusted. 
 
For example: 

 There is an error in plan quantity. 

 A Change Order resulted in increased quantities. 

 Additional quantities were placed that were not stockpiled. 

 When finalizing final quantities prior to the final estimate. (In this case all stockpile 
material records must me zeroed out.) 

 
In most cases, you would simply add a new stockpile record as additional quantities are received.  
The program will reduce each in turn as the materials are put in place and paid for. 
 
Sometimes a case arises where some material may arrive on site and is placed without the need for 
an additional stockpile record. 
In this example, signs were placed that were not part of the original stockpile material record.  The 
program would automatically reduce the stockpile record by the quantity in place.  In order to only 
pay that part from stockpile that was taken from the stockpile, the original stockpile record was 
closed out  and a new stockpile record was calculated and entered. If this was not done, the 
Contractor would not have been paid properly. 

 

New (2nd) Record- 

Original quantity + additional quantity 
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Results shown on estimate.  Stockpile record reduced and Contractor paid correctly. 
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Closing out Stockpile Balances 
 

 
. 
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SiteManager® Bulletin 2001#4 – Stockpile Materials 
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REFERENCE 

 
THE CONSTRUCTION MANUAL 

 
SECTION 109.7 

https://www.codot.gov/business/designsupport/bulletins_manuals/cdot-construction-manual/2014-
cdot-construction-manual/cdot-construction-manual.pdf/view 

 

AND/OR 
 

SECTION 109.07 OF THE 
 

STANDARD SPECIFICATIONS FOR ROAD AND BRIDGE 
CONSTRUCTION 

 
https://www.codot.gov/business/designsupport/construction-specifications/2011-Specs 

 

 

AND/OR YOUR 
 

PROJECT SPECIAL PROVISIONS 

https://www.codot.gov/business/designsupport/bulletins_manuals/cdot-construction-manual/2014-cdot-construction-manual/cdot-construction-manual.pdf/view
https://www.codot.gov/business/designsupport/bulletins_manuals/cdot-construction-manual/2014-cdot-construction-manual/cdot-construction-manual.pdf/view
https://www.codot.gov/business/designsupport/construction-specifications/2011-Specs
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PILING 
 
There is not much to piling.  Many of the “old-timers” will not consider you a true inspector 
until you have “driven” your mile.  Hopefully this outline will make the driving your mile a 
little easier. 
 
Once the pile driving equipment has arrived on the project site, verify that the equipment 
has been approved by the Project Engineer per §502.04. 
 
You will need a large orange field book, also called a cross-section book or a loose leaf 
binder.  All data for piling is entered into this book.   
 
On the outside of the book, in super-indelible-never-come-off until you’re dead and maybe 
even later marker, put the project number, project code, book number, and structure 
number(s). 
 
On the inside, you will need to set it up like any survey book with page numbers, table of 
contents and engineering roster.  In the engineering roster place all the names of the 
inspectors for piling.  Another part of the table of contents should be each structure and 
whether this is for an abutment or pier for each structure. (See examples.)  
 
If you are doing piling for more than one structure, please keep the structures separate.   
 
Make a drawing of the structures showing piling locations.  You may either draw it 
mechanically or make a copy of the plan sheet showing the locations.  Make sure you put a 
North arrow on each drawing. 
 
For each structure and pile, the following minimum information will need to be tracked:  

Piling number 
Heat number of piling 
Length of piling 
Inches of refusal in last 10 blows 
Elevation of refusal 
Splices/welds 
Cut-off lengths 
In place amount 
Date   
Initial of inspector 
Any remarks 
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Preparation 
A few things to note for piling.  When the piling arrives at the project site, it is suggested 
that you go and measure every piece of piling.  With white paint, paint each sticks length (to 
the 1/10th), and stick number on it.  On a piece of paper record the stick number, length and 
heat number. 
 
Determining Refusal 
During the actual work, take a piece of lath, yellow kiel (lumber crayon) and/or soap stone 
with you.  This will help when the pile gets to refusal.  It is suggested that you place the lath 
on an angle.  Leaning between the toe of your boot and the exposed flange of the pile.  
Run the kiel across the junction between the lath and pile to make a mark.  Keeping the 
lower end of the lath in the same place, pull the top away from the pile and count ten blows.  
Place the top of the lath against the pile and make another mark.  Measure between marks 
to see if refusal has been met.  NOTE:  It is imperative that the lower end of the lath remain 
in the exact same place for accurate measuring.  You can ask for additional blows if the pile 
barely reaches refusal.  Make sure that you have recorded all splices/welds, cut-offs and 
lengths of each piling. 
 
Splices 
You will need to keep track of the splices for each steel piling.  There is no limit to the 
number of splices, but only two splices per steel piling will be paid.  (§502.08).  All 
splices must be authorized.  Splices for piles will be measured  and paid as an additional 3 
foot length of pile. 
 
Steel Cut-Offs 
Steel cut-offs 10 feet or less in length will be paid for at the 80% of the contract unit price.  
These cut-off shall become the property of the Contractor. 
 
For information on how to measure cut-offs and limits for splices/welds see §502.12. 
 
 

HINT:  On days that you are driving pile, make sure you wear old clothes.  You will be 

covered in grease splatters by the end of the day.  The contents of a can of Coca-Cola 
added to the laundry will take out much of the grease.  Also, make sure you have ear 
plugs!!!!!  Enjoy driving your mile. 
 
For more information, see Construction Manual and §502. 
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Example 1 – Using Hand Drawing Locations of Piling 
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Diagrams of piling locations 
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Example 2 – Using Copies of Plan Sheets to Show Locations of Piling 

Example 2 – Using Copies of Plan Sheets to Show Locations of Piling 

CX-CY 11-0121-75 

WADSWORTH 

BLVD. 

58
TH

 TO 64
TH

 AVE. 

 

PILING BOOK 
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Certified Contractor Payrolls 
 
Contractor payrolls are required on ALL Federal Aid Projects and work done by Force 
Account.  They are needed for monitoring the Davis Bacon wage decision, DBE 
participation and OJT. 
 
A copy of the decision appropriate to your project is included with the project specials.    
 
Project personnel are responsible for verifying that certified, accurate, complete payrolls 
are received from all contractors/subcontractors that detail the personnel (prime and 
subcontractors) that have performed work on the project.  Wage rates must meet the 
requirements for each job classification, per the Davis Bacon wage decision.  Each 
employee may work in more than one classification on a project, however, they must be 
paid the correct rate for each job classification or the highest wage for all hours worked. 
 
 
For more detailed information -- please refer to the CDOT Davis-Bacon Manual, 2014 
Construction Manual §107.1 and/or call your region Civil Rights Manager. 

 

 
 
 

NOTE: 
 
The outline for this section was written by the Contract and Labor Compliance Manager for 
the contractor certified payroll checking class.  Classes are scheduled periodically 
throughout the year.   
 
Please contact the Contract and Labor Compliance Manager at 303-757-9540 for class 
dates and/or watch the Public Announcements.  
 
Certification should be updated every 3 years. 
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Payroll Checking/Verification Procedures 
For 

CDOT Construction Projects 
 

Construction Bulletin 2013 Number 3 dated February 4, 2013 changed the checking 
procedures for certified payrolls.  Contractors have always been responsible for all 
wages on the project and therefore had been checking the payrolls prior to submission to 
CDOT.  The Contractor will now be required to sign and date that the payroll was 
checked by them and found to be reasonable. 
 
Project Engineers/Managers, including any Local Agency personnel are now responsible 
for the checking and verifying 10% of the Contractor’s payroll.  It is suggested that 
Project Engineers/Manager focus the 10% on the Prime Contractor’s payrolls as they 
cannot verify their own payrolls.   
 
If errors are discovered during the checking and verification process, checking and 
verification increases to 25% until compliance is achieved.  The Engineer will notify the 
Contractor in writing, of the errors and provide a deadline for corrections.  Original 
payrolls will not be returned to the Contractor.  The Contractor shall provide 
supplemental certified payrolls showing the corrections.  If back wages are owed to the 
employees, it is not unreasonable to require the contractor or subcontractor to provide 
copies of the cancelled checks (both sides).     
  
Certified payroll are required to be submitted in a timely fashion.  Payroll submission 
should not exceed 4 weeks between submissions. 
 
After review of all weekly payrolls, whether a complete review or an overview, a check 
mark is to be placed next to the items that were checked.  Date, stamp, sign or initial the 
area of the overview or check.   
 
Items to check include: 

 

 Form 118, Contractor Wage Compliance Statement, must be attached to each 
payroll.  The version should be 3/07 or later, previous editions are obsolete.  This 
form is now two pages.  Both sides must be completed. 

 Payrolls must be numbered consecutively beginning with number 1 with all periods 
of time accounted.  “No work” weeks or blocks of time may be documented with 
one form 118 and also numbered consecutively. 

 Payrolls contain all required information; i.e. name, and unique employee 
identification number, number of project hours per day, total for week, etc.   

 Check overtime rate when hours exceed 40 in the 7-day pay period. 

 Deductions 

 Fringe benefits.  Request a copy of the plan if needed. 
 

It should be noted that the authority to withhold payments to the Contractor for non-
compliance is included in the FHWA 1273 (section IV, #6). 
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CDOT 118 is a two (2) sided form !! 
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CDOT 280 

For more information regarding this form see chapter on forms in this manual 
Form_280  and CB 2013-2 in Appendix A.   
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CDOT Form 280 (Spanish) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_____________________ 

  For more information regarding this form see chapter on forms in this manual and CB 2013-2.
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FHWA 1273 
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CB_2011-3_REQD_D
OC.doc

CONTRACTOR SUBMITTED FORMS 
 
The following are the most common forms and/or items that the contractors will submit in the 
duration of the project.  We do not explain the forms here, as the forms have been explained in 
other sections of the manual. 
 
Prior to construction: 
 

Form 205B – Sublet Permit Application 
Form 838 – OJT Trainee/Apprentice Record 
Form 1337 – Contractor Commitment to Meet OJT Requirements 
Form 1425 – Supplier List 
 

During construction:  (Not all items required on every project) 
 

Checked payrolls with signed Form 118 (Contractor Wage Compliance Statement)  
 Form 1418 – Monthly Payment Summary 

Form 1419 – DBE Participation Report (Quarterly) 
Material COC’s 
Stockpile documentation 

 Force Account Billings 
Form 832 – Trainee Status and Evaluation (monthly)(i.e. requests for OJT Trainee 
payment)  

 Tare (Truck haul ID) sheets 
 Scale/Weigher certifications 
 Welder certifications 
 Pile Driving Equipment certifications 
 Letter of intent to file a claim (see §105.24(a)) 
 Signatures on Change Orders 

 
After construction: (Required for final payment) 
   

Buy America certifications & Summary of Quantities (see §106.11& CB 2014#8) 
 Any outstanding Material COC’s (see project specials for requirements) 
 Any outstanding payrolls  

Landscaping/Irrigation “As Builts” (if applicable) 
Traffic signal “As Builts” (if applicable) 
Survey documentation 

 Final Form 1419 –DBE Participation Report (See project specials) 
 Letter requesting reduction of retainage (see §109.06(a)) 

Consent of Surety to reduce retainage letter 
 Form 96 – Contractor Acceptance of Final Estimate 
 

Also see Construction Bulletins in Appendix A and the following worksheet 
 

 
 
 

(Rev 12/30/14) 
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Required Contractor Submittal Worksheet 
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CDOT 118 (pg 1)
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CDOT 118 (pg  2)
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CDOT 205B  (pg 1) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Also see Chapter_5 



 

11 - 8 

 

 
CDOT  205B (pg 2) 
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CDOT 832 
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CDOT 838 
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CDOT 1337
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CDOT 1415  
(2 page form)
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CDOT 1416 
 
(2 page form)
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CDOT 1418 
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CDOT 1419 
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CDOT 1420 
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CDOT 1425 
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BUY AMERICA CERTIFICATIONS 
 
Letter certifying Contractor has obtained all the correct certifications from manufacturers and 
suppliers 
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Buy America Quantities
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Buy America Exceptions 
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Facts about the Buy America Letter
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SUBMITTAL OF FINAL 
 

DO NOT HOLD THE FINAL IN THE FIELD!!!!!!! 
 
The project “final” consists of all documentation that effects the Contractor payments. Documentation 
may be in electronic or paper format. 
It includes, but is not limited to: 
 

 CDOT form 7’s, 266’s, DWR’s, CDOT 305’s (Item Summary Reports) 

 CDOT form 832’s, 838 & 1337 (OJT Documentation) 

 CDOT forms 1418’s, 1419’s, 1425 (DBE Documentation) 

 Force Account billings 

 Scale Tickets 

 Weigher, Scale and Welder Certifications 

 Haul ID sheets 

 “As Constructed” or “As Built” plans 

 Signed copies of first and last time counts 

 Survey documentation 

 Seeding Tickets 

 Field Books 

 Contractor payrolls 

 Required forms- i.e. Buy America; CDOT1419; CDOT 1212 

 CDOT form 105’s documenting anything that effects contractor payments (i.e. deleted items, 
work zone time violations) 

 Change Orders 
 
Preparation of the project final documentation package (commonly referred to as “the final”) actually 
begins with the first 266/DWR and diary.  If you have filed these items, (either in electronic or paper 
format), submitted your force account billings and Change Orders to the region after each monthly 
estimate is run, the final is essentially complete when the project is accepted.  All that should remain 
is posting of the last items of work, printing out the final 305’s,  running the last monthly progress 
estimate, and completion of the “As Builts” plans.   
 
It is recommended that you pay all Traffic Control Devices (630 items) at 100% with your last 
progress estimate.  This will be handled by SiteManager® if the acceptance date is entered prior to 
the running of the monthly estimate.  On projects with landscape establishment periods, a TCD 
override function is available.  Your region Finals Administrator can assist you.   
 
If any paperwork is still outstanding from the Contractor, any reduction of retainage will not be 
allowed.  (§109.06) 
 
Submit the final to the region finals office ASAP after your project is accepted as complete or 
substantially complete.  DO NOT HOLD THE FINAL IN FIELD if you are just waiting for 
documentation from the Contractor, or your project is in Landscape Maintenance.  There is a copy of 
a “Final Submittal Checklist” included in this section.  Please check off the appropriate items and 
submit a copy of the checklist with the final. 
 
The region finals Administrator will assist in tracking any paperwork still outstanding.  This information 
is available in the remarks section of the monthly Status of Finals Report.  However, this does not 
relieve the project engineer of the responsibility of following up with the Contractor. 

 
 

(Rev. 1/23/15) 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DO NOT HOLD THE FINAL IN THE FIELD!!!!!!! 
 
 
 

Checking can be done while waiting for:  
 

 Forms, payrolls, or other documentation from Contractor  
 During Landscape Maintenance  
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The following is included for use by project personnel in assembling their Final Materials 

Documentation.  
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FINAL CHECKING 
 

An independent check of construction project documentation is required by the Code of 
Federal Regulations (23 CFR 635.123).  The region finals unit is charged with this function.  
 
The project engineer is the sole authority on their project, however the Region Finals 
Administrator is the only person in the region authorized to process final payment to the 
contractor.  Be assured that this is not done without first consulting with the Project Engineer 
and assuring all rules, regulations, laws, and specifications are complied with. 
 
As part of a state wide Quality Assurance Program, field reviews of project documentation will 
be performed. Included in this section is a copy of the form that will be used during these 
reviews.  The results of these reviews become part of the final checking process, with the 
percent of an item checked counting toward the total required dollar amount to be checked for 
that project.  See the CDOT Construction Manual section 121 for more details. 
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STATE OF COLORADO 
COLORADO DEPARTMENT OF TRANSPORTATION 

Region 6 

2000 S. Holly St 

Denver, CO  80222 

(303) 757-9011 

 

 

 
Wrecking Ball Construction, Inc. 
9999 Chaos Street 
Denver, CO  80022 
 
 
 
January 4, 2012 
 
 
The Final Estimate for CDOT Project No.  __________  ID# _________    has been run 
and a payment in the amount of $  ________     is indicated.  This estimate  includes 
release of securities in the amount of $___________. 
 
 
Attached is a copy of the final estimate and the CDOT 96 for your signature.  As soon as 
contractor payrolls and this signed form are received in this office I will notify accounting to 
release payment ASAP. 
 
Please return the signed 96 to: 
 
 
CDOT 
Region 6 Finals Unit 
Attn: Carol Hoisington 
2000 S. Holly St. 
Denver, CO  80222 
 
 
 
If you have any questions or concerns, you may call me at (303) 512-4350. 
 
 
 
 

 
 

RE 
File
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CDOT Form 65 – PROJECT FINANCIAL STATEMENT 
 

This report shows the financial status of your project.  It needs to be reviewed monthly by 
the Project Engineer.  This report is maintained within the software program called “SAP” 
and pulls information from SiteManager®.  The Project Engineer needs to review the 
Over/Underrun report in SiteManager Accessories® and update the quantities in Project 
Quantities.  
On the following pages is a brief description of the process and the financial statement.  The 
procedures for generating and saving the file are: 

Log onto SAP. 
Enter T-Code ZJ20. 
Click on the check mark in the green circle to the left of the T-Code box. 
A screen appears that prompts you to enter your project code. 
Click on the clock icon on the upper left of that screen.   
Another screen appears with the various reports available. 
Click on the "Project Financial Statement" box. 

 
SAP automatically refreshes the data each time you generate a report,  so you may want to 
save a copy of the report.  A common naming convention is project code, month, year.  To 
save a copy, click on the printer icon.  Select “Cute PDF writer” as the printer, enter a name 
click “OK”.  If you want to print a copy, then select a printer, then “OK”.  
  
For additional guidance on monitoring your project expenditures refer to Construction 
Bulletins in Appendix A:  

 
Construction Bulletin # 2009-3, “Highway Construction PO Amendment Process” regarding 
funding letters 
 
( 
 

 
 

 
Construction Bulletin # 2009-5 entitled “Post Award Financial Statement Form 65” regarding 
CDOT 65 information 

 
 

 
 
 
 

 

 
 

 
Adjusting Projected Quantities in SiteManager®  

Adjusting_Projected_Quantities 
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Header information 
 

The header information comes over from PES/LAS when the project has been awarded and 
is now ready for use in SiteManager®.  Check to make sure that the following information is 
correct for your project:  Project code (SA#), and location.  Confirm the county location, type 
of construction, length of project, and the amount of original days allowed.  The Contractor 
name should match the Award letter.  Verify the RE, the RE Cost Center and the Project 
Engineer.  
 
There should be a box on the right side of the statement titled TRANS COMM ACTION 
(TCA).  This is the amount that the Transportation Commission has allotted/budgeted for 
your project.  This amount will usually not increase nor decrease for the life of the project.  
The only way that this will increase is when the project is in desperate need of more money 
due to large overruns and/or large change orders.  There is a set limit that the project may 
overrun.  The limit is 15% of the TCA.  Except for 7th Pot projects which require TCA action 
on any overrun.  
 
  
Line No. 
 
1) Award Allotment (under the “Current” column):  
 

This is the amount that has been budgeted initially for the project based on the 
contractor’s awarded bid.  This should agree with line 22 of the financial statement. 

 
2) Total Adjustments:  

 
Any budget actions processed during construction. This may include budget actions for 
funding letters and/or any amount to equal the allotment approved by OFMB (line 3).  
However, the amount may not be the same as the funding letter.  This amount should be 
the same as the budget changes found in SAP after award.  

 
3)  Allotment:[1+2] This is the amount of the budget approved by OFMB. 
 
4)  Contract Bid Amount:  
 

The amount that the Contractor bid and was awarded.  You can verify this against the 
schedule of bid items attached with the Contract and Bond. 
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5)  Total Plan F/A – Inc. MCR & Anticipated CMO 
 

There may be several lines listing the plan Force account items and the dollar amounts 
associated with each.  These should only show amounts in the plan column. 

  
The final line will show a total of all plan F/A amounts.  Both the current and award 
amount will stay the same.  Changes to plan F/A amounts show in the Over/Under – Inc. 
Bid Items, CMOs and Plan F/A. 

 
CMO’s - When there are change orders (CMO type) those amounts show up here. 
 

Overs/Unders – Inc. Bid Items, CMOs & Plan F/A 
 

This line reflects any overrun or underrun to original bid items, change orders and 
plan force account.  This figure may not agree with the Overrun/Underrun statement 
from SiteManager®.   The discrepancy comes from line items added that do not 
require a MCR or CMO to be written (added per spec). 

 
6) Total CMO’s & Overs/(Unders) 

  
This is the sum of the above two lines. This will show a surplus if the amount in the 
“current” column is negative.  

  
7)  Project Commitment Amount [4+5+6] 

 
This is the sum of lines 4, 5, and 6.  This should also equal the “current project amt” on 
the estimate summary page and should agree with the right-hand column on the “Totals 
for Contract” on the overrun/underrun statement from SiteManager®. 
 
In the surplus/deficit column this is the difference between the award and current 
column.  Also should be the same as line 6. 

 
8)  Less CE Bid & CE F/A items 
 

This is the amount of plan and actual paid for the CE bid items found in Category 400 of 
the estimate. 

 
9)  Planned Contract Expenditures 
 

Amounts that may become due the Contractor for any change order or overrun that has 
not been incurred in SiteManager®.  The person entering this information must have 
privileges to enter this amount.  This amount will also need to be reduced as the change 
order or overrun is actually paid for in SiteManager®. 
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10)  Subtotal Contractor (3300)[7+8+9] 
 

This is the amount that is anticipated to be paid to the Contractor.   
 
11)  Third Party F/A 
 

Amount to be paid to third party entities for construction F/A work performed. (Xcel). 
 
12)  Furnished Materials 
 

Amount to be paid to a third party for state furnished materials.  
 
13)  Subtotal Construction (33xx)[10+11+12] 
 

Sum of lines 10, 11, and 12. This amount is used to calculate the amount of CE and 
CE indirects allowed for the project. 
 
The expenditure amount is what has been paid via COFRS. 

 
Construction Engineering (CE) 
  

CE (Fed Aid – CDOT/CE Pool) 
 

This is the amount of dollars that FHWA will participate in and what it is anticipated 
will cost to build your project. 
 
Under the award amount is the amount of participating CE costs.  This amount is 
based on line 13 using the current (at time of award) percentage for the CE pool for 
CE pool eligible projects.  
 
Under the current column the percentage amount will change from year to year, 
especially for projects that span more than one year.  This amount needs to be 
monitored so that your project does not go over budget.  This amount will be 
updated the second week of the following month after the estimate is processed.   

 
CE (Fed Aid – Inc. Bid, F/A & Consultant) 

 
Used only for CE Pool exempt projects.  This is the amount of dollars that FHWA 
will participate in regarding construction engineering bid items, force account and 
any consultant charges.  This will need to be monitored just like the CDOT/CE Pool 
charges. The CE is based on the % applied to projects in SiteManager® during 
Construction and from PES Transport in Award. 
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CE (Fed Aid – Indirects) 
 

This is the amount of charges that are eligible for Federal reimbursement.  These 
charges come from the Region and from HQ.  This percentage will change from 
year to year. 
 
Liquidated Damages Credited to CE Pool (P) 
 
A portion of the amount of any liquidated damages charged the Contractor for 
failure to complete project in allotted Contract time on Federal Participating projects 
that is credited back to the CE pool. 

 
14) Total Fed Aid CE Charges (32xx+3980) 

 
This is the maximum amount that FHWA will participate in for CE and indirects.    This 
amount will change from year to year, therefore this total needs to be monitored to 
assure enough funds are budgeted to cover the costs.  This amount will be updated the 
second week of the following month after the estimate is processed. 

 
CE (NFA – CDOT/CE Pool) 

 
This heading is used on projects when there are no Federal monies included in the 
project budget or projects with categories of work funded with No Federal providers.  
These are projects that are 100% state and other funds.  This is the amount of 
dollars that it will cost to build your project.  This will need to be monitored for 
projects that span more than one year to assure enough funds are budgeted to 
cover the cost of salaries for CE pool eligible projects. 

 
CE (NFA – Inc. Bid, F/A & Consultant) 
 

For CE pool exempt projects this is the amount of dollars regarding construction 
engineering bid items, force account and any consultant charges for projects with 
no Federal monies included in the budget or projects with categories of work funded 
with no Federal Providers.  The  
CE is based on the % applied to the projects in SiteManager® during construction 
and from PES Transport in award.   

  
CE (NFA – Indirects)(i.e. balance of overhead) 

 
This is the amount of indirect charges that are not eligible for Federal 
reimbursement.  These charges come from the Region and from HQ.  This 
percentage will change from year to year. 
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Liquidated Damages Credited to CE Pool (N) 
 

A portion of the amount of any liquidated damages charged the Contractor for 
failure to complete project in allotted Contract time on non-participating 
Federal charges that is credited back to the CE pool. 

 
 

15) Total NFA CE Charges (32xx+3980) 
 

The total of the non-participating Federal charges. 
 
16) Total CE and Indirect Charges [14+15] 
 

Sum of lines 14 and 15. This total amount of all CE and indirect charges. 
 
 
17) Other – Inc. Trng., Audit, Legal, Eligible Indirects 
 

These are any costs that do not fit in any of the above categories nor have the costs 
been documented within SiteManager®.  In order for these costs to be included, you 
will need to have edit authorization. 
 

18)  Total Phase C [13+16+17] 
 

This is the total cost of the construction phase for your project. 
 
19-24) Non-Construction Costs  

 
The rest of the financial statement reflects the costs associated with the 
Environmental, Design, Right of Way, Utilities, and Miscellaneous phases.  Some of 
these costs will have participation with FHWA and some will be strictly covered using 
State Funds. 

 
For the actual costs to be reflected, you will need to have the Resident Engineer with 
PES access update the cost estimates in the PES module of Transport.  Be sure to 
run a refresh after the updates are complete.  Until the final costs are known, these 
costs may be updated with the most current projected cost.  

 
24) Total Non-Const. Costs [19+20+21+22+23] 

 
This is the sum of lines 19,20,21,22 &23.  It is the total of all non-construction costs to 
your project. This includes environmental, right-of-way, design, utilities, construction 
and all indirect costs associated with the different phases. 
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25) Total Cost of Project [18+24] 
 

Total cost of your project.  This includes environmental, right-of-way, design, utilities, 
construction and all indirect costs associated with the different phases. 

 
Current Allotment Surplus/(Deficit)[3-25] 
 

This is the amount of money you may have or may have not for any change order or for 
further spending. 

 
TCA Allotment Surplus/(Deficit)[26-25] 
 

How much you may or may not have in regards to the Transportation Commission 
Action.  If this is a deficit of more than 15% than you or your Business Office will need to 
go before the Transportation Commission and request more funds for your project. 
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CDOT 65  and Corresponding SiteManager® Reports 
 

 Why is it important to update my Projected Quantities? 

 Why does it matter how I enter my Change Orders? 

 What impact does my Over/Under report have? 

 What do I do if the figures don’t’ match? 

 Where do some of the figures come from on the Form 65? 

 

 
Selections you make when entering your Change Order in SiteManager® have a financial 
impact to your project and how the $$$ are reflected on the CDOT from 65 – Project 
Financial Statement. 
 
If the appropriate  “CO Type” was selected when Change Orders were entered in 

SiteManager® then the “PROJ’D TO COMPL” (line 7) and the “Projected Total” on the 

Over/Under report from SiteManager® Accessories should match. 

However,  

 If any CO’s were entered using the “Modifications with No CMO/MCR Required”  

OR 

 If any CO’s were not reconciled or adjusted correctly, then adjustments need to be 

made. (see example following). The adjusted amount should then match line 5 on the 

form 65. 

 

To assure your Change Orders are reflected correctly on the Form 65, the steps and 
proper actions to take in SiteManager® are listed in Chapter 15, pages 7-9. 
 

CO_DOT65 
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Over/Under Report & CDOT 65 
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This example shows that the Overrun or Underrun bottom line does not match line 5 on the form 65. 

 

This is due to the items “added by specification” (i.e.  CO Type – “Modifications  With No CMO/MCR 

Required”. 

line # 0455  $-180.00 

line  #0480 $ 500.00 

$ 320.00. 

 

Subtracting this amount from the Overrun or Underrun “Totals  for Contract” you get $2,044.81, 

which matches the form 65 amount. 

$ 2,364.81 

          -$    320.00 

$ 2,044.81 
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Why is it Important to review the Form 65 every month???? 

 

Budget Action may be required.   

A funding letter must be submitted and approved before any amount that exceeds the Project 

Commitment Amount can be paid to a Contractor.
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Example – 

 “ Total for Contract” is  also shown as “Current Project Amt” on Estimate
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Examples of a CDOT 65  and Corresponding SiteManager® Reports – 
 

MCR’s were Not Reconciled & “Modifications With No CMO/MCR Required were added. 

 
 
 
 

[22] Total Phase U 

      Miscellaneous (Direct & Indirect) 

[23] Total Phase M 

[24] Total Non-Constr. Costs [19+20+21+22+23] 

 

 
[25] TOTAL COST OF PROJECT [18+24] 

CURR ALLOTMENT SURP/DEF [3-25] 

TCA ALLOTMENT SURP/DEF [26-25] 
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Estimate Summary Page 1 Figures 
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Estimate Summary – Last Page Showing Totals 
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Over / Under Report 
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14 - 21 
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Change Order / Reason Code Report 

 
This example shows the adjustments that needed to be made for figures to match the form 65, line 
following 5.  This was necessary because the project engineer did not reconcile the MCR type change 
orders in SiteManager® and there were “Modifications With No CMO/MCR Required”. 
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Where The Figures on the Form 65 Come From in SiteManager® 
 
 
 

 
CDOT 65      SiteManager® 
  
(1) Line 4 – Contract Bid Amount  Estimate Summary page 1- Award Project Amt. 
(2) Line 5 – Total Plan F/A—inc MCR  Change Order Reason Code Report – CO # 001, CO Amt 

(3) Line 5 – CMO’s Change Order Reason Code Report – total $ of CO Type, Subcontractor/Supplier Liens & Modifications w/ No 
CMO/MCR Required (a) 
(4) Line 5 – Overs/Unders – inc bid items Overs & Unders Report – last page, total $ + MCR type CO’s (a) 
(5) Line 7 – Project Commitment Amt  Estimate Summary, page 1 - Current Project Amt & last page -  

Project Total Current Amt $, Qty To Date 
 
 
 
SiteManager® 
 
 
(6) Line Estimate Summary, page 1-Gross Earnings & last page - Project Total Current  Amt, Cumulative 
Amount 
(7) Estimate Summary, page 1-Gross Earnings, This Estimate & last page - Project Total Current  Amt, Amount 
This Period 
 
(a) Total of all MCR Type Change Orders 

 
 
 
See also Construction Bulletin 2009 # 5, CDOT 65 in Appendix A. 
 
 

 

CB 2009-5 FORM 
65.doc
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SiteManager® Change Orders 
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Once the change order has been written, whether it is a CMO or MCR type, that 
information must be entered into SiteManager®.  The process to enter the change order 
into SiteManager® is fairly detailed and must be entered correctly so that the true financial 
impact to the project will be realized (step by step directions in this chapter). MCR type 
Change Orders utilize the Plan Force Account $ already budgeted with a project.  If you do 
not reconcile them, then your project is hit twice for the cost of that CO.  Regular (or Major) 
Change Orders will require additional funding. 
 

After you have completed the SiteManager® processes, you may print out a Form 90 that 
is ready for signatures. 
 

Hint:  Before you log onto SiteManager® you may want to gather a copy of the last 
progress estimate and a copy of the Item Code book.  They will help you in determining 1) 
which category to add your line items to, 2) assist you with choosing a line number, 3) 
allows you to have the item codes available for easy retrieval when scrolling through the 
items code list and 4) tell you what SiteManager® Spec year your project is using.  This is 
different than the published Spec book.  If you do not choose the correct year for your 
project, the system will “blow up”. 
 

SiteManager® Process: 
 

Header 
 

From the Main Panel, click on the  
Change Orders icon.  Click on the  

Change Order Maintenance icon.  Click on the  
Change Orders icon. 

 
As of February 2015, a new screen that displays 
tabs appears. These replace the old icons. 
You no longer need to save and exit the Header 
screen to add items, make time adjustments, 
enter your explanation or track the status of your 
change order!!! 
 

The “Services” menu is only needed to initially 
open your project and to reconcile your MCR type Change Orders. 
 

The process to create a Change Order does not change. 
 

If your project does not come up (which in most cases it won’t) on the  
Tool bar menu click on the  

Services menu.  Then select 
Choose Keys.  Find your project. 

 

Once the project has been selected a screen requiring many pieces of information will 
appear.  It is required to fill in the description (doesn’t have to be wordy), the reason code 
(pull down menu only has one option, use it), and the CO type.  This is where you will need 
to be sure of the change order type you are entering.  Obviously there is the CMO type or 
MCR type. There is also a one titled “No MCR/CMO required.”  This last one is for those 
items that need to be entered onto the estimate but does not require a fully executed 
change order (i.e. items added per the standard specifications). 
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The following boxes must be clicked (activated) in order for the change order to continue.  
For CDOT project engineer groups, you will be able to click on the “override rules apply.”  
This will allow you to approve your change order in SiteManager®, without the Resident 
Engineer approval (only if allowed by your Region and Resident Engineer).  For Consultant 
Project Engineer’s, this will be grayed and the Resident Engineer will have to approve the 
change order. 
 
One or two of the following boxes also must be checked for the change order:  
Overruns/Underruns; Extra Work; and/or Time Adjustments.  Overruns/Underruns 
are used for the original bid items that will be either overrun or will be underrun.  This can 
apply to change orders that increase or decrease original bid items.  Extra Work is for work 
that was not defined in the original contract.  Time adjustments are for increasing or 
decreasing the original allotted time. Never, ever click  the F/A Button !!!! 
Click the SAVE button.  Remain in this window. 
 

Explanations of the change order 
 

There are two ways to add an explanation to your change order.  One will just be a general 
explanation and will not print out on the Form 90.  The other will complete the Form 90 for 
signatures. 
 

 On the Change Order Header window, click on the  
Explanations tab. 

 

If your project does not come up along with the correct change order, then click on the open folder 
and select the appropriate project and change order. 
 
The default choice is “General Change Order Explanations. This choice is NOT recommended. 
As this option will not print out on the Form 90.  
 

 Preferred Option…. 
 

The process is the same except you will need to choose the “Explanations applies to all line 
items” in the drop down arrow menu.  Then click in the lower box and begin typing your 
explanation.  This area can hold all of the information that you would normally enter on a Form 
90.  You do not need to type the added/deleted items, the increase/decrease to original bid items 
or additional time.  Those will print automatically on the Form 90. Be sure to put in the accepted 
statements (“Your contract is hereby modified…”).  This does not relieve you of doing a Letter 
of Explanation.  This will only complete the Form 90 in SiteManager®.  This option will print on 
the Form 90 from SiteManager® accessories.   

 

After you have completed this, click Save and Close to return to the header tab. 
 

Time Adjustments 
 

If you are adding time to the project, click on the Time Adjustments tab.  If your project does not 
appear, click on the Open icon on the tool bar and select your project.  Click on Time 
Adjustments.  Save.  Select New. Make sure that the bottom box has a shadow and enter in the 
time adjustment.  Be sure to click for Milestone or for Contract Completion.  Enter an explanation 
(i.e. CMO #XX or MCR line XX).   
Save and return to the Header tab. 
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Modifying existing items 

To increase or decrease existing bid items, in the  
Header window click on the  

Items tab. Select the 
   Services menu. Click on 
    Select Item  
    

Click in the Item window and select the item that you need to modify.  (Right click on the Item 
Number column to sort the items).   
 
In the “Change Order Item Description” enter the reason for the change (i.e. CMO #XX) and in 
the Quantity field enter the quantity change. 
 
SAVE!!!!!!     Return to Header tab. 
 

Adding a new item 
 
In the Header window, click on the 

Items tab.  Click on the  
  New button.  Select your 
   Project number.  Select the 
    Category Number. (drop down list).  Enter the 

Line Item Number (Reference number).  (Must be 4 digits i.e. 0040)  

 

If for some reason you need to write a change order that needs a new category, The Transport 
Support group is the only one that can do this.  Please contact them at 303-757-9541 or via e-mail. 

 

On the Item code field, position your pointer over the area.  A magnifying lens will appear.  This is 
the search engine.  Right click and wait a few minutes.  This will bring up the item code book.  Once 
the screen has appeared, right click on the Item code header and this will sort all the items in 
numerical order.  Find the item you need to add and click OK.  Be sure to match the SiteManager® 
spec year of your project with the spec year of the item you want to add.  Continue to add the unit 
price.  Click on the “Change order item” tab and fill in the change order item description.  Enter 
in the value (quantity) for this change order.  Save.  Return to the Header tab. If you need to enter 
more than one item for this change order, start at the top of this paragraph and enter the next item.  
More than one MCR line item may be entered as a single change order. Just keep in mind that 
contractor pay estimates are processed monthly and so should Change Orders! 
 

If you are all done entering items for the change order SAVE.   
 

If you need to add a category, you MUST call the SiteManager® support group or Help 
Desk.  They are the only ones that have the ultimate power to do this. 
 

LIQUIDATED DAMAGES MUST be placed in category 400 (CE Bid Items) using item 
codes 620-00040 (dollar) or 620-00045 (day). 
 

OJT Damages MUST be placed in category 200 (Roadway) using item code 900-00028 
(OJT Damages). 

 

DBE SANCTIONS MUST be placed in category 200 (Roadway) using item code 900-
00031 (DBE Sanctions) 
 

EROSION CONTROL VIOLATIONS MUST be placed in category 200 (Roadway) using 
item code 900-00030(Erosion Control Liquidated Damages)     
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Calculating a change order 
 
In the Header window, click on the 

Services menu.  Click on  
  Calculate Change Order   
   Save 
 

IF this is a MCR type change order, write down the amount of the calculated change order.  You will 
now need to make an adjustment to the F/A Minor Contract Revisions item (700-70010), using the 
negative amount you just wrote down for the quantity.   
Doing this will balance your project in SAP. 

 
CO Type Change Order using MCR Funds 

 
If you are creating a CO type change order, but using MCR funds ----- 
 
DO NOT reconcile your change order !!!!  (i.e. make an adjusting entry on the 700-70010 item) 
 
The $$$ will not be reflected correctly on your Project Financial Statement (CDOT 65)!! 
To adjust your MCR Budget $$ ---- 

Go to SiteManager Accessories® 

Contract Administration 
Projected Quantities 

Open your project 
Scroll down to the “700-70010 Plan F/A MCR” item 
You will then have to scroll over to the right or adjust the width of the to see the “Projected Quantities 
column” 
In the column titled “Projected Quantities” enter the negative $$ amount of your change order 
(Note: if you have already done this – enter the negative sum of all CO’s) 
Save 
This will be reflected on your Overs/Unders Report and the CDOT 65 correctly. 

 

Reconciliation of the MCR Budget 
 
After calculating an MCR type change order you will need to reconcile the MCR budget.  This is a 
fairly easy process. 
 

From the Header window, click on the  
Items tab. Select the 

   Services menu. Click on 
    Select Item  
    

Now you will need to scroll and find your MCR line item.  Look for the 700-70010 item.  Click OK.  
For the description, type Reconciling MCR budget and the quantity will be the negative $ amount 
of the change order.  Click Save. 
 
This is for MCR type change orders only.  This will be passed to SAP and your budget will balance.  
If you forget to do this step your project will be charged double for the MCR type change orders.   
 
After you have entered the adjusting amount for the MCR, you will need to calculate the change 
order again. This should be zero.  Click SAVE and close this window. 

         
(Rev. 2/18/15) 



 

15-5 

 

Draft/Pending and approving the change order 
 
Once you have entered all of the line items, modified any existing items and applied any 
explanation, you will now need to change the change order from Draft to Pending.  You will need to 
be in the Header window again with the correct project and change order open.   
 
Where the word “Draft” is, there is a pull down menu.  Click on the arrow and change the status to 
Pending, then click Save.  This will bring up another window asking if you are sure.  Click either 
Yes or No.  If you click Yes, another window will appear.  This is the approval window.  Click on the 
New button and add the appropriate group and/or groups for the approval of the change order.  For 
each group you will be able to pick the person you want to approve the change order.  After you 
have done this according to your Region policy and/or your Resident Engineer, click OK.  The 
Header window will now be gray.  Nothing can be changed during the Pending stage.  If there is a 
mistake, whomever you have chosen for approval authority will have to reject the change order.  
This will change the change order back to Draft and then you may modify the order.  If the change 
order is approved and then an error is discovered, you will need to add another change order 
correcting the first error. 
 

 

To approve the change order, from the “Change Order Maintenance” tab, click on the Change 
Order Review/Approve icon.  Select your contract and change order number.  The next screen will 
have various information relating to the change order.  There will also be a box stating 
“Recommendation:  Approve or Denied.”  Click in the appropriate “radio” button, then click Save.  
This will show a small window stating that “Mail has been sent.”  Click OK.  Close this window. 
 
Once the change order is approved then you will be able to create DWR’s paying for the items.  Be 
sure to allow plenty of time prior to the estimate for any approvals you may need.   
 

Tracking change order 
 
If you wonder what stage you Change Order is in or have approval levels that you need to go 
through, you can track where the change order is in this process. 
 
 From the Change Order window, double click on 

Change Order Maintenance, double click on 
Tracking 

Open the appropriate contract and/or change order 
Close 

 

Printing the Form 90 
 
This will require you to open the SiteManager® Accessories program.  From the Main Panel open 
Change Orders.  This should open another window where you will need to choose your project and 
the correct change order.  Click on the print icon. 
 
If you are still in the draft/pending status, this will be stated on the Form 90.  Please do not have the 
Contractor or anyone else sign at this time.  The Form 90 should be in approved status prior to any 
signatures. 
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Items Not Requiring a Fully Executed Form 90 

 

There are some items that do not require a fully executed Change Order but still require a 

Change Order record be entered in SiteManager®.   

It is recommended that you still print out a Form 90 from SiteManager Accessories to put in 
your file.  
 
These are items that have the unit price & method of payment stated per the Contract. 
(Remember the Specs are part of the Contract.  See §105.16 for definition of Contract).   

 

 Minor items of work not utilized on the project - §104.02 

 Overruns or under-runs of contract bid items - §104.02 

 Price adjustments for out of spec material - §105.03. 

 Work zone time violations - §105.03 

 Construction Surveying paid at $150/hour - §105.13 (Rev. 7-31-14) 

 Overweight vehicles - §105.18 

 Liquidated damages - §108.09 (must be in Category 400 and use 8-digit item codes: 
620-00040 [dollar] or 620-00045 [day]) 

 Failure to perform Erosion Control - §208.09 

 Piling cutoffs and splices - §502.08 

 Substitution of materials as allowed by Contract  

 Supplier or Sub-contractor liens  

 Plan force account items 

 OJT Penalties - § On the Job Training (must be in Category 200 and use 8-digit item 
code: 900-00028 [OJT Damages) 

 Water Quality Control Penalties per §101, §107 and §208 
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Change Orders and the CDOT 65 

 
Selections you make when entering your Change Order in SiteManager® have a financial 
impact to your project and how the $$$ are reflected on the CDOT from 65 – Project 
Financial Statement. 
 
To assure your Change Orders are reflected correctly on the Form 65, here are the steps 
and proper actions to take in SiteManager®.   
 
 

CO Header Window in SiteManager 
 
 
Fill in Description, Reason Code 
Click on down arrow for “CO Type:”  
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CO Type Selections & Where to Reconcile  
 

 Modifications With No CMO/MCR Required 

 Complete entering your Change Order 

 If your CO is for a negative $ amount (i.e. price reductions, work zone time violations) do not 
make any adjustments. 

 For all other CO’s, adjust on the line item for the Change Order in Projected Quantities by 
entering the negative $ amount of your Change Order in the “Projected Quantity” column. 

 Do not reconcile Change Order in Change Order Module 
 

 Subcontractor/Supplier Lien SiteMgr only 

 Complete entering your Change Order 

 Adjust on the line item created for the Change Order in Projected Quantities by entering 0 
(zero) in the “Projected Quantity” column. (Liens should not show any impact to project 
budget as they must be cleared (i.e.“0”) prior to the final estimate and project closure.) 

 Do not reconcile Change Order in Change Order Module 
 

 Contract Modification Order 

 Complete entering your Change Order 

 If using the Plan F/A MCR Budget -- Adjust on the line item for Plan F/A MCR in Projected 
Quantities (item 700-70010) by entering the negative $ amount of your Change Order in the 
“Projected Quantity” column. 

 If using $$ from an existing line item or other Plan F/A Budget item -- Adjust on the line 
item for that specific  item or Plan F/A in Projected Quantities  by entering the negative $ 
amount of your Change Order in the “Projected Quantity” column. 

 

 Plan Force Account  
DO NOT USE !!!!!! – Items are already included as line items created from system generated 
Change Order #1  

 

 Minor Contract Revision 

 Complete entering your Change Order 

 Reconcile Change Order in Change Order Module (will automatically adjust Projected 
Quantity) 

 After completing your Change Order, return to the Header window: 

 Services, Calculate CO 

 Write down $$ amount of CO 

 Save 

 Services, CO Item, Services, New CO Item 

 Select Plan F/A MCR line item 

 Enter negative amount of calculated CO  

 Services, Calculate CO 

 $$ Total for CO should be 0 (zero) 
 

 Anticipated CMO 

 Select “CMO” for CO Type and complete entering your Change Order,. 

 Adjust on the line item for Plan F/A Anticipated CMO in Projected Quantities by entering the 
negative $ amount of your Change Order in the “Projected Quantity” column. 

 Do not reconcile Change Order in Change Order Module 
 

 Time Extension 
Time only…no need to reconcile or adjust Projected Quantities. 

 

Complete Header 
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 Projected Quantities Screen & Over/Under Report  in SiteManager® Accessories 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

- 

- 

In this example a Contract Modification Order type CO was written.  The Change Order amount was 

$126,731.24.  Note the adjusting entry in Projected Quantities and how it is shown on the Over/Under 

Report. 



 

15-10 

 

Preparing to enter a Change Order in SiteManager 
 

Gather -  

 Copy of estimate.  Will need it to determine categories, line numbering and Spec year. 

 Item Code Book (or look up online).  Helps when scrolling through item code list. 

 The SiteManager® Spec year for your project.  Found on page 1 of the estimate or on 
the description tab on the Contracts screen.  This is different than the current Spec 
Book year.  It is critical as the program will blow up if you do not select the matching SM 
spec year, as it applies to an item code. 

 
Create a worksheet of items with category no., reference line nos., item codes, units of 
measurement, and unit prices.  
 
Steps in SiteManager® 
 

 Log onto SiteManager® 

 Select Change Orders 

 Header - enter header info 

 Explanations – enter “explanations applies to all line items” to print on form 90. 

 Time Extensions – enter any added days 

 Add items 
More than one – save, click on Item tab, then new icon (blank white page). 

 Save 

 Calculate Change Order 

 If the Change Order is a MCR Type – 
Reconcile Change Order (modify existing plan F/A item) 
Re-calculate Change Order (should be $0) 

 Or 
Modify existing item F/A MCR $ item 

 Print  

 Review 

 Change to Pending Status 

 Print 

 After RE approves – change status to “approved” 
 
 
Note:  See pages Change Order 34 or MCR Type Change Order 18 for step by step 
directions regarding increasing/decreasing existing bid items. 
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Step by Step Directions on How to 

Create a Change Order in 

SiteManager® 

 

(MCR type Change Order instructions 

 following page Change Order – 54) 



 

Change Order - 1 

 

 

How to Create a Change Order in SiteManager® 

 

 
 

 
 
After logging in to SiteManager® click on Change Orders. 



 

Change Order - 2 

 
 
 
 

 
 
Click on Change Order Maintenance.



 

Change Order - 3 

 
 
 
 

 
Change Order Header Window will open. 
 
The Header tab will be automatically selected.



 

Change Order - 4 

 
 
 
 
 

 
 
Click on Services. 
 
Choose keys. 
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Select your contract.



 

Change Order - 6 

 

 
 
 
 

 
This will open the header portion of the change order.   
 
SiteManager® will automatically number the change order.   
 
If this is the first change order you are writing, the number will be 2.  
Change order number 1 is completed in PES.  Change order number 1 is for all of the plan 
force account items for your project.  
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Type in a description (name) for your change order.   
 
Be brief but specific enough that you tell everyone what the change order is for.
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“Reason code” is only used in SiteManager®.   
 
You only have one choice.
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You will need to decide at this point what kind of change order you are doing.  
 
Modifications with No CMO/MCR required are for items added by contract (specifications).  
These are items such as liquidated damages (use only 620-00040(day) & 620-00045(day) 
items and placed in category 400), price reductions for out of spec material, work time 
violations, etc.  The Resident Engineer will make the determination. 
 
Subcontractor/Supplier Lien – SiteMgr is only used for supplier liens filed against the project.  
You will get notification from Projects and Grants that a lien has been filed. 
 
Contract Modification Order is used for major items of work and/or when funds will be added 
to the project for the work. 
 
Plan Force Account is NOT used by the construction field.  This is used when the project is 
set up in PES. 
 
Minor Contract Revision is used when the MCR Budget will be impacted.  These are for 
minor changes to the contract.  The Resident Engineer will make this determination.  
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Click on the radio buttons for:  
 
  Override Approval Rules **** 
 
  Overrun/Underrun 
 
  Extra Work 
 
  Time Adjustment (IF ADDING TIME) 
 
 
NEVER, EVER CLICK THE FORCE ACCOUNT BUTTON -- Program will “blow up” 
 
**** The override approval rules should only be turned on if the Resident Engineer does not 
want to approve the change order in SiteManager®. 
 
This does not relieve the Resident Engineer of approving the paper copy. 
 
**** If the Change Order is created by a Consultant Project Engineer this should be left 
blank as well, as the CDOT Resident Engineer must do the approval. 
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This is how the header screen should look like after saving.
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This next step will begin the process of developing a Form 90 within SiteManager® that will 
be ready for printing and signatures. 
 
 
Click on the Explanations tab.
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Click on the down arrow and choose “Explanations applied to ALL line items.” 
 
Click in the large white box.  
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This is where you type the instructions to the contractor.   
 
Be very specific.  
 
Remember this is a legal document that is modifying the contract. 
 
The first paragraph should be stated as above.  CDOT needs to inform the Contractor that 
their contract is being modified, how it is being modified and the location for the modification. 
 
The second paragraph informs the Contractor how the work shall be done.   
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The direction to the Contractor may include plan sheets and/or special provisions.  
 
If this is the case you need to inform the contractor that those changes are a part of the 
modification.   
 
Using the body of the change order also creates a legal document that is signed by the 
Contractor acknowledging the attachments. 
 
State whether or not that the Contractor is required to provide additional bonding.  
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Saving the text shows that the explanation will be applied to all line items.   
 
The text will now print on the Form 90. 
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If you add time to the contract then you will need to complete this portion.   
 
Time adjustments may be added on the same change order as long as the time extension is 
a direct result of the current added work. 
 
Click on the Time Adjustments tab.
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This is the main screen for time extension.
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Enter in the amount of days that are being added.   
 
Include a brief explanation.  This explanation is for the program only.  
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Save.  
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This is the section where the items are added. 
 
Click on the Items tab.
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Click on New. 
 
This screen comes up for you to add items to the Change Order.  



 

Change Order - 23 

 
 
 

.  
 
 

Click on the down arrow in the Project Nbr. Field. 
 
Select your project. 
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This is where you need to decide which category the item(s) you will be adding belong.  If 
you have multiple categories on the project you will have choices. 
 
If you need to add a category, you MUST call AASHTO Ware support.  They have are the 
only ones that can to do this. 
 
LIQUIDATED DAMAGES MUST be placed in category 400 (CE Bid Items) using item 
codes 620-00040 (dollar) or 620-00045 (day). (Note: a Funding Letter will be required) 
 
OJT Damages MUST be placed in category 200 (Roadway) using item code 900-00028 
(OJT Damages). 
 
DBE SANCTIONS MUST be placed in category 200 using item code 900-00031(DBE 
Sanctions) 
 
EROSION CONTROL VIOLATIONS MUST be placed in category 200 using item code 900-
00030 (Erosion Control Liquidated Damages) 
 
If you are creating a Change Order for an item that is already covered by the Contract (i.e. 
LD’s or OJT Damages) be sure to select “Modifications with no CMO/MCR required" as the 
“CO Type”) 
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Enter in a reference number.   
 
Items should be added to the end of the original bid items in increments of 5.   
 
The reference number must be 4 digits. Use leading ‘0’ zeros, if necessary. 
 
There may be times when you want to insert a line item so that it will be displayed below an 
existing line. (i.e. change in unit price, method of measurement) 
 
If so, then just enter the next number in sequence ending in something other than 0 or 5 (i.e. 
2501). 
 
The Line item will be inserted between the original “0” & “5” items. 
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Right click on the Item code box.   
 
Click on Search.   
 
The computer will now sit for a moment, depending on your connection speed.   
 
This brings up the item code list.
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When the list comes up, right click on the top of the Item Code column header. 
This will cause the list to sort in ascending order. 
 
Find the item you are adding.   
 
Be sure to pick the correct spec year (can be found on the item summary page of the 
estimate).  Remember this is different than the  CDOT Spec Book year.
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Enter the unit price. 
 
.
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Enter the quantity and the description of the change order.
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Save.  Notice that there is now a calculation of the item added.
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Click on the new page (white sheet on tool bar) if you need to add another item.   
 
Multiple items may be added to the same change order.   
 
This includes MCR type items.  



 

Change Order - 32 

 

 
 
 
 
 

 
 
Fill in the required information.
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Save.   
 
The amount is calculated for the item. 
 
Continue to add items as needed, using the “new”page (white sheet on tool bar) 
Save after each item.
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If you need to increase/decrease an original bid item return to the Header tab.
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Click on Services. 
 
Select Item. 
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The item list for the project will appear.   
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Right click on the Item Nbr column header and this will sort the items in ascending order.   
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Scroll and find the item that you want to increase or decrease.  Double click.
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In the white box  “This Change Order”, enter the amount of the increase or decrease.   
 
Save. 
 
If there are other original bid items that need to be increased or decrease repeat these 
steps.
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Return to the header screen.  (click on Header tab). 
 
In order for the amount of the change order to be included and for the financial report for the 
project to be correct, the change order needs to be calculated.   
 
This is also a good check to make sure that all items have been added and/or increased or 
decreased. 
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Click on Services. 
 
Calculate change order.
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Notice the CO amount has changed.   
 
This amount should be the same or very reasonable to the amount of the change order.
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After calculating the change order, change the status from Draft to Pending.   
 
This will enable for a Form 90 to be printed that is ready for signatures. 
 
Click on the down arrow and choose Pending.   
 
Save.
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This small window will appear.   
 
If you truly want to change the status to Pending, click on Yes.
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Yet another window appears.   
 
This is the window where the approval person for SiteManager® only is chosen. 
 
Click on New (to the right side).
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Click on the arrow under the Groups for approval.



 

Change Order - 47 

 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Choose the group(s) that want or need to approve the change order.   
 
This is the point that someone other than yourself can be added (Resident Engineer, Finals 
Administrator) for approval.   
 
If you are a Consultant Project Engineer, you cannot approve a Change Order.  Be sure to 
include the CDOT RESIDENT ENGINEER here. 
 
All persons added would be able to review the change order in SiteManager® and 
recommend approval and denial.   
 
If other group(s) are added be aware that if the person chosen is not available for the 
process, the change order will not be approved and no postings will be allowed.
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Click on the down arrow under User ID.   
The list that appears is in alphabetical order by FIRST name.  This list cannot be sorted. 
 
If you are a Consultant Project Engineer, you cannot approve a Change Order.  Be sure to 
include the CDOT RESIDENT ENGINEER here. 
 
After all persons have been added, click on OK.
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Notice the Status has changed to Pending.  
 
It is highly recommended and encouraged to leave the status as Pending until all signatures 
have been obtained.   
 
During this stage, if there are errors encountered and/or other items are found that need to 
be added to this change order, the status can be changed back to Draft.   
 
At this point, Save to be safe and exit (or minimize) SiteManager®. 
 
Open SiteManager® Accessories. 
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Click on Change Orders.
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Click on Form 90.
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Scroll to the project code.
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Open the correct change order number.  
 
Click on OK. 
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A completed Change Order will appear. 
 
To print – click on the printer icon. 
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CO type Change Order using MCR funds  

 

If you are creating a CO type change order, but using MCR funds ----- 

DO NOT reconcile your change order !!!!  (i.e. make an adjusting entry on the 700-70010 

item) 

 

The $$$ will not be reflected correctly on your Project Financial Statement (CDOT 65)!! 

 

To adjust your MCR Budget $$ ---- 

 

Go to SiteManager Accessories® 

Contract Administration 

Projected Quantities 

Open your project 

Scroll down to the “700-70010 Plan F/A MCR” item 

You will then have to scroll over to the right or adjust the width of the columns to see the 

“Projected Quantities column” 

In the column titled “Projected Quantities” enter the negative $$ amount of your change order 

This will reduce your MCR Budget by the amount of the Change Order.  

Save 

 

This will be reflected correctly on your Overs/Unders Report and the CDOT 65. 
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Adjusting Projected Quantities Screen & Over/Under Report  in SiteManager® Accessories 
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Step by Step Directions on How to 

Create a MCR type Change Order 

in SiteManager® 
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How To Create a MCR type Change Order In SiteManager® 
 
 
 
 

 
 
 
Preparing a change order utilizing the MCR Budget is just like a CO type change order. 
 
Log in to SiteManager® click on Change Orders.
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Click on Change Order Maintenance
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Change Order Header Window opens. 
 
Header tab is automatically selected.
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Click on Services. 
 
Choose keys  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select your project.
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Complete the description (name the change order); reason code and CO type.   
 
This time we are choosing the Minor Contract Revision type.
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Click on the appropriate radio buttons as shown above.   
 
The override approval rules should only be turned on if the Resident Engineer does not want 
to approve the change order in SiteManager®. 
 
This does not relieve the Resident Engineer of approving the paper copy. 
 
If the Change Order is created by a Consultant Project Engineer this should be left blank as 
the CDOT Resident Engineer must do the approval. 
 
 
Click Save. 
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Click on the Explanations tab. 
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Choose “Explanations applied to ALL line items.”
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Click in the lower window. 
 
Type in the instructions to the Contractor.   
 
These need to be exact.



 

MCR Type Change Order - 10 

 

 
 
 
 
 

 
 
Further instructions to the Contractor and what, where and how the Contract is being 
modified.
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We will now add the items.   
 
Multiple items may be added to the same change order as long as the items are of the same 
type.  (MCR, CMO) 
 
In this case we are adding 2 pay items to the contract and both items will use the MCR 
Budget. 
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Click on the Items tab. 
 
Click on new. 
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Complete the information required, assign a reference number and select the item from the 
item code list.   
 
Be sure to select the correct item for the spec year of the project. 
 
Enter the quantity to be authorized with the change order.   
 
Enter a description.  SAVE.
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To enter another MCR type item on this change order, click on the “NEW page” on the tool 
bar. 
 
A new blank screen will appear.



 

MCR Type Change Order - 15 

 

 
 
 
 
 
 

 
 
Again, enter the required information. 
 
Select the item for the item code list and enter the unit price.
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Enter the quantity and description.   
 
SAVE. 
 
Repeat process as many times as needed. 
 
Return to the Header screen. (Click on the Header tab)
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Select Services, Calculate change order.   
 
You will now notice that the CO Amount has a dollar value.  
 
Write this amount down. 
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In order to reconcile your Plan MCR budget item to reflect the cost of this Minor Contract 
Revision…… 
 
You will now need to modify the existing item Plan Force account item for Minor Contract 
Revisions (700-70010).   
 
If you do not do this, your project will be charged twice the cost of this Change Order. 
 
In the Items window, Select “Services”, “Select Item”. 
 
If you do not see the “Select Item” option, be sure that you have clicked the 
“Overrun/Underrun” radio button on the header screen.
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The list of items for your project will appear.   
 
Right click on the Item Nbr tab and the list will sort in ascending order. 
 
Scroll down to the Plan Force account item for Minor Contract Revisions (700-70010).   
 
Select this item. 
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For the quantity for “THIS CHANGE ORDER” enter the negative of the $ amount that was 
previously calculated.    
 
SAVE and return to the Header screen.
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Choose Services. 
 
Calculate Change Order. 
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The CO amount should now read $0.00.   
 
The reason for this is the MCR budget has been encumbered for the project.   
The MCR type change orders need to be reconciled against the MCR budget in order for 
the financial picture of the project to be correct. 
 
SAVE. 
 
Change the status to Pending, and choose who will approve the change order in 
SiteManager®.  DO NOT approve the change order until you have printed out the Form 
90 from accessories and have obtained the appropriate signatures.  (Follow the directions 
for change order example.) 
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CDOT 580 - Rental Rate Determination Request 
 
 

The CDOT form 580 is used to determine a rate for equipment that is used for force account work. 
 
The project engineer shall review Part I and assure that ALL applicable information for a piece of 
equipment is included prior to sending the form to the rater.  
 
At a minimum the following information should be filled in:   

 Project No. 

 Project Code 

 Description 

 Year 

 Make 

 Model of equipment 

 Fuel Type 

 CDOT personnel signature (printed) 

 Region # 

 Date  
 

The Remarks section may be used to include this additional information: 

 Vehicles: type of cab (regular or crew), GVW, HP and wheel combination 

 Trailers: number of axles, length, type deck (tilt, etc.) and hitch type (straight or gooseneck) 

 Pumps, Generators: Output and/or capacities: (i.e. HP, Volts, PSI) 

 Lifts: telescoping or articulated, height of lift 
 

NOTES: 

 For help in determining what additional information is needed for specific pieces of equipment 
see the lists in the back of this section. 

 
Nothing should be left to the imagination of the rater. 
 
After you have reviewed the form 580 and completed the “Submitted By” boxes (please print 
signature for legibility),  submit to the rater in your region. 
 
Only CDOT personnel should sign and fill out the “Submitted By boxes.  
If the contractor should sign the form, then sign your name above theirs.  
This is how we know who to send the completed forms to!  
 
If the information is provided completely and accurately, a rental rate may be determined within 5 
business days.   
 
Incomplete forms will be returned!!!! 
 

You may fax or e-mail this form to the person that does the calculations for your region. 
 
 R1 – Jacob Shafer (303) 757-9024  [1-9024]  
 R2 – Don Scanga (719)546-5434 [2-5434] 
 R3 – Cindy Morgan (970) 683-7575 [3-7575] 
 R4 – Irene Stumpf  (970) 350-2190 [4-2190] 
 R5 –Tom Bovee (970) 385-1412  [5-1412] 
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The Equipment Watch Website…… 
 

Your Contractor may give you a copy of an equipment rental rate that they have gotten off the 
Equipment Watch website.   
A few things you need to be aware of: 

 It does not replace the CDOT 580.  We still need to “do the math” and “approve” the rate 

 All rental rates are calculated per the formula in §109.04 

 We use the user defined “Ownership Rate” of 106% not the “Regional Factor” 

 The model year is still used to determine depreciation and operating costs 

 The Shift Rate Per Hour is displayed as the “FHWA Rate” 

 The Standby Rate is not shown   
 

To calculate the Standby Rate……….. 

1. Calculate the “FHWA Bare Rate” -- 
“FHWA Rate” minus the Estimated Operating Costs on 
the “Total” Line 
Calculate the “Standby Rate” -- 

2. Standby Rate = ½ FHWA Bare Rate 
3. FHWA rounds to the nearest nickel or dime 

 

 

 

 

$ 19.32 

- 15.20 

$ 4.12 = actual FHWA Bare Rate 

 

$4.12/2 = $2.06 = actual Standby Rate 

 

FHWA rule rounds to the next nickel or 

dime so use ---- 

 

$  4.10 = FHWA Bare Rate 

$ 15.20 = Operating Cost 

$19.30 = Total 

 

$2.05 = Standby Rate 

 

 

 

$2.05 = Standby Rate 
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CDOT 580 - Rental Rate Determination Request 
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An incomplete CDOT 580 looks like this: 

GVW, HP and cab type are NOT noted. 
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A fully completed CDOT 580 looks like this: 

Note GVW, HP and type cab are noted on form. 
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Examples of appropriate Rate Calculation from the “Rental Rate Blue Book for Construction Equipment” 

website. 

Note the difference in estimated Operating Cost $/Hr due to the additional information regarding the 

crew cab & GVW (14,000 lb.) $26.50/hr vs. $15.10/hr 
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Rental Rate Equipment Data Table  

Factors That Effect Rental Rates for Various Pieces of equipment

 

Section 3:  Air Tools 

Portable Rotary Screw Air Compressors 

1. Air Delivery Rating 
2. P.S.I. 
3. HP 

Tank Mounted Air Compressor 

1. Receiver Size 
2. Air Delivery  Rating 
3. HP 

Hand Held Rock Drills (Jackhammers) 

1. Type (dry-wet) 
2. Weight Class 

Pneumatic Impact Wrenches 

1. Drive 
2. Handle Type 
3. Bolt Capacity 

Portable Sandblasting Machines 

1. Capacity  
2. Sand Capacity 

 

Section 4:  Crushing and Conveying 

Single deck portable Screening Plants 

1. Conveyor Size 
2. Screen Size 
3. HP 

Roll Crushers 

1. Size 
2. Roll Type 
3. HP 

Cone Crusher 

1. Head Size 
2. Cone Type 
3. HP

 

Section 5:  Asphalt and Bituminous 

Wheel mounted Asphalt Paver 

1. Model 
2. Wheel Drive 
3. HP 

Crawler Mounted Asphalt Paver 

1. Model  
2. Screed Model 
3. HP 

Wheel Mounted Pavement Millers 

1. Model 
2. Cutting Width 
3. Max Cutting Depth 
4. HP 

Crawler Mounted Pavement Miller 

1. Model 
2. Cutting Width 
3. Max Cutting Depth 
4. HP 

Asphalt Pick-Up Machines 

1. Model 
2. Conveyor Width 
3. Discharge Height 
4. HP 
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Section 6:  Compaction 

Self-Propelled Compactors 

1. Model 
2. Number of Speeds 
3. Number of Wheels 
4. HP 

Hand Held Vibratory Plate Compactors 

1. Plate width 
2. Pounds Per Blow 
3. HP 

Trench compactors 

1. Model 
2. Drum width 
3. Number of Drums 
4. HP 

Tandem Vibratory Compactors 

1. Model 
2. HP 
3. Drum Width 

Single Drum Vibratory Compactor 

1. Model  
2. Drum width 
3. Drum Type 
4. HP 

Combination Rollers 

1. Model 
2. Drum Width 
3. HP 

 

 

Section 7:  Concrete 

Mobile Batch plants-Transit Mix 

1. Production Capacity 
2. Cement Batcher Capacity 
3. Aggreg. Bin Capacity 
4. Aggreg. Batcher Capacity 

Portable Tilt Drum Concrete Mixers 

1. Gasoline or Electric 
2. Batching capacity 
3. HP 
4. Dump Configuration 

Portable Trailer Mounted concrete Mixers 

1. Gasoline, Electric or Diesel 
2. Batching Capacity 
3. HP 

Bottom Dump General Purpose Air Buckets 

1. Capacity 
2. Type 
3. Duty 

Concrete Pump Booms for Truck Mounting 

1. Model 
2. Maximum Output 
3. Vertical Boom Reach 

Trailer Mounted Concrete Pumps 

1. Model 
2. Max. Output 
3. HP 

Concrete Saws 

1. Type  
2. Max. Cutting Depth 
3. Blade Capacity Diameter 
4. HP 

Flexible Shaft Concrete Vibrators 

1. Gasoline or Electric 
2. Shaft Length 
3. Head Diameter 
4. HP 



 

16-9 
 

 

Section 8:  Drilling 

Vertical earth Drills for Truck Mounting 

1. Gasoline or Diesel 
2. Model 
3. Average Drill Depth 
4. Kelly Bar (O.D.) 
5. HP 

Trailer Mounted Pavement Test Core Drills  

1. Gasoline or Diesel 
2. Drill Feed Type 
3. Spindle Travel 
4. Water Pump Capacity 
5. HP 

 

Section 9:  Tractors & Earthmoving 

Compact Track Loaders 

1. Model 
2. Operating Capacity 
3. HP 

Skid Steer Loaders 

1. Gasoline or Diesel 
2. Model 
3. Operating Capacity 
4. HP 

Tractor- Loader- Backhoes 

1. Gasoline or Diesel 
2. Model 
3. Drive 
4. Loader Bucket Capacity 
5. Backhoe Stick Type 
6. HP 

4-WD Articulated Wheel Loader 

1. Model 
2. Bucket Capacity 
3. HP 

 

Standard Crawler Dozer 

1. Model 
2. Dozer 
3. Operator Protection 
4. HP 

LGP Crawler Dozers 

1. Model 
2. Dozer Type 
3. Operator Protection 
4. HP 

 

Section 10:  Excavating 

Wheel Mounted Hydraulic Excavators 

1. Model 
2. Bucket Capacity 
3. HP 
4. Operating weight 

Crawler Mounted compact Excavators 

1. Model 
2. Operating Weight 
3. Operator Protection 
4. Bucket capacity 
5. HP 

Crawler Mounted Hydraulic Excavators 

1. Model 
2. Bucket Capacity 
3. Operating Weight  
4. HP 

Crawler Mounted Chain Trenchers 

1. Model 
2. Trench Width 
3. Trench Depth 
4. HP 

Wheel Mounted Chain Trenchers 

1. Gasoline or Diesel 
2. Model 
3. Trench Width 
4. Trench Depth 
5. HP 
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Section 11:  Motors & Generators 

Enclosed Horizontal Motors 

1. Rpm 
2. Voltage 
3. HP 

Open Vertical Motors 

1. RPM 
2. Voltage 
3. HP 

Small Generator Sets 

1. Gasoline or Diesel 
2. Prime Output (Watts) 
3. HP 

Large Generator Sets 

1. Prime Output (KW) 
2. HP 
3. Enclosure 

 

Section 12:  Hoist & Derricks 

I.C. Self-Propelled Telescopic Boob Aerial Lift 

 1.  Gasoline or Diesel 

 2.  Model 

 3.  Max Lift Capacity 

 4.  Drive 

 5.  HP 

I.C. Self-Propelled Articulating Boom Aerial Lifts 

1. Gasoline )r Diesel 
2. Model 
3. Max Platform Height 
4. Max Lift Capacity 
5. HP 

 

Section 13:  Lifting 

Yard Cranes 

1. Gasoline or Diesel 
2. Model 
3. Axel Config.(4X4 , 4X2) 
4. Max Boom Length 
5. Lift Capacity 
6. HP 

Rough Terrain Hydraulic Cranes 

1. Model 
2. Axle Config. (4X4X4, 6X6X6) 
3. Max Boom Length 
4. Lift Capacity 
5. HP 

Straight Mast Rough Terrain Lift Truck 

1. Gasoline or Diesel 
2. Capacity(Lbs.) 
3. Max Fork Height 
4. HP 
5. Drive Wheels(2WD,4WD) 

Telescoping Boom Rough Terrain Lift Truck 

1. Model 
2. Capacity 
3. Max Reach 
4. Max Lift Height 
5. HP 

 

Section 15:  Pile Driving 

Diesel Hammers 

1. Model 
2. Hammer Type (Single or Double acting) 
3. Max Rated Energy (flb) 
4. HP 

Hydraulic Hammers 

1. Model 
2. Hammer Type (single  or Hydraulic) 
3. Max Rated Energy 
4. Var. Stroke(Max/Min) 
5. HP 

Pneumatic Hammers 

1. Model 
2. Hammer Type(single or double acting) 
3. Max Rated Energy 
4. Air Required (cfm) 
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Section 16:  Plumbing 

Electric Submersible Pumps 

1. Size 
2. HP 
3. Voltage 
4. Phase 

 

Section 17:  Road Maintenance 

Single Engine Pavement Sweepers 

1. Model 
2. Hopper Capacity 
3. Water System Capacity 
4. HP 

Dual Engine Pavement Sweepers 

1. Gasoline Or Diesel 
2. Model 
3. Hopper Capacity 
4. Water System Capacity 
5. HP 
6. Transport HP 

Trailer Mounted Arrow Boards 

1. Solar ,Gasoline or Diesel 
2. HP 

Trailer Mounted Changeable Message “dot” Signs 

1. Solar Or Diesel 
2. HP 

Crash Attenuators Truck Mounting 

1. Type (1 or 2 Piece) 
2. Material(Aluminum or Fiberglass) 
3. Max safe Impact 

Section 18:  Shop Tools 

Pressure Washer Hot 

1. Flow Rate  
2. Pressure 
3. HP 

Vacuum Cleaner Wet\Dry Type 

1. Tank Capacity 
2. Cut Capacity 

Chain Saws 

1. Bar Length 
2. Engine Size (Cu. In.) 

Portable Welders 

1. Gasoline or Diesel 

2. Current 
3. Amps 
4. Mounting (Skid  or Trailer) 
5. HP 

 

Section 19: Trailers 

Non-Tilt deck Utility Trailers 

1. # of Axles 
2. # of Tires 
3. Hitch Type 
4. Capacity 

Tilt Deck Utility Trailers 

1. # of axles 
2. # of Tires 
3. Deck Length 
4. Capacity 

Fixed Goose Neck Equipment Trailer 

1. # of Axles 
2. Deck Type (Level , Drop) 
3. Deck Length 
4. Capacity 
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Section 20:  Trucks 

Articulated Rear Dumps 

1. Model 
2. Rated Payload 
3. Body Capacity 
4. Axle Config. 
5. HP 

On-Highway Truck Tractors 

1. Gasoline or Diesel 
2. Axle Config. 
3. Max GVW 
4. HP 

On-Highway Flatbed Trucks 

1. Gasoline or Diesel 
2. Axle Config. 
3. Max GVW 
4. HP 

On-Highway Light Duty Trucks 

1. Gasoline or Diesel 
2. Cab Type 
3. Axle Config. 
4. Ton Rating 
5. HP 

 

Section 22:  Miscellaneous 

Portable Light Towers 

1. Gasoline or Diesel 
2. Tower Height 
3. # of Lights 
4. HP 

Hydraulic Impact Breakers 

1. Model 
2. Impact Energy (flb) 
3. Frequency (bpm) 
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DBE 

Disadvantaged Business Enterprise  
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On-the-Job Training 
 

 

 

 

Purpose: 
 
To monitor the training and upgrading of Minorities and Women 
towards journey worker status, in order to enhance promotion from 
within the Contractors unskilled work force. 
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About the OJT Program 
 
 
The OJT program is a federally mandated program designed to promote the training 
and promotion of unskilled workers to journey worker status  per 23 U.S.C. 140(a) 
 
CDOT is responsible for overseeing  this program, per the Stewardship Agreement 
with FHWA. 
 
The Region Civil Rights Manager is responsible for setting the goals and monitoring 
the program. 
 
Goals are set utilizing these minimum guidelines and considering: 

 Availability of minorities, women, and disadvantaged 

 The potential for effect training 

 Duration of the Contract 

 Dollar value of the Contract 

 Total normal work force 

 Geographic location 

 Type of work 

 Need for additional journey workers in area 

 General guidelines for minimum total training hours 
 

 
 
 
 

 

OJT  Program  -  

 

Contractors are required to meet the OJT Goals on a project!! No exceptions!!  

Reimbursement is at the rate of $2.00/hr per approved trainee. 

Contractors may use training hours provided to trainee/apprentices offsite to meet 
the project goals, however, documentation of those hours must be received and 
approved by the Region Civil Rights Manager.   These hours are NOT reimbursable 
by CDOT. 

 
 
Remember - There is only 1 program 

 
 
 

(Rev. 10/26/11) 
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Contractor Responsibilities 
 

 Contractors are required to provide OJT Training opportunities in skilled crafts on 
Federal aid projects. 

 Meet project goal set by the Region Civil Rights Manager 
 May be assessed a $$$$ penalty.  If the Contractor is at risk of failing to meet OJT 

project requirements they must submit a reasonable explanation in writing.  This 
will be reviewed by the Region Civil Rights Manager for consideration. 

 
 
Project Engineer Responsibilities 

 

 Assure Contractor in compliance with OJT requirements 
 Remind Contractor of their obligations & consequences on an ongoing basis 
 Document all communications regarding OJT requirements 
 Require written explanation of why OJT goal not met 
 Notify the CDOT Civil Rights Manager of any non-compliance issues or concerns 

 
 

Documentation 

 
 CDOT Form 1337 – Contractor Commitment to Meet OJT Requirements.   
 To be submitted along with a copy of the Contractor’s Approved Training Program 

prior to training starting.  Keep in mind that approval of a program by FHWA and/or 
CDOT may take 30 days or longer.  Required on all projects with an OJT Goal !!! 

 
 CDOT Form 838 – OJT Trainee/Apprentice Record.   
 This form must be submitted and approved by the Region Civil Rights Manager prior 

to any training.  One per trainee.  Required on all projects with an OJT Goal !!! 
 
 CDOT Form 832 – Trainee Status and Evaluation.   
 This is the Contractors request for payment.  One per trainee, per month of training.  

Be sure you review it and only pay for trainee hours on your project. 
 
 CDOT Form 1336 – Waiver Request.   

The Contractor may submit a written request for a reduction of hours or waiver of 
goal.  It is filled out by the project engineer.  A copy of the Contractor’s written 
explanation should be included.  Must be submitted to the Region Civil Rights 
Manager prior to project acceptance. 

 
 CDOT Form 105 – Speed Memo 

The CDOT project engineer shall communicate with the Contractor, in writing, 
utilizing the Form 105 regarding non receipt of forms, missed deadlines, withholding 
of the monthly estimate, and $$ penalties to be imposed for non-compliance. 
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CB 2011-10 Revised 
OJT Special Provision.doc

 
Payment 
 
The Contractor shall submit a CDOT form 832 for each approved trainee on the 
project, on a monthly basis.  This is the Contractor’s formal request for payment. 
 
Payment shall be posted against the budgeted Plan F/A OJT based on the number of 
OJT hours times the appropriate rate.  
 
Payment of OJT may exceed your plan force account amount.  However, be sure to 
monitor your project budget.  If additional funds are needed, a Change Order must be 
executed. 
 

The Contractor must meet all the requirements of the specification before payment can 
be authorized.  
 

Penalties 
 

The monthly progress estimate should be withheld if CDOT forms 1337 & 838 are not 
received by the deadlines stipulated in the spec. 
 

Additional penalties shall be accessed if the Contractor fails to meet the goal set for the 
project.  The penalty will be determined by the Region Civil Rights Manager. It is 
calculated based on the OJT goal minus the actual OJT hours paid times the 
journeyman’s wages plus fringe benefits.  The CDOT Civil Rights Manager generally 
selects the most commonly utilized wage classification on the project to use in the 
calculation. 
 
The project engineer will notify the Contractor in writing, using the CDOT form 105 and 
post the penalty on the monthly progress estimate using category 200, item code 900-
00028 (OJT Damages).  
 
The Contractor has 14 days from  the date of receipt of the CDOT 105 notifying them 
of non-compliance to respond.  
 

Waiver Request  
 

The Contractor may request  that the CDOT Civil Rights Manager  modify or waive the  
OJT hours goal. Upon receipt of the Contractor’s written request, the project engineer 
shall complete the CDOT form  1336 and submit both to the CDOT Civil Rights 
manager.  This should be done as soon as it becomes apparent the OJT goal may not 
be reached and prior to project acceptance. 

 

The Civil Rights Manager will notify the project engineer of their decision and the 
project engineer shall notify the contractor in writing. 
 
For additional information - reference the Standard Special “On-the-Job-
Training”, Construction Bulletin 2011 #10 in Appendix A and/or contact 
your region Civil Rights Manager. 
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CDOT 1337
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CDOT  838 



 

17-10 
 

 

CDOT 832 
 

Be sure to 

only pay for 

hours on your 

project !!!! 

 

More than 1 

project may be 

listed on form. 
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CDOT 1336 
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DBE Programs 

 
The DBE Program is a federally mandated program required by the US Department of 
Transportation per CFR 49 Part 26 and Title VI of the Civil Rights Act of 1964.  
 
CFR 49 Part 26 may be reviewed at: 

http://ecfr.gpoaccess.gov/cgi/t/text/text-
idx?c=ecfr&sid=753d226faf0792f90410ff80fdea2805&rgn=div5&view=text&node=4
9:1.0.1.1.20&idno=49 

 
To be certified as a DBE the company must serve a commercially useful function.   

 
Definitions 
 

Disadvantaged Business Enterprise (DBE).   
A small business concern that is certified as being: 
 

A. At least 51 percent owned by one or more socially and economically 
disadvantaged individuals or, in the case of any publicly owned 
business, at least 51 percent of the stock of which is owned by one or 
more socially and economically disadvantaged individuals; and  

 

B. Whose management and daily business operations are controlled by 
one or more of the socially and economically disadvantaged individuals 
who own it. 

 

C. Socially and economically disadvantaged individual means any 
individual who is a citizen (or lawfully admitted permanent resident) of 
the United States and who is: 

 
  
DBE Joint Venture.  
Joint venture means an association of a DBE firm and one or more other firms to 
carry out a single, for-profit business enterprise, for which the parties combine their 
property, capital, efforts, skills and knowledge, and in which the DBE is responsible 
for a distinct, clearly defined portion of the work of the contract and whose share in 
the capital contribution, control, management, risks, and profits of the joint venture 
are commensurate with its ownership interest. 
 
A DBE joint venture must be certified as a joint venture by the Business 
Programs Office at CDOT even if all firms were previously certified!!!! 

http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=753d226faf0792f90410ff80fdea2805&rgn=div5&view=text&node=49:1.0.1.1.20&idno=49
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=753d226faf0792f90410ff80fdea2805&rgn=div5&view=text&node=49:1.0.1.1.20&idno=49
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=753d226faf0792f90410ff80fdea2805&rgn=div5&view=text&node=49:1.0.1.1.20&idno=49
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DBE Goals- set on a project by project basis by the Region Civil Rights Manager based 
on the engineer’s estimate.  The items of work and quantities taken under consideration 
only include the biddable items. The Civil Rights Manager also will look at the pool of DBE 
firms that are available based on the work codes and their availability.   The program uses 
the North American Industry Classification System codes (NAICS) for this purpose. 
 
Good Faith Efforts   
It is the obligation of the bidder to make good faith efforts to meet the contract goal prior 
to the bid opening.   
 
Good Faith Effort --- Condition of Award 
 
Understanding the Process…. 

 Bid opening – first indication if will go thru Good Faith Effort (GFE) 

 Initial forms are submitted by the Prime Contractor to the Civil Rights and Business 
Resource Center (CRBRC) 

 CRBRC will review, collect and verify information 

 CRBRC reviews and approves 

 IF Award denied……….letter is sent to the Prime Contractor 

 Prime Contractor may appeal 

 Prime presents case ….Note: only efforts prior to bid opening are considered 

 Decision made to recommend award, or not, made by the Chief Engineer (or 
their designee) 

 
Do’s & Don’ts 
 

 Do talk to the Subcontractors 

 Do notify the Civil Rights Manager when issues are known to exist. 

 Don’t ignore issues with DBE’s even if there is no DBE goal on project 

 Don’t take sides 
 
Monitoring the Program Through Documentation 
 

 Beginning: 

 Commitment at time of bid (CDOT forms 1414 & 1415).  Required as 
condition of award. 

 During: 

 Permit to Sublet (CDOT form 205B) 

 List of Suppliers (CDOT form 1425)(required for all items >$10,000) 

 All subcontractors must be given opportunity to perform 

 Quarterly report of payments to DBE’s (CDOT form 1419) 
 

 End: 

 Final payments to DBE’s (CDOT form 1419) 
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Performance Issues or Replacement 
 
If non-performance issues arise –  

 be sure to contract your region Civil Rights Specialist 

 READ & follow the DBE specification!!  
 
Prior to requesting approval of replacing or self-performing , the Contractor must provide 
written documentation of their Good Faith Efforts in working with the DBE subcontractor 
to resolve performance issues. 

 
The Prime Contractor’s decision to self-perform must meet the following conditions: 

 Provide written documentation of the incident(s) to the Region Civil Rights 
Manager 

 Obtain prior approval to self-perform  from the Region Civil Rights Manager 

 Obtain technical assistance as needed 
 
The Prime Contractor must still meet the continuing obligation of Good Faith Efforts to 
meet DBE goal. 
 
All payments to subcontractors/suppliers must follow the prompt payment act(CRS 38-26-
107 & 24-91-103). The CDOT 1418 shall be submitted monthly and document payments 
to subcontractors and suppliers. 

 
 
Replacement of DBE Subcontractors used to meet the contract goal 
 
Based upon a showing of good cause the Contractor may request that a DBE named on 
Form 1414 or 1415 be replaced with another DBE pursuant to the terms and conditions of 
the DBE special provision. 

 
For additional information on the DBE Spec – see CB# 2014 #2 in Appendix A 
 
Labor Compliance 
 
More than just Contractor payrolls…. 
Also includes the following: 
 
 

– Monitoring field activities 
– Comparing activities with payrolls 
– Interviewing employees (CDOT 280) 
– Ensuring payment for work   
– Ensuring proper job classifications are utilized 
– Requesting proper job classification if not listed on wage decision (DOL 1444) 
– Assuring bulletin board is assessable 24/7 and has all required postings clearly 

visible, including all pages, including the Davis-Bacon Wage Decision. 
 

https://www.codot.gov/business/bidding/bulletin-board-postings 

https://www.codot.gov/business/bidding/bulletin-board-postings
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Appendix A 

NOTE: The 2014 edition of the Construction Manual includes all Bulletins issued prior to January 

2014.   This list has been left in for quick reference. 

A complete list of Construction Bulletins may be found at: 

https://www.codot.gov/business/designsupport/bulletins_manuals/construction-bulletins 

Construction Bulletins Referenced in this Manual 
 

2005 # 2 – Caisson Construction Inspection Documentation 

2007 # 3 – Highway Construction PO Amendment Process 

2008 # 12 - Implementation of Water Quality Control Consent Order 

2008 # 3 - Buy America Requirements 

2008 # 7 – Revision to Minor Contract Revision (MCR) Process 

2009 # 1 – Water Quality Control Update #1 

2009 # 4 – Water Quality Control Update #2 

2009 # 5 – Post Award Project Financial Statement: Form 65 

2009 # 6 – Water Quality Update #3-FAQ Water Quality Webpage, Daily Inspections & LA projects 

2009 # 8 – Force Account Management On All Projects With Emphasis on ARRA Projects 

2010 # 12 – Written Notification 

2010 # 3 – Proper Use of Form 105 – Speed Memo 

2010 # 4 – Buy America Requirements 

2010 # 6 – Form 1212 and SAP Workflow 

2010 #13 – Payment for Change Order Work 

2011 # 10 – Revised OJT Special Provision 

2011 # 3 – Required Documentation from Contractors 

2011 # 4 - Water Quality Control Update #4 

2011 # 5 – Mechanically Stabilized Earth (MSE) Wall Checklists 

2011 # 7 – Written Notification 

2011 # 8 - Water Quality Corrective Action Response Log (CARL) 

2011 # 9 – FHWA Approval of Major CMOs 

2013 # 2- CDOT Form 280 – Equal Employment Opportunity and Labor Compliance Verification 

2013 # 3- Payroll Verification Sampling 

2013 # 5 – Guidelines for Interpreting Non-Standard Readings Using the MIT-Scan-2 

2013 # 8 – New Form 205 Sublet Permit Application 

2014 # 2 – Disadvantaged Business Enterprise 

2014 # 8 – Buy America 

http://www.coloradodot.info/business/designsupport/bulletins_manuals/construction-bulletins


 

 

Materials Bulletins 

A complete list of Material  Bulletins  may be found at: 

http://www.coloradodot.info/business/designsupport/bulletins_manuals/materials-bulletins 

 

Materials Bulletins Referenced In this Manual: 

 

2011 #2 – CDOT Micropile Use & FHWA’s Buy America 

 

http://www.coloradodot.info/business/designsupport/bulletins_manuals/materials-bulletins
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SiteManager®, Change Orders and the CDOT 65 

 
Selections you make when entering your Change Order in SiteManager® have a financial 
impact to your project and how the $$$ are reflected on the CDOT 65 – Project Financial 
Statement. 
 

To assure your Change Orders are reflected correctly on the CDOT 65, here are the steps 
and proper actions to take in SiteManager®.   
 

CO Header Window in SiteManager 
Fill in Description, Reason Code 
Click on down arrow for “CO Type:” 
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CO Type Selections & Where to Reconcile 
 

 Modifications With No CMO/MCR Required 
 Complete entering your Change Order 

 If your Change Order is for a negative $ amount (i.e. price reductions, work zone time 
violations) do not make any adjustments. 

 For all others, adjust on the line item created for the Change Order in Projected Quantities 
by entering the negative amount of your Change Order in the “Projected Quantity” column. 

 Do not reconcile Change Order in Change Order Module –  

  

 Subcontractor/Supplier Lien SiteMgr only 
 Complete entering your Change Order 

 Adjust on the line item created for the Change Order in Projected Quantities by entering 0 
(zero) in the “Projected Quantity” column. (Liens should not show any impact to project 
budget as they must be “0” prior to the final estimate and project closure.) 

 Do not reconcile Change Order in Change Order Module 

  

 Contract Modification Order: 
 Complete entering your Change Order 

 Adjust on the line item for Plan F/A MCR in Projected Quantities (item 700-70010) by 
entering the negative $ amount of your Change Order in the “Projected Quantity” column. 

  

 Plan Force Account  
DO NOT USE !!!!!! – Items are already included as line items from system generated 

Change Order #1 
 

 Minor Contract Revision 
 Complete entering your Change Order 

 Reconcile Change Order in Change Order Module (will automatically adjust Projected 
Quantity) 

 After completing your Change Order, return to the Header window: 

 Services, Calculate CO 

 Write down $$ amount of CO 

 Save 

 Services, CO Item, Services, New CO Item 

 Select Plan F/A MCR line item 

 Enter negative amount of calculated CO  

 Services, Calculate CO 

 $$ Total for CO should be 0 (zero) 

  

 Anticipated CMO 
 Select “CMO” for CO Type and complete entering your Change Order,. 

 Adjust on the line item for Plan F/A Anticipated CMO (item 700-70002) in Projected 
Quantities by entering the negative $ amount of your Change Order in the “Projected 
Quantity” column. 

 Do not reconcile Change Order in Change Order Module 

  

 Time Extension 
Time only…no need to reconcile or adjust Projected Quantities. 

 

Note: NEVER, EVER, EVER click the box next to “Force Account” (really bad things happen)
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Adjusting Projected Quantities Screen & Over/Under Report  in SiteManager® Accessories 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- 

In this example a Change Modification Order type CO was written that is using MCR Funds.  The Change 

Order amount was $126,731.24.  Note the adjusting entry in Projected Quantities and how it is shown on the 

Over/Under Report. 
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Entering CDOT 205’s in SiteManager® – 
 
Often times bid items are split between categories. 
 

The Pay Item Consolidaton Report willhelp you locating all occurances of a bid item. 
 

This report shows the categories as well as the Proposal Line Numbers and Pay Estimate 
Line  
 

Reference Numbers.  These may be different, due to the break out of work under different 
catagories on the progress estimate. 
 

Step 1 – It is recommended that you run this report  before you enter the 205’s for your 

project. 

 

It is found in SiteManager Accessories, Contract Administration, Pay Item Consolidation 

Report. 

Pay Item Consolidation Report 
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The Pay Item Consolidation Report will show bid items that are split between 

multiple categories and the corresponding Line Reference Numbers.   

 

This is very useful for locating all occurrence of items in the pull down menu for Items 

tab when entering items of work on a 205 record. 

Pay Item Consolidation Report 
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Typical 205 entry- Description Tab 

 

Note SubCont Nbr must be 3 digits (i.e. 001, etc) 

 

Parent Sub cont Nbr is only used if 205 is for 2nd, 3rd tier 

Subcontract. 

 

 

Creating a CDOT 205 record… 

 

Step 2 – Main Panel, Contract 

Administration, Contractor 

Management, Subcontracts 

 

Services, Choose Keys, select & 

open your project. 

 

The Description tab should be 

bold. 

 

Click on the New icon. 

 

Fill in fields, using info from your 

CDOT 205. 

 

The Approval date must the 

same as or later than the project 

Start Date so leave this for now. 

 

SAVE….. 

 

Note: 

In February 2015 a new window was added 

to this screen.   

It contains three new fields: 

“Effective Date”, “Expiration Date” and 

“Active Indicator”. 

 

The project engineer shall enter the 

“Effective Date” and “Expiration Date” 

fields. This will add/delete the 

subcontractor from the drop down list. 
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Step 3 –  Add items. 

Click on the “Items” tab (“Items” 

tag should be bold.) 

 

Click on the “New” icon.  

 

Click on the drop down arrow 

next to “Prj Nbr” and select your 

project. 

 

Right click in the “Line Item” field 

(magnifying glass should appear) 

 

Scroll down and select item. 

 

“This Subcontract Quantity”, 

“Unit”  & “Price $” will always be 

the actual subcontracted quantity 

& price 

 

Adding Items  

Example of a subcontracted item  

 

Item Quantity, Unit & Price $ are actual subcontract 

quantities/prices as shown on the 205 
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Example of an item that is partially subcontracted  – 

 

Note Unit is “No Common Units” and Price $ is the % of original bid 

price noted on CDOT 205. 

Step 3 –  Add items (Partial) 

Click on the “Items” tab (“Items” 

should be bold.) 

 

Click on the “New” icon. 

 

Click on the drop down arrow 

next to “Prj Nbr” and select your 

project. 

 

Right click in the “Line Item” field 

(magnifying glass should appear) 

 

Scroll down and select item. 

This Subcontract Quantity will be 

bid quantity. 

 

Unit will be “No Common Units” 

 

Price $ will be the percent of the 

original bid price that you 

calculate using the figures shown 

on the 205. 

 

In this case— 

Original bid price is $11,280. 

% subcontracted is 55.67% 

 

  .5567 x $11,280 = $6,279.57 

 

 

Adding Items- Partial Item Subcontracted 
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This is where the Pay Item 

Consolidation Report is useful. 

 

First occurrence in Cat 200 as line 

reference  

# 490 ------- 

 

Note Quantity, Unit & Price are 

100% of the amounts shown on the 

Pay Item Consolidation Report for 

this line reference number. 

 

“Unit” is the actual method of 

measurement (in this case Lin 

Foot) and price $ is actual 

subcontracted price. 

 

Adding Items- Bid Item is Paid under Multiple Categories 

Example of first occurrence of a bid item that is 

split between Categories on the estimate 
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Second occurrence in Cat 300 as 

line reference # 1135 ------- 

 

Note Quantity, Unit & Price are 

100% of the amounts shown on the 

Pay Item Consolidation Report for 

this line reference number. 

 

Note - “Unit” will always be the 

actual method of measurement (in 

this case Lin Foot) and “Price $” 

will always be the  actual 

subcontracted price. 

 

 

Adding Items- Bid Item is Paid under Multiple Categories (cont) 

Example of second occurrence of a bid item that is split 

between Categories on the estimate 
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Continue adding all items for one(1) subcontractor. 
Save often. 
When finished with one subcontract – 
Save 
To continue adding subcontracts – 
Click on Description tab 
Click on New 
Enter info 
Save 
Add Items 
Click on Item 
Click on New 
Enter info 
Save 
Continue until all your subcontracts are 
entered. 
 
 
 
 
Don’t forget to go back and enter the approval and effective dates after your project 
start date is entered by the Region Finals Administrator and before you run an estimate! 
 
 
 
 
 
Additional Help Tips: 
 When adding an additional subcontractor to an existing sublet item (2nd tier etc.) modify 

the tier 1 subcontractor record by selecting “no common units” 
 

 When replacing a subcontractor,  modify the original subcontract record by reducing the 
original quantity and $ amount, then add a new subcontract record and select “no 
common units” 
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Stockpile Material and SiteManager® 

Viewing Stockpile Records 

 
To view stockpile records in SiteManager®: 
 

SiteManager, Main Panel, Contract Administration, Contract Records, Stockpiled 
Materials, select project, scroll down to line reference number.  
 

All records for that line item will be grouped together. 
 
Select the item you want to view 

This window appears with all stockpile records.  Select the one you want to view.  Note that 

Sign Panel (Cl.II) has multiple records. 
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This is how stockpile records look in SiteManager® 
 
 1st  Record 

2nd Record 

2nd  Record 
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Entering a New Stockpile Record 
 

New Record Screen 
 

“Units” must always match pay item Method of Measurement and for pay item !!! (i.e. 
Lbs., Cu. Yd.) 
 

Never use $$$’s unless the item is measured in dollars. 
 

SiteManager® reduces the stockpile material record by the quantity paid as work in 
place.  If Units do not match, then the balance will not be reduced correctly. 
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Entering Stockpile Records When Item is Split Between Categories 

Request from Prime Contractor – Required per §109.7 
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Letter from Subcontractor– Required per §109.7 
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Contractors Cost Analysis– Required per §109.7



 

B-18 

 

 

Certified Invoice for 36” Chain Link Fence Material– Required per §109.7 
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Project Engineers Worksheets to Calculate Unit Price for Stockpile and 85% Check 

 Total from Merchant Metals Inv. 595242528 

 Less material for Gate $387.45) and 72” CL special ($442.80) 

 

 

               $34, 569.51 

  $      387.45 

-$      442.80  

  $33,739.26 

 

 Divided by Plan Quantity of 3,862 LF  

 = Stockpile Material Unit Price of $8.72/LF 
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Stockpile Records in SiteManager® & Line Items on  Estimate 

 

1st Category – 1st invoice
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2nd category – 1st invoice
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3rd Category – 1st invoice 
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Adjusting Stockpile Materials 

 
Normally, stockpile records are reduced automatically by SiteManager® as the items are 
paid for as completed in place.  However there may be times during the course of a 
project where the stockpile records need to be manually adjusted. 
 

For example: 

 There is an error in plan quantity. 

 A Change Order resulted in increased quantities. 

 Additional quantities were placed that were not stockpiled. 

 When finalizing final quantities prior to the final estimate. (In this case all stockpile 
material records must me zeroed out.) 

 

In most cases, you would simply add a new stockpile record as additional quantities are 
received.  The program will reduce each in turn as the materials are put in place and 
paid for. 
 

Sometimes a case arises where some material may arrive on site and is placed without 
the need for an additional stockpile record. 
 

In this example, signs were placed that were not part of the original stockpile material 
record.  The program would automatically reduce the stockpile record by the quantity in 
place.  In order to only pay that part from stockpile that was taken from the stockpile, the 
original stockpile record was closed out  and a new stockpile record was calculated and 
entered. If this was not done, the Contractor would not have been paid properly. 

New (2nd) Record- 

Original quantity + additional quantity 
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Results shown on estimate.  Stockpile record reduced and Contractor paid correctly. 
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SM Bulletin 2001-4 
Stockpile.pdf

Closing out Stockpile Balances 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For more information  see SiteManager® Bulletin 2001-4 Stockpile Materials in 
appendix A. 
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Adjusting A Time Count 
 

 
There may be times that you need to adjust the time count on your project. 
For instance,  you have found you charged time when you should have selected “no 
charge” days.   
 
After you have determined the correct time count, and identified the diaries that need to 
be adjusted: 
 

1. Log into SiteManager® 
2. Click on “Main Panel” 
3. Click on “Daily Work Reports” 
4. Click on “Diary Adjustments” 
5. Open project 
6. Open diary you want to correct 
7. Select “New” 
8. Click on the down arrow in the “Charge” window 
9. Select the change you want (Full, Half, No).  Only the options that differ from the 

original will display. 
10. Click in the “Credit Reason” window. 
11. Type in “Other” or something like “Correction to time count” 
12. SAVE 
13. Continue for each diary you need to correct. 
14. SAVE 
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SiteManager® Reports for Field Personnel 
 

Attached are a few of the reports available in SiteManager® and SiteManager® 
Accessories that field personnel should be familiar with. 
 
They are useful tools to assist with project administration and management. 
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Overs and Unders Report 
 

Line by line detail of the original and completed quantities and dollar amounts paid the 
Contractor.(i.e. status of construction project dollars) 
 

Used to review project construction budget status.  This is “must have” as the project 
engineer should  review the project’s budget status on a monthly basis.   
 

The information show on this screen is utilized by SAP to generate the CDOT 65 – 
Project Financial Report.   
 

Quantities may be adjusted in the Contract Project Quantities screen in SiteManager® 
Accessories. 
 

This report is found in SiteManager® Accessories, Main Panel, Contract Administration, 

Over/Unders
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Contract Projected Quantities Screen showing where figures may be adjusted for the 

Over/Under Report. 

This report is found in SiteManager® Accessories, Main Panel, Contract Administration, 

Projected Quantities

In this example we are adjusting the Plan F/A Minor Contract Revisions 

amount to reflect a Major Change Order utilizing the MCR Budget.  It is 

necessary to make the adjustment in this manner, in order for the CDOT 

65 to be correct. 

 

MCR type CO’s are reconciled in the Change Order module. 
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Daily Work Report (DWR) 

Detail of items and quantities of work completed and to be paid the Contractor. 
 

Point of entry for data the SiteManager® program utilizes to compile the Contractor 
Progress Estimate. 
 

Shows contractor, location, and quantity of work.   
 

Documentation requirements are the same for both paper and electronic reports. 
Measurements & calculations may be included in the ‘Remarks” section or referred to 
as an attachment.  Be sure to include the reference number or attachment name in the 
first 25 characters in the location field, so that it will print out on the Item Summary 
report.  You must leave an audit trail! 
 

In SiteManager®, Main Panel, Daily Work Reports, Daily Work Reports.  

Note measurements & calculations shown as remarks 
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Unpaid/Installed Quantity Summary Report 

This report lists DWR’s that have been posted, but not approved for payment. 
Used to verify the items of work that have not been paid on an estimate. 
  
The PE should review this report prior to running an estimate and confirm that all 
DWR’s for work completed have been approved for payment. 
 

In SiteManager®, Main Panel, Contractor Payments, Reports, Installed Work. 
 

 

If this DWR was approved for payment, the “Auth” box would display an ‘X’. 

It would then be paid on the next Progress Estimate that is generated & approved. 
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Item Summary Report 

“Roadmap” to the DWR’s.  Sorted by estimate Line Item Reference Number & 
Category.   
 

Lists all DWR’s with entries posted and paid to an item and by whom. Shows 
Contractor payment subtotaled by each estimate.  
 

To be reviewed by the project engineer at end of project to finalize quantities. 
In SiteManager® Accessories, Main Panel, Daily Work Reports, Item Summary. 
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Change Order / Reason Code Report 
 

Lists all Change Orders entered into SiteManager®, sorted by number.   
 

Shows status & type of Change Order and brief description.   
 

Used  to verify all Change Orders have approved and/or processed or MCR type CO’s 
have been reconciled. If they have not, the project has been charged twice.  This 
impacts the project budget, and the CDOT 65 Financial Statement will be not be 
accurate. 
 

In SiteManager®, Main Panel, Change Orders, Reports, CO/Reason Code Breakdown. 

If CO Type is ‘Minor Contract Revision’ – CO Amount should be 0(zero) dollars. (CO was 

reconciled correctly) 

 

If CO Type ‘Contract Modification’  - CO Amount shown will be $ amount of Change Order. 

(remember: CO $ amount should be adjusted in the Projected Quantities screen). If not, 

your project budget, as shown on the CDOT 65 will not be correct. 
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Minor Change Items Summary 

Shows the MCR Limit, Change Order Quantity, Estimated Amount & amount Paid to 
Date for all Minor Change Order Items. 
 

Used to review your Plan F/A MCR budget balance. 
 

In SiteManager® Accessories, Main Panel, Change Orders, Minor CO Summary. 

To calculate your  MCR balance – Subtract the ‘Accumulated Amount $’ from the MCR ‘Limit $’ 

 

The Accumulated $ Amount shown is the Total of all the ‘Estimated Amounts’. 
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Contractor Progress Estimate 

The Contractor is paid through the SiteManager® Progress Estimate system and SAP. 
   
Page 1 (the Estimate Summary) shows the time allowed and charged , payments for 
stockpile material, the amount of Retainage/Securities held and payments to Contractor. 
 

The pages following show the line item details – Item by item summary of quantities 
placed, dollars paid to date. 
 

Generated in SiteManager®, Main Panel, Contractor Payments, Estimates. 
 

Printed out in SiteManager® Accessories, Main Panel, Contractor Payments, Estimate 
Summary. 

 

Estimate Summary 
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Estimate Details 
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Project Time Count 
(CDOT 262 &263) 

 
Project time count.  To be presented to Prime Contractor weekly for their signature.   
 

Important for two reasons: Per spec the Contractor has 30 days to dispute and if 
contract time is exceeded, liquidated damages shall be assessed. 
 

In SiteManager® Accessories, Main Panel, Daily Work Reports, Weekly Time Counts. 
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Pay Item Consolidation Report 
 

Bid items are often split among categories and assigned multiple line reference 
numbers.   
 

This report is very useful as it shows Proposal Line Numbers, Category and Pay Estimate 
Line Reference Numbers. 
 

It is recommended that you run this report  before you enter the CDOT 205B’s (Permits to 
Sublet) for your project. 
 

It is also useful for locating all records for a particular item. 
 

In SiteManager® Accessories, Main Panel, Contract Administration, Pay Item 
Consolidation Report. 

In this example the bid item Fence Chain Link(Special)(36 inch) is split 

between multiple categories.  Note the report shows the estimate Category 

and Line Reference Numbers where this item appears multiple times on the 

estimate.   

 

This is very useful for locating all occurrence of items in the pull down menu 

for Items tab when entering items of work on a 205 record. 
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Stockpile Material 
 

The project engineer should make sure that all stockpile records are closed out prior to 
the final progress estimate.  It does not hurt to review this report during the course of a 
project. 
 

To print out a stockpile material report: SiteManager® Accessories – Contract 
Administration, Stockpiled Materials and select your project. 
 

If stockpile records have not been automatically reduced to zero(0), you must manually 
close out the balances. 
 

To close out balances:  In SiteManager®, -- Contract Administration, Stockpiled 
materials, select your project, Services, Close Out Balance, Close, Yes. 
In this example initial payment was made for 331 EA Dowel Baskets (12”)  incidental to 
item 412-01200 Concrete Pavement (12”). 
 

For each estimate a DWR was approved for payment, the same number of baskets were 
subtracted from the stockpile record.  After estimate 20 was paid, all baskets were paid 
in place on line #330 and the stockpile record automatically zeroed out. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: When entering your stockpile record in SiteManager®, be sure to use the same 
method of measurement (LF< SY, etc.) as the bid item. 
 
DO NOT USE DOLLARS (unless the item is paid in dollars).  If you do not match the 
method of measurement, the stockpile record will not be reduced correctly. 
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DWR Attachments 
 
A convenient way to document pay quantities is to create an external document 
such as an Excel spreadsheet or Word document that can be electronically 
attached to a DWR in SiteManager®.  
 

Text and PDF files less than 150K may also be attached. 
 
In this example, the project engineer has used documents to calculate pavement 
detour and sign quantities. 
To add an attachments: 

To the DWR Info tab: (if attachment applies to the entire DWR) 

 Click on “Main Panel”, “Daily Work Reports” icon 
 Click on “Daily Work Reports” icon 
 Create a new DWR or open an existing DWR that is not locked or authorized 

for payment. 
 Click on the “Attachment” icon.   
 The attachment button appears. 

 

To the DWR Work Item tab: (if attachment applies only to a specific work item) 

 Click on “Main Panel”, “Daily Work Reports” icon 
 Click on “Daily Work Reports” icon 
 Create a new DWR or open an existing DWR that is not locked or authorized 

for payment. 
 Select and record to an item on the “Record Work Item” screen  
 Click on the “Attachment” icon.  The attachment button appears. 

 
Attach an Existing Electronic File: 

 Click on the new “OLE Attachment” icon 
 Click the “Create for File” folder tab 
 Enter the path and name of the file, or click “Browse” to search and select the 

file 
 Click “Open” 
 In the “Name” field enter a name for your attachment.   
 In the “Description” field enter a brief description.  This will print on the “DWR 

Attachment” report. 
 In the “Attachment Security” box, click on the “Add All” box. 
 DO NOT USE the Run Automatically radio button 
 When finished ……Click “ADD” button 

 
Click on “Save” 
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To Print out a Listing of Attachments 
 
 

To print out the DWR Attachment report:  SiteManager® Accessories --- Contract 
Administration, Daily Work Reports, List of DWR Attachments Report, click on down 
arrow and select your project, then OK. 

Note: In this example the project engineer attached the document to a specific work 

item.  An attachment may also be done for an entire DWR on the DWR Info tab.  
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To View the Attachments 
 

Open the reports: In SiteManager®:Daily Work Reports, Daily Work Reports, open 
project, select inspector, open DWR, Work Items tab, open line item, select item in “Loc 
Seq Nbr” box (may be more than one entry), Attachment icon, select attachment in new 
window, dbl click or highlight attachment and click on Run icon. To close attachment, 
click on ‘X’ in right hand corner of window.  To return to the DWR item, click on the Work 
Items tab. 
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Item Quantity Report---- 
Exporting Item Listing from SiteManager® to Excel 

 for Creating “305 Book” Label Tabs 

 

Download Item Information from SiteManager® 

 

Log into SiteManager® 

Main Panel 

Click on “Contract Adminstration” icon 

 

 

Click on “Reports” 
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Click on “Item Quantity” 

 

 

 

This screen will appear 

 

 

 

 

Right click in “Contract ID”: box to search and select project code 

Click on “All items Status” box  (do not click on generate off-line file or off-line print boxes) 

Click “OK” 
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This screen will appear 
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Click on “Services” 

Click on “Export” 

 

 

 

In the “Save in” box, click on the down arrow and select the computer named c: (your name) 

so the file goes to the hard drive of your computer. 

Then select “Users”, then your user name 

 

 

Then select the folder on the hard drive to copy the file to. 
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The selected folder will open up. 

Select “Excel file” in the “Save as type:”  box 

Name the file (a good practice is to use the project PCN then something like item data) 

Save 
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after clicking save on the previous sceen, the following screen will confirm the file was saved to that 

folder.  Check the message to be sure the correct folder is displayed on the confirmation.  Otherwise 

you will need to export again to the correct folder. 

 
 

Click “OK” 

Close out of SiteManager®. 

Review data in Excel 

Open the excel file you created with the items. 
 

Note the field names of the data you want to print on your index tabs. (generally “in_itm_nbr”, 

“itm_cd”, and “desc1”) 
 

At this point, you may re-format the data.   I would suggest you review the “In_itm_Nbr” column 

and make sure that it is sorted in numerical order prior to merging.  That will assure your labels 

will be in sequence when they are printed out. 

If you get the “Protected Data” message, you may have to change your File Block Settings to 

allow 

editing. 
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Open the file you created. 

Click on “Enable Editing” 

Your Excel data should look like this: 
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CREATE MERGE WORD DOCUMENT 

 

Note: If you save your template, you only have to do this once for each type of index tab you use. 

Open a blank document in Word. 

Select Mailings 

Click on “Start Mail Merge”.  

Select “Labels”.  Labels Options box opens. 

Select the type of labels you have in the “Label Options” window. 

Click “OK”. 

You should see gridlines appear in the document that represent the tab layout you have 
selected.  If you do not see gridlines, select  “Layout” (under Table Tools) then “View 
Gridlines” 

 

 

If necessary, click on Select Mailings 

Click on Select Recipients  

Select “Use Existing List”  

Select the excel file you downloaded and saved. Click “Open” 

In “Confirm Data Source” box  select “MS Excel Worksheets via  DDE(*.xls)” and click “OK” 

If you do not see “MS Excel Worksheets via  DDE(*.xls)” ,click in the “Show All” box, scroll 
down the list, and select and then click “OK”.  Named or cell range 
box appears. 

Confirm cell or range (i.e. Entire Spreadsheet) and click “OK” 

After a minute, you may see «Next Record» populate the labels.  

If you do not see «Next Record» in your labels, don’t worry, you can 
still add that function by selecting “Rules”, “Next Record” when you 
are adding your merge fields. 

If you get and error message, such as “Error has occurred: external table is not the expected 
format”, just close the box by clicking on the “X” in the upper right hand corner.  A “Data Link 
Properties” box may appear.  Close this box by clicking on the “X” in the upper right hand 
corner. The ODBC Excel Driver Logon Failed box appears.  Likewise, close this window by 
clicking on the “X” in the upper right hand corner. A box asking for the “Named or cell range” 
should appear.  Highlight “Entire Spreadsheet” and click “OK”. 

Format Labels/Tab inserts 

Click in first label on the left.  Place cursor where you want to insert first field. 

Select “Insert Merge Field” (may need to click on down arrow).  Field list appears. 

Select field you want (i.e. “In_itm_nbr”.  It will be inserted in the position the cursor is. 

Continue to place fields in the place you want them to print. You may insert spaces, dashes 
etc., then insert “desc1” 

To create a double-sided label, (i.e. back side)  

Click in the next label to the right 

Select and insert the field you want(i.e. “Itm_cd”).   
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Note: «Next Record»  must follow the last field that you want printed on a label (or pair of 
labels).  If not the mail merge will not work.  You may either select “Rules, “Next Record“ or 
Copy and Paste  «Next Record» from one of the other labels. 

Copy and paste the fields you formatted to the rest of 
the remaining blank labels.  If given the choice, use the  
“overwrite cells” option on the Paste menu. 

You can format font, font size, position etc. by for the entire table by 
highlighting the table by clicking  on the box that appears at top left 
margin of the table.  Then click on the “Home” tab and select the options 
you want.  

I find using Arial and 8 pt works best.  If the smallest size available in the drop down window 
doesn’t fit on your label, click on the “Aˇ” (shrink font) icon.  

SAVE the document.  You may reuse it as a master in the 
future…. you just need to link another data base to the 
document using the “Select Recipients”, “Use Existing File” 
options. 

Select Preview Results 

In necessary, click on “Mailings”  

Select “Preview Results”  

Fields should populate from the 
Excel spreadsheet you downloaded 
from SiteManager® 

This step will only display one page of labels. However, you can see if you need to sort the 
excel data to print the labels in the order you want.  It is also a good idea to see if the majority 
of your text fits the labels (some item descriptions may be a bit long).  You can format font, 
font size etc. for the entire sheet by clicking in the box at the left top margin of table.  Entire 
table should be highlighted. 

Click on the “Home” tab.   

Select font, size, center, etc.  

 SAVE 

 

Select Mailings, Finish & Merge 

Select “Edit Individual Documents”.  Merge to New Document box appears. 

Click “All” then “OK”  (program will add as many pages as you need for the items you have 
downloaded.) 

SAVE 

You now have a new document with all the merged data.  Review and edit your labels, as 
necessary so that all text fits on each label. Select fonts font sizes, etc. on the “Home” tab. 

SAVE 

Print 

I suggest you print one page on a sheet on plain paper to check the alignment prior to printing all of 
your labels. 
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Using Mail Merge to 
Create and Print Letters etc.pdf

5 tab- full page- Item 
Descriptions.docBig 5 Item tab 

mstr.docx

8 index tabs - Item 
Descriptions.docBig 8 Item Tab 

Master.docx

Using an Existing Word Document 

Once you have created and saved the “master” document you do not have to recreate it.  Just open 
the document and select “Mailings”, “Select Recipients” and  the “existing file” you want to use. 

 

Open the merge document you saved. 

This box will appear 

Select “Yes” 

Your Merge document appears 

 

Select Recipients (click on down arrow) 

Select “Use Existing List”  

Select the file you want to use.  

In “Confirm Data Source” box  select “MS Excel Worksheets via  DDE(*.xls)” and click “OK” 

If you do not see “MS Excel Worksheets via  DDE(*.xls)” ,click in the “Show All” box, scroll 
down the list, and select. 

Confirm cell or range (i.e. Entire Spreadsheet) and click “OK” 

 

 

 

 

 

 

_________________________________ 

Here are some Word templates I have already created: 

Big 8 tabs:   8 tabs: 

  

 

Big 5 tabs: Full page Big 5 tabs: 

 

 

For Additional information see: 
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Helpful Checklists 

Force Account Checklist 

Change Orders Checklist 

Change Order Letter of Explanation Checklist 

Permit to Sublet (205’s) Checklist 

Contractor Payrolls Checklist 

OJT Checklist 

DBE Checklist 

Final Submittal Checklist 

Final Materials Submittal Checklist 

Final Review Check Sheet 

Field Review of Project Documentation 

Most Common Required Contractor Submittals 
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  Good Morning – Welcome to the Quality Control Training Manual 
Class created by Carol Hoisington, Regions 1 & 6 Engineering Support 

 

Today’s goal -

 Give overview and layout of the manual  

 Inform you about construction 
documentation requirements

 Present you with some resources

 

Intro to manual –  
Your region procedures for processing paperwork may vary but……  
Documentation requirements same state-wide.  
 
White Space for notes, questions.  No test today.  Real test when you 
turn in your final. 
 
Purpose here to give overview and layout of manual and  
give you some resources to use. 
Independent chapters w/ examples. 
Each chapter contains a page with appropriate references for further 
info.  
Check off lists for reviewing CDOT 205’s; F/A’s; OJT; Change Orders; 

Final Submittal.   
Yes, some forms still need to be in paper at this time. Electronic 
signatures not fully recognized by CDOT. 
 
 

 

The administration and satisfactory 
completion of the project

Assuring the project is completed in 
“reasonable close conformity to plans & 
specifications”

Assuring all contractual requirements are met

Assuring all regulations stipulated by CFR 
Title 23 & 49 and the Civil Rights Act are 
adhered to

Chapter 3-1

Project Engineer Responsible for:
(§101.51)

 

Project Engineer Responsibilities: 
 
PE is the Chief Engineers duly authorized representative in direct 
charge of the work (per §101.51). 
 
And therefore responsible ----- 
 
Address questions, concerns, problems to them. 
 
A lot of responsibility…however, you not alone……….RE’s, specialty 
units to help you. 
 
Everyone on the project is responsible for documentation!!!! 
 
 
 
 

 

 

1 – Phone list 
 
Chapter references are to the Quality Control Training Manual.  
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  •Project Engineer is THE authority in the field.   

•You have the authority to exercise all the duties and responsibilities of 
the Chief Engineer, except where specifically retained. (§105.14). 
 

•However you are not alone. 

•RE first contact. 

•Some of the best resources – co-workers, specialty units. 

•For these listings – RE’s only.  Project personnel move locations often. 
 
 
 

 

 

2 – Abbreviations 
 
 
 

 

 

Government agencies are infamous for using acronyms. 
 
Hope these pages help. 
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3 – Project Administration 
 
The intent of this chapter is to give you a brief look at the life of a 
construction project and documentation requirements. 
 
Why concern?  
Accountability to the taxpayers of the State of Colorado. 
Obligation to provide value for $$$$ 
 
We want Fed money we play by their rules. 
 
Stewardship agreement state CDOT will provide these assurances. 
 
CDOT is the state agency responsible for overseeing the use of federal 
funds, ensuring quality of materials incorporated on projects and 
monitoring federally mandated Civil Rights programs. 
Local Agency projects included 
. 
 
 
 

 

 

Documentation is an essential component of project 
administration.   
Why? We want Fed money – we play by Fed rules. 
 
Per CDOT/FHWA Stewardship agreement, CDOT to assure 
contract compliance. 
 
How do we support these assurances?   --- We DOCUMENT! 
Necessary exercise. 
Not only required by law but it – 
Ensures contract compliance. 
Supports payments to the Contractor. 
Assures quality product. 
 
Today we are just going to talk about a few of the key areas during 
construction and project closure. 
 
Even though the Project Engineer is the authority on the project --- 
All project personnel are responsible for complete & accurate 
documentation…….. 
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Before you can enforce a Contract – you need to know what the 
Contract consists of: 
 
The contract is a legally binding, written agreement with the Prime 
contractor.   
 
It consists of multiple parts, all of which constitute one instrument.  
(show example).   
These separate documents should be in agreement with one another.   
 
Everything else supports contractor payments and compliance.  
 
If there should be a discrepancy between any of these documents see 
§101.17 & §105.09. 
 
Survey Manual part of contract - §629.01 & §629.03.   
Materials Manual part of contract - §105.03 & §106.01 

 
Be aware of Construction Bulletins issued and the Construction Manual 
Change Log  
  
 
Those issued prior to 5/25/04 are included in Construction Manual 
revisions dated August 2004. 
 
 
 

 

 

There is an ORDER OF PRECEDENCE §105.09 
(Coordination of Plans, Specifications, Supplemental Specifications, 
Standard Specifications). 
 
Generally project specific plan, specs supersede general ones. 
 
Remember these are parts of the contract and must be clarified in 
writing. 
 
Modification of a contract requires the use of a Change Order. 
 
Always check the first page of your project specials to see which 
version of the CDOT Spec book applies to your project!!! 
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Some documentation is required by Fed rules, regulations. 
(such as CFR title 23, 49 & Title VI of the Civil Rights Act of 1964) 
 
Federal, State and local laws, ordinances and regulations and all orders 
and decrees of bodies or tribunals are part of the contract!. They are 
included by reference -§107.01 – Laws to be Observed & §107.05 - 
Federal Aid Provisions. 
  
Those we do not lack for - but, fortunately- Fed rules regarding 
construction projects are summarized in FHWA 1273. 
 
You are responsible for assuring it is physically attached to all copies of 
the contract  – including subcontracts. 
 
Read it and be familiar with requirements, esp. in the matter of wages, 
subletting and Civil Rights Compliance. 
 
Call your Region Civil Rights Manager and/or Labor & Contract 
Compliance Officer (303) 757-9540 
 

 

 

Federal Contract Requirements 
 
Additional documentation required per FHWA 1273 and Stewardship 
Agreement. 
 
Also keep in mind the additional reporting requirements for projects with 
special funding (FASTER, Bridge Enterprise, etc.) 
 
CDOT 1212 must still be completed and signed in paper format – 
assures contract compliance! 
DBE Program monitoring, such as the CDOT 205 and 17. 
OJT Trainee Programs – CDOT 832, 838. 1337. 

 

 

 

Payrolls 
 

Davis-Bacon wages – apply to all Federal Aid projects.  Schedule 

included in your Project Special Provisions. 
Multiple schedules.   
Remember other decisions that affect hauling, definition of site of work. 
 

Payrolls required on all Federal Aid projects and ALL Force Account 
Work. 
 

Conduct monthly interviews and complete CDOT form 280 – Equal 

Employment Opportunity and Labor Compliance. 
 

A person may work in more than one job classification – PE must verify 

they have been paid the appropriate wage for each classification. 
 
 

Public records law – but don’t forget Confidentiality clause. 
Inspection of Payrolls – requirement - cover SSN, addresses. 
Standard Special Provision  (January 9, 2009) modifies FHWA 1273 – 

Contractor to assign employee #, not to show SSN & home address. 
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Davis-Bacon 
A portion of the FHWA 1273 concerns enforcement of the Davis-
Bacon Act.  
Minimum Wage Decisions in effect time of Bid Letting must be 
included in specs. 

Be aware there are multiple schedules.  If your project is in more 
than one county, Contractor should pay highest pay wage. 
 
Be aware of definition of site of work – esp. applies to truck 
drivers 
LA responsible for assuring minimum wages and job 
classifications of each employee on project are correct. 
 
If a person works in more than one job classification they must 
be paid minimum wage for each class or at the highest rate for 
all hours worked. 
 
 

 

 

Time Counts 
 
Basically three types – Working Day, Calendar Day, Fixed Completion 

Date. 
 
Remember the Contractor bid the contract and that includes time as 
well as $$$. 
 
PE’s responsibility to assure contract compliance.  

 
Be sure to read §108.08 & §108.09 and check your project specs. 
 
Reference your project specials regarding “free time”. 

 
Holidays and no charge days may be allowed on Calendar Day 
contracts – again, check your project specials. 

 
 
 

 

 

Time Charges 
 
Yes, there are times that you may charge less than a full day. 
 
Record days in SM diary.  Print out CDOT 262, 263 in SM Accessories. 
 
Give printed copy to Contractor on weekly basis for their signature, 
review. 
 
If project time is challenged by the Contractor, they need to notify the 
PE in writing within 30 working days of period in contention. 
 
For additional information see CM 108.6 & 120.6. 
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Delays 
 
Important to be aware of types and effect on time count. 
 
Additional days may only be added by Change Order for items of work 
that are on or affect the critical path! 
 
Otherwise the Contractor should be charged time or liquidated 
damages per §108.08 – Failure to complete work on time. 
Be sure to check your project specials for any revisions. 
 
 

 

 

OJT - What’s the Big Deal???? 
CDOT Obligations 
 
Contractor shall provide OJT aimed at developing full journey level 
workers in a skill craft (Labor & Mechanic) 
 
Encourage training and upgrading of minorities and women toward 
journey worker status -- 
Federal Money, Federal rules  
 
Whole slew of Federally mandated programs – 
23 CFR Part 230 – External Programs     
Subpart A – Equal Employment Opportunity on Federal and Federal-
Aid Construction Contracts 
Subpart B – Supportive Services for Minority, Disadvantaged, and 
Women Business Enterprises 
Subpart C – State Highway Agency Equal Employment Opportunity 
Programs 
Subpart D – Construction Contract Equal Opportunity Compliance 
Procedures 
 
29 CFR 30 – Equal Employment Opportunity in Apprenticeship and 
Training  
Title VI of the 1964 Civil Rights Act 
 
Stewardship Agreement 
How do we assure the Feds we meet these obligations? 
We Document!!!! 
 
Forms CDOT 1336, 1337, 838, 832 
Reference OJT Spec – General Requirements section 2 & 3 and 
§107.01 – Laws to be Observed & §107.05 Federal Aid Provisions. 
For additional information see the chapter on Civil Rights Programs. 
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Permit to Sublet – CDOT form 205 
 
Condition of award --- “Good Faith Efforts” 
Additional details in  section on Permits to Sublet.   
--------------------------- 
Also reference CDOT Construction Manual, Section 120.10.2 
Contractor debarment will be enforced. 29 CFR 5.12 states any 
contractor found guilty of “Aggravated or willful violation of the labor 
standards provisions” shall be prohibited from working on any federal 
aid project. 
Debarment website :  www.sam.gov/portal/public/SAM/  
 
Contact your Region Civil Rights Manager–  

 

 

Force Account  
Payment by Force Account billing is utilized when a previously 
unknown condition is encountered in the field and it is difficult to 
determine the actual scope of work and related costs.   
 
Process entails A LOT of complex paperwork. §109.04 (forms, detailed 
invoices) 
 
It is recommended that the PE make every attempt to negotiate with the 
contractor and establish a lump sum or unit prices for all items of work.  
 
Do not confuse this method of payment with the term “Plan Force 
Account” that is used when an item of work is anticipated to be needed 

on a project, but the extent of the work and cost cannot be determined 
at time of bid.  
 
These are known as Plan Force Accounts and are budgeted.   
They are listed in the Project Special Provisions.    
Actual method of payment may be lump sum, invoice cost or force 
account billing. 
For additional information see the section on Force Account Billings. 
 

 

 

Change Orders 
Legal document that becomes a part of the Contract and has an impact 
to the project budget. 
Imperative that the PE contact the RE as soon as situation arises 
that may require a CO and PRIOR to work starting. 
 
Don’t forget to involve your Program Engineer. 
 
Involved process, different conditions, different level of approvals 
required.  Possibly FHWA, CDOT Chief Engineer, Project Development 
Branch Manager.  CDOT RE will advise, assist. 
 
Additional work may require revised CDOT 128 –Categorical Exclusion 
Determination.(NEPA) National Environmental Policy Act. 
 
Feds require “adequate documentation & cost analysis of each 
negotiated CO or extra work order”  CFR 635/120e. 
A letter of explanation must be written and attached to each Change 
Order. 
Reference CDOT Construction Manual - Section 120.7 for guidelines, 
Appendix C for examples 
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Daily Reports 
 
Some of the CDOT forms used by project personnel to document item 
quantities and work done by the contractor.   
 
They are to be filled out on a DAILY basis. 
 
You may record more than one item of work on a page.   
 
Quantities are posted from these to the computer estimate program. 
 
Be sure to show all measurements and calculations !!!!! 
CDOT Forms 10, 90, 262 & 263 are still required in paper format 
with signatures !  
  
For more detailed information -- please refer to section on Forms. 
CDOT 7 - § 630.16 Basis of Payment rev. 2/17/2012. 
 

 

 

The Monthly Contractor Estimate 
 
The Prime contractor is paid once a month through the contractor 
estimate system.  The current program on your project computer is 
called SiteManager®.   
 

Project personnel shall post pay quantities from the Daily Inspectors 
Report (Form 266), Form 7’s, Force Account billings or other project 

documentation.   
 

At the end of the month, or the date requested by the Contractor, the 
estimate needs to be processed.  
 
It should then be submitted to the Project Engineer for their approval.   
Once they have approved the estimate, it shall be submitted to the 
Resident Engineer’s office.  The RE shall review, sign and authorize 
the estimate electronically.  
The original signed Estimate Summary and Voucher should be 
maintained in the Project files.  
Prompt payment law – CRS 24-91-103. 
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Project Acceptance 
 
After you have successfully navigated through the administration and 
construction of the project – 
Not done documenting yet !! 
2-3 weeks prior to completion of project, you must notify the CDOT RE 
and schedule a final inspection. 
Customary to invite maintenance, environmental, traffic. 
 
CDOT Project Engineer or Local Agency  writes acceptance letter to 
Prime contractor, listing any outstanding documentation. 
Then ---- 
----------- 
Responsible party – Contract Administration Checklist. 
 
Sample acceptance letter in CDOT Construction Manual, Appendix B. 
 

  Advertisement for Final Settlement 
 
The project must be published for Final Settlement In twice where the 
project was located. (CDOT now does this on their website) 
 
Sets deadline for filing of liens – workers, subcontractors, suppliers 
 
Very important  - Do not make final payment until after this date. 
 
On CDOT projects, this is done by the Region Finals Engineer after 
receipt of copy of Acceptance letter. 
This should be done immediately after the final walk through. 
 
Local Agencies generally responsible for documentation & 
advertisement on their projects.   
Need to check the Contract Administration Checklist completed at the 
Pre-Con. 
 

 

 

Acceptance Letter 
 
Minimum requirements: 
Date 
Outstanding Documentation 
Name & Number of CDOT contact person 
Recognition of work/extra effort by Contractor 
 
See CM 120.3.2 and Appendix B 
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FHWA requirement - need to close project within six months 
 
DO not leave your project open for unnecessary charges…… 
 
CE charges still will “hit” your project every month your project is open. 
Minimize time Subcontractors & Suppliers may file liens. 
 
 

 

 

Project Final 
 
Gather and organize ALL project records and correspondence. 
 
Complete “As Constructed” plans. 
 
 
 
 
Then ---- 
 
 
 
 

 

 

Final Review 
 
Feds require that an independent review be conducted ….. 
That means by someone that did not work directly on the project. 
 
Any corrections to pay quantities made on the final pay estimate. 
 
Checklists in this manual useful in this process. 
 
Now you are almost there ---- 
 
--------------- 
§ 109.09 states- 
“all prior partial estimates and payments shall be subject to correction in 
the final estimate and payment.” 
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Documentation Storage 
 
Must store 6 yrs. – per CDOT LA Manual and CDOT Agency Specific 
Records Disposition Schedule. (CRS  
 
Open records inspection law applies.  Be aware of confidentiality 
clause. 
 
--------------------- 
CDOT Procedural Directives -  
PD 25.2 (Reimbursement of Costs) 
PD 51.1 (Records Management) 
PD 51.2 (Public Inspection of Public Records) 
PD 51.3 (Confidential Records) 
 
CRS 24-72-201 through 106 
 
Contact:  Legal Services –(303) 757-9558 
 
 
 
 
 

 

 

Local Agency Projects 
 

Remember - FHWA and CDOT operate under a Stewardship 
agreement. 
 

CDOT is the state agency responsible for overseeing the use of federal 
funds, ensuring quality of materials incorporated on projects and 
monitoring federally mandated Civil Rights programs. 
Local Agency projects included.  
 

PD 387.0 states “Such projects will receive the same degree of 
supervision and inspection as a project constructed under a 
contract let and directly supervised by the Division”. 
Additional documentation – see CDOT LA Manual, chapter 11 & 
appendix F 
 

Must store 6 yrs. – PD 51.1 & Pg 64 of the CDOT LA Manual. 
Open records inspection law applies.  Be aware of confidentiality 
clause. 
--------------------- 
CDOT Procedural Directives -  
PD 25.2 (Reimbursement of Costs) 
PD 51.1 (Records Management) 
PD 51.2 (Public Inspection of Public Records) 
PD 51.3 (Confidential Records) 
PD 387.0 (Construction by Public Agencies) 
 

Legal Services –(303) 757-9558 
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4- Miscellaneous Forms & Letters 
 

Hundreds of forms, only covering most common ones used during the 
active construction of a project. 
 
Encourage use of electronic forms, computer resources, however, all 
source documents must be kept in the project file! 
Can attach to CDOT 266’s, DWR’s. 
 

There are boxes on all the forms for a reason, fill them out !   
 

Paper forms have a space for signatures.   
 

Electronic documentation signatures are covered by the SiteManager 
agreement. 
 

Some exceptions to electronic signature rule ( CDOT 10, 90, 1418, 
1419).  Colorado legislature has not adopted law to accept electronic 
signature. 
Regardless of what form you use …. always make sure you are using 
the latest version and fill them out completely!!! 
 

Sometimes using the old form may lead to additional headaches. 
 

Keep all source documents in the project file!  
 

Avoid future headaches…..  
INCLUDE THE SOURCE DOCUMENT WITH YOUR PROJECT FINAL 
!!!!! 
 
 

 

 

  
CDOT Form 7 - Weekly Report on Misc. Pay Items 
  

This form is used to track items that are measured by the hour or day, 
i.e. traffic control devices, additional construction surveying and 
potholing hours. 
 

There are blank lines that you may use for additional items. 
 
May use spreadsheet  version.   
 

Either case, make sure totals are carried forward correctly.. 
 

You need to sign the form and it is strongly recommended that you get 
a signature from  the Contractor on weekly basis for:  
Traffic Control Management 
Traffic Control Inspection 
Flagging 
Pilot Car Operation 
 
Note “Checked By” box.  Please be sure this is done. 
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CDOT 
FORM 

10

 

CDOT Form 10 –  Inspectors Report for Force Account Work 
 
This is the form used to track labor, equipment & material used on force 
account work. 
 
Each day should have its own column, however the days do not have to 
be consecutive.   
  
Have the contractor and/or the subcontractor initial the form each day.   
Sign this form at the end of the week.  Give the contractor a copy.   

 
This will avoid any conflicts later. 
 
Keep this form handy so that when you receive the invoice from the 
contractor you can easily check invoices, payrolls & rental rates against 
the Form 10. 
  
Refer to section §109.04 for information detailing the requirements for 
this basis of payment. 
 
 
 

 

 

CDOT Form 90 – Contract Modification Order 

 
This is the Contract Modification Order form.   
This form may be printed from the CDOT SiteManager® accessories.   

More details later. 
 
For additional information see the section on Change Orders and 
Construction Bulletins CB 2011-9 Federal Oversight; CB 2010-13 
Change Orders; and CB 2008-7 MCR 
 
 
 
 
 

 

 

CDOT Form 96 - Contractors Acceptance of Final Estimate 
 
This form is filled out by the Finals unit and sent by certified mail to the 
contractor. 
When the signed original is received by the Finals Administrator, final 
payment will be authorized and sent to Accounting for processing.   
At this point all complaints regarding payment are null & void. 
 
Final payment will not be made until the Contractor has fulfilled the 
contract requirements (i.e. landscape maintenance, any “As Builts”), all 

liens, disputes and claims are clear and Date of Final Settlement is 
past. 
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CDOT 
FORM 

103

To be completed daily 
by ALL project 
personnel !!!!

 

CDOT Form 103 - Project Diary 
  
This form should be filled out by ALL project personnel daily! 
The text should be fairly brief.  Note any and all conversations with the 
contractor regarding items of work, field conditions, traffic control, etc.  
 

Per sure to completely fill out the boxes at the top of the page.   
 

Be sure to sign the form. 
 

NOTE:  This form can be subpoenaed for any court actions, either 
against the Department or for the Department.  This document is 
considered “public record.”  It is advised that you “keep it clean”. 
 

Do not give directions to the Contractor on how to perform/execute the 
work.   
 

This form is also referred to as the CYA document.   
 

For further information, please see the Construction Manual section 
120.5. 

 

CDOT 
FORM 

105

When written 
communication with the 
Contractor is required

Be sure to use latest version of form

 

CDOT Form 105 – Speed Memo 
 
“When the Contract requires the Engineer to communicate in writing to 
the Contractor, the proper form of written communication is the use of 
Form 105”. 
(CB 2010 #12).  Also see CB 2010 #3) 
Be sure to use latest version – 5/10 ---- 
Note boxes --Signed (CDOT): &“by Signing below I acknowledge 
Receipt of This Document” 
Some companies will not allow project superintendent to sign – only 
officers of company. 
If Contractor refuses to sign…note on form and send via registered mail 
to Prime Contractor.  Our Contract is with the Prime.  If necessary, the 
memo may be addressed to the prime and a subcontractor. 
 

E-Mail is not acceptable! 
Do not make any additional comments –  public record and may be 
subpoenaed. 
 

May be used to document: Directions and interpretations to the 
Contractor  
Instructions to Contractor for work formalized in a Change Order 
Agreements between PE & Contractor 
Transmittal of project documents (including to Contractor, internal 
CDOT staff and consultants. 
 

CM 120.7.3.1 states: that if necessary to commence work before the 
change order is completed “…The PE may use a letter or Form 105 to 
issue authorization.” 
 

Failure to notify the Contractor in writing regarding violations of the 
§208.09 spec is viewed by  CDPHE as a non-compliance issue.  
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Proper use of the Form 105 
 
“When the Contract requires the Engineer to communicate in writing to 
the Contractor, the proper form of written communication is the use of 
Form 105”.   (CB 2010 # 12) 
For example – 
 Directions and interpretations given to the Contractor  
Instructions to Contractor for work formalized in a Change Order 
Agreements between PE & Contractor 
Transmittal of project documents 
Transmittal of project information (including to Contractor, internal 
CDOT staff and consultants. 
 
CM 120.7.3.1 states: that if necessary to commence work before the 
change order is completed “…The PE may use a letter or Form 105 to 
issue authorization.” 
§104.02(a) – Differing site conditions : “the Engineer will notify the 
Contractor of the determination whether or not an adjustment…” 
§104.02(c) – Significant changes in the Character of Work :”The 
Engineer reserves the right to make, in writing, at any time during the 
work, such changes in quantities…” 
§108.03 states: "When accepted by the Engineer in writing, the revised 
schedule shall become the Project Schedule.” 
§208.06 states: "The Engineer will notify the Contractor in writing of 
each incident of failure to perform erosion control items (1) through (10) 
above.” 
Failure to notify the Contractor in writing regarding violations of the 
§208.09 spec is viewed by  CDPHE as a non-compliance issue.  
 

 

 

 
E-mail of CDOT 105 not to be used 
 
E-mail not acceptable when “written communication” is required……… 
CM 120.7.3.1 states: that if necessary to commence work before the 
change order is completed “…The PE may use a letter or Form 105 to 
issue authorization.” 
 
The Contractor should return a signed copy to the  PE. 
 
 
 
 

 

CDOT 
FORM 

118

 

CDOT Form 118 – Contractor Wage Compliance Statement 
 

Contractor Payrolls are required on all federal aid projects and force 
account work. 
 

This form is completed by the Prime Contractor and shall be attached 
to all weekly submitted payrolls. (FHWA 1273 requirement) 
 

Please note if it is the FINAL Payroll for a project and assure it has the 
correct project no on it. 
 

May also submit 1 for multiple weeks of  NO WORK.  Note as such and 
list beginning and ending payroll weeks. 
 

Also note that this is a 2 sided form. 
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CDOT 
FORM 

128

 

CDOT Form 128 – Categorical Exclusion Determination 
 

Required on all projects.  Must be completed prior to advertisement.   
Generally the Environmental Section handles this form.  If you have any 
questions about this form, please contact them. 
 

However, this form may need to be revised if you disturb any area not 
covered in the original scope of work  or are preparing a change order.   
Contact the Environmental section for assistance. 
 

NOTE:  Additional information on how to prepare this form and about 
the types of clearances, permits, and additional requirements as shown 
on the Form 128 can be found in the CDOT Project Development 
Manual.  
 
In compliance with Federal Regulation 23 CFR 771 and  the National 
Environmental Policy Act (NEPA) of 1969 all proposed projects must be 
assigned an Environmental Category designation of Major, 
Intermediate, or Minor (Categorical Exclusion projects).  The category 
designation helps determine the appropriate level of environmental 
studies and public involvement activities required for approval. 
 
Minor category projects do not individually or cumulatively result in 
significant environmental impacts and generally do not have a great 
deal of public controversy.  A  Form 128 is prepared for these projects 
and it documents the environmental clearances and permits required 
and completed for the project.  
 

 

 

CDOT Form 205B – Sublet Permit Application 
 
NEW FORM 9/13/2014 – Excel Spreadsheet 
Condition of Award “Good Faith Efforts”. 
Required for all subcontractors, individuals or companies.  
§108.01 requires written permission by the PE to subcontract work & 

Prime only allowed to subcontract up to 70% of original total cost of 
items. 
 

Now shows actual subcontracted dollars - not a percentage of original 
bid price.   
If replacing a DBE subcontractor, please contact the Region Civil 
Rights Specialist for proper procedures.  
 
Also reference CDOT Construction Manual, Section 120.10.2 
Contractor debarment will be enforced. 29 CFR 5.12 states any 
contractor found guilty of “Aggravated or willful violation of the labor 
standards provisions” shall be prohibited from working on any federal 
aid project. 
Debarment website :  www.sam.gov/portal/public/SAM/ 
  
Contact your Region Civil Rights Manager–  
  

http://www.sam.gov/portal/public/SAM/
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  CDOT Form 205B cont. 
 
Now an Excel spreadsheet. 
Page 2 is a continuation of the work items from page 1. 
Signatures are only required on the first page. 
For more information see the chapter on Permits  to Sublet. 
 

 

 

CDOT Form 262  – Weekly Time Count Report (Work Days) 
CDOT Form 263  – Weekly Time Count Report (Calendar Days) 
 

Remember the Contractor bid the contract and that includes time as well as 
$$$. 
Three types – Working Day, Calendar Day, Fixed Completion Date. 

 
Reference your project specials regarding “free time” , Landscape 

Establishment periods, and National Holiday weekends.  
 
Holidays and no charge days may be allowed on Calendar Day contracts  
Yes, there are times that you may charge less than a full day.(§108.08) 
 
Note in the remarks section the reasons for any time count suspension, delays 
to the project, or no charge days. 
 
Give printed copy to Contractor on weekly basis for their signature, review. 
 
If project time is challenged by the Contractor, they need to notify the PE in 
writing within 30 working days of period in contention. (§108.08(a) 
 
Be sure to check your Project Special Provisions for how to handle 
For additional information see §101.35 & 108.08; CM 100-68 thru 100-73 and 
the section on Time Counts in the Construction Project Overview section. 
 

 
 

Daily 
Work

Report
(DWR)

Shows measurements, 
calculations entered in 
Remarks section of DWR

 

DWR  - Daily Work Report 
 

This form is generated from SiteManager®. 

It shows the items and quantities that are were placed by the 
Contractor. 
USE the Remarks section !!!!! Or reference to the original source 
document (266, etc.) 
An interim report may pay a percentage of an item. 
A final report should recap the previous payments and show any 
balance due. 
 

When paying for adjustments of manhole or valve boxes, please note if 
up or down. 
 

If the item is a lump sum make sure there are the beginning and ending 
dates. 
 

AC temperature corrections must be shown per §109.01 

These are to be approved by the Project Engineer and paid on the 
Monthly Progress Estimate. 
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Copy of CDOT 266  as referenced in the location field of the Item 
Summary report for Item. 
 

Please fill out ALL of the boxes. Note if final or interim report.   
 

May be used as an attachment to a DWR. 
Type reference number in first 25 characters in the Location Installed 
field in SM and you will not have to re-type measurements, calculations. 
 

It does not matter if you are using paper and pencil or SiteManager  
 

Never Use White Out On Any Project Documentation  !!!!!!! 
 Be sure  to show all measurements and calculations !!!!!!! 
 

Only 7 items may be paid “Plan Quantity” per spec “Basis of 
Payment” and (CM 169-171) 

•Earthwork paid by Cubic Yard ±2% (§203.13) 

•Structural Earthwork (i.e. Str Ex, Str Backfill) paid by Cubic Yard 
(±2%)(§206.06  

•Structural Steel paid by pound  ±2% (§509.32) 

•Structural Concrete paid by CY (§601.19) 

•Reinforcing Steel ±2% (§602.07) 

•Seeding, Fertilizer, Mulching, Soil Preparation paid by acre ±5% 
(§212.07) 

•Culvert or Siphon Pipe (§616.07) 
You still need to field check for ±2% of plan quantity (± 5% for seeding 
& related items) when discrepancies are found 
Only exceptions  are the items listed as such in your project special 
provisions. 
Always keep original source document in project file!!!!! 
 

 
DWR Screen

Ref 266 # 0020-02

 

Copy of DWR Work Item Screen in SiteManager® showing CDOT 266 
reference number in location field. 
 

First 25 characters entered in this field will print on Item Summary 
Report for item. 
 

The Item Summary Report (aka 305) is the “road map” or key to 
locating the DWR’s or original source documents associated with a 
particular pay item. 
 

Do not need to retype measurements, calculations. 
Establishes audit trail. 
 

Since DWR’s include multiple items sometimes difficult (or impossible) 
to locate original source documents for an item. 
You may also attach Word, Excel & PDF documents to either the DWR 
Info tab or Work Item tab. 
Create DWR or modify an unlocked DWR 
Click on the OLE Attachment Icon 
Or choose Services Menu, then Attachments 
Click on the new OLE attachment icon 
Select “Create from File” 
Browse and select file, enter name, description for attachment 
In “Attachment Security” box, select “Add All” 
Click “ADD” button 
Click “SAVE”. 
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CDOT Form 279 – Inspector’s Report of Reinforcing Steel Placed 
  
Reinforcing steel is generally paid per plan quantity.  
This form is only needed if you are paying for more than plan quantity 
or there has been a change order for reinforcing steel. 
  

It may also be used to check plan quantity.   
 
If you have time prior to your project starting, you may complete this 
form and include it with your project documentation.   
You will have it available, in case the contractor wants to argue that 
they have placed more than plan quantity. 
  
This form can be hand calculated or computer generated.  Follow the 
format of the form.  Be sure to use the correct weights (Metric v. 
English).   
  
Be sure to complete all the boxes and sign the form.  
 
 

 

 

CDOT Form 280 – Equal Employment Opportunity and Labor 
Compliance Verification 
 
Employee interviews are to be conducted on a monthly basis for each 
job classification utilized on a project.   
 
There is a requirement for the number of interviews that need to be 
completed. Contact your region Civil Rights office to get a copy of the 
tracking form. 
 
Make sure that all the boxes are filled out.  Be sure you fill out the name 
of the employee that you are interviewing and their job classification. 
 
Ask the questions that are on the form.  Check  yes or no. 
 
Have the employee sign and date the form. 
 
Once you have completed this form, compare the answers to the 
payrolls from Contractor.  Sign and date this form.  
 
This form should be kept with the payrolls for the project. 
You do not have to re-interview the same employee just to meet your 
minimum number of interviews. 
Contact your Region Civil Rights Manager–  
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CDOT FORM 282

 

CDOT Form 282  - Asphalt Paving Inspector Daily Report 
  

Completely fill out the header. 
 
Keep track of the load count and ticket number as this will help in 
determining if you have missed a ticket. 
 
On the emulsion ticket, be sure to show the temperature, temperature 
correction factor and the dilution (i.e. 50-50).(§109.01) 

 
If you choose to use this form, you may not have to run adding machine 
tapes.  Check with your region Finals documentation reviewer. (Region 
1 allows this procedure).   
 
Total the weight and have a second person check the ticket numbers, 
ticket weight, cumulative weights and the total.   
 
If everything checks, have the preparer sign and a second person initial 
this report and place this form with the tickets in an envelope and post 
the appropriate quantity. 
 
 

 

ITEM 
SUMMARY 

REPORT
aka

CDOT 305

 

CDOT Form 305  - Item Summary Report 
  
This report is found in SiteManager® accessories. 

 
It serves as a “road map” to the DWR’s that various project personnel 
have entered into SiteManager®. 

 
Initial the last entry reflecting the final quantity.  This is an indication to 
the Final’s Engineer that the quantity was checked for all postings and 
reasonableness. 
  
In SiteManager®, please place any reference to a paper source 

document first in the location field.  If you do, the first 25 characters will 
print on this report. 
 
You then can save yourself re-typing the measurements, calculations 
from the source document and eliminate the risk of typing/calculation 
errors. 
 
Note Initials following the last entry reflecting the final quantity.  This is 
an indication to the Final’s Engineer that the quantity was checked for 

all postings and reasonableness. 
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CDOT 266  w/reference as shown on CDOT 305(Item Summary 
Report) 
 
Copy of CDOT 266 referenced in the location field of the Item Summary 
report for Item. 

 

 

CDOT Form 379 – Project Independent Assurance Sampling Schedule 
  

This is the sampling schedule for the project.   
 
The Region Materials Lab fills in the exact sampling schedule that was 
done for the project.   
 
This form becomes part of the final documentation. 
 
 
 

  CDOT Form 473 – Letter of Materials Certification 
  

This is the letter of certification for the Material portion of the project.  
 
This form may be completed by the Head Tester, Project Engineer or 
the Resident Engineer.   
 
Once completed the Resident Engineer must sign this form.   
 
A copy needs to be sent to the Region Final’s Administrator for 

inclusion in the final project documentation.  
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CDOT Form 513- RSAR  
 
This is a form that his completed by the Head Tester.   
It is a part of the Colorado Pavement Management System.  
A copy should be printed out and sent to the Region Final’s Engineer 
for inclusion in the final project documentation.  
  
The form may be found on the Pavement Management website: 
  
 http://internal.dot.state.co.us/PMPTC/ 

 

 

CDOT Form 580  - Equipment Rental Rate Request 
  

This form is used to determine a rate for equipment that is used for 
force account work. 
§109.04 

Completely fill out all the information for Part I.   
Note any additional equipment.  Please call the rater with any questions 
you may have. 
 

Do not write below the first half of the page.   
If the contractor fills out the form, they are not to sign the form.   
Only CDOT personnel may sign the form and submit a rate request.   
 

Make sure the form you are using is the current form.  The current form 
date is 6/14.   You may use a computer version as long as it resembles 
the paper form. 
 

If the piece of equipment is a rented from a rental center, you may pay 
from the certified invoice.   
 

If the information is provided correctly, a rental rate can be determined 
within 5 business days.  
 

You may fax this form to whomever calculates for your region.  
 

 

 

CDOT Form 832 – Trainee Status and Evaluation 
 

This form is used to record the status of trainee’s on the project.  It is to 
be submitted by the Contractor on a monthly basis and is their formal 
request for payment.   
 

If there is a change in the trainee’s status, the Contractor must submit 
this form documenting the change, i.e. the trainee has changed projects 
or the project is complete. 
 

Contractor must submit one (1) for each trainee! 
 

Be familiar with the OJT spec dated 7/29/11, or the latest revision.  
Very specific requirements. 
 

Monthly Progress Payments may be held and a penalty assessed for 
non-compliance. 
 

You may exceed your project budget on OJT, however, you will need a 
write a Change Order. 
Be sure to monitor your project budget and assure all required 

http://internal.dot.state.co.us/PMPTC/
http://internal.dot.state.co.us/PMPTC/
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documentation is received from the contractor prior to authorizing 
payment. 
 

Be sure you do not pay for hours worked by trainee that were not 
on YOUR PROJECT!!!! 
Non CDOT projects shown because SHA ‘s are responsible for tracking 
ALL training hours. 
 

For further information see the Special Provision regarding On-the-Job 
trainee for your project and the section on Civil Rights  Programs. 
 
 
 

 

 

CDOT Form 838 – OJT Trainee/Apprentice Record 
 

Required on all projects with an OJT Goal!!!!!! 
 

Contractor must submit one for each Trainee. 
 

This form shall be submitted by the Contractor prior to the first estimate.  
Monthly Progress Payments may be held and a penalty assessed for 
non-compliance. 
 

It serves as notice to the Project Engineer from the Contractor that they 
are participating in an approved program and expect reimbursement for 
the On-the-Job trainee’s registered on the form.   
 

In order for the Contractor to receive payment, this form must be 
reviewed and approved by the Region Civil Rights Manager prior 
to any training.  
 

For further information regarding the On-the-Job trainee program, see 
the Standard Special Provision for your project. 
 
 
 

 

 

CDOT Form 859 – Project Control Data 
  

The RE or PE should fill out this information approximately 4 weeks 
prior to ad.  The information contained on this form should show 
construction information only - no design data.   
 
This form helps to determine contract time.  (bar chart on back)  
If there is a discrepancy in the Contract time between the specification 
and the Contract and Bond, this form can help in determining what the 
intent was.   
 

See the Construction Manual for further information on how to complete 
this form. 
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CDOT Form 1176 – Stormwater Management Plan Field Inspection 
Report – Active Construction 
 

This form shall be completed every 14 days and/or 24 hrs after the 
end of any precipitation or snow event during active 
construction.§208.03(c)(4) 
 

Required by the 107&208 Erosion Control Standard Specifications, 
and shall be signed by both the Erosion Control Supervisor designated 
by the Contractor and the CDOT representative who performed the 
inspection. 
 

It is strongly encouraged that the Contractor’s ECS and CDOT 

representatives perform the inspections together.  If schedules do not 
allow, the CDOT representative can perform their inspection 
independently. 
 

Be sure to contact the Contractor in writing of any violations.  They 
have 48 hours to correct a situation, and will be assessed a penalty of 
$875/day for non-compliance!!! (§208.09, rev. 2/3/11).  Use Item Code 
900-00030 – Erosion Control Liquidated Damages. 
 

Completed forms must be on file at the project site!!!  These forms will 
be and can be checked during a RECAT or by the Department of 
Health. 
 
 

 

 

CDOT Form 1177 – Stormwater Management Plan Field Inspection 
Report – Post Construction 

 
To be used for Stormwater Management Plans Inspection 30 days 
AFTER project acceptance or when permit transferred or closed. 
Post storm event inspection is not required. 
 
Refer to Construction Bulletin # 2008 Number 4 

 

 

CDOT Form 1186 – Contract Funding Increase/Decrease & Approval 

Letter  
  

The Form 1186 is submitted to the Region Business Office by the 
Program or Resident Engineers for approval to increase or decrease 
the amount of available funds for a project  
 

The project engineer needs to update projected quantities in 
SiteManager® and review the CDOT form 65 on a monthly basis!!! 
 

Also be sure to review the financial status of your project when 
considering writing a Change Order. 
 

Contractor payments will be withheld if your project does not have 
adequate funds.  You should allow at least two (2) weeks for 
processing. 
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CDOT Form 1199 – Finals Materials Documentation Checklist 
 

Materials Documentation Check Sheet used by the head testers prior to 
issuing the CDOT form 473. 
 

The 2nd page is for an independent check by another head tester. 

 

 

CDOT Form 1212 – Final Acceptance Report for Federal-Aid Projects 
  

This form is filled out by the RE at the end of the project and submitted 
to the region final’s administrator for final processing and distribution. 
 

This form is required by FHWA. 
It documents Contract Compliance. 
 

It is required on ALL federal aid projects.  NO EXCEPTIONS!!   
This includes local agency and railroad projects. 
 

A second use of this form is part of the SAP Process.   
It will have to be completed in SAP, Project Systems®(CJ20N) for ALL 

projects!!! 
May print out from SAP, but a signed paper copy is still required. 
Include a copy with the project final. 
 

If desired, the original may be sent to the Final’s Engineer and they will 

make copies and distribute. 
 
 

 

 

CDOT Form 1333 – Inspectors Report of Caisson Installation 
  
This form is to be completed by the project inspector and provides 
an “as-built” construction record of each caisson completed on  a 
project. 
It also serves to identify the bearing materials utilized during 
installation. 
  
Contact the CDOT Geotechnical Program for assistance and training 
regarding material identification for drilled shaft installation. 
   
For additional information please see Construction Bulletin 2005 #2. 
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CDOT 1336 – Waiver Request for Contract’s On The Job Training 
Hours 
 

Contractor must meet or make “Good Faith Efforts” to meet OJT Goal !! 
 

The Contractor may make a request to modify or waive the OJT hours 
goal on a project. This must be submitted in writing. 
 

This form is then completed by the project engineer and submitted to 
the Region Civil Rights Manager as soon as it becomes apparent the 
OJT Goal may not be reached PRIOR TO PROJECT ACCEPTANCE. 
 

Monthly estimates may be withheld from the Contractor and a penalty 
may be assessed!! 
Region Civil Rights Manager will calculate $$$$penalty.  It is to be 
posted to the Monthly Progress estimate in category 200, as item code 
900-00028(OJT Damages) 
 
 
 

 

 

CDOT Form 1337 – Contractor Commitment To Meet OJT 
Requirements 
  
It is required on ALL projects with an OJT Goal !!!!!  
NO EXCEPTIONS!!   
 

There is now only 1 program.  It requires all Contractors to participate in 
OJT Training.  
 

Must be submitted by the Contractor prior to any training.  It is 
preferable that it be submitted at or before the Pre-Con. 
 

A copy of the approved Training Program Certification must also 
be attached. 
 

Progress payments may be withheld if this document is not submitted 
or is not approved  by the Regions Civil Rights Manager!  
Part of the OJT spec (7/29/11).  
 

Contact your Region Civil Rights Manager for assistance 
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CDOT Form 1388 – Daily Stormwater Log 
  
It is required on ALL projects with a CDPS-SCP permit.   
(Colorado Discharge Permit System & Stormwater Construction Permit) 
  
This form is must be filled out by the Contractors Superintendent or 
Erosion Control Supervisor on a DAILY basis.§208.03(c)(5)  

It is to be on file at the project site as part of the SWMP notebook. 
 

This form is required by the Consent Order between the CDPHE & 
CDOT. 
 

“The Project Engineer and Superintendent shall direct the work 
associated with any BMPs identified in this daily log to ensure 
compliance with the site specific SWMP and the CDPS-SCP.  
CDPS-SCP States:  “BMPs that are not operating effectively, have 
proven to be inadequate, or have failed must be addressed as 
soon as possible, immediately in most cases.” 
 
Details in the 101, 107, and 208 standard special specs, revised  
12/23/08 & 2/3/11.  Also see the revision to section 208.2.2 of the 
Construction Manual. 
“Spills, leaks, or overflows that result in the discharge of pollutants shall 
be documented on the Form 1176 or 1388 by the ECS.  The ECS shall 
record the time and date, weather conditions, reasons for spill, and how 
it was remediated”. (§208.03c) 
 
 

 

 

FHWA 1391- Federal-Aid Highway Construction Contractors Annual 
EEO Report 
 

This is an annual report that is required by law and regulation on all 
Federal Aid projects. (23 U.S.C. 140a and 23 CFR Part 230). 
 

Submission of the FHWA 1391 report is required from Prime and 
subcontractors (with subcontracts that equal or exceed $10,000) on 
federally funded contracts that have construction activity during any 
part of the final full week of July.  The report is not required for 
contracts that are state funded only. 
 

Reports are to be filed with the Labor and Contract Compliance 
Manager at Programs.ProjectAnalysis@dot.state.co.us.  Failure to 
submit the required information may result in future estimate payments 
being withheld.  Electronic version of the FHWA 1391 may be found at 
http://www.dot.state.co.us/FormsMgmt/#otherforms 
  
Report project personnel on federally funded contracts; report each 
prime contract or subcontract separately.  Include those company 
officials and supervisors that are on the project a majority of the time 
even if they do not appear on payrolls.  DO NOT include any company 
personnel if they are on the project only from time to time and do not 
have daily, on-site responsibility for project activity.   
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CDOT Form 1401 – Block Faced MSE Wall Submittal Checklist 
  

This form is to be used on projects that require the construction of 
Concrete Block Facing MSE Walls or other hybrid wall. 
Filled out by the Contractor and submitted with the shop drawings, 
materials certifications and test reports. 
 

See Construction Bulletin 2011-5 

 

CDOT 
FORM 
1402

 

CDOT Form 1402 – Panel Faced MSE Wall Submittal Checklist 
 

This form is to be used on projects that require the construction of 
Panel Faced MSE Walls. 
Filled out by the Contractor and submitted with the shop drawings, 
materials certifications and test reports. 
 

See Construction Bulletin 2011-5 

 

 

CDOT 1414 
This is the Anticipated DBE Participation Plan.  It is an  EEO form used 
to show “Good Faith Efforts” of the Prime Contractor to utilize DBE 

subcontractors.   
  
Commitments are submitted to CDOT via Form 1414, Anticipated DBE 
Participation Plan, or via Form 1420, DBE Plan Modification Request.  
Once approved, commitments are obligations of the Contract that are 
enforceable by CDOT.   
  
CDOT will use 49 CFR Part 26, Appendix A as a guide for determining 
whether the bidder made good faith efforts to meet the contract goal. 
  
 

 

 

CDOT Form 1415 – Commitment Confirmation 
 

This is the Commitment Confirmation form. It is an EEO form used to 
show “Good Faith Efforts” of the Prime Contractor to utilize DBE 

subcontractors.     
  

The CDOT 1415 shall be obtained from each DBE listed on Form 1414.    
The bidder shall complete Section 1 and the DBE shall complete 
Section 2 of Form 1415.   
  

Form 1415’s shall be consistent with the commitments listed on Form 

1414.   
The bidder shall not modify commitments listed on Form 1414 without 
good cause and approval from CDOT.   
  
The bidder shall contact CDOT if any issues arise which may require 
the bidder to alter or terminate a commitment.  
  
This is a two page form…..be sure both pages are completed. 
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  CDOT Form 1417 –  Approved DBE Participation Plan.   
  
It is issued by the Civil Right Business Resource Center  (CRBRC). 
 

This is the list of approved DBE for use on a project. 
When the project engineer receives a CDOT form 205, they should 
check it against this list.  If a subcontractor’s name is not on the form 

1417, they should contact the Region Civil Rights office immediately. 
  

The monthly progress estimate should be withheld if not submitted for 
the previous month 
 
 
 
 

  CDOT Form 1418 – Monthly Payment Summary 
This is the Monthly Payment Summary.  It reports all payments made to 
subcontractors and suppliers.  It is to be completed and submitted by 
the Prime Contractor on a monthly basis.  
  

The monthly progress estimate should be withheld if not submitted for 
the previous month. 
  

It is to assure Prompt Payments per CRS 24-91-103(2) and is required 
by §109.06, as revised January 31, 2013. 
  
Subsection 109.06 (e) shall include the following: 
  
“The Contractor shall submit the Form 1418, Monthly Payment Report,  

along with the project schedule updates, in accordance with 
subsections 108.03 (b) or 108.03 (c) (3).  Failure to submit a complete 
and accurate Form 1418 shall be grounds for CDOT to withhold 
subsequent payments or retainage to the Contractor.  
 
 
 

 

 

CDOT Form 1419 -  DBE Participation Report.   

It reports actual payments made to the Subcontractors. 

  
The Contractor shall submit Form 1419, DBE Participation Report to 
the Engineer on a quarterly basis (January 15, April 15, July 15, and 
October 15) and upon completion of the Contract.  
  
CDOT may withhold progress payments if the quarterly Form 1419 
is not received on time.  
  
CDOT will not provide final payment on the Contract in accordance with 
subsection 109.09 of CDOT’s Standard Specifications for Road and 
Bridge Construction until the final Form 1419 has been reviewed and 
approved.   
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CDOT Form 1420 -  DBE Participation Plan Modification Request. 
 

If the Contractor intends to use a DBE for work that was not listed in the 
commitment, the Contractor shall submit Form 1420  for approval of the 
modification. 
The CDOT 1420 is also used to communicate all requests for 
termination, reduction, substitution, and waivers to CDOT.  
One Form 1420 may include multiple requests and must be submitted 
at the time of the occurrence or, if that is not possible, within a 
reasonable time of the occurrence requiring termination, reduction, 
substitution or waiver. 
Payment Reduction -The Contractor’s retainage will not be released until 
CDOT has determined whether the Contractor will be subject to a payment 
reduction.   
Payment reductions will be calculated as follows: 
Failure to Fulfill Commitments.  If the Contractor terminated or reduced a 
commitment, the Contractor will be subject to a payment reduction for any 
termination or reduction which was not approved via a Form 1420. 
Failure to Meet Contract Goal.   
If the Contractor failed to meet the contract goal, the Contractor will be subject 
to a payment reduction for the portion of the contract goal that was not met 
and was not waived via an approved Form 1420.   
Post in SiteManager to Cat 200 Item code 900-00031 (DBE Sanctions) 
 

 
  

 

 

 

 

CDOT Form 1425 - Suppliers List.  
 
It is required per the new DBE spec dated 12/26/13 and revision of SS 
106 dated 1/30/14. 
The Contractor must submit this at the Pre-Con meeting. 
All suppliers providing materials valued at > $10,000 must be included. 
It is required to be updated if suppliers change. 
January 30, 2014 
REVISION OF SECTION 106  - SUPPLIER LIST 
Section 106 of the Standard Specifications is hereby revised for this project as follows: 
Subsection 106.01 shall include the following: 
Prior to beginning any work the Contractor shall submit to the Engineer a completed 
Form 1425, Supplier List.  During the performance of the Contract, the Contractor shall 
submit an updated Form 1425 when requested by the Engineer. 
Failure to comply with the requirements of this subsection shall be grounds for 
withholding of progress payments. 

 

 

Examples Of
Miscellaneous

Forms and
Letters
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Engineering Personnel Roster 
 
This is not a mandatory form.   
It is requested that it be submitted with the final. 
It helps in identifying who was on a project and verifying a report was 
written by someone actually on project. 
 
 
 

 

 

Required Documentation from Contractors 
 

This 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: 
 

For more information see CB 2011 #3 
Also see “enhanced” checklist in Appendix C. 
 

 

 

Award Letter 
 
This comes from the Agreements Engineer’s office.   
It is addressed to the Contractor notifying them they have been 
awarded a project.   
 

Info only.  No field involvement other than to receive a copy. 
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Notice To Proceed 
 
This is issued from the Chief Engineer via the Agreements Engineer. 
 

You may not hold a Pre-con or any meetings with the Contractor until 
after this is issued. 
 

This also serves as notice that the Contract has been fully executed 
(signed). 
 

Note:  The “NTP” date field in SiteManager® begins the time count. 
Because of that, the actual start date is entered. 
This is done so the project engineer does not have to enter “no charge” 
days until the actual construction begins. 
 

If you have a long suspension time you will either have to enter “No 
Charge” days or after you know when you are going to resume the time 
count, you may call SiteManager support.  Just let them know the dates 
you are requesting to be set to “No Charge” days. 
This is only to be done for an extended period  of time (i.e. Rule of 
Thumb: more than 10 days of your contract time). 
 

 

 

Acceptance Letter 
 

After you have successfully navigated through the administration and 
construction of the project – 
Not done documenting yet !! 
2-3 weeks prior to completion of project, you must notify the CDOT RE 
and schedule a final inspection. 
Customary to invite maintenance. 
 

CDOT Project Engineer or Local Agency writes acceptance letter to 
Prime contractor, listing any outstanding documentation. 
Then ---- 
----------- 
Responsible party – Contract Administration Checklist. 
 

Sample acceptance letter in CDOT Construction Manual, Appendix B. 
 

 

 

Acceptance Letter 
 
Minimum requirements: 
Date 
Outstanding Documentation 
Name & Number of CDOT contact person 
Recognition of work/extra effort by Contractor 
See CM 120.3.2 and Appendix B 
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Partial Acceptance Letter 
 
Letter to Contractor informing them of partial acceptance (i.e. roadway 
portion of Contract) and notifying them of any outstanding 
documentation needed to final the project. 
 

It releases the Contractor of the responsibility of maintaining the project 
site and establishes the date landscape maintenance begins. 
 
 

 

 

Letter To Advertise 
 
This is the letter to Project Development (now part of Contracts & 
Market Analysis) requesting advertisement of the project in the local 
papers.   
 

ASAP the Project Manager either writes or receives a copy of the 
Acceptance letter, the project should be advertised in the local papers 
per CRS 38-26-107. 
Be sure to send a copy to your region Finals Engineer, as they are the 
person responsible to get this done. 
 
Each Local Agency should have a person responsible for contacting the 
newspaper and publishing the Notice of Final Settlement.   
LA Responsibilities per LA Contract Administration Checklist. (LA 
Manual prefix) 
This done ASAP as Contractor/Subcontractors may file claims, liens 
until the date of final settlement published in the papers. 
 

CDOT cannot make final payment until this date. 
 

(CRS 38-26-107 & CRS 24-91-103) 
 

 

 

Notice of Final Settlement 
 
This is the actual publication as it appears in the local papers.   
 

It is the legal notice establishing the date of final settlement for any 
subcontractors and/or suppliers liens. 
 

State law requires that his notice be published twice in a paper that 
serves the area the project was in.   
 

It is very important to get this date established ASAP after project 
acceptance.    If a lien is filed, CDOT has to withhold funds for 90 days 
after the final settlement date before we can make final payment.   
 

Final payment cannot be made until after this date. 
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  Buy America Letters 
 
NEW requirements!!!!  
CDOT does not accept blanket Buy America letters covering all 
materials. 
Required on all projects, even overlays. (§106.11 and as revised 
2/3/11)  
Contractor must complete the letter monthly, or payment may be 
withheld.  
The specification requires the Contractor to certify that he has obtained 
all the correct certifications from the manufacturers and suppliers.  
These Buy America certifications are to be received and approved by 
CDOT BEFORE the materials are incorporated into the project.  
Once the Contractor receives the Buy America certification from 
manufactures and suppliers, the Contractor provides CDOT with a Buy 
America certification.  
Refer to CB 2014#8 

 

 

Summary of Buy America Quantities 
 
This is a suggested format for the reconciliation of the Buy America 
Certification quantities with Installed Quantities.  
 

The contractor shall submit this summary on a monthly basis to the 
Project Engineer for material incorporated during the previous month.  
 

The Project Engineer will verify the information in the Summary and all 
Buy America certifications provided by the Contractor.  
 

Before approving a progress payment, the Resident Engineer will verify 
that the quantities in the Contractor’s summary document match the 
quantities in the progress report. 
 

 

 

Example of Exceptions Letter for Buy America Quantities 

 

The specification requires the Contractor to document the project 

delivered costs of any foreign steel or iron permanently incorporated in 

the project.  

This is an example of the requirement. 
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Quality Assurance Sampling Checklist 

This is a materials form generated LIMS (AASHTO ware) 

It shows the required sampling and testing schedule for various 

materials for a specific project.   

It is completed by the project tester in LIMS and included in their final 

documentation storage file.   

It is one of the major pieces of documentation that the Lab utilizes to 

determine if a project has been constructed “in reasonable close 

conformity to plans and specifications.” 

Based on the NPS contract language used for firms CDOT hires for 

consultant tester, CDOT requires the testers to be supervised by a PE. 

If there is a consultant tester on project – then the final report needs a 

statement & the Consultant PE stamp. 

“Affix the supervisors PE stamp here when consultant tester(s) used on 

this project.” 

 

  Certification Checklist 

  

This is a materials form generated LIMS (AASHTO ware) 

It shows the items and quantities for various materials on a specific 

project.   

It is completed by the project tester in LIMS.   

It is included in their final documentation storage file.   

It is one of the major pieces of documentation that the Lab utilizes to 

determine if a project has been constructed “in reasonable close 

conformity to plans and specifications.” 

 

 

 

FHWA 1391 

This is an annual report that is required by law and regulation on all 
Federal Aid projects. (23 B.SC.. 140a and 23 CFR Part 230). 

Submission of the FHWA 1391 report is required from Prime and 
subcontractors (with subcontracts that equal or exceed $10,000) on 
federally funded contracts that have construction activity during any 
part of the final full week of July.   

The report is not required for contracts that are state funded only. 

Reports are to be filed with the Labor and Contract Compliance 
Manager at Karen.fujii-martin@state.co.us.   

Failure to submit the required information may result in future estimate 
payments being withheld.   

Electronic version of the FHWA 1391 may be found at 
https://www.codot.gov/library/forms/fhwa-other-forms 

  

Report project personnel on federally funded contracts; report each 
prime contract or subcontract separately.  Include those company 
officials and supervisors that are on the project a majority of the time 
even if they do not appear on payrolls.  

DO NOT include any company personnel if they are on the project only 
from time to time and do not have daily, on-site responsibility for project 
activity.    



 

D - 37 

 

 

5 – Permits to Sublet 
 
 

 

 

  
Part of our responsibility for oversight of Federal funds and a condition 
of award of a Contract is for the Prime Contractor to  demonstrate 
“Good Faith Efforts” in utilizing UDBE’s. 
 
However, the All subcontractors must have our written consent and the 
Prime Contractor must perform at least 30% of the Contract work 
(based on Total $ of Bid Items). 
 
CDOT has an obligation to set & monitor UDBE goals.  
We use the DOT forms 205, 713 & 715 to track utilization and 
payments. 
 

 

 

 CDOT’s contract is with the Prime contractor.   
 
The DOT 205 is the statement for contract of work between the Prime 
and sub-contractors and is used by CDOT to track DBE Goals. 
 
Required of ALL Sub-Contractors, including any “Specialty Firms”, on 
the project site, no exceptions!  
 
DOT 205 MUST BE  approved by the PE prior to subcontractor “coming 
on board”.   
 
The PE’s signature constitutes approval per CM pg 100-141 section 
120.10.4.2. (§ 108.01) 
However the CDOT Civil Rights Manager has final approval. 

 

 

 
Occasionally a contractor may change names or changes hands –  
Call  your Civil Rights Manager. 
 

May only need letter/memo notifying CDOT of name change. 
 

Clarifies company names on payrolls. 
 

If you need to replace a UDBE sub – be sure to follow procedures in 
Standard Special Provisions in Contract. 
 

Call your Civil Rights Manager. 
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CDOT Form 205B – Sublet Permit Application 
  
New Form dated 9/13/2014 – Excel Spreadsheet. 
Note that now actual subcontract prices, quantities and units of 
measurement are now shown on the form. 
 

Signatures are only required on the 1st page. If second tier, then both 
subcontractors must sign. 
% work subcontracted is still based on the Original Contract Amount. 
Does not include plan F/A dollars or work added by Change Orders. 
 

Required for all subcontractors, individuals or companies.  
Spec 108.01 requires written permission by the PE to subcontract work. 
 

Per §108.01 Prime must perform at least 30% of Original Contract 
Amount. 
 

If replacing a DBE subcontractor, please contact the Region Civil 
Rights Office for proper procedures.  
 

Caution:  This may be a double sided form.  If you receive this via a 
fax from the contractor make sure you receive both pages!   

 

 

Header & Subcontractor Information 
 
Section by section breakdown with directions and explanations of what goes 
where. 
Also reference CM, Appendix B. 
Before you check a DOT 205, have a copy of the Bid Schedule or Bid 
Tabs handy. 
A Schedule of Bid items is included with the Contract and Bond. 
Bid Tabs are available on the web – circle, Organizations, Program Support, 
Construction Bids & Info 
Goals and tracking are based on Total Original Contract Amount. 
Bid items do not include Plan F/A Items (AKA Project Commitment 
Amount) 
Header – Contractor/Subcontractor names & Subcontract/tier numbers 
Total Original Contract Amount is the TOTAL DOLLAR AMOUNT OF BID 
ITEMS  
(i.e. bottom line on the Schedule of Items). This does not include plan F/A $ 
Subcontractor Information – DBE info 
CDOT utilizes this section to track information relating to the utilization of the 
DBE’s listed on the CDOT Form 1415, and possible ESB contractors. 
 

 

 

Work Item Section 
 

Details of items of work being subcontracted. 
 

This now shows the actual subcontracted quantities and Unit price !!!! 
 

Remember that the Prime Contractor must complete at least 30% 
of the work. (§108.01) 
 

All calculations/goals based on the Original Contract Amount. 
 

Proposal line numbers refer to the Schedule of items.  
Bids are based on items of work, however, items may be broken out 
under different categories  
Therefore, the reference #’s do not always match the estimate 
reference numbers. 
 

8 digit Item code from Bid Schedule or Schedule of Items 
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If added item of work refer to the Item Codes Book on the Cost 
Estimates website 
And include “work added by CO or F/A” in Item Description. 
Do not include $ or % in subtotal for this Subcontract. 
 

 

 

Percent & Total calculations 
 

“Total amount of above items “ 
The sum of all items listed above.  
 

 “Previous Amount sublet under the Contract” 
Will either be  0 (zero) (if first 205 “Total Amount Sublet” from the 
previous CDOT Form 205. 
 

“Percent  of contract of above items” 
This is the result of the “Total amount sublet” divided by the  “Total 
Original Contract Amount” (near top of form) and the total $ amount 
subcontracted to date.  It is the sum of this CDOT Form 205 and all 
previous 205’s.  
Remember - any items that are added by F/A, CO or done by 2nd, etc. 
tier subs should be entered on a “Tier 2” tab.  $$$ are already included 
with Tier 1 subcontract. 
 

  Certification and Signatures 
 
Certification Statement & Signatures of the Prime and Subcontractors 
representatives agreeing to these conditions. 
 
If this is a second or successive tier, then all Subcontractors sign. 
 
 

 

 

 

 

 

 

 

 

 

 

Subcontract Approval – CDOT Signatures 
 
Signature of the CDOT Civil Rights Specialist & Project Engineer. 
 
DOT 205 is approved!!! 
 
Subcontractor may now begin work. 
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Page 2 
 
Continuation of work items, if needed. 
 
 

  Minimum review by the PE should include: 
Maximum % allowed sub-contracted has not been exceeded. 
Which is????  70% on Fed Aid may be 50% on state. 
 

The CDOT 205 has been signed & dated by prime and all subs. 
Signatures are only required on the first page. 
Math calculations correct. 
 

29 CFR 5.12 states any contractor found guilty of “Aggravated or willful 
violation of the labor standards provisions” shall be prohibited from 
working on any federal aid project”. 
Debarment website :  https://www.sam.gov/portal/public/SAM/  
 

This is a confidential form and must be placed in an envelope marked 
“Confidential” (Pg 82,85 CM) 
At project completion, the Civil Rights office  will check the 1419  
against the 1415.  If the $ difference is > 10%, an explanation will be 
required. A Penalty may be assessed if Goal not met !!! (DBE Spec 
dated 12/26/13). 
Note: “The contractor shall have on the project at all times that work is 
being performed, a competent superintendent capable of reading and 
understanding the contract documents and experienced in the type of 
work being performed.” (§105.10) 
 

 

 

Reviewing the DOT form 205 
 

 Key things to remember: 
 

Goals established and tracked on original contract Amount----- 
“Total Original  Contract Amount:” is Total of Bid Item $$$. 
Always shows the actual subcontract quantities, units and unit price 
 

Do not include any work done by 2nd, 3rd, etc. tier subs in 1st row “above 
items” --- amounts already included with the 1st tier subcontract. 
 

Verify previous amount sublet is carried forward correctly from previous 
205. 
The Prime Contractor must complete at least 30% of Original Contract 
Amount. 
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Check list  
 

NO:   White out, pencils, crayons, Corrections must be crossed out, 
and initialed.  
 

Most common errors  
 

Missing signatures (form requires 4 on front, 1 on back). 
Forgetting to attach the DOT 713 when sub is a DBE sub. 
Including in the “total $ and %’s to date” on items added by CO, plan 
F/A & 2nd , 3rd tier subs, etc. Just carry over the previous totals. 

  SiteManager® help 
 
Additional help on entering your CDOT 205’s in SiteManager® included 

at the end of Chapter 5 in the Quality Control Training manual. 
Three samples…..100% of item, partial and item split between 

categories 
If entering a “partial” item of work, you calculate the percentage of the 
$ amount of work for “Price $” and use “no common units”. 
Useful to run the “Pay Item Consolidation” report in SiteManager® 

accessories, Contract Administration, Pay Item Consolidation Report. 
Will show you the Proposal Line Numbers and the Pay Estimate Line 
Numbers and Categories. 
Really helpful when you have pay items split between categories! 
For additional information see Appendix B or  SiteManager Reports 
Handout 

 

 

Pay Item Consolidation Report 

Run the “Pay Item Consolidation” report in SiteManager® 
accessories, Contract Administration, Pay Item Consolidation Report. 

The Pay Item Consolidation Report will show bid items that are split 
between multiple categories and the corresponding Line 
Reference Numbers.   

  

This is very useful for locating all occurrence of items in the pull down 
menu for Items tab when entering items of work on a 205 record. 
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6 - Change Orders 
 

   
Change Orders are legal documents revising the original terms of the 

Contract. 
 

Legal and binding. Take your time and do it right !!!!! 
 

Involved process, many discussions, info gathering.  Follow guidelines 
in the CM 120.7, revised 7/08. 

 

ALL CO’s MUST BE approved PRIOR to work. 
Liability can extend to personal expense if work is not included on a 

signed CDOT 90 or 105. (CRS 24-109-404) 
Refer to CM 120.7.3.1 for minimum information to give the Contractor 

on the CDOT 105. 
 
CRS 24-109-404 – Liability of Public Employees 
“If any governmental body purchases any supplies, services, or 

construction contrary to the provisions of this code or the rules 
promulgated pursuant thereto, the head of such governmental body 
and the public employee,…., actually making such purchase shall 
be personally liable for the costs unlawfully purchased and paid for 
with State moneys, the amount thereof may be recovered in the 
name of the State in an appropriate civil action.” 

 

** Exception to “in place” – Emergency repairs……follow guidelines in 
CM 120.8! 
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Why the need for Change Orders? 
 

Written for many different reasons: (CM pages 100-107 thru 100-
114)(CM 120.7) 

Major design changes 
Differing site conditions 
Change in project termini extensions 
Major change to traffic control plan 

 

Three most common reasons for writing a change order: 
- To authorize the contractor to do additional work on a project and 
establish the method of measurement and payment. 
 

- To clarify the contract, when different parts differ, or do not follow 
intent or scope of contract. 
 

- To settle a Contractor dispute. (i.e. Administrative Settlement) 
 

Irregardless must be clear, concise and include exact instructions to the 
Contractor. 
 

 

 

Discussions 
 

All Change Orders shall be discussed with & approved by the RE prior 
to PE obtaining signatures from and directing the Contractor to begin 
work. 
All Change Orders have a financial impact to project.  
 

RE responsible for the financial status of project and also 
determines if extra work is major (funds not budgeted) or minor change 
(MCR F/A funds utilized). 
 

Whether or not MCR funds (and how much) will be utilized may 
determine whether or not your Area Program Engineer needs to be 
contacted. 
 

The type of change order (Major/Minor) determines what pre-approvals 
(written or verbal) and/or concurrences are required. 
 

It is recommended that a $25,000 limit be used for a Minor Revision 
line item (CM 2004 §120.7.7.1) 
 

Discussion w/ Area Engineers 
All Major change orders will be discussed with the Area Engineer per 
the 2002 CM, rev 8/04, §120.7.4 
The Area Engineer is responsible for providing subject matter expertise, 
ensuring statewide uniformity and monitoring change orders for 
completeness and conformance with established CDOT policies and 
procedures. CM 120.7.4 
 

Be prepared to discuss at a minimum: 
Circumstances precipitating the CO 
Items of work to be included 
Basis of payment and justification of prices 
Justification of any time extensions 
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Written Pre-Approvals     (CM 120.7.7.5)   
There are some change order types that require written PRE-
Approval 
 

The Chief Engineer, Project Development Branch Manager and the 
FHWA Operations Engineer on ALL project extensions  
 

The approval for project extensions from the Chief Engineer and 
Project Development Branch Manager may be in the form of e-mails or 
faxes.  Approval from the FHWA Operations Engineer must be by their 
signature on the Form 90. (CB 2011 #9) 
 

FHWA must give written approval, by signature, on the Form 90, on 
all Major Change Orders on projects with FHWA Oversight, prior to 
work starting: (Construction Bulletin 2011#9) 

•Project termini extensions, regardless of oversight (defined in 23 CFR 
635.102 & CM 120.7.5) 

•Major design changes (defined in 23 CFR 635.102 & CM 120.7.7.1) 

•Material changes to scope of work(i.e. additional capacity, additional 
access, major extra work, deletions of work, etc.) 

•Changes affecting Environmental commitments 

•Administrative Settlement of Claims, with the exception of Dispute 
Review Board recommendations. 

 

 

Administrative Settlements 
 

 “The Chief Engineer and the Region RTD are the only CDOT 
individuals with authority to make an administrative settlement 
between CDOT and a contractor.”   

 Reference Procedural Directive #16 dated 6/19/08  
 

An administrative settlement is defined as a change order that is not 
based solely on a contractual basis using factual information.”  2002 
Construction Manual (revised 2004) section 120.7.2 

 

Be sure to follow steps for Disputes (§105.22) 
Claims may only be filed if no resolution is reached through the DRB 

process. (§105.24)  

May attach e-mails, memos. 

 

 

Environmental Review 
 

Change Order – changes scope of original contract & CDOT 128 
 

A revised Form 128 – Categorical Exclusion Determination may be 
required – contact the Region Environmental Program Manager.  
 

This is especially true for CO’s changing project limits, drainage, or 
any work that disturbs the soil. 
 

Any change order altering the approved environmental mitigation 
consideration MUST be submitted to the FHWA for pre-approval. 
 

Attach any correspondence and a copy of the CDOT 128 to the Letter 
of explanation. 
 

Best practice --- Always contact your Environmental Unit!!! 
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Adequate Documentation 
 

Feds require “adequate documentation”  Need to attach Letter of 
Explanation explaining why work is needed and justifying agreed unit 
prices. 
 

Documentation requirements same state-wide.  Only difference may be 
in way your region processes them.   
Contact your region representatives for your region processes. 
 

See 2014 CM (pages 100-107 thru 100-119) for types of change 
orders. 
Appendix C has some great examples. 
 

The word “Justification” as used in SiteManager is not the same as the 
“adequate documentation” and justification required by the Construction 
Manual or the FHWA. 
 

More on the Letter of Explanation later. 
 
 
 

 

 

Items NOT Requiring a signed Form 90 
 

Before you start the process------ 
 

Some items do not require a Form 90 to be fully executed because they 
are already part of contract (per Spec or other Federal, State or local 
law). 
 

However you do need to add a Change Order record in SiteManager® 

to pay the contractor. 
 

Be sure to select “No MCR required” in reason code. 
 

May want to group them and create separate change orders for these 
items. 
 

May add more than one item per MCR type change order.  
 

When adding: 
LD’s use: item code 420-00040 (Dol) or 420-00045 (Day) in Cat 400 
(CE items). 
OJT Damages use: item code 900-00028 (OJT Damages) in Cat 200.  
DBE Sanctions use item code 900-00031 (DBE Sanctions) in Cat 200 

Erosion Control LD’s use item code 900-00030(Erosion Control 
Violations) in Cat 200. 
 

Note regarding CRS reference: 
§107.01 – Laws to be Observed “The Contractor shall keep fully 
informed and comply with all Federal, State and local laws, ordinances, 
and regulations and all orders, decrees of bodies or tribunal having any 
jurisdiction or authority, which may affect those engaged or employed 
on the work, or affect the conduct of the work.” 
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Complex process 
 
As you can see…….Change Orders can be complex process.. 
Many concurrent actions… 
Best Advice -------- Communicate…..Communicate…..Communicate 
End result is a completed legal document! 

 

 

Form 90 
 

Once a Change Order record is entered in SiteManager, you may print 
the Form 90 from SM Accessories.  Everything but the Oversight 
box is filled in for you.  

 

Be sure to print the Form 90, NOT the MCR Summary !!!! 
 
5 “parts” – header, statements, item details, summary statements and 

signature blocks. 
 
Be brief, but give enough direction to the Contractor to effectively 

execute the Contract. 
 

Directions for entering your Change Order in SiteManager is in Chapter 
15 of this manual. 

 

 

Header 

Essentially all boxes in header are filled in by SiteManager® (provided 
you entered info in appropriate fields) 

Be sure to verify ALL boxes are filled in ---- 

Don’t forget to check the appropriate box for Federal Oversight – this 
is the one thing that SM does not do. 

If you have selected “MCR” as your CO type (SM header window) 
“MCR”  will be printed for you in the Description box.   

This helps to identify all MCR’s, since they are to be retained in the 
region and submitted to Contracts & Market Analysis as one package at 
the end of project 

Be sure that all pages are completely filled out and numbered. 
 

 

 

Body 
 
Simple statement “Your contract is hereby modified to …………” 
Keep it brief, but do include the what, why, where and refer to attached 
plan sheets, specs, etc. 
 
i.e. “Your contract is hereby modified to include the placement of two 
“Smart Cushion” impact attenuators on EB I-70 at approx. sta 260+42 
and sta 275+90 Rt.  All work shall be done according to the 
manufacturer’s specifications and the 2011 CDOT Standard 
Specifications for Road & Bridge Construction, CDOT Project & Special 
Provisions and as directed by the Project Engineer” 
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Required Standard Statements - Required 
 

Opening statements.  Required per CM 120.7.3.2.  These are the ones 
we recommend you use – Remember this is a legal document! 
 

Comfort level with familiarity of format as well as legal implications. 
 

Have been reviewed by legal services. 
 

Be general  - “ 25 words or less” – Extensive details may be given in a 
CDOT 105 to the Contractor or attached plans, specs. 
 

Enter in SiteManager® Change Order Maintenance, Change Order 

Explanation, drop down selection-General Change Order Explanations- 
 

Chose “Explanations applies to all line items”.  

 

 

 “As needed” Statements 

 
Bonding; entities; claim settlement 
Add'l Bonding requirements:  
§103.03- Requirement of Contract Bonds --- $ total original bid items 
plus Plan F/A. 
§214.04 – Landscape Establishment 
 

Since the added cost of the change order may increase the project 
commitment amount, the Contractor may be required to provide 
additional bonding.   
In order to determine this, compare the original project commitment 
amount with the current project commitment amount and include the 
change order.   
 
If the current amount exceeds the original commitment amount, then 
additional bonding will be required. Per §103.03, the original 
commitment amount is defined as “the sum of the original bid items 
plus all force account items as specified in the project special 
provisions.”   
 

If additional bonding is required, add the following statement:   
 “The Contractor shall provide additional bonding to cover the 
cost of this work at no cost to the project.” 
 

Hint: Enter in SiteManager® Change Order Maintenance, Change 

Order Explanation, drop down selection-General Change Order 
Explanations- Choose “Explanations applies to all line items”.  

Statement will then print on the Form 90. 
 

 

Do Not Include these in the CDOT 90 statement 

Do not include any extraneous info. (i.e. summary of items, price 
justifications or work started statements here. 

No since in creating more work for yourself or making this more 
complicated than it is----- 

SiteManager® includes items, unit, prices and includes additional days 
added statements. 

Specifics of why work is needed, price justifications are to be 
addressed in the letter of explanation. 
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Authorized Signatures 

 

CDOT RE’s & PE’s only authorized personnel to sign CDOT 90’s. 

Consultants, LA’s may not (§ 105.14 & §101.51b) 

However, the LA may execute separate CO. 

They do not have to use our CDOT 90. 

Must still follow guidelines in the CDOT Construction Manual for 
Change Orders and Letters of  Explanation. 

 

 

 

Signatures 

The RE is to approve all CO’s prior to the PE and Contractor 
signatures.    

This may be verbal. 

Also remember that FHWA must give written approval, by signature, 
on the CDOT form 90, on all Major Change Orders on projects with 
FHWA Oversight (Construction Bulletin 2011#9).  This must be 
obtained prior to the Contractor beginning work. 
  

Leave CO in PENDING status, then any changes may be made while 
the RE is reviewing, but printed copy will not have word “DRAFT” on it. 

If editing is needed, change back to DRAFT. 

After receiving the RE’s approval , change  the status to Approved, then 
print and obtain Contractor Signature. 

Complete your Letter of Explanation and submit the package to your 
RE, they will forward to region, region to Contracts & Market Analysis. 

Goal – 2 weeks after RE approval 

If more than 1 page, x out signature blocks on all but last page, number 
1 of x, etc. 

The CDOT project engineer and the CDOT Resident Engineer are the 
only representatives of the Chief Engineer authorized to sign change 
orders at the project level. (§105.14). 

  Attachments 
 

The CDOT Form 90 is part of the contract, contractor gets copy. 
The letter of explanation is an internal document, the contractor does 
not get a copy. 
 

Attachments to the CDOT Form 90 may include memos, CDOT Form 
105’s regarding instructions to the Contractor (i.e. design guidelines, or 

directions to begin work), plan sheets, specs and product information.  
 

All attachments should be numbered and referenced in the Change 
Order and/or in the Letter of Explanation. 
 

Any added plan sheets that show a design change, must have the 
stamp of the responsible design Engineer,  as explained in CDOT 
Procedural Directive 508.1, Professional Engineer’s stamp. 
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If work was started prior to the Change Order being approved, it should 
be stated in the letter.  Attach a copy of the Form 105 or memo to the 
Contractor directing them to begin work. 
  
  

 

 

CDOT 105  
If work was started prior to the Change Order being approved, it should 
be stated in the letter. 
 

Attach a copy of the Form 105 sent to the Contractor giving: (CM 
§120.4) 

Description of work; Description of Material; Applicable Specifications; 
Construction requirements; Method of Measurement; Basis of Payment 
 

CO’s are to be fully signed by the Contractor, PE, RE and Program 
Engineer as soon as the work is approved.  Some may require 
signature of the FHWA Operations Engineer prior to work starting. 
Also See Construction Bulletin 2010 #3 & #12 dated December 7, 
2010 
Proper Use of Form 105 – Speed Memo 
Speed Memo is to be used as follows: 
  
Use Form 105 – Speed Memo to document: 
directions and interpretations given the Contractor; 
instructions to Contractor for work formalized later with a change order; 
agreements between the Project Engineer and the Contractor; and 
transmittal of project documents and other project information,  
including to the contractor, internal CDOT staff and consultants working 
on the project. 
   
When the Contract requires the Engineer to communicate in writing to 
the Contractor, the proper form of written communication is the use of 
Form 105. 

 

 

Reviewing the CDOT Form 90 
Minimum requirements are listed in CM 120.7.3.2 
 

Don’t forget ---- 
 

Obtain your RE’s approval PRIOR to getting the Contractor’s 
signature 
 
After all the time you spent in SiteManager creating the Change Order 
record, take another minute and type in the required statements so 
that SM will print out a complete Form 90 for you! (Change Order 
Maintenance, Change Order Explanation, Explanations applies to all 
line items) 
No more cut & paste. 
 
Remember plans, specs part of contract, contractor gets copy.   
Need to attach these to the Form 90, not the letter of explanation! 
 
Check the Federal Oversight Box, Yes or No 
Number pages (1 of 2, etc. 
X or cut off signature blocks on all but last page. 
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Checklist 

Check list may be useful, especially if you are new, haven’t written a 
change order for a while or are asked to review one. 
 

 

 

Letter of Explanation  
  
Why???? 
Federal requirement to provide “adequate documentation & 
justification”. 
CFR 635.120e requires the SHA to adequately document a cost 
analysis of each negotiated contract change or negotiated extra work 
order.  
 
Also stated in the CDOT Construction Manual (§120.7.6) the “All price 

justification documentation shall be included with the Letter of 
Explanation” 
 
 
 

 

 

Internal correspondence – use Memorandum format with CDOT logo  

(CM 120.3.3) 
 
Content requirements 
 
Written w/ sufficient detail for a person unfamiliar with the project to 
review and understand the change without additional assistance 
 
Basically - just remember the 5 W’s + state unit of measurement and 
method of payment. 
 
Refer to 2002 CM section 120.7.6.1, revised July 2008 
 
9 key pieces --------- 
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Letter of Explanation 
 
Topics covered in CM §120.7.6.1   
The letter should include, at a minimum, 9 key pieces of 
information: 
 
1 & 2 - Explain the why and where the work is needed.   
 

3 - Support all agreed prices  - Use Cost Data info and/or Include a F/A 
analysis in the body of the letter for F/A work or Lump Sum Items 
 

4 - Address the Status of your Environmental clearances (CDOT 128) 
 

5 – Note names and dates of all discussions and concurrences 
 

6 - Show you have checked the Financial status of your project  i.e. 
show balance of either MCR budget or project budget (CDOT 65) 
 

7 - State whether any budget action is necessary –  Where funds are 
coming from? 
 

8 - State whether work has started or not (attach copy of CDOT 105) 
 

9 - Addressed if contract time needs to be added (only for items 
effecting the Critical path !!!)§108.07. 
 

 

 

 

 

Justification of Unit Prices 
 

The CDOT Cost Data /Bid Letting data is by far the easiest.  I 
suggest use first. 
Be sure to state year or range of dates used.  - It is reasonable to 
accept price deviations of up to 15% 
  
Cost Estimates web site - organizations, Program Support, 
Construction Cost Estimates & Market Analysis 
 

Lump Sum & Invoice – still need to use analysis to determine 
estimated price.   
Use $$ item code and state “invoice will be in project file”.  Include cost 
analysis in letter - CM 2004, revised 7/08 §120.7.6.2.2 
 

Contractor  Cost Analysis 
May request Contractor to submit their F/A analysis (cannot require) 
However you must still do price comparisons and include statements 
from CM §120.7.6.2.1— 
“The labor and equipment hours are reasonable” 
“The labor rates and equipment rates are reasonable” 
“The Material Quantities and prices are reasonable” 
“The total cost, including overhead, is reasonable” 
 

Independent Analysis - Create your own 
 

Summarize and restate unit of measurement and price per unit. “The 

contractor submitted price of $x,xxx.xx is reasonable when compared to 
the above/attached force account analysis.” 
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Cost Data 
 
A word about using Cost Data… 
You may use any of the Weighted Averages or  
calculate an average using several projects that have a similar quantity. 
Please show a minimum of 3 projects. 
Be sure to state the year and which type figures you use. 
 
Remember per CM §120.7.6.2.3 it is reasonable to accept  price 
deviations up to 15% . 

  Force Account Analysis 
 

Labor – May use Contractor payrolls, Federal Minimum Wage 
schedules 
 

Equipment – Rental Rates -  these yearly averages may be used in 

F/A analysis.   

There is an annual summary of equipment following this section.   
 Just remember these rates are for F/A analysis only.   
 Actual Form 580’s must be completed for F/A billings. 
 

Materials – may call suppliers or --- face it work done by time you write 
letter, use actual invoice cost, just round. 
 
 

 

 

Help  with Justification of Unit Prices 
 
When preparing a F/A analysis – don’t despair, Help is at hand – 
OR  (If you really want to do your own:) 
 
Labor – may use Federal Minimum Wage schedules, from Project 
Specials or CDOT Web site. 
 
Equipment – There is an annual summary of equipment rental rates 
following this section.  
Just remember these rates are for F/A analysis only.   
Actual Form 580’s must be completed for F/A billings. 
 
Materials – may call suppliers or --- face it work done by time you write 
letter, use actual invoice cost, just round. 
 
Remember Change Order is to be executed and approved PRIOR 
to work starting !!!! 
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Environmental Impact (CDOT 128) 
Discussions & Concurrences 
 
Revision of CDOT 128 
Give an explanation of what the additional impact is and attach copies 
of all correspondence, and revised CDOT 128. 
 
Discussions & Concurrences 
Be sure to list dates, names of persons and units contacted for advice 
and concurrence. 
Don’t forget about specialty units, especially materials, traffic and 

environmental. 
 
Be sure you attach any correspondence that grants written pre-
approval from: the Chief Engineer, FHWA Operations Engineer, 
Contracts & Market Analysis, etc. 
 

 

 

Financial Status 

Remember all Change Orders have an impact to your project 
budget. 

PE should prepare an updated CDOT 65 for active construction 
projects on a monthly basis. (CM §120.7.6.3)PD 715.1 

For Minor Change Orders-  

You only need to address financial status and budget action IF you are 
exceeding your original Plan F/A MCR budget.  

Need to select MCR in type field of SiteManager.   

Don’t forget to reconcile your MCR budget! 

If you do not your project will be charged twice for that CO and your 
financial statement will not be accurate. 

If the CO will be exceeding the amount of funds allotted for 
Construction or the Project budget by > 5%--- 

your RE needs to contact the Program Engineer ASAP.   

The PE should be prepared to send a copy of the CO and over/under 
report to the region Business Office. 

A copy of your Over/Underruns report and the CDOT 1186 must be 
submitted to the Region Business Office PRIOR to work starting and 
CO approval !!!! 

Refer to Construction Bulletin # 2007-3 (Highway Construction PO 
Process) for assistance. 
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Financial Status  - Must include for all CO’s  
 
Include either a statement that “funds for this work will come from the 
Plan F/A MCR budget” and show the balance remaining in the Plan F/A 

MCR budget. 
or  a summary of the financial status of the project.  2 formats to use. 
 
Use figures from Form 65.   
The second format is useful as it guides you to specific line #’s.  

 
For additional information on the CDOT form 65 in Chapter 14 of the 
Quality Control Training Manual. 
 
Note: This is where it is helpful if you selected MCR type when creating 
your CO “MCR” in the Header description field.  
 
To adjust $$$ - use SM Accessories – Contract Administration – 

Projected Quantities. 
 
To generate & print CDOT 65 – Use SAP – Project Systems Log onto 

SAP. 
Enter T-Code ZJ20. 
Click on the check mark in the green circle. 
A screen appears that prompts you enter your project code number. 
Click on the clock icon on the upper left.   
Another screen appears with the various reports available. 
Click on the "Project Financial Statement" box. 
Once your project financial report has appeared, click on the disc icon.  
A dialog box will appear.  Save your report for the month.  A common 
naming convention is project code, month, year.  
 
 

 

 

Budget Action 
 
Include a budget action/no action required statement. 
Include a statement where funds are coming from to cover this CO. (i.e. 
underrun of items, MCR Budget, etc.) 
 
If the CO will be exceeding the amount of funds allotted for 
Construction, your RE needs to contact the Program Engineer ASAP.   
The PE should be prepared to send a copy of the CO and over/under 
report to the region Business Office. 
 
A copy of your Over/Underruns report & the CDOT 1186 must be 
submitted to the Region Business Office PRIOR to work starting and 
CO approval !!!! 
 
This also applies, if the Project budget will be exceeded by > 5% 
Projects exceeding 15% of their original allotment also require 
Transportation Commission Action 
 
Refer to Construction Bulletin # 2007-3 (Highway Construction PO 
Process) 
for assistance. 
For Minor Change Orders-  
Only need to address financial status and budget action IF you are 
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exceeding your original Plan F/A MCR budget.  
Include a statement that work will be paid for from the budgeted Plan 
F/A dollars. 
State in the Header description field that this change order is for Minor 
Revision Item(s) (MCR type) items.  
 
Need to select MCR in type field of SiteManager.  Don’t forget to 

reconcile your MCR budget! 
If you do not your project will be charged twice for that CO and your 
financial statement will be messed up. 

 

 

Status Of Work – 
 
If work has started, attach copy of CDOT 105 directing Contractor to 
start work.  
CO’s are to be fully signed by the Contractor and PE PRIOR to work 
starting !!!! 
Verbal approval should be received from the RE and Program Engineer 
prior to the project engineer and Contractor signatures. 
 
CDOT 105 should contain same info as the CDOT Form 90. 
Per CM 120.4 – minimum info: 

•Description of Work 

•Description of Material 

•Applicable Specifications 

•Construction Requirements 

•Method of Measurement 

•Basis of Payment 
 
 
 

 

 

Contract Time - Summarize days added for item.  
 
If work was started prior to the Change Order being approved, it should 
be stated in the letter.   
Attach a copy of the Form 105 sent to the Contractor giving: 
Description of work 
Description of Material 
Applicable Specifications 
Construction requirements 
Method of Measurement 
Basis of Payment 
 
Time may only be added for items of work that impact the critical path,  
beyond the control of the Contractor and would require time past the 
original allotted time.. 
23 CFR 635.121(b) “Contract time extensions….shall be fully justified 
and adequately documented.” 

  
Or simply state “no additional time needed”.  

Need to indicate that time to do work was considered. 
 
Do this for each item of work, and/or summarize at end of letter. 
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Attachments to the Letter of Explanation 
 
The letter of explanation is an internal document, the contractor 

does not get a copy.    
 

So therefore, 
 

Attachments to the letter of explanation may include letters from the 
contractor, force account analyses, product info.  (i.e. Things that 

justify the work, prices.) 
 

All attachments should be numbered and referenced in the Change 
Order and/or in the Letter of Explanation. 

  
  
  

 
 
 

 

 

Prior to Signing - 
Minimum requirements covered in CM §120.7.6.1   
Explain the who, what, where and why the work is needed.   
 

Be sure that you have: 
Addressed the letter to your Program Engineer. 
Supported all agreed prices  
Included a F/A analysis in the body of the letter for F/A work or Lump 
Sum Items 
Verified that attachments are referenced and actually attached. 
Noted all discussions and concurrences 
 

Addressed:  
Contract time 
Financial status of your project  
Whether any budget action is necessary 
Where funds are coming from 
Whether work has started or not 
 
 
 

  Checklist for Letter of Explanation 

Check list for letter of Explanation. Checklist for Letter of Explanation 

Check list for letter of Explanation. 

Remember – letter must CLEARLY explain why the additional work is 
needed, state the method of measurement and basis of payment and 
justify all prices. 

Write it so that a person not familiar with the project will understand 
what work is to be done. 
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Submittal & Distribution 

CDOT procedure  

After all required preapproval signatures and concurrences are 
obtained, and the letter of justification written… 

The Change Order package is sent to the Resident Engineer for review 
and their approval PRIOR to the Project Engineer and Contractor 
signatures.   
Region 1 procedure for submitting & processing CDOT Form 90. 
Print out the CDOT Form 90 from SM. 
Pending copy to RE and Finals unit PRIOR to PE and Contractor’s 
signatures.  
RE to ensure financial obligation met, any budget action needed is 
initiated. 
If CO > $25,000……PE contacts Program Engineer via e-mail.  May 
follow-up with phone call. 
Attach copy of e-mail with Program Engineers concurrence to letter. 
If necessary contact FHWA Operations Engineer. 
PE corrects, revises, signs and obtains contractor and/or entity 
signatures. 
Sends to RE, who signs, transmits to Finals Unit. 
Finals Unit obtains Program Engineers signature, copies, distributes. 
Local agency change orders processes same way.  LA may keep 
original. 
 

  Letter of Explanation Examples  
 
Two Examples of letters – one minor, one major, beginning with page 
11. 
Both examples include the different methods to justify prices 

•   Using Cost Data  - CM 2004 §120.7.6.2.3 

•   Using spec – already part of contract 

•   Using F/A Analysis to estimate $ for lump sum, invoice, or work to be 
paid by F/A. –  
CM 2004 §120.7.6.2.2 

 
Note:  Internal Letter, therefore goes on CDOT MEMO HEAD 
 
 
 
 

 

 

Rental Rates for F/A Analysis for Construction Equipment 
 
Follows References page. 
 

Acceptable to quote when used for F/A Analysis only. 
Actual averages calculated from CDOT form 580’s in Region 1. 
Therefore Contracts & Market Analysis will accept. 
 

Need actual CDOT form 580 if paying by F/A method. 
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In conclusion …. CDOT Form 90 
 
Just remember to: 
Check Federal Oversight box 
Required & Optional Statements  - enter in “Applies to all line items” or 
else does not print 
Signature of FHWA Operations Engineer when required. 
 
Always required--- 
“Your contract is hereby revised to include ……” 
 
“All work shall be done in accordance with the 2005 Colorado 
Department of Transportation Standard Specifications for Road and 
Bridge Construction, the project plans, the project special provisions, 
the attached plans and/or specifications and as directed by the Project 
Engineer.” 
Optional 
“The Contractor shall provide additional bonding to cover the cost of 
this work at no cost to the project.” 
 
“Should federal funds not be available to cover these additional costs, 
or the FHWA decides not to participate, the entity agrees to provide the 
required funds.  The [entity name] approves this Change order by 
signing below.”  
 
 ”[Contractor’s Name] by signing below, hereby waives any and all 
claims or rights to claim which it now has or may have in the future 
relating to ……”[any delays to this project][additional impact costs]etc. 
for this Change Order” 
 
Remember you cannot edit in SiteManager® after you approve it !!!!! 
 
Suggest you leave CO in PENDING status ---- can go back to DRAFT 
and edit 
 

 

 

Letter of Explanation 
 
Did you remember to cover the 9 key pieces of information? 
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Always Remember - 
 

Irregardless …….PROOF READ !!!!!! 
 

Common mistakes: 

•Entering wrong unit price 

•Selecting the wrong category 

•Forgetting to reconcile MCR type CO’s 
 

Remember you cannot edit in SiteManager® after you approve it !!!!! 
 

Suggest you leave CO in PENDING status ---- can go back to DRAFT 
and edit. 

 

 

 
 
7 -Force Account Billings 
 

Payment by Force Account billing is utilized when unforeseen work is 
done by the Contractor, no agreed price exists and it is difficult to 
determine the actual scope of work and related costs.  
and related costs.  
 

  Method of payment used for work performed by the Contractor for 
which there is no agreed unit price. 
 

See §109.04 for loading factors 

Contractors request for payment 
CDOT 10 – Inspectors Report for Force Account Work – covered 

previously 
CDOT 580 – Rental Rate Determination Request 

Certified invoices / certified statements of materials taken from stock 
May pay rental equipment by certified invoice + loading. 

 

 

Requests for payment are to be received from the Prime Contractor on 
their letterhead, processed and paid on the monthly contractor 
estimate.  
 

One billing per month, per item of work. 
 

Labor, material and equipment are documented on the CDOT form 10. 
 

Labor rates are to be checked against contractor payrolls, therefore….. 
Payrolls must be submitted for ALL Force Account 
work……..regardless of funding 
 

Rental rates are determined by the CDOT 580 or rental invoice. 
 

Material is paid by certified invoices or statement of materials taken 
from stock received from the contractor.    
 
Be sure Contractor signs Certification statement CM 100-152. 
Be sure to read and follow §109.04. !!! 
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Example of Cover Letter 
 
Note stamp, esp. payrolls checked by…… 
 
 
 
 

 

 

CDOT Form 10 –  Inspectors Report for Force Account Work 
 

This is the form used to track labor, equipment & material used on force 
account work. 
 

Each day should have its own column, however the days do not have to 
be consecutive.   
  

Have the contractor and/or the subcontractor initial the form each day.   
Sign this form at the end of the week.  Give the contractor a copy.   
 

This will avoid any conflicts later. 
 

Keep this form handy so that when you receive payrolls, certified 
invoices and the Force Account Billing from the contractor you can 
easily check them against the Form 10. 
 

 

 

CDOT Form 580  - Equipment Rental Rate Request 
  

This form is used to determine a rate for equipment that is used for 
force account work. 
 

Completely fill out all the information for Part I.   
Note any additional equipment.  Please call the rater with any questions 
you may have. 
 

Do not write below the first half of the page.   
If the contractor fills out the form, they are not to sign the form.   
Only CDOT personnel may sign the form and submit a rate request.   
 

Make sure the form you are using is the current form.  The current form 
date is 6/14.   You may use a computer version as long as it resembles 
the paper form. 
 

If the piece of equipment is a rented from a rental center, you may pay 
from the certified invoice.  10% administrative loading is allowed. 
 

If the information is provided correctly, a rental rate can be determined 
within 5 business days.  
 

You may fax or e-mail this form to whomever calculates for your region.  
 

For further information see the Rental Rate Determination section of 
this manual. 
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Certified Invoice –  
 

The Contractor must certify that all materials were permanently 
incorporated into a project. 
 

Certification statement from CM 120.15.3.9 
 

“We certify, by photocopy of this invoice, that the quantity of 

material/rental or lease/specialty work, represented by this invoice was 
purchased and received for CDOT Project No.___________ and that 
the prices shown are actual costs” . 
Contractor signature and date. 

 

 

Statement of Materials Taken from Stock 
 
If materials were taken from the Contractors stock, then they must 
furnish either a copy of the original invoice or letter containing the 
Certification statement from CM 120.15.3.9 
 
“We certify, by photocopy of this invoice, that the quantity of material, 

represented by this invoice was taken from stock and the prices shown 
are the actual costs” . 

Contractor signature and date. 

  Reviewing F/A Billings 
 
The billing should be reviewed prior to payment.   
 
All forms should be filled out accurately and completely.   
 
Check the Project Number. Must be for your project….or portion of 

clearly defined!!! 
 
Must attach - Form 10’s, 580’s, certified invoices and statement of 
materials taken from stock.   
 
Must receive payrolls from Contractor! No exceptions! 
 
Check loading per §109.04:  
Wages and fringes benefits - 67 %. 
Loading fringe benefits allowed only if they are not paid to a third party.   
Materials - 15%.   
 
The prime contractor may or may not be entitled to administrative 
loading – 10%.  Check §109.04. 

To $1,000-10% 
$1,000 to$10,000 - $100 + 5% of excess over $1,000 
Over $10,000 - $550 + 3% of excess over $10,000.   
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Reviewing Loading on F/A Billings 
Check loading per §109.04:  

Wages and fringes benefits - 67 %. 
Loading fringe benefits allowed only if they are not paid to a third party.   
Materials - 15%.   
The prime contractor may or may not be entitled to administrative 
loading. 
Paid  only on work done by subcontractor, utility, railroad, waste 
disposal, specialty firm. 
This is not accumulative!!!!   
Select the group that fits the TOTAL $$ of the billing: 
To $1,000-10% 

$1,000 to$10,000 - $100 + 5% of excess over $1,000 

Over $10,000 - $550 + 3% of excess over $10,000 

Only 1 administrative loading per billing  
 

 

 

 

Force Account Checklist 

Checklist you may find handy 

 

 

8- Stockpile Material 
  
The request for payment of stockpile material must be received from 
the prime contractor on their letterhead.  This includes requests from 
subcontractors.    
 

It should include a statement that the material was purchased for that 
particular CDOT project.  (See the CM section 120.15.4 for the 
certification statement that is required on the invoice.) 
 

The letter of vested interest must include where the material is stored. It 
should include a copy of the certified invoice, material certificate of 
compliance and a cost analysis. 
 

Materials should be stored in the project yard, State owned property  or 
a secured location within the State of Colorado. 
Structural steel may also be stored in any acceptable storage area, as 
long as it is identified and stored separately from other lots. 
 

The request should be received with adequate time for review prior to 
the estimate.   
This review includes, reviewing the quantities to ensure that the request 
is not for more than plan quantity or for more than is projected to be 
used as well as, ensuring adequate monies left in the item to complete 
installation.  
Partial payments will not exceed 85% of the bid price (60% for 
Structural Steel) or 100% of the certified invoice cost. (§109.07) 
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Incorporation of Material 
 
If the material will be incorporated in the project prior to the next 
estimate, do not pay as stockpile.   
 
Stockpile should not be paid for living plant materials, perishable 
materials, or material that will not become an integral part of the project.  
(§109.07)  

 
Do not pay more than 85% of the Contract Unit Price of any stockpile 
material…….except structural steel --- then do not exceed 60% of 
certified invoice cost 
 
Payment for stockpile does not relieve the Contractor of their 
responsibility for the material.   
  
If you have entered your stockpile record correctly (i.e. the unit on the 
stockpile record match the basis of payment for the pay item), 
SiteManager® will decrease the amount of the stockpile material as it is 

incorporated into the project. 
 

 

 

 

 

Letter of Vested Interest 
 
Required when material is stored off project site. (§109.07 & CM 109.7) 

Must be on kept on file in project records. 
 
 
 
 
 
 
 
 
 
 

 

 

Stockpile Records and SiteManager® 

Helpful hints on viewing, entering and adjusting Stockpile records in 
SiteManager®. 

“Units” must always match pay item Basis of Payment (i.e. lbs., cubic 
yards)!!! 

Never use $$$’s unless the item is measured in dollars. 

SiteManager reduces the stockpile material record by the quantity paid 
as work in place. 

If you use dollars, and the item is not Measured in dollars, then the 
stockpile will not be reduced correctly. 

Also instructions for manually closing out stockpile balances. 

  
 



 

D - 64 

 

 

9 - PILING  
 
Once the pile driving equipment has arrived on the project site, verify 
that the equipment has been approved by the Project Engineer per 
§502.04. 
 
Soon after the piling arrives at the project site, it is suggested that you 
go and measure every piece of piling.  
 
With white paint, paint each sticks length (to the 1/10th), and stick 
number on it.   
 
On a piece of paper record the stick number, length and heat number.  

 
 
 

 

 

Piling “Book” Cover 
 

Your first choice should be to use a large orange field book, also called 
a cross-section or survey book.  
 

If this is not available, set up a notebook using word documents or 
spreadsheets. 
 

All data for piling is entered into this “book”.   
 

On the cover of the book, in super-indelible-never-come-off until you’re 

dead and maybe even later marker, put the project number, project 
code, book number, and structure number(s). 
 
 

  Contents 
 

On the inside, you will need to set it up like any survey book with page 
numbers, table of contents and engineering roster.   
 

Include the names of the inspectors for piling on the roster.   
 

The table of contents should also include each structure and whether 
the piling is for an abutment or pier for each structure. (See examples.)  
 

Keep each structure separate.   
  

Make a drawing of the structures showing piling locations.   
You may either draw it by hand or make a copy of the plan sheet 
showing the locations.   
 

Make sure you put a North arrow on each drawing. 
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  Minimum Info: 
 

For each structure and pile, the following minimum information will 
need to be tracked: 

Piling number  
Heat number of piling 
Length of piling  
Inches of refusal in last 10 blows 
Elevation of refusal  
Splices/welds 
Cut-off lengths  
In place amount 
Date   
Initial of inspector 
Any remarks 

 

You will need to keep track of the splices for each steel piling.  May use 
any number of welds…..however all splices must be authorized. 

 
Only pay for two splices per steel pile (§502.08).   
For information on how to measure cut-offs and limits for splices/welds 
see §502.12. 
 

Don’t forget your earplugs and wear old clothes.  This is a noisy, messy 
operation !!!! 
 

  2 Examples 
 
1 with piling locations hand drawn 
 
1 copied from plan sheets 
 
 

 

CHAPTER 10

CONTRACTOR 

PAYROLLS

 

10 – Contractor Payrolls 
 
Just summarizing here. 
 
Contact the CDOT Contract and Labor Compliance Manager:  
303-757-9540 
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Payrolls are to be submitted by the Prime Contractor and all 
Subcontractors on ALL Federal Aid projects and for all work done by 
Force Account 
They are to be reviewed by the Project Engineer for proper wage rates 
per classification. 
 
Will not go into detail here. 
 
Be aware of Midway & other decisions that  define of site of work and 
affect truck drivers, owner/operators, etc. 
 
Please check with the region Civil Rights office regarding future 
classes.   
 
Public records law – but don’t forget Confidentiality clause. 
Inspection of Payrolls – requirement - cover SSN, addresses. 
However, per Special Provision, payrolls should not include the full 
SSN #. 
Employers must only use last 4 digits or an employee id no. 
 

 

 

 

Handy Checklist. 
 

 

CHAPTER 11

CONTRACTOR 

SUBMITTED 

FORMS

 

11 – Contractor Submitted Forms  
 
Items in this chapter have been discussed earlier in the presentation.  
Won’t go over again.   
This chapter is just a standalone for the Contractor submitted forms. 
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Most common forms and/or items. 
 
For quick reference here.  See in chapter on forms for more details.   
If a dispute has not been resolved per the Dispute Resolution process 
(§105.22 & §105.23), the Contractor must submit their intent to file a 
claim in writing. (§105.24) 
 
Monthly Buy America required on ALL projects , even state funded.  
The Contractor must also maintain a file of certifications where every 
process, including application of coating has been carried out.  These 
certifications establish a chain of custody for iron and steel products 
and their coatings that are permanently incorporated into a project.  
(§106.11) 
 
§109.06(f) Retainage by the Contractor.  
This section states that the Prime Contractor may withhold retainage on 
any and all subcontractors for work performed.  However, this section 
also states that if the subcontractor has completed ALL the work that 
was to be performed by them as stated on the CDOT 205 and any 
amendments (change orders), the subcontractor may request through 
the Prime Contractor to have their retainage released.  There are a 
certain number of days that things have to happen, so read the spec 
regarding the time frames.  Also, in this spec it does state that the 
Department will review the final quantity, make any adjustments and 
pay the Prime the final quantity.  At that point, that quantity is complete 
and no further checking will be done. 
 
 
 

 

CHAPTER 12

SUBMITTAL OF FINAL

 

12 – Submittal of Final 

 

 

 
The project isn’t complete until the paperwork is completed……. 
 
Per FHWA, CDOT has 120 days to completely close out a 
project…..this includes, final review of project material and pay 
documentation, assuring all contract required forms, etc. are received 
from the Contractor, approving and processing the final payment to the 
Contractor and a final audit and disbursement of funds. 
 
DO NOT HOLD FINAL IN FIELD !!!! 
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Final Submittal Checklist 
 
Handy “tool”. 

 
Not only does it serve as a transmittal for your final……it also helps 

track outstanding forms, documentation. 
The region finals administrator will help you track required forms, etc. 
Summarized on the Region 6 Final Status Report. 
Any Contractor required documentation is listed on the cover letter 
when the CDOT 96 sent out for the Contractor’s signature. 
Again ……DO NOT HOLD FINAL IN FIELD FOR DOCUMENTATION 

!!!!!! 

 

 

13 – Final Checking Process 
 
No – This is not going away !!!!!!!!! 
 
§109.09 states “All prior partial estimates shall be subject to correction 
in the final estimate and payment.” 
Also the Code of Federal Regulations requires an independent check of 
construction project documentation. (CFR §635.123) 
  
Check list included for your convenience and records. 
 
Finals Administrators will help you track forms still due from Contractor. 

 

 

Checksheets 
 
This chapter is provided just to show/tell what all is involved in checking 
a final. 
 
Field Review Check List- to be used for field visits.  Should be of help to 
project engineer. 
 
Final Review Check Sheet - for your information as to what the process 
is. 

 

 

14 – Project Financial Statement - Monthly Review 
 

This section explains the project financial report. (CDOT 65). 
The financial status of all projects shall be reviewed on a monthly basis.   
This is to assure that the projects are within the allotted budget.   
 

SAP automatically refreshes the data each time you generate the report 
so ---- you may want to save a copy of the financial report each month 
in electronic format.   
SAP T-code is ZJ20. 
 

Pages 2- 6 contain text explaining what the different figures represent. 
 

There is also a Video workshop topic on the TETP website: 
http://intracontent.dot.state.co.us/employee/training/tetp/videos/Form65
Workshop/PubData/Engine/Default.htm?http%3A%2F%2Fintracontent.
dot.state.co.us%2Femployee%2Ftraining%2Ftetp%2Fvideos%2FForm
65Workshop%2FPubData%2F 
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CDOT 65 – Project Financial Statement 
 
This report shows the financial status of your project.  It needs to be 
reviewed monthly by the Project Engineer.   
This report is maintained within the software program called “SAP” and 
pulls information from SiteManager®.   
The Project Engineer needs to review the Over/Underrun report in 
SiteManager Accessories® and update the quantities in Project 
Quantities.  
On the following pages is a brief description of the process and the 
financial statement.  Once the financial statement has been updated 
you can save the file in electronic format.   
 

The procedures for generating and saving the file are: 
Log onto SAP - Enter T-Code ZJ20 - Click on the check mark in the 
green circle. 
A screen appears that prompts you enter your project code number. 
Click on the clock icon on the upper left - Click on the "Project Financial 
Statement" box. 
  
Once your project financial report has appeared, click on the disc icon.  
A dialog box will appear.  Save your report for the month.  A common 
naming convention is project code, month, year.  If you want to print a 
copy, right click on the form.  Select Print. 
  
For additional guidance on monitoring your project expenditures refer 
to:  
Construction Bulletin # 2009-3, “Highway Construction PO Amendment  
Process” regarding funding letters 
 

Construction Bulletin # 2009-5 entitled “Post Award Financial Statement  
Form 65” regarding CDOT 65 information 
Construction Bulletin # 2009-8 “Force Account Management on All 
Projects with an Emphasis on ARRA Projects. 

 

 

CDOT 65 & Change Orders 
 
Selections you make when entering your Change Order in 
SiteManager® have a financial impact to your project and how the $$$ 
are reflected on the CDOT from 65 – Project Financial Statement. 
 
If the correct “CO Type” was selected when Change Orders were 
entered in SiteManager® then the “PROJ’D TO COMPL” (line 7) and 
the “Projected Total” on the Over/Under report from SiteManager® 
Accessories should match. 
However,  
If any CO’s were entered using the “Modifications with No CMO/MCR 
Required”  
OR 
If any CO’s were not reconciled or adjusted correctly,  
then adjustments need to be made. (see example following). The 
adjusted amount should then match line 5 on the form 65. 
  
To assure your Change Orders are reflected correctly on the Form 65, 
the steps and proper actions to take in SiteManager® are listed in 
Chapter 15, pages 7-9. 
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Example CDOT 65 

This is the CDOT 65 - Project Financial Statement.  

The figures in the Construction section are passed from 
SiteManager®….  

This is why it is not only important that you reconcile your MCR type 
change orders, but be sure to adjust any Change Orders not being paid 
by the MCR budget, as well updating your projected quantities! 

Line 5-Overs(Unders) does not match the “”Totals for Contract” on the 
Over/Under Report (page 14-23) because the project engineer forgot to 
reconcile the Minor Contract Revision type change orders in the 
SiteManager® Change Order module and the project was charged 
twice. 

The numbers corresponding to the highlighted figures can be found on 
the Estimate Summary, Reason Code Report and the Over/Under 
Report from SiteManager® or SiteManager®  Accessories. 

 
 

 

This is the Change Order Reason Code report from SiteManager. 

This is where you can review your CO costs and determine if you 
reconciled your MCR items (subtracted the $ for the CO from 
the Plan F/A MCR budget) 

If you didn’t, your project is being charged twice. 

How do you know????    “CO Amount” is NOT zero (0) for MCR 
type 

2 –Your projects Plan MCR F/A $ (line 5 on CDOT 65) 

a - MCR type and “no CO” required change orders 

3 - CMO type change orders 

The total $ of  all a’s is the figure you use to adjust your 
over/under report. 

In this case all “Contract Modification Orders” were totaled and 
subtracted from “CO #1” (Plan Force Account). 

This total is then added to the “Totals for Contract” on the Overs 
and Unders Report. 

Figures now match Line 5 -Overs(Unders) of the CDOT 65. 

 
  Over/Under Report 

This is the last page of the Over/Under Report you get from SM 
Accessories. 

Notice the highlighted figures. 

5 - is the total $ of all projected quantities (line 7 on CDOT 65)&(last 
page of estimate) 

a - is the total of all your MCR and “No CO” required Change Orders 
(calculated from Reason Code Report) 

4 - is the total of all bid items plus MCR type CO’s. (line 5b on CDOT 65 
- “Overs (Unders)—Inc. Bid items, CMOs & Plan F/A”) 
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  15 – SiteManager Change Order 
 
Selections you make when entering your Change Order in 
SiteManager® have a financial impact to your project and  
how the $$$ are reflected on the CDOT 65 – Project Financial 

Statement. 
  

To assure your Change Orders are reflected correctly on the CDOT 65, 
here are the steps and proper actions to take in SiteManager®.   
  
 

 

 

Step by step directions on entering your Change Order into the 
SiteManager® program. 

 
Note: Update to SiteManager® 3.15on 4/13/15 changed the 
appearance of windows.   
Change Order Items, Change Order Time Adjustments, CO 
Explanations, etc. will now appear as tabs on the Header screen. 
 
However the steps to create a Change Order remain the same. 
The only time you need to exit the CO Header screen is to initially open 
your project or to reconcile your MR type Change Orders. 
 
 
 

 
CO Type in SiteManager® & CDOT 65

The CO Type you select in the 
Header window has an impact on 
your project’s financial status, as 

shown on the CDOT 65

Think before you begin ….

Chapter 15-7

 

CO Type selections & impact on CDOT 65  
 
Selections you make when entering your Change Order in 
SiteManager® have a financial impact to your project and  
how the $$$ are reflected on the CDOT 65 – Project Financial 

Statement. 
  
To assure your Change Orders are reflected correctly on the CDOT 65, 
here are the steps and proper actions to take in SiteManager®.   
  
Take time to think things through before you sit down to enter your CO 
in SiteManager®. 

It will save you time and grief later. 
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CO Header Window in SiteManager® 
   
Fill in Description, Reason Code 
Click on down arrow for “CO Type:” 
 
Your 6 choices are: 
 
Modifications with No CMO/MCR Required 
Subcontractor/Supplier Lien SiteMgr only 
Contract Modification Order 
Plan Force Account – do not use 

Minor Contract Revision 
Time Extension 
 
For an “Anticipated CMO “– Use CMO type 

 

Minor Contract Revision

 Use this type for CO’s < $25,000 & using the Plan 
F/A MCR budget  item (700-70010)

 This is the ONLY type CO you reconcile in the 
Change Order Module !!!!

 This will automatically adjust your F/A Plan MCR 
budget item
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Reconciling your MCR type Change Order 
Minor Contract Revision 
Complete entering your Change Order 
 

Reconcile Change Order in Change Order Module (will automatically 
adjust Projected Quantity) 
After completing your Change Order, return to the Header window: 
Services, Calculate CO 
Write down $$ amount of CO 
Save 
Services, CO Item, Services, New CO Item 
Select Plan F/A MCR line item (700-70010) 
Enter negative amount of calculated CO  
Services, Calculate CO 
$$ Total for CO should be 0 (zero) 
Complete Header 

 
Other Change Order Types

Do not reconcile Change Order in Change Order Module

Adjust in SM® Accessories – Projected Quantities 

 Modifications with No CMO/MCR Required

 Subcontractor/Supplier Lien SiteMgr only

 Contract Modification Order

 Plan Force Account (do not use!)

 Time Extension – Time only, no adjustment needed

 Anticipated CMO – Use CMO type
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Reconciling  all other  MCR type Change Orders 
 
Modifications With No CMO/MCR Required 
Complete entering your Change Order 
If your Change Order is for a negative $ amount (i.e. price reductions, 
work zone time violations) do not make any adjustments. 
For all others, adjust on the line item created for the Change Order in 
Projected Quantities by entering the negative amount of your Change 
Order in the “Projected Quantity” column. 
Do not reconcile Change Order in Change Order Module –  
 

Subcontractor/Supplier Lien SiteMgr only 
Complete entering your Change Order 
Adjust on the line item created for the Change Order in Projected 
Quantities by entering 0 (zero) in the “Projected Quantity” column.  
Liens should not show any impact to project budget as they must be 
cleared (i.e.“0”) prior to the final estimate and project closure.) 
Do not reconcile Change Order in Change Order Module 
 

Contract Modification Order 
Complete entering your Change Order 
If using the Plan F/A MCR Budget -- Adjust on the line item for Plan 
F/A MCR in Projected Quantities (item 700-70010) by entering the 
negative $ amount of your Change Order in the “Projected Quantity” 
column. 
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If using $$ from an existing line item or other Plan F/A Budget item 
-- Adjust on the line item for that specific  item or Plan F/A in Projected 
Quantities  by entering the negative $ amount of your Change Order in 
the “Projected Quantity” column. 
Do not reconcile Change Order in Change Order Module  
  
Plan Force Account  
DO NOT USE !!!!!! – Items are already included as line items created 
from system generated Change Order #1  
   
Anticipated CMO 
Select “CMO” for CO Type and complete entering your Change Order,. 
Adjust on the line item for Plan F/A Anticipated CMO in Projected 
Quantities by entering the negative $ amount of your Change Order in 
the “Projected Quantity” column. 
Do not reconcile Change Order in Change Order Module!! 

 Projected Quantities

Over/Under Report

In this example a Change Modification Order 

type CO was written that is using F/A MCR 

Funds.  The Change Order amount was 

$126,731.24.  Note the adjusting entry in 

Projected Quantities and how it is shown on 

the Over/Under Report.
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Adjusting Projected Quantities 
 
Or your Construction Project Documentation handout  gives you 
specific directions and shows this example. 
 
If you select any type CO other than MCR you need to make the 
adjustment of the line item you are using the funds from or process a 
funding letter to add more funds to your project. 
 
 

 

Chapter 16

Rental Rate 
Determination Request

(CDOT Form 580)

 

16 – Rental Rate Determination Request 
 
 
 

 

 

CDOT 580 – Rental Rate Determination Request 
 

This is the from used to determine equipment rental rates to be used on 
Force Account work. 
 

It is to be attached to the CDOT 10 as part of the F/A Billing. 
 

The PE needs to review, complete top half, then forward to region. 
BE SURE TO INCLUDE YOUR NAME & PROJECT NUMBER !!!!! 
Refer to the listings following the examples for the type of data that is 

used to rate each type of equipment. 
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Review Form 
 

The project engineer shall review Part I and assure that ALL applicable 
information for a piece of equipment is included prior to sending the 
form to the rater.  
 

At a minimum the following information should be filled in:   
Project No, Project Code, Description, Year, Make, Model of 
equipment, Fuel Type, CDOT person, region & date.  
The Remarks section may be used to include any additional information 
that would help the rater. 
NOTE: 
For help in determining what additional information is needed for 
specific pieces of equipment see the lists in the back of this chapter or 
handout. 
  

Nothing should be left to the imagination of the rater. 
  
After you have reviewed the form 580, complete the “Submitted By” 

boxes and submit to the rater in your region. 
  
Only CDOT personnel should sign and fill out the “Submitted By boxes.  

If the contractor should sign the form, then sign your name above 
theirs.   
  

If the information is provided completely and accurately, a rental rate 
may be determined within 5 business days.   
  
Incomplete forms will be returned!!!!  
 

You may fax or e-mail this form to the person that does the calculations 
for your region. 
 

 

 

Example 1: 
 
This CDOT 580 is for a Ford  250  diesel 4x4  pickup. 
 
With the information provided, the rater would use the lowest ton rating 
(1/2) and conventional cab. 
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Example 2: 
 
This CDOT 580 is also for a Ford  250  diesel 4x4  pickup. 
However, it has additional info provided – crew cab, 310 HP  and  GVW 
is 14,000 lbs. 
 
The GVW now classifies the truck as a 1½ T with crew cab. 
Notice the change in Shift Rate Per Hour. 

   “Rental Rate Blue Book for Construction Equipment” 
 
This is an actual page from the “Rental Rate Blue Book for Construction 
Equipment” 
 
Notice the difference in the operating cost for a ½T, 4x4 diesel pickup 
with a regular cab and a 1½T, 4x4 diesel with a crew cab. ($8.55/hr vs. 
$15.35/hr) 
 
Which do you think your Contractor would be happier with? 

 

 

Help available 
 
To help you with determining what additional data should be included 
with various types of equipment, table included in this chapter or 
Rental Rate  for Construction Equipment Handout. 

 

 

17 – Civil Rights Programs 
 
On-the-Job Training 
DBE Goals 
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  CDOT Obligations 
 
Contractor shall provide OJT aimed at developing full journey level 
workers in a skill craft (Labor & Mechanic) 
 
Encourage training and upgrading of minorities and women toward 
journey worker status 
 
 
 

 

 

WHY??? What’s the Big Deal???? 
 
Federal Money, Federal rules  
 
Whole slew of Federally mandated programs – 
23 CFR Part 230 – External Programs   

Subpart A – Equal Employment Opportunity on Federal and 
Federal-Aid Construction Contracts 
Subpart B – Supportive Services for Minority, Disadvantaged, 
and Women Business Enterprises 
Subpart C – State Highway Agency Equal Employment 
Opportunity Programs 
Subpart D – Construction Contract Equal Opportunity 
Compliance Procedures 

 
29 CFR 30 – Equal Employment Opportunity in Apprenticeship and 
Training  
Title VI of the 1964 Civil Rights Act 
 
Stewardship Agreement 
How do we assure the Feds we meet these obligations? 
 
We Document !!!! 
Forms CDOT 1336, 1337, 838, 832 
 
Reference OJT Spec – General Requirements section 2 & 3. 

 

 

Monitoring the OJT Training Program 
 
Familiarize yourself with the provisions of the latest Standard Special 

Provision - OJT  
It lists the requirements for monitoring the OJT Training program 
 
Includes provision that payment may be withheld or a penalty 

assessed. 
Contractors participating in the Standard program at the beginning of 

the Contract must remain in that program for the duration of the 
project! 

 
The Region Civil Rights Manager sets OJT goal for the project. 
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Be aware of your project OJT goals and Plan F/A $$$$$ amount 
 
Construction Bulletin # 2011#10 dated September 23, 2011 
“All project personnel should become familiar with its provisions to 

ensure Contractor compliance”.   
 
This bulletin gives guidance on the application of the OJT requirements 

of this special provision. 
 

 

 

No longer different programs  
 
Easier to monitor in some ways……because the Contractor cannot “opt 
out”. 
The must provide a plan to their employees and use “Good Faith 
Efforts” to meet each project goal. 
Contractor shall pay training program wage rates and correct fringe 
benefits to each approved trainee.  The minimum wage shall be no less 
than the wage for the guardrail labor classification. 
Contractor may request non- CDOT training hours to be counted 
toward goal, however……. 
The request must be submitted in writing and approved by the Region 
Civil Rights manager. 
Any approved hours are NOT REIMBURSABLE from CDOT. 
 

OJT Training Program 
 

Contractors must submit a copy of a current approved training program 
prior to any training.  Preferable at the pre-con with the CDOT1337. 
If not previously approved, allow 30+ days for CDOT/FHWA approval or 
US DOL 
 
Must be submitted to CDOT Center of Equal Opportunity. 
4201 E. Arkansas Ave. 
Denver, CO 
80222 
eo@dot.state.co.us 
1-800-925-3427 
 

Reimbursement is $2.00/hr for each approved trainee. 
 
 

 

 

OJT hours on Non-CDOT Projects  
 
Contractor may request non-CDOT project  training hours to be 
counted toward goal: 
However……any approved hours are NOT REIMBURSABLE from 
CDOT. 
 
Contractor may also employ temporary workers from CDOT Supportive 
Services Providers: 
http://www.coloradodot.info/business/equal-opportunity/training.html 
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  Temporary Workers 

Contractor may also employ temporary workers from CDOT Supportive 
Services Providers: 

https://www.codot.gov/business/civilrights/on-the-job-training-
program/ojt-supportive-services 

Reimbursement is $2.00/hr 
 

 

 

Contractor Responsibilities 
 
The Contractor is responsible for demonstrating that steps were taken 
to provide training opportunities in skilled crafts. 
 
Contractor shall pay training program wage rates and correct fringe 
benefits to each approved trainee.  The minimum wage shall be no less 
than the wage for the guardrail labor classification. 
 
In order to enhance promotion from within the Contractors unskilled 
workforce, the  Contractor may utilize an unskilled worker as a Journey 
worker, provided they are paid at the contract journey worker rate. 
 

Minimum number of hours to be provided stated in program (generally 
2,000, 1,200 in old Colorado Program) includes 40 hours classroom 
training. 
 

However, the training commitment shall not be used to discriminate 
against any applicant, regardless if they are a protected class or not. 
 

CDOT Region Civil Rights Manager sets goal on project basis and 
tracks yearly figures. 
 

Contractor may be assessed a $$$ penalty for non-compliance. 
 

 

 
PE Responsibilities: 
 

Assure Contractor is in compliance 
 

Remind Contractor of requirements at Pre-Con and during weekly 
meetings & that noncompliance may result in the assessment of 
monetary damages or withholding of monthly progress estimate. 
 

Document - send a CDOT Form 105 to the Contractor when 
documentation not received by dates due.   
Remind the Contractor at the weekly project meetings about the OJT 
goal, penalties 
 

If the Contractor does not meet the required OJT goal, the PE will: 
 

Request a written explanation why the OJT goal was not met.  
Contact the Region Civil Rights Manager when Contractor is not 
submitting documentation showing “good faith efforts” and at risk at 
being held in non-compliance.  
 

Reference Construction Bulletin 2011 #10, dated 9/23/11. 
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CDOT 1337 – Contractor Commitment to Meet OJT Requirements 
 

Required on all projects with an OJT Goal !!!!!  
 

No exceptions!!!!!! 
 

Must be submitted by the Contractor prior to any training.   
Preferably at or before the Pre-Con. 
 

A copy of the approved Training Program Certification must also 
be attached. 
 

Monthly estimates may be withheld from the Contractor and a penalty 
may be assessed !! 
 

Required per the OJT spec.  
Contact your Region Civil Rights Manager for assistance. 

 

 

CDOT 838 – OJT Trainee/Apprentice Record 
 

Required on all projects with an OJT Goal!!!!!! 
 

Remember ALL Contractors must meet project OJT Goals. 
 

Contractor must submit one for each Trainee. 
 

It lets the Project Engineer know who the approved OJT Trainees are 
on their project and that the Contractor will expect reimbursement for 
the On-the-Job trainee’s registered on the form.   
 

In order for the Contractor to receive payment, this form must be 
reviewed and approved by the Region Civil Rights Manager.   
 

This form shall be submitted by the Contractor PRIOR to training 
beginning.   
 

Payment may be withheld. 
For further information regarding the On-the-Job trainee program, see 
the Standard Special Provision for your project. 

 

 

 
CDOT 832 – Trainee Status and Evaluation  
 

This form is used to record the status of trainee’s on the project.   
 

If there is a change in the trainee’s status, the Contractor must submit 
this form documenting the change, i.e. the trainee has changed projects 
or the project is complete. 
 

It is to be submitted by the Contractor on a monthly basis and is their 
formal request for payment.   
 

Contractor must submit one (1) for each approved trainee! 
 

Trainee may work on multiple projects. 
Be sure you do not pay for hours worked by trainee that were not 
on YOUR PROJECT!!!! 
 

Contractor may request permission to use non CDOT project training 
hours to meet goal…..but receive NO Payment from CDOT. 
 

For further information see the Special Provision regarding On-the-Job 
trainee for your project. 
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CDOT 105 
 

The Engineer will issue a CDOT Form 105 memo as appropriate- 
 

Remind the Contractor of the OJT goal, the possibility of withholding 
progress estimates and the possible assessment of damages for non-
compliance. 
 

Deadlines –  
1337 not received prior to or at Pre-Con,  
838 not received at least 10 days prior to 1st estimate 
 

CDOT Civil Rights Manager notified about non-compliance 
 

Ask for explanation -  
$$$ of damages to be assessed  

 

 

Calculating OJT Payment 
 

Once you have reviewed the CDOT 832, payrolls, and  confirmed the 
hours worked on your project: 
 

Calculate payment ----total # approved trainee hours times $ 2.00/hr 
Post to the monthly progress estimate. 
 

Use Plan F/A item OJT 
You may exceed your project budget on OJT, however, you will need 
to create a Change Order. 
 

Be sure to monitor your project budget and assure all required 
documentation is received from the contractor prior to authorizing 
payment. 
 

Contractor may request non CDOT training hours to be counted toward 
goal, however……. 
The request must be submitted in writing and approved by the Region 
Civil Rights manager. 
Any approved hours are NOT REIMBURSABLE from CDOT. 

  Penalty for Non-Compliance 
 
The Civil Rights Manager may determine Contractor has failed to meet 
the goal or show “good faith efforts”.  
 

Per OJT Spec  penalty will be assessed. 
  
Their $$$ calculation is based on # of hours short of goal time the total 
of journeyman’s wages + fringes of most commonly utilized wage class 
on your project. 
 
Project engineer notified by Civil Rights office, Contractor notified in 
writing by the project engineer. 
 
However ………. 
 
Contractor has 14 days to respond. 
 
If the Contractor provides a written explanation, the Engineer and the 
Region Civil Rights Manager will confer to determine whether damages 
should be imposed, and what the amount should be.  
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If the Contractor does not provide a written explanation or the 
explanation provided is not satisfactory, damages will be assessed 
against the Contractor.   
 
How do they request a waiver????......... 
 

 

 

CDOT 1336 – Waiver Request for Contract’s On The Job Training 
Hours 
 
This is the Waiver Request for Contract’s On The Job Training Hours 
 
Remember – all Contractors on Federal Aid projects are obligated to 
provide training and meet goals. 
 
The Contractor may request that the CDOT Civil Rights Manager 
modify or waive the  OJT hours goal. 
 
This form is completed by the CDOT project engineer and submitted to 
the CDOT Civil Rights manager as soon as it becomes apparent the 
OJT goal may not be reached and prior to project acceptance. 
 
Contact your Region Civil Rights Manager: 
 Region 1 Vacant              (303) 365-7031 
 Region 2 Mary Dugan  (719) 546-5432 
 Region 3 Chip Brazelton (970) 683-6210 
 Region 4 Anna Mariotti             (970) 350-2107 
 Region 5 Jason Bennally (303) 757-9385 

      

 

 
Assessing OJT Damages in SiteManager: 
 
In SiteManager add a change order (Reason code: No MCR/CMO 
required) adding the calculated damages.  
 
Use Category 0200, use only item code 900-00028, Added Item/OJT 
Damages.   
 
This item is a per hour type item.  Enter the hourly rate as a positive 
and the quantity of hours as a negative.   
Remember to post to your DWR.   
 
For further information or assistance with the application of the OJT 
requirements please contact your Region Civil Rights Manager or Greg 
Martinez at the HQ Center for Equal Opportunity, 303-512-4142.  
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Checklist  

 

To help you through the process and give you a timeframe for 
documentation. 

List forms, actions, timeline. 

FYI – 

For OJT Goals on LA projects ----- contact your Civil Rights Office 

 

 

Disadvantaged Business Program 
 
Title VI of the Civil Rights Act of 1964 forms foundation for the creation 
of the DBE Program. 
 
Required on all Federal Aid construction contracts, regardless of 
system or oversight agency. 
 
Utilizes NAICS work codes (North American Industry Classification 
System) 
 
 

 

 

DBE Program  References: 
 

CFR 49, Part 21 – Title VI Regulations 
23 USC 140(c) 
23 CFR 200 & 230 
Title VI of the Civil Rights Act of 1964 forms foundation for the creation 
of the DBE Program. 
US DOT, Office of Small and Disadvantaged Business Utilization, 
Disadvantaged Business Enterprise home page 
 

Outreach efforts - If project is projected to exceed $10mil, PE should 
consider a mandatory pre-bid meeting. 
Commercially useful function(CUF) -  Interviews being conducted to 
assure contractor performing work as documented. 
 

http://www.fta.dot.gov/civilrights/12883.html 
 

CFR 49 Part 26 (DBE Regulations) may be reviewed at: 
http://ecfr.gpoaccess.gov/cgi/t/text/text-
idx?c=ecfr&sid=753d226faf0792f90410ff80fdea2805&rgn=div5&view=t
ext&node=49:1.0.1.1.20&idno=49 
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Goal is currently set at 10.25% by the Feds. 
 

Joint Ventures must be recertified – even if both parties are individually. 
 

Notify the region Civil Rights Office if you notice they are in danger of 

not meeting their goal PRIOR to project completion 

 

 

Good Faith Effort --- Condition of Award 
 

Begins with Contractor Bid and is a Condition of award. 
 

Contractor must also show ongoing efforts to show DBE firms have an 
opportunity to participate in federally funded projects. 
 
Understanding the Process…. 
Bid opening – first indication if will go thru Good Faith Effort (GFE) 
Initial forms are submitted by the Prime Contractor to the EO Center 
GFE (Good Faith Effort) analyst will review, collect and verify 
information 
Initial decision letter is drafted 
Draft decision sent to region Civil Rights Manager for review, comments 
and input 
EO Center Manager reviews and approves 
IF Award denied……….letter is sent to the Prime Contractor 
Prime Contractor may appeal 
GFE Panel formed. 
Prime presents case ….Note: only efforts prior to bid opening are 
considered 
Decision made to recommend award, or not, presented to DBE Liaison 
and Chief Engineer.  Final decision made to by Chief Engineer 

 

 

 
Monitoring the Program 
 
Assuring compliance through documentation. 
 
Begins prior to award (CDOT 1415) 
 
During: CDOT 205 & 1419 
Reminder: No subcontract work may begin until the Contractor has 
received the Engineer’s written permission. (§108.01). 
 
Payments to DBE’s must be reported on the CDOT 1419 quarterly and 
at the completion of the project. 



 

D - 84 

 

 

Assessing  DBE Sanctions in SiteManager: 
The Region Civil Rights Manager will review the DBE goals and 
participation. 
 
If it is determined that they had not met their goals, a penalty should be 
accessed. 
 
The Civil Rights Manager will notify the project engineer, who will add 
the line item in SiteManager. 
In SiteManager add a change order (Reason code: No MCR/CMO 
required) adding the calculated damages.  
Use Category 0200, use only item code 900-00031, Added Item/DBE 
Sanctions.   
This item is dollar type item.  Enter the unit price as a positive and the 
quantity  to be assessed as a negative.   
Remember to post to your DWR.   
For further information or assistance with the application of the DBE 
requirements please contact your Region Civil Rights Manager 
 

 

 

 
Performance Issues 
 
Always contact your region Civil Rights Manager & read the DBE 
spec!!! 
 
Prime must demonstrate GFE by working with the DBE sub to resolve 
issues 
 

 

 

 

 

 

 

Replacement of DBE’s 
 
If resolution to DBE situation cannot be resolved between Prime & 
Sub…. 
Prime Contractor may request to replace or self-perform. 
They must submit written documentation to the Region Civil Rights 
Manager. 
 
However, they must still make ongoing effort to utilize DBE’s. 
 
Contact your region Civil Rights Manager 
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CDOT Form 205B – Sublet Permit Application 

Condition of Award “Good Faith Efforts”. 

Required for all subcontractors, individuals or companies.  

§108.01 requires written permission by the PE to subcontract work & 
Prime must complete at least 30% of original total cost of items. 

Now shows actual subcontracted dollars – not a percentage of original 
bid price. 

If replacing a DBE subcontractor, please contact the Region Civil 
Rights Specialist for proper procedures.  

Also reference CDOT Construction Manual, Section 120.10.2 

Contractor debarment will be enforced. 29 CFR 5.12 states any 
contractor found guilty of “Aggravated or willful violation of the labor 
standards provisions” shall be prohibited from working on any federal 
aid project. 

Debarment website :  https://www.sam.gov/portal/public/SAM/ 

 
 

 

CDOT 1415 

This is the Commitment Confirmation form. It is an EEO form used to 
show “Good Faith Efforts” of the Prime Contractor to utilize DBE 
subcontractors.     

The CDOT 1415 shall be obtained from each DBE listed on Form 1414.    

The bidder shall complete Section 1 and the DBE shall complete 
Section 2 of Form 1415.   

Form 1415’s shall be consistent with the commitments listed on Form 
1414.   

The bidder shall not modify commitments listed on Form 1414 without 
good cause and approval from CDOT.   

  

The bidder shall contact CDOT if any issues arise which may require 
the bidder to alter or terminate a commitment. 

This is a two page form…..be sure both pages are completed. 
 

  

 

 

 

CDOT 1417  

This is the Approved DBE Participation Plan.   

It is issued by the Civil Right Business Resource Center  (CRBRC). 

This is the list of approved DBE for use on a project. 

When the project engineer receives a CDOT 205, they should check it 
against this list.  If a subcontractor’s name is not on the form 1417, they 
should contact the Region Civil Rights office immediately. 

  

The monthly progress estimate should be withheld if not submitted for 
the previous month. 
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CDOT 1418 

This is the Monthly Payment Summary.  It reports all payments made to 
all subcontractors and suppliers.  It is to be completed and submitted by 
the Prime Contractor on a monthly basis.  

  

The monthly progress estimate should be withheld if not submitted for 
the previous month. 

  

It is to assure Prompt Payments per CRS 24-91-103(2) and is required 
by §109.06, as revised January 31, 2013. 

  

Subsection 109.06 (e) shall include the following: 

  

“The Contractor shall submit the Form 1418, Monthly Payment Report,  
along with the project schedule updates, in accordance with 
subsections 108.03 (b) or 108.03 (c) (3).  Failure to submit a complete 
and accurate Form 1418 shall be grounds for CDOT to withhold 
subsequent payments or retainage to the Contractor. “ 

 
 

 

 

  

CDOT 1419 

This is the DBE Participation Report.  It reports actual payments made 
to the Subcontractors. 

The Contractor shall submit Form 1419, DBE Participation Report to 
the Engineer on a quarterly basis (January 15, April 15, July 15, and 
October 15) and upon completion of the Contract.  

CDOT may withhold progress payments if the quarterly Form 1419 
is not received on time.  

CDOT will not provide final payment on the Contract in accordance with 
subsection 109.09 of CDOT’s Standard Specifications for Road and 
Bridge Construction until the final Form 1419 has been reviewed and 
approved.   
 

 

 

CDOT 1420 

This is the DBE Participation Plan Modification Request. 

If the Contractor intends to use a DBE for work that was not listed in the 
commitment, the Contractor shall submit them 1420  for approval of the 
modification. 

The CDOT 1420 is also used to communicate all requests for 
termination, reduction, substitution, and waivers to CDOT.  

One Form 1420 may include multiple requests and must be submitted 
at the time of the occurrence or, if that is not possible, within a 
reasonable time of the occurrence requiring termination, reduction, 
substitution or waiver. 

Payment Reduction 

The Contractor’s retainage will not be released until CDOT has 
determined whether the Contractor will be subject to a payment 
reduction.   
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Payment reductions will be calculated as follows: 

Failure to Fulfill Commitments.  If the Contractor terminated or reduced 
a commitment, the Contractor will be subject to a payment reduction for 
any termination or reduction which was not approved via a Form 1420. 

Failure to Meet Contract Goal.   

If the Contractor failed to meet the contract goal, the Contractor will be 
subject to a payment reduction for the portion of the contract goal that 
was not met and was not waived via an approved Form 1420.   

Post in SiteManager to Cat 200 Item code 900-00031 (DBE 
Sanctions) 
 

 

 

CDOT 1425 

This is the Suppliers List.  

It is required per the new DBE spec dated 12/26/13 and revision of SS 
106 dated 1/30/14. 

The Contractor must submit this at the Pre-Con meeting. 

All suppliers providing materials valued at > $10,000 must be included. 

It is required to be updated if suppliers change. 

January 30, 2014 

REVISION OF SECTION 106  - SUPPLIER LIST 

Section 106 of the Standard Specifications is hereby revised for this 
project as follows: 

Subsection 106.01 shall include the following: 

Prior to beginning any work the Contractor shall submit to the Engineer 
a completed Form 1425, Supplier List.  During the performance of the 
Contract, the Contractor shall submit an updated Form 1425 when 
requested by the Engineer. 

Failure to comply with the requirements of this subsection shall be 
grounds for withholding of progress payments. 
 

          Labor Compliance 
 
More than checking Contractor payrolls: 
Monitoring field activities 
Interviewing employees  (CDOT 280) – Do not need to re-interview 
same employee 
If all employees have been interviewed…… 
Note that all employees have been interview on the CDOT 280 under 
comments. 
 
Ensuring proper payment for work in the correct job classification. 
Employee may work in more than one classification…..but must get 
paid correct wage for each class, or higher rate. 
 
Be aware of multiple wage decisions in the Metro Area.  Be sure to 
check your project special provisions!! 
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Be sure to call…… 

Here to help 

Region 1 Vacant               (303) 757-9385 

Region 2 Mary Dugan     (719) 546-5432 

Region 3 Chip Brazelton 970) 683-6210 

Region 4 Anna Mariotti  (970) 350-2107 

Region 5 Jason Bennally (970) 385-1403 

CDOT Civil Rights & Business Resource Center 
4201 E. Arkansas Ave. 
Denver, CO 

80222 

https://www.codot.gov/business/civilrights/on-the-job-training-
program/on-the-job-training-program 

1-800-925-3427 

 

 

 

Appendix  A 

 

Handy reference to Construction  &  Material Bulletins referenced in this 
manual. 

Construction Bulletins written prior to August, 2013 are incorporated 
into the 2014 CDOT Construction Manual 

However, some bulletins have additional information and guidance, so 
have been retained in this section. 

 

 

 

Appendix  B 

 

SiteManager® Tips and Useful Reports for project personnel. 
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Appendix  C 
 
Useful checklists assembled in one place  
 

 

 

 
Appendix  D 

 

This PowerPoint Presentation 
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