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 This Construction Manual has been compiled to provide procedural guidance for 
the administration of Department construction contracts. The administration of 
Department contracts is governed by the contract documents such as the 
Special Provisions, Plans, Supplemental Specifications, Standard Specifications, 
and Standard/Detail plans. However, there are also certain procedural 
requirements governed by Department and Federal Policies. 

  
 The user of this manual should familiarize themselves with the contract 

documents to better understand the procedural requirements contained in each 
chapter. This Construction Manual is not a contract document. This Manual is a 
procedural guide for the administration of a contract. 

 
 By becoming familiar with the procedural requirements outlined in this manual 

and the requirements in the various contract documents, Department personnel 
will be better prepared to effectively administer a Department of Transportation 
construction contract. 

 For additional information and guidance, Please refer to these 
manuals/documents for additional information. 

  
 Bridge, Culvert and Retaining Wall Manual 
 Worksite Erosion Control Supervisor Manual 
 Utility Accommodation Policy and Standards Manual 
 Manual on Uniform Traffic Control Devices (MUTCD) 
 Department Construction Standards and Details 
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CHAPTER ONE 

 
PRE-CONSTRUCTION 

 

NOTICE TO PROCEED 

The Notice to Proceed (NTP) is a document that is delivered to the contractor, stating that 

construction is authorized.  The Contractor shall do no work under the Contract until receipt of the 

NTP, and the Department will not be obligated to pay for work done prior to receipt of the NTP.   

Prior to the Right of Way being certified, the Area Engineer (if requested) shall submit an Obstruction 

Clearance Report (OCR - Form DOT 498-A) to the District Right of Way office.  All obstructions still 

remaining shall be listed along with the expected date the Right of Way will be cleared.  When all 

obstructions have been cleared, another report shall be made by the Area/Project Engineer. 

Obstructions that are to be removed by the contractor must be noted in the bid proposal. Once the 

contract has been executed by the contractor and the Department, and the Right of Way has been 

certified clear by the Right of Way engineer, the Notice to Proceed is issued.   

It may be necessary for the Office of Construction Bidding Administration to issue a Conditional 

Notice to Proceed. If a Conditional Notice to Proceed has been issued, it will not be necessary to later 

issue a Full Notice to Proceed. Once the District and/or Area have been notified, The Area Engineer 

shall notify the contractor in writing.     

TRANSITION CONFERENCE 

On large and complex projects, it is encouraged that a separate conference (Transition Conference) 

be held in advance of the Pre-Construction Conference, attended by Department personnel only to 

review plans, Contract documents, work assignments, special provisions and other internal matters. 

It is important the project designer be invited to this conference. This can be helpful by making the 

Project Engineer aware of right of way concessions and condemnations.  
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PRE-CONSTRUCTION CONFERENCE 

With the exception to re-surfacing projects, a Pre-Construction Conference shall be held on all 

projects. A Pre-Construction Conference is a meeting of all supervisory personnel who will be involved 

in the accomplishment of the work. The purpose of this conference is to acquaint the Project 

Engineer, Contractor, Sub-Contractors and Utility Owners with each other and the proposed 

construction. The meeting allows individuals involved with the project to become familiar with other 

personnel on the project, their areas of responsibility, and the extent of their authority. It also allows 

all parties to review the Contract documents, coordinate work schedules, and discuss special 

provisions that have been included. Its purpose is also to coordinate the scheduled activities of all 

concerned parties toward the satisfactory completion of the project. This conference shall not be 

videotaped or recorded. On local let projects it is the responsibility of the local government to 

conduct the pre-construction conference.   

Pre-Construction Conferences shall be scheduled by the District Construction Engineer or by the Area 

Engineer who is responsible for the project. The Project Engineer shall conduct the Pre-Construction 

Conference. The Area Engineer shall assist the Project Engineer as necessary and ensure the 

Conference is conducted properly. The meeting shall be scheduled on a convenient day after the 

Notice of Award of Contract and before the Contractor plans to begin work.   

At least ten days before the meeting date, notification of the time and place shall be sent to all 

interested parties. This notification shall include a request for the submission of questions and 

potential issues for discussion at the conference. It shall include the contact information of the Area 

Engineer as a point of contact for information or directions.  

1. Personnel participating in the Pre-Construction Conference shall include but not limited to: 

A. Department of Transportation 

District Construction Engineer  Construction Office Liaison 

Area Engineer    Project Engineer 
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District Utility Engineer   R/W Team Leader for Project 

District EEO Officer 

B. Contractor 

Owner or Qualified Representative 

Superintendent of Job Operations 

Sub-contractors 

C. Utilities on Project  

Representatives of all Utility Owners, Including Railroads 

D. Other persons who may attend as warranted by project complexities 

Design Offices involved with the Project 

Project Manager    Office of Materials and Research 

Office of Maintenance   Office of Traffic Operations 

Office of Communications   Local Officials 

E. Federal Highway Administration 

For Projects identified by the FHWA as Projects of Division Interest (PoDI), the FHWA 

Transportation Engineer for the district where the project is located is to be invited.   

When railroad facilities are within the project limits and/or are part of the scope of Work, a notice 

shall be sent out at least fourteen days before the conference to the railroad representative listed in 

the Contract Special Provision for the Protection of Railway Interests. This notice shall identify the 

project using the railroad milepost, city and county given in the description in the Special Provision 

noted above. A copy of this notice shall be sent to the State Utilities Engineer. 

PROGRESS SCHEDULE CHART 

1. The Contractor shall furnish the Engineer, for approval, a Progress Schedule immediately following 

the receipt of the Notice to Proceed. Unless otherwise specified, the schedule shall be prepared on 
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forms furnished by the Department or an acceptable critical path schedule will be used as the basis 

for establishing the controlling items of work and as a check on the progress of The Work.   

Note: A Progress Schedule Chart is not required on resurfacing projects. 

If the contractor is delinquent in the submission of a Progress Schedule Chart, or the submission of a 

revised Progress Schedule Chart, the Department may withhold monies due based on the current 

estimate. The schedules shall be completed by the Contractor and shall be legible and suitable for 

copying. Illegible schedules or those made out in light pencil, green ink, or blue ink, are not 

acceptable and the Contractor shall be so notified. A copy of the unacceptable chart is to be kept for 

the project records.  

2. To ensure the Contractor furnishes an acceptable Progress Schedule Chart, the following instructions 

are issued:  

A. The schedule shall be complete and contain all essential information pertinent to the work. This 

includes information such as the Contractor’s signature, project number, county, date, etc. 

B. The Contract Time shall be shown in calendar days, calendar dates, and/or available days as 

appropriate to the Contract. Intermediate completion dates for bridges, resurfacing, striping, 

shoulder construction and opening to traffic shall be shown. On available day Contracts, calendar 

days and dates shall not be shown except for an overall estimated completion date.  

C. The principal items of work shall be arranged in logical sequence and the progress curve should 

be a reasonable accumulation of all items completed in accordance with the Contract. The 

beginning and end of each bar graph shall show the percent complete of the item represented. 

3. The Area Engineer shall review the proposed schedule of the work against the Contract requirements 

for completion of portions or all of the work. The charts shall also be reviewed for adequate progress 

and proper coordination of the work by the contractor or by others. If the Area Engineer concurs with 

the proposed progress schedule of the work as presented, the chart shall be signed and transmitted 

to the District Office for approval by the District Engineer.   
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The District Engineer shall review the proposed Progress Schedule Chart and if in agreement with the 

Area Engineer, shall sign the chart and transmit a copy of the chart to the Construction Office. If the 

District Engineer does not approve the chart as presented, the Contractor shall be notified in writing 

so that revisions can be made and the chart re-submitted. A copy of the unapproved progress 

schedule chart shall be kept for the project files.   
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CHAPTER TWO 

 

ROLE OF THE PROJECT E.NGINEER 

 

GENERAL 

The Project Engineer (PE) is the Department’s representative on construction projects. The PE is the only 

Department representative that some contractors and citizens will ever meet or talk to. The PE shall 

exhibit a high level of professionalism when communicating and relating to contractors and the public. 

The PE has numerous duties to perform during the life of a construction project including, but not limited 

to, project administration, ensuring quality of the construction, traffic control, erosion control, managing 

project personnel, construction inspection, record keeping/documentation and correspondence. 

One of the most important roles of the PE is to administer the construction contract. This includes 

ensuring the work is performed in close conformity with the plans and specifications. In part, this is 

accomplished by making a thorough review of the project plans and contract documents, including 

Standard Specifications, Supplemental Specifications, and project specific Special Provisions. This will 

familiarize the PE with the location and amount of work to be performed. It is the responsibility of the PE 

to ensure that all materials and workmanship are uniform and conform as nearly as possible to the 

project plans and contract documents. Ensuring the quality of the project is an important role of the PE. 

This is accomplished through inspections of the materials and inspections of the work as it progresses.   

The first priority of the PE is safety of all road users (workers, motorists, bicyclists, and pedestrians) 

through the Temporary Traffic Control (TTC) zone. Ensure that contractor’s employees have the proper 

certifications and are aware of all requirements of the traffic control specifications. Perform daytime and 

nighttime traffic control inspections as required to ensure compliance. The second priority of the PE is the 

implementation of erosion and sedimentation control plan. Ensure that all erosion control devices are 

installed and maintained in accordance with the specifications, policies, regulations, plans and details. 

Ensure the contractors employees have the proper certifications and are aware of all requirements of the 

erosion control specifications, special provisions, and plans. Perform erosion control inspections as 



2 - 2 
State Construction Office Role of the Project Engineer March 2014 

required. Accompany Environmental Compliance Bureau (ECB) and/or Erosion and Sedimentation Control 

Liaisons on their inspections and provide assistance as needed.   

CONSTRUCTION ADMINISTRATION 

Look for project specific requirements that can affect the prosecution of the project.  Review the quantity 

summary sheets and look for errors. Ensure that all items listed in the summary have a corresponding 

item and quantity in the proposal/contract. As soon as you receive a set of Final Plans, perform this 

review. Inform the Area Engineer of any discrepancies. If the contract has been let and awarded, any 

discrepancies must be corrected with a supplemental agreement. 

The PE should be very familiar with the contract (includes the project plans, notes and details, the 

standard specifications and special provisions). Ensure that one set of full size plans are current and 

include the latest plan revisions are retained in the field office. Also ensure that any deviations from the 

plan (i.e. drainage, etc) are added to the “As-Built” set of plans.   

Review the project on a daily basis and be aware of on-going work and related activities. Ensure that all 

inspectors, including consultant inspectors, are aware of their responsibilities, duties and authority. Assist 

with inspection duties when the need arises.    

Resolve conflicts that may arise during the progress of the project. These conflicts could be from the 

plans, contract, contractor, utilities or property owners. Enlist the assistance of Area/District staff to 

resolve issues if needed. Inform the Construction Liaison Engineer of issues that can have an effect on 

the completion of the project and/or the cost of the project as well as any proposed changes to the plans 

and/or specifications, including any Allotment Requests.   

Ensure that all materials incorporated into the work have proper testing certification and documentation. 

Work closely with representatives from the Office of Materials and Research to schedule needed 

inspections and testing of project materials.  Maintain the materials checklist (MC-1). Ensure that 

materials incorporated into the work comply with the “Buy America” requirements.   
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Review right of way documents for familiarity with property owner agreements. This is especially helpful 

prior to meeting with property owners in an attempt to solve a right of way dispute. It is the 

responsibility of the PE to address questions and complaints from citizens (property owners, motorists, 

etc.).    

The PE is also responsible for setting up the project records filing system and maintaining the project 

records. This includes project correspondence, inspector’s reports, materials documentation, DBE 

information, and training hours. Refer to Chapter 9 for additional information.   

The PE is also responsible for maintaining the project diary.  The diary must be accurate and up to date.  

The diary shall indicate the activities that have taken place on the project, the weather, any instructions 

issued to the contractor and any visitors to the project. For Projects managed with the SiteManager 

system, the PE shall document and maintain project activities, weather, etc. in the Project’s Daily Work 

Reports (DWR) and Diaries located in the SiteManager system. If the contractor is not working, DWR and 

diary entries shall be made to document the daily weather conditions for the Project. Refer to Chapter 6 

for more information on project diaries.   

The PE also manages the project by supervising the staff of inspectors assigned to the project. Match the 

inspectors with particular skills to the portions of the work where they are best suited. Make opportunities 

to develop employee’s abilities when the work allows.   

An extremely important role of the PE is the training and evaluation of inspectors, consultant inspectors 

and other employees. Provide training to inspectors for the individual items of work they will be assigned. 

Ensure that inspectors are familiar with the plans, specifications and details and standards that are 

applicable to that particular item of work. Evaluate the job performance of these individuals at regular 

intervals. Provide coaching by pointing out positive aspects of their performance as well as negative.     

Ensure all inspectors are aware of their responsibilities, duties and authority. Assist with inspection duties 

when necessary. Review the plans, details and contract and become familiar with these items and 

ride/walk the project daily. Respond to inquiries of the Construction Liaison Engineer and of Office of 

Construction.   
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Because taxes finance the construction and salaries of the people doing the Work, highway users and 

others impacted by the Work must receive courteous treatment at all times. The PE should always be 

willing to discuss issues with those affected by the project and to give their concerns serious 

consideration. 

Many services such as mail delivery, daily food delivery, or school bus routes require special handling. 

Businesses along the construction project also may have unique situations. The PE monitors the 

contractor’s efforts to provide reasonable and safe access to homes and businesses at all times (Section 

107.13) during construction.  

The PE seeks the cooperation of the contractor in providing relief desired by the public. Arranging 

construction schedules and goodwill gestures alleviate some of the impact of the construction on the local 

area. 

The PE may be required to communicate with elected or appointed officials that represent the local 

residents. As their representative, these officials relay complaints about the construction to the Engineer. 

The cooperation of and with the local officials is vital to the Department’s public relations effort. 

The media may also take an interest in local construction projects. The Office of Communications should 

be contacted when inquiries from the media are received. The PE represents a public agency spending 

public money and is not entitled to withhold information from the media. An atmosphere of mutual 

goodwill with the local media is a giant step toward achieving good public relations. For more 

information, refer to the guidelines about requests for reviewing project records in Chapter 20.    

The PE shall not be publicly critical of the policies of the Department of Transportation, and shall not offer 

public criticism of other Department personnel or local political figures. The PE should politely turn aside 

any questions directed to these subjects.  

Use these following guidelines mainly on non-interstate widening or reconstruction projects. However, 

the PE may apply them to any project that impacts homes, businesses, and public facilities adjacent to 

the project. Section 150 Traffic Control and the Special Provision, Sequence of Operations provide specific 

http://www.dot.state.ga.us/dot/communications/index.shtml
http://tomcat2.dot.state.ga.us/thesource/construction/cm001.html#X60
http://www.dot.state.ga.us/index.shtml
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direction for maintaining traffic and restoring the Right-of-Way adjacent to private property. Additionally, 

communication is required to help the public accept changes to their personal property, business, or 

travel patterns. 

COMMUNICATION 

Before beginning the Work, the contractor should notify residents and businesses that are impacted by 

the construction project. For very small projects, this may be done by personally contacting individual 

homes and businesses. For larger projects, distribute fliers to those affected. Print the following 

information: 

1. Project number and description 

2. Beginning and target completion dates 

3. Project Engineer‘s name, phone number, and field office address (Business cards may be obtained by 

the Project Engineer for distribution to property or business owners.) 

4. Contractor‘s name, superintendent‘s name, phone number, and address 

5. Any special travel or staging information 

6. After-hour emergency telephone number  

The Contractor should notify residents and businesses impacted by detours, shifts, or traffic disruptions in 

person or by flier at least 7 days before any traffic changes. Advertise significant changes to traffic 

patterns at least 1 week in advance using local media outlets. Assistance is available through the 

Department‘s Communication Office.   

The Contractor should advise businesses that temporary owner-provided business signs may be 

permitted on the Right-of-Way, if appropriate, to reduce confusion. 

The Contractor should provide detour sketches or explanations to help motorists anticipate changes. 

MAIL BOXES 

By law, Mailbox owners are responsible for maintaining and, if necessary, relocating the mailbox if it 

interferes with construction on State-owned Right-of-Way. 
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The Contractor shall notify each affected owner, in writing that the mailbox interferes with the proposed 

construction and that it must be moved to an area outside the construction limits. If the owner has not 

moved the mailbox after ten (10) calendar days, the Contractor shall place the mailbox on the owner's 

property so that it is clear of all construction. 

NOTE: If a mailbox owner is elderly, disabled, or not physically capable of moving the 

mailbox, the Contractor should make arrangements to assist the mailbox owner. The 

Contractor will not be paid for assisting the mailbox owner. 

The PE will ensure that the Contractor has properly notified each affected mailbox owner. For more 

information, refer to Section 107.13.F, “Mailboxes” in the Specifications. 

DAMAGE CLAIMS 

Use the following guidelines when addressing a Damage Claim from citizens concerning alleged damage 

caused by the Contractor or his work. Use for all damage complaints, including vehicle damage and 

damage to houses or property. 

1. The Department contact person should be either the District Construction Engineer or the Area 

Engineer. 

2. Send the Standard Claim Form and Cover Letter to any citizen that has contacted the Department.  

Copies of claim form and cover letter are on the following pages.   

3. Copy the Contractor with the letter. 

4. Place a copy of the letter in the project files.  

CONTRACT TIME 

Use the following guidelines to assist in making decisions concerning contract time on construction 

projects. 

The PE may stop contract time only when all contract items are satisfactorily completed as stated in 

Subsection 108.07.G, “When Time Charges Cease,” of the Specifications, unless approved as stated 

below. 
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1. If there is an adequate reason to stop contract time before completing Pay Items or liquidated 

damage assessment, the PE must obtain the State Construction Engineer’s written approval. The 

Contractor shall be assessed liquidated damages until time charges are stopped. 

2. The Federal Highway Administration (FHWA) must concur with stopping contract time on Projects of 

Division Interest (PoDI).  FHWA Concurrence is required before the PE stops time. 

NOTE: If pay items are incomplete, the PE shall not stop time if the project’s roadway is 

open to traffic. 

Open to traffic is defined as the time when the placement of all pavement is complete, signs, full pattern 

pavement markings (temporary or permanent) and safety features are in place and the roadway is in 

condition for safe and convenient use by the traveling public. There should be no further lane 

closures/traffic interruptions except in the case of punch list work. If the placement of permanent 

pavement markings are prevented due to weather limitations and the placement of those markings will 

extend beyond the completion date, this work shall be considered an exception to the definition of open 

to traffic. The contractor shall be responsible for maintaining existing pavement markings until placement 

of permanent pavement markings is complete.   

TIME EXTENSIONS 

When you receive a request for a time extension from the contractor, respond to the contractor in writing 

to indicate that you have received the request and it is under review. A second letter shall be written to 

advise the contractor of any information or documentation that may be required or to advise the 

contractor of the Department’s response (See Chapter 14). 

FIELD ENGINEER’S OFFICE 

If the contract provides a pay item for a Field Engineers Office, it is for the exclusive and private use of 

the Department’s Project Personnel for such time as necessary. 

Note: The sharing of Field Office’s with contractor’s personnel is prohibited.  
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Project records must be maintained in a separate and secure facility for the exclusive use of Department 

personnel. The PE should work with the contractor in selecting a location for the field office. Refer to 

Special Provision Section 153 Field Engineers Office for requirements of the office, security fence, 

furniture, equipment and payment. 

1. Field Office Answering Machines 

All field office answering machines shall use the following message: 

Hello, 

You have reached the Georgia Department of Transportation field office for (brief description of 

project). There is no one available to take your call at this time. If you will leave your name, 

telephone number and a brief message, someone will return your call as soon as possible. If this 

is an emergency, you may call (enter number). 

Thank You. 

This message needs to be clear and professional sounding. The Communications Office may be 

contacted for assistance in recording the message if you are concerned with your ability to provide a 

professional quality recording. 

MEDIA RECORDS 

Photographs and recordings 

1. Cameras 

Regardless of type, each Area Office shall have at least one camera. Area Engineers shall be 

responsible to establish a frequency for which camera usage can occur on projects under 

construction in the Area. 

2. Video recording devices   

Each District shall have a video recording device. The video recording device shall be shared by 

District and Area Offices as needed. The District Engineer shall establish a process that ensures 
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maximum utilization occurs allowing construction projects to have video recordings made of 

milestone events. At a minimum, bi-monthly video recordings shall be made of all Federal Aid 

Projects designated as PoDI, widening and/or reconstruction and multilane resurfacing projects. As 

possible more frequent and additional projects should be video recorded as well. 

3. Documentation with Cameras 

On PoDI Projects, widening and/or reconstruction and multilane resurfacing projects, project 

documentation shall also include photographic and video records. The following guidance is offered; 

A. Construction Progress 

Periodically and whenever milestones are reached, photographs shall be taken. It is preferred 

that camera positions are repeated as near as practical to document continual progress from 

various vantage points. Video recordings of the entire project, including its advance warning 

signage shall also be made. 

B. Traffic Control   

All projects shall have traffic control and advance warning signage documented by video 

recordings monthly beginning as soon after initial installation occurs. Changes to traffic control 

staging shall be recorded whenever they occur on any project. 

4. Accidents 

Whenever possible, accidents that occur within a construction zone shall be photo and video 

documented. If other GDOT staff is performing this function, be sure to request a copy of 

their records for the project files. Generally any traffic control or roadway condition 

approaching an accident location should be photographed as soon as possible. 

5. Unusual Events 

Natural disasters, events impacting project completion, damage to completed work, etc. shall 

be documented by either media type as determined by the PE. 
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All photographic or video recordings shall clearly identify the project number, include the 

date and time taken and any narrative information deemed necessary. These records shall be 

stored with the project records. 
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CHAPTER THREE 

 

FEDERAL HIGHWAY ADMINISTRATION ROLE 

 

OVERSIGHT REQUIREMENTS 

Federal-Aid Projects may have different oversight requirements, depending on the type of Project. These 

requirements include the inspection and the approval of Projects by representatives of the Federal 

Highway Administration (FHWA). FHWA uses a risk based approach to determine project stewardship and 

oversight, or level of inspection and involvement. Currently, typical designation for federal aid projects is 

Exempt (E) and Full Oversight (FOS). However, FHWA has changed the FOS designation to Projects of 

Division Interest (PoDI). For E Projects, the FHWA’s involvement during construction is minimal. The PE 

will likely not have any contact with the FHWA Engineer. For FOS, and now PoDI, Projects, the FHWA’s 

involvement during construction is frequent. The PE will likely have routine contact and communication 

with the FHWA Engineer.  Communication with the FHWA Engineer should always be coordinated with 

the Construction Liaison Engineer.   

FHWA TRANSPORTATION ENGINEER’S RESPONSIBILITY 

The field representative of the FHWA is normally the Transportation Engineer. The Field Representative‘s 

responsibility may include one or more of the Department’s Districts. The Transportation Manager 

supervises the FHWA Transportation Engineers who work within the FHWA Division Office. The FHWA 

Division Administrator, who is responsible for the State of Georgia, manages the FHWA Division Office. 

FIELD INSPECTION 

The FHWA Transportation Engineer and/or other representatives from the Division and Office may visit 

the field and project offices to ensure that construction engineering and inspection practices are 

according to Federal regulations. FHWA representatives have no direct authority in the Department‘s 

dealings with Contractors and may not issue instructions to the Contractor or Department personnel. 

However, they are an essential part of the project team. The Department fosters a cooperative, friendly, 

and open relationship with the FHWA. Assistance should be given to the FHWA representatives when 



3 - 2 
State Construction Office Federal Highway Administration Role March 2014 

they visit a Project.  The types of Projects in which the FHWA Transportation Engineers will be involved 

are listed in the table below. FHWA Division personnel may make in-depth phase and stage inspections at 

appropriate times on Projects they select as representatives of the work in progress in the State. During 

these inspections, all requested information shall be given to the FHWA representatives. The FHWA 

Transportation Engineer makes periodic construction inspections on Projects of Division Interest (PoDI). 

On PoDI projects, the FHWA Transportation Engineer must approve all changes such as Supplemental 

Agreements or Time Extensions regardless of the cost. The Construction Liaison Engineer and the District 

Construction Engineer normally accompany the FHWA Transportation Engineer during these inspections. 

 

ACTIVITY 
PoDI PROJECTS STATE ADMINISTERED 

PROJECTS ON THE NHS 
STATE ADMINISTERED PROJECTS 
OFF THE NHS 

 
GDOT 
ACTION FHWA ACTION 

GDOT 
ACTION 

FHWA 
ACTION GDOT ACTION 

FHWA 
ACTION 

Supplemental 
Agreements 

Prepare and 
Approve 

Review and 
Comment/Concur 
(5 Days) 

Approve None Approve None 

Claims 
Settlement 

Coordinate 
with the AG’s 
Office 

Comment/Approve 
(10 Days) 

Coordinate 
with the AG’s 
Office 

None Coordinate with 
the AG’s Office 

None 

Time Extensions 
and Suspensions 
of Work 

Approve Comment/Approve 
(10 Days) 

Approve None Approve None 

Executed 
Contract 

Prepare and 
Approve 

Information Approve None Approve None 

Initial 
Construction 
Inspection 

Participation Conduct and Prepare 
Report (14 Days) 

N/A None Conduct None 

Intermediate 
Construction 
Inspection 

Participation 
and/or Action 

Conduct and Prepare 
Report (14 Days) 

N/A None Conduct None 

In-Depth 
Construction 
Inspection 

Participation 
and/or Action 

Conduct and Prepare 
Report (14 Days) 

N/A None Conduct None 

Final 
Construction 
Inspection 

Participation 
and/or Action 

Conduct and Prepare 
Report (14 Days) 

Conduct and 
Prepare 
Report 

None Conduct None 

State 
Construction 
Engineer’s 
Certification of 
Final Acceptance 

Prepare, 
Approve, and 
Submit to 
FHWA 

Acceptance (FORM 
1446B) 

Prepare and 
Approve 

Information Approve None 

Materials 
Certification 

Prepare Review and Comment 
or Approve (Included 
as Part of Final 
Acceptance) 

Prepare and 
Approve 

Information Prepare and 
Approve 

None 

Labor 
Compliance 

Check Payrolls 
Weekly 

Review as Needed Check Payrolls 
Weekly 

None Check Payrolls 
Weekly 

None 

Buy America 
Waiver 

Prepare HQ Approval (14 Days) Prepare HQ 
Approvals 

Prepare HQ Approval 
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CHAPTER FOUR 

 

PROJECT RECORDS 

 

GENERAL CONTENT OF PROJECT RECORDS 

Project records are the official record for the construction project.  The records shall be:   

1. Current 

2. Complete 

3. Legible 

4. Well-organized 

5. Concise 

Original source payment documents are contained within the Project records.  These source documents 

show: 

1. Project number 

2. County 

3. Calculation methods used 

4. Signature of the person(s) preparing or certifying the record 

5. Date and location (station) and the name of the Contractor performing the work 

6. Certified Analysis - Buy America 

Note:  Record on the source document the Work or materials that are exceptions and do 

not meet specifications or Contract requirements.  

MAINTAINING PROJECT RECORDS 

1. The Project Engineer maintains the project records to support quantities certified for payment.  The 

Area Engineer’s certification on monthly statements and construction reports ensures: 

A. The Work done by the Contractor is acceptable per the plans and specifications 
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B. The records document that the Work was performed 

Note: Quantities and calculations shall be prepared by project personnel. Contractor’s 

measurements shall not be used for payment but may be used for comparison with 

project personnel calculations and measurements. 

2. Project documentation and record keeping may be delegated to other personnel; however, the Area 

Engineer is responsible for maintaining the records.  The person keeping the records must have the 

following abilities: 

A. Have a working knowledge of the plans 

B. Have a working knowledge of the Specifications and other Contract requirements 

C. Be able to perform calculations 

D. Be able to obtain and maintain source documents 

Note: Necessary DOT and FHWA manuals, memorandums, and procedures shall be 

accessible to Project personnel at all times. 

 PROTECTING PROJECT RECORDS 

Project records shall be kept in a secure place. Preferably fireproof cabinets will be utilized.  “As-Built” 

plans should be kept in fireproof cabinets if possible when not in use.  On large or multi-project 

Contracts, the Special Provisions may require additional fireproof file cabinets for the Engineer‘s office.  

This recommendation can be made during the Field Plan Review. 

Section 153 of the Specifications directs that the Field Engineer’s Office be reserved for the exclusive use 

of the Department‘s personnel.  This specification prohibits Department personnel and Contractor 

personnel from sharing an office. The Project Engineer shall not request additional items from the 

contractor such as telephone lines, FAX machines, etc. for the Field Office.   Only those items specified in 

the Contract, Special Provisions and Specifications shall be in a Field Office.   
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FILE MANAGEMENT SYSTEM 

The File Management System is a directory of files necessary for managing the administrative 

requirements of a Georgia Department of Transportation (GDOT) Contract.  The Project Engineer 

maintains these files or delegates the task.  Not all files are mandatory for every project.  On smaller 

projects many of the files may be combined.  Contact the Contract Liaison Engineer for assistance setting 

up folders, if necessary. 

Additional files may be required, such as: 

1. Force Accounts 

2. Time Extension Requests 

3. Shop Drawing Submittals 

4. Notices of Potential Claims 

Contracts with multiple projects will have some duplicate folders (i.e., construction reports, vouchers, 

etc.) these folders need to be color coded with the individual project listed on the tab.  Post an index of 

the files by numbers on the fireproof file cabinet. Consult the Contract Liaison Engineer concerning file 

system questions. The following is a list of files contained in the File Management System: 

Administrative 

1. Contract 

2. Document Control Log 

3. Correspondence 

4. Audit Reports 

5. Material Certificate Checklist 

6. Approved Subcontractors (duplicates—the original shall be placed in the Correspondence File) 

7. Contractors Performance Reports 

8. Detailed Estimate and Construction Reports 

9. Construction Vouchers 
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10. Contract Status Reports (if applicable a separate folder for Project Generated Summary Reports) 

11. Progress Schedule Chart or CPM Update Submittal 

12. Approved and Requested Supplemental Agreements (can place requests and approvals in separate 

folders or make separate files for each Contract Modification) 

13. Training Program (copies shall be placed in the Pay Item Folder. Separate files can be made for each 

of the Trainees on projects that have multiple trainees.) 

14. DBE Plan and Quarterly DBE Participation Reports (if required) 

15. DBE Truck Hauling Plan (if needed, required on projects let before 2000) 

16. Erosion Control Permit and Approved Erosion Control Plan, (also NOI/NOT documentation) 

17. Project Rainfall Data 

18. Erosion Control Inspection Reports (Separate folders can be set up for individual reports) 

19. Traffic Control Inspection Reports 

20. Accident Reports (if necessary) 

21. Contractor Payrolls (separate files for each Contractor) 

22. Labor Interviews 

23. Equipment List (if needed) 

24. Drainage X–Section Plots (Subsection. 149.1.03.C) 

25. Best Fit Profile Plots and Calculations (Subsection. 149.3.03.B) 

26. Permits (if applicable) 404, Encroachment, etc. 

27. Utility and Railroad Agreements 

For Projects Managed with SiteManager 

1. Contract 

2. Document Control Log (This is a written record not to be used in SiteManager software) 

3. Correspondence 

4. Exception Reports 

5. Material Certificate Checklist 
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6. Approved Subcontractors (Note: e-verify is attached to 485 and line item list, including all DBE’s) 

7. Contractors Performance Reports 

8. Estimate “Summary by Project” 

9. Supporting Work Item Documentation Section (Written documentation itemizing measured, 

temporary, and percentage line items that are necessary to support record payments in SiteManager 

e.g. quantity books, excel spreadsheets, quantity percentage breakdowns, pay factor reductions i.e. 

159’s … etc.)     

10. Progress Schedule Chart or CPM Update Submittal 

11. Approved and Requested Change Orders (Supplemental Agreements - place requests and approvals 

in separate folders or make separate files for each Contract Modification) 

12. Training Program (Separate files can be made for each of the Trainees on projects that have multiple 

trainees.) 

13. DBE Plan and Quarterly DBE Participation Reports (if required) 

14. DBE Truck Hauling Plan (if needed) 

15. Erosion Control Permit, Approved Erosion Control Plan, 404 permits, Environmental Commitment 

Letter “Green Sheet” (also NOI/NOT documentation) 

16. Erosion Control Inspection Reports, Project Rainfall Data, etc. … (Separate folders can be set up for 

individual reports) 

17. Traffic Control Inspection Reports 

18. Accident Reports (if necessary) 

19. Labor Interviews 

20. Contractor Payrolls (Separate files for each Contractor) 

21. Drainage X–Section Plots (Subsection. 149.1.03.C) 

22. Best Fit Profile Plots and Calculations (Subsection. 149.3.03.B) 

23. Encroachment Permits, etc. (if applicable) 

24. Utility and Railroad Agreements 
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PAYMENT DOCUMENTATION 

Use the following guidelines when handling payment documentation: 

1. If the Project is part of a Multi-Project Contract, color-code the File System tabs. 

2. File Pay Item Reports by Line Item Number (LIN) and label as shown in the example below: 

LIN 0010 ITEM 150-1000 
TRAFFIC CONTROL 

3. File the Pay Item Reports in the LIN folder, and place those folders in a holding area in front of the 

pay item files for that project, until audited. The LIN folder should not be filed until audited. 

(Coordinate with Contract Liaison Engineer for individual variations) 

4. File the Training Program approvals with the LIN File for Training Hours. 

5. Material Allowance corresponds with the LIN on the Construction Report. Either add a new LIN file 

with the “Material Allowance” designation after the LIN (i.e., LIN 0045MA). Also make LIN files for 

items added by Supplemental or Extension Agreements. 

6. Create and incorporate a separate, clearly marked, “Attorney-Client Privilege” file into the File 

Management System if any of the following conditions exist: 

A. Written notice of potential claim filed 

B. Claim submitted 

C. Lawsuit filed on a project 

NOTE: Create this file whether or not attorney-client documentation currently exists. 

Attorney-Client privilege documents include the following: 

I. Correspondence to or from the Attorney General’s Office, including Special Assistant 

Attorneys hired by the Attorney General’s Office to represent the Department. 

II. Correspondence or other documents responding to the Department’s attorneys. 
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III. Information compiled, generated, or obtained as a result of a request or inquiry from the 

Department’s attorney. (This includes documents prepared by another GDOT employee who 

is responding to a request from the Department’s attorney.) 

IV. Any documentation requested by the Office of Construction Claims. These requests may be 

letters or informal notes documenting a conversation. The Office of Construction Claims 

works at the direction of the Department’s attorneys. 

V. Notes, handouts, or information compiled from a meeting with the Department’s attorneys or 

with anyone from the Office of Construction Claims. 

VI. Documents compiled or created by GDOT employees or consultants employed by the 

Department in anticipation of litigation that are not created in a normal course of business, 

whether or not the Department’s attorneys are involved. 

NOTE: “Attorney-Client Privilege” files are RESTRICTED FILES. Never give these 

files to anyone outside the Department except the Department’s attorneys. 

Once an attorney-client privilege document is disclosed, whether intentionally or 

unintentionally, that document is no longer privileged and may be used for whatever 

purposes the other side desires. Consider a document to be attorney-client privilege if in 

doubt about its status.  Contact the Construction Claims Unit of the Office of Legal Services 

for further assistance. 

REFERENCES 

The Area Engineer ensures that the reference documents and publications listed below are available to 

project personnel at all Project field offices: 

1. Complete Set of Georgia Standards and Construction Details 

2. “As-Built” Set of Project Plans (current revisions) 

3. Current edition of the Manual of Uniform Traffic Control Devices (MUTCD), Part 6 Temporary Traffic 

Control Devices 

4. Standard & Supplemental Specifications 
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5. Laboratory Standard Operating Procedures (SOPs) 

6. Construction Manual 

7. Bridge Manual 

8. Erosion and Sedimentation Manuals 

SURVEY/LAYOUT DATA 

The Project Engineer collects survey/layout material required and stores it in the fireproof file cabinet 

(See Specification 149). 

MATERIALS TEST REPORT AND INVOICE EXAMPLES 

1. Asphalt Job Mix Formulas and Asphalt Paving Plans 

2. Item 310 Test Reports – Compaction Reports and Depth Checks 

3. Concrete Test Reports (DOT 319) 

4. Concrete Tickets (Concrete tickets should be grouped as per submitted DOT 319 with a copy of the 

submitted DOT 319) 

5. Pipe Invoices and Mill Certification 

6. Rebar Cut Sheets and Lab Submittal (File by Structure)’Soil Survey/Bridge Foundation Investigation 

(BFI) 

7. Miscellaneous Test Reports filed separately by item (Piles, Strain Poles, Deck Panels, Guardrail, etc.) 

Note:  Test reports pertaining to pay factors need to be filed in the supporting work item 

documentation section (Ex. DOT 159 with the particular Asphalt Pay Item) 

WEIGHT TICKETS 

1. File weigh tickets together by pay period for tonnage items such as Graded Aggregate Base (GAB), 

Aggregate Surface Course, Rip Rap, etc. 

2. File Asphalt items by Lot numbers 
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3. Place weigh tickets into an envelope and label with the Line Item Number, Item Description, dates, 

lot numbers, tonnage (this can be done on a computer generated sheet and attached to the front of 

the envelope) 

4. Place the appropriate daily tare weight sheets with the weigh tickets if received from the contractor 

5. Because they are a source document for payment of unit weight items, keep weigh tickets in a fire 

proof cabinet 
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CHAPTER FIVE 

 

SOURCE, SUPPORTING, MEASUREMENT AND MATERIAL DOCUMENTS 

DEFINITION 

Source documents (the original documents for payment) provide direct evidence or testimony that Work 

was performed in compliance with the Contract. The Contractor is paid according to information provided 

in these records. These documents include the following: 

1. Inspectors Report 

2. Field Quantity Books 

3. Cross sections 

4. Load tickets 

5. Invoices 

6. Materials test results as certifications 

Keep all source documents in a locked, fireproof cabinet (if possible). Other records may indirectly 

support payment and are also important. These records include “As-Built” plans, layout books, shot 

books, tare weight sheets, string-line books and correspondence. 

INSPECTOR’S REPORTS 

For Projects managed with SiteManager, Inspector’s Reports are not required and should 

not be used. Instead, the Project Engineer shall utilize the Daily Work Report (DWR) and 

Diary functions in SiteManager to make measurement and payment to the contractor. 

For Projects managed in TransPort CAS, the Project Engineer shall use Inspector’s Reports. Use electronic 

627’s when possible and ensure that Inspector Reports include the following: 

1. The name of the Contractor or Subcontractor performing the work. 

2. A consecutive number for each Pay Item 
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Submit Inspector Reports or supporting records when there is pay item work to be reported. Submit 

them monthly to document progress payments.  

NOTE: When Pay Items are measured for payment purposes, either on a progressive basis or 

upon completion of the Pay Item, the Inspector Report is a source document.  

Strike through and initial any incorrect or erroneous information on an Inspector Report. Do not use 

White-Out or Liquid Paper, and do not erase entries on paper copies. Write the correction in an available 

space, and initial the correction.  

The monthly or total actual pay quantity for some items, such as Earthwork, cannot be determined until 

the Pay Item or the installation of the pay item is complete. For these items, Inspector Reports shall be 

completed at least monthly. They shall state the location of the work, the estimated quantity of the work, 

and the basis (or logic) of the estimate. Do not overestimate; this might cause the partial payment to 

exceed the Final Pay Quantity. When the item is complete calculate the final pay quantity and report it on 

an Inspector Report (which shall be indicated as a source document). 

The following table is a list of available electronic Inspector‘s Report (List may not be all inclusive). 
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Inspector’s Reports 

627-01  Miscellaneous Items  627-16  Bar Reinforcement Steel, Bridge No. _____ 
(Megagrams)  

627-02  Lump Sum Items  627-16a  Bar Reinforcement Steel, Bridge No. _____ (Pounds)  

627-03  Each Items  627-17  
Superstructure Concrete, Bridge No. _____ 
Superstructure Reinforcing Steel, Bridge No. _____  

627-04  Lineal Measure  627-18  Class “B” Concrete (Headwalls) (Cubic Yards)  

627-04a  Linear Measure (Metric)  627-18a  Class “B” Concrete (Headwalls) (Cubic Meters)  

627-05  Square Feet /Yard or Acre Items  627-19  Structural Steel, Bridge No. _____(Lump Sum)  

627-05a  Square Meters or Hectares Items  627-20  
Prestressed Concrete Beams, Bridge No. _____, Type 
_____  

627-06  Cubic Yard Items  627-20a  Prestressed Concrete Beams, Bridge No. _____, Type 
___  

627-06a  Cubic Meter Items  627-21  
Piling in Place, Bridge No. _____ (Linear Foot) Test Pile 
(Each)  

627-07 627-7  Scale Ticket /Tonnage Items (Spread 
rate) (English) Scale Ticket / Tonnage 
Items  

627-21a  Attachment Sheet for Piling in Place (Linear Foot)  

627-07a 627-
7M  

Scale Tickets / Megagram Items 
(Spread rate) (Metric) Scale Tickets / 
Megagram Items  

627-21b  
Piling in Place, Bridge No. _____ (Linear Meter) Test 
Pile (Each)  

627-08  
Field laboratory Field Engineer’s Office, 
Type _____  627-21c  Attachment Sheet for Piling in Place (Linear Meter)  

627-09  Clearing and Grubbing – Lump Sum  627-22  Highway Signs, Type _____, Material _____ (Square 
Foot)  

627-10  Earthwork Items (English)  627-22a  Highway Signs, Type _____, Material _____ (Square 
Meter)  

627-10a  Earthwork Items (Metric)  627-23  
Misc. Drainage Structure, Str. No. _____ (Each) 
Additional Depth (Linear Foot)  

627-11  Bridge Excavation, Bridge No. 
_____(Cubic Yard)  627-23a  

Misc. Drainage Structure, Str. No. _____ (Each) 
Additional Depth (Linear Meter)  

627-11a  Bridge Excavation, Bridge No. _____ 
(Cubic Meter)  627-24  Attachment  

627-12  Foundation Backfill Material, Type ____ 
(Cubic Yard)  

627-25  Bituminous Tack Coat (Gallon)  

627-12a  Foundation Backfill Material, Type ____ 
(Cubic Meter)  

627-25a  Bituminous Tack Coat (Liter)  

627-14  
Bar Reinforcement Steel (Culverts) 
(English) Class “A” Concrete (Culverts) 
(English)  

627-26  Construct, Maintain and Remove Items  

627-14a  
Bar Reinforcement Steel (Culverts) 
(Metric) Class “A” Concrete (Culverts) 
(Metric)  

627-27  Surface Treatment (Square Yard)  

627-15  Class “A” Concrete, Bridge No. 
_____(Cubic Yard)  

627-27a  Surface Treatment (Square Meter)  

627-15a  Class “A” Concrete, Bridge No. _____ 
(Cubic Meter)  

627-27b  Attachment Sheet for Surface Treatment (English)  

  627-27c  Attachment Sheet for Surface Treatment (Metric)  
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FIELD QUANTITY BOOKS 

At the Project Engineer‘s option, Field Quantity Books may be used as a source document to supplement 

Inspector‘s Reports. When source records are kept in Field Quantity Books, a DOT 627 Inspection report 

is still required to be on file as a guide to the field book pages and payment documentation.  The book 

shall contain the same information that is required on Inspector‘s Reports for each respective Pay Item. 

Each Field Quantity Book used on a Project shall display the following information on the front cover: 

1. Project number 

2. County 

3. Reference number 

4. Ensure items in the book are indexed properly. Number the pages. 

Store the Field Quantity Books in the Project Office to prevent loss. The Project Engineer or designated 

representative shall prepare a Summary Report on the appropriate Inspector Report form, and include 

the following information: 

1. Project number(s) 

2. Item number and description 

3. Pay quantity for the current pay period 

4. Reference to the Field Quantity Book and page number 

EARTHWORK 

The Grading Complete pay item is the combination of several specification items. It is a lump sum 

payment item. Accordingly, measurement and payment is best performed by requesting a breakdown of 

the item by percentages from the contractor, e.g. 10% clearing, 10% grubbing, 25% for grading 

between stations x and y, etc.    

Excluding bridge excavation, GDOT has moved toward a “template” approach for measurement and 

payment of the remaining specification earthwork items. The result is having cross sections built from a 

combination of photogrammetry, aerial survey, direct field survey, and digital terrain modeling and 
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paying the plan quantities minus any exceptions submitted. In general this approach is accepted without 

objection by the industry.  

1. Contractor Certified Cross Sections 

There are projects, i.e., new location alignment, where the accuracy of aerial or “flown” cross 

sections through dense vegetation cannot be substantiated. In these scenarios GDOT will use a 

Contractor Certified Cross Section to establish initial cross sections. 

Special Provision Section 205 – Roadway Excavation (Contractor Certified Cross Sections) has been 

created to provide a means of paying the Contractor for cross sections taken by their forces in areas 

where the cross sections contained in the plans vary from actual field conditions. By utilizing this 

Special Provision, the Engineer has the authority to have areas cross sectioned by the Contractor and 

have a means for paying for the work. 

A. Cross-Sections shall be taken under the supervision of a registered land surveyor or professional 

engineer, and certified/sealed before submission to the Project Engineer. 

B. All cross sections submitted to the Project Engineer by the Contractor must contain the following: 

I. Three (3) copies. 

II. Recorded legibly in a field book. 

III. Stamped by a Registered Land Surveyor or Professional Engineer. 

IV. Information that is within specified tolerances (Special Provision). 

V. DOT 205SP form completed and signed. 

C. Data shall be transmitted to the District Location Engineer for review. 

D. The Department (District Location Engineer and Survey crew) shall have 5 days from initial 

receipt, to spot check the contractor‘s cross-sections. 

E. The District Location Engineer shall determine whether the cross-section submittal is acceptable. 

If the Contractor Certified cross sections are not accepted, the Project Engineer shall notify the contractor 

in writing, providing justification for the rejection. Once the submittal has been accepted, the Project 
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Engineer shall sign the DOT Form 205SP and provide a copy to the Contractor and the District Earthwork 

Coordinator. The original shall be kept in the project files. 

NOTE: Payment shall be made only for accepted Contractor Certified Cross Section 

submittals. 

The Project Engineer will mark the project as-built plans in red to reflect the accepted Contractor Certified 

Cross Section elevations and offsets. All earthwork calculations shall be based on the accepted Contractor 

Certified Cross Sections and the remainder of the original cross section contained in the plans. 

NOTE: The intent is not to have the Contractor cross-section the entire project, but only 

those areas with discrepancies. 

2. Measurement and Payment 

A. The Office of Design Policy and Support shall supply a volume report to the Area Engineer at the 

Preconstruction meeting or shortly thereafter. 

B. The Project Engineer should use the volume report to estimate quantities between stations for 

payment to the contractor. Undercuts and/or other general small locations not shown on original 

cross sections shall be calculated by construction project personnel based upon field 

measurements. Record these quantities separately from the volume report quantities on the DOT 

Form 627. 

C. Contractor requested changes or disputes to the overall estimated volume quantities should be 

audited by Contract Liaison prior to final decision. 

D. Final Cross sections and Volume report shall be audited by the Contract Liaison prior to final 

payment is made or agreed upon. 

MEASUREMENT AND QUANTITIES 

1. CS Concrete under Approach Slabs (See Georgia Standard Detail- M2)   

A. Condition #1: When the contract for the Bridge and Roadway are let separately, the sub-base 

will be class “CS” concrete according to section 500.   
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B. Condition #2: When the Bridge and Roadway are let under the same contract, the subbase may 

be either “CS” Concrete or the same material as required for the roadway base or sub-base. 

In both conditions, payment for the subbase is included in the payment for the approach slab.  

In condition #2, “same material” quantities shall be deducted from the roadway quantities. 

2. Calculating “same material” quantities  

English 

A. Roadway item paid by weight: (Subbase ft3) (Theoretical Roadway Material lbs per ft3) = lbs 

placed in subbase. Convert lbs to tons if the roadway item is paid by tons. Deduct “weight placed 

in subbase” from roadway item quantities. Show deduction on roadway item inspection report. 

B. Roadway item paid by square area:  Do not measure as part of the roadway. If field conditions 

require measuring of the subbase as part of the roadway, deduct subbase square area from 

roadway square area. Show deduction on roadway item inspection report. 

C. Roadway item paid by volume: Do not measure as part of the roadway. If field conditions require 

measuring of the subbase as part of the roadway, deduct subbase volume from roadway volume. 

Show deduction on roadway item inspection report. 

Metric 

A. Roadway item paid by weight: (Subbase m3) (Theoretical Roadway Material kg per m3) = kgs 

placed in subbase. Convert kgs to megagrams if the roadway item is paid by Mgs. Deduct 

“weight placed in subbase” from roadway item quantities. Show deduction on roadway item 

inspection report. 

B. Roadway item paid by square area: Same as English 

C. Roadway item paid by volume: Same as English  
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WEIGHT TICKETS 

Weight tickets, including invoice-type tickets or documents on a load basis used to support payments, are 

source documents. The Project Engineer shall transmit weight tickets to the Project office as soon as 

possible using the following procedure: 

1. Group weight tickets in batches as follows: 

A. On a lot basis for asphalt 

B. By pay period for Graded Aggregate Base (GAB) or other unit weight Items 

2. Attach an adding machine tape that shows the total quantity of materials placed, date, and signature 

and title of the person preparing the tape. 

3. Enter the total quantity of weight tickets on a Pay Item Report. 

WEIGHT TICKETS AND TARE WEIGHT SHEETS 

The Office of Materials and Testing (OMAT) administers the Certified Public Weigher (CPW) program. 

OMAT and the Office of Construction perform random weight checks and determine if tare weighing 

procedures are adequate.  

Standard Operating Procedure 15 (SOP 15), issued by OMR, outlines the procedure for ensuring that 

CPWs accurately weigh materials delivered to Projects. SOP 15 also addresses compliance with the State 

and Federal laws governing haul vehicle load limits. Contact the OMR if you have questions on the 

acceptability of weighing procedures. 

1. Weight Ticket Procedure for Contractors 

Contractors shall use the following procedure for obtaining CPW certification for most Items paid for 

by weight: 

NOTE: Small quantities of materials may be exempted from weighing if other satisfactory 

methods of verification are used, such as invoice or bag count. 

A. Provide original tickets only. Project Personnel shall not accept photocopies of tickets under any 

circumstances. 

http://www.dot.ga.gov/doingbusiness/theSource/sop/sop15.pdf
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B. Use tickets marked with pre-printed ticket numbers. Ticket numbers do not have to be in 

sequential order; however, they must appear in reasonable sequence. The Department reserves 

the right to reject tickets out of sequence. 

C. Each ticket must be a computerized printout and contain the following:  

I. Gross, tare, and net weight 

II. Date 

III. Time of batch or loading 

IV. Sequential ticket number 

D. Each ticket must contain (by imprint, printer, or hand) the following: 

I. Load number 

II. Truck number 

III. CPW stamp, seal or number 

IV. CPW signature 

V. Project number 

VI. Description of material 

NOTE: Tickets missing the above information will not be included for payment. 

E. Ensure that tickets do not contain strikeovers. Isolated instances of strikeovers may be accepted 

if the person making the correction initials them. 

F. Submit to the Department only the original copy of a weight ticket as the “copy of record” for 

payment. The Department accepts weight tickets approved by the OMAT or the Office of 

Construction. 

2. Weight Ticket Procedure for Project Personnel 

Project personnel use the following weight ticket procedure: 

A. If possible, two Inspectors should be on the Project covering the Work when the Contractor 

places material paid for by weight. Having two Inspectors onsite allows one Inspector to record 
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information on the tickets full-time. If only one Inspector is present, he or she should pick up 

tickets as frequently as possible. 

B. View dumping as much as possible to accept tickets that represent material incorporated into the 

Work. The Inspector should also make and document spread calculations as often as possible 

during the day. 

C. Sign the first ticket of the day with full name and title, and initial all subsequent tickets. If the 

Inspector is replaced during the day, the new Inspector repeats this process. If the Inspector 

takes load temperatures for hot plant mix the temperature shall be recorded on the load ticket. 

D. The time of placement shall be noted on each ticket. If the inspector does not observe the 

placement, note “NO” on the ticket to indicate that placement was “Not Observed”. 

E. Check the truck bed for unused material or buildup. The Department does not pay for material 

not incorporated into the Work. Deduct from the ticket any significant amount of material left in 

the bed or wasted on or off the Project. Any deductions shall be noted on the ticket and the 

contractor shall be advised. 

F. Suppliers of materials weighed by approved net weight weighing devices, record the following on 

a Tare Weight Sheet: 

I. Stored tare weights for the haul vehicles 

II. The date the tare weights were obtained 

G. Suppliers of materials that obtain individual-load tare weights record the following on a Tare 

Weight Sheet: 

I. Tare weight of the first load for each haul vehicle 

II. A note that each load has an individual tare weight 

H. Collects Tare Weight Sheets every day. 
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I. Review each ticket. The Department does not accept for payment tickets that do not contain the 

required information or include discrepancies. 

J. Compare tickets with the Tare Weight Sheets for the day to ensure that the correct tare weights 

are recorded on the weight ticket of record.  

K. Review Daily Tare Weight Sheets to ensure that the recorded tare weights for approved net 

weight devices are current as required by SOP 15. Extreme variations in truck tare weights may 

indicate irregularities; in this case, the Inspector should notify the Office of Construction for 

further investigation. The Inspector retains collected Tare Weight Sheets in the envelope with the 

weight tickets collected for that date.   

L. The OMAT supervisor in the District assists in verifying the route traveled to a Project for material 

delivery vehicles. The Pit and Quarry Control Branch at the OMAT can provide information on 

aggregate truck routes. 

M. Reject material showing a gross weight in excess of limits, see Subsection 107.14 in the 

Specifications. Do not accept these trucks until the CPW has reweighed the truck according to 

procedures outlined in SOP 15 and in compliance with the Federal Weight Law. Tickets for 

overweight trucks are to be kept by Project Personnel and “Overweight Load – Rejected” written 

on the ticket. When an overweight truck is rejected check all subsequent trucks until the trucks 

comply with the Federal Weight Law.   

N. Maintain, in the Project records, the ticket for any load of material that was rejected. Note the 

reason for rejection on the ticket.   

O. Do not ask for missing tickets as determined by load or ticket numbers unless the Inspector 

observed the material being placed. The Inspector should not accept for payment any tickets for 

material presented after the day of placement.   

P. Testing management personnel sign tickets for loads with verified weights. 
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INVOICES 

The Inspector collects and retains invoices that will be used to document a material source. Some 

common construction materials requiring invoice collection are: 

1. Portland cement (bag only) 

2. Asphalt cement (load ticket) 

3. Structural steel 

4. Bridge timber 

5. Bar reinforcement steel 

6. Shear connectors 

7. Grassing components (in bulk) 

8. Pipe 

MATERIALS DOCUMENTATION 

1. Materials Certificate 

A Materials Certificate (MC) is required for all DOT projects except for off system “state-aid” projects. 

A MC verifies that the primary materials incorporated into the work are of acceptable quality. A MC 

Checklist has been developed to assist the Department in certifying materials requirements on DOT 

projects in a timely manner. The MC Checklist only covers items that are part of the final MC and 

should not be relied on for all material requirements. All materials that are used on DOT projects 

have materials requirements, even materials that are of a temporary nature. The Contract document, 

the Specifications and the Sampling, Testing and Inspection Manual should be consulted for complete 

materials requirements. 

A. The Qualified Products List (QPL) contains material products and sources that are pre-approved 

for use on GDOT projects. If a QPL does not exist for a material the Contractor shall supply a 

manufacturer‘s certification that the material meets the specifications or it shall be sampled and 

tested before use according to the Specifications. Materials that are covered by a QPL but appear 

http://www.dot.ga.gov/doingbusiness/Materials
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to be deficient in quality when delivered to the Project shall also be sampled and tested before 

use.  

B. Construction shall utilize tools and reference materials provided by the OMAT at the Materials 

Audit Web Page and in TRAQS Materials Management to expedite the issuance of the Material 

Certificates. The web page provides instructions and required forms for the MC process. The 

TRAQS Materials Management contains MC project status reports. Use these reports to check the 

MC status of projects before you contact the Materials Audit Unit. 

2. Materials Certificate (Checklist) 

Projects require a Materials Certificate Checklist to be completed and sent to the OMAT, Materials 

Audit Unit. The final Materials Certificate Checklist and the final Construction Report are required to 

initiate the materials audit. Forward both together to the Office of Materials & Research.  

Table 1 below shows the Quarterly MC Checklist due dates and the construction reports that should 

be included on the checklist. Even if work was only performed in one or two of the months a MC 

Checklist shall be prepared and kept in the project files by the deadline. MC Checklists for Off System 

projects and LAPs are not required. 

Table 1 

Report: January April July October 

Month 1 October January April July 

Month 2 November February May August 

Month 3 December March June September 

 

3. Process for completing the Materials Certificate Checklist 

After every letting, OMR will prepare a MC checklist for every let project. The MC checklist will be 

sent to the Area Engineer shortly after the Construction Office has provided the first construction 

report to the Area Engineer. 
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A. The MC checklist shall be completed every January, April, July and October by the Project 

Engineer for every project that had work going on for the previous three months (See Table 1). 

B. If materials are not used during the 3-month cycle a quarterly MC-1 is not required.   

C. The Project Engineer shall make copies of the checklist to cover every quarter that work is 

ongoing. 

D. The deadline to submit the checklist is 30 calendar days after the last day of the report month. 

E. The MC Checklist can be sent electronically or hardcopy. 

F. The Materials Audit section of OMR will review the checklists to compare test reports in their files, 

verify QPL sources and pre-inspection numbers, and review manufacturer certifications. 

NOTE: If the MC Checklist has not been received on a project within 30 days of 

receiving the first construction report, notify the Materials Audit Unit  

G. Use the following in regard to Materials requirements for all projects: 

I. Maintain test reports in the project files as noted on the MC checklist. 

II. Forward any Manufacturers Certifications or special reports noted on the checklist along with 

the appropriate checklist, not separately. 

III. Check that all materials suppliers are on the appropriate QPL and note the source names on 

the MC checklist as noted. Some pay items have been combined on the Checklist because 

they normally are supplied by the same source – list all sources if that is not the case. 

IV. All QPLs are maintained on the OMAT website.  

V. Do not prepare the following forms if you are using a MC checklist on your project: 

a) DOT 546 – Steel Piling and Bridge Rail Reports 

b) DOT 549 – Highway Guardrail, Post and Offset Blocks 

4. Instructions for completing the Materials Certificate Checklist 
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A B C D E F G H I J 

LINE 
ITEM 

ITEM 
CODE 

LINE 
ITEM 

DESCRIPTI
ON 

QPL 
# 

MATERIAL 
REQUIREMENTS 1 2 3 OK DOCUMENTATION 

      PE AUDITOR 
 

        

325 207- FOUND BKFILL 
MATL, TP II 2 

DOT-553 (1/500 
CUBIC YARD OR 

1/3 STRUCTURES) 
    SOURCE FROM PROJECT 

TICKETS: 

 

Columns A, B, C, D and E will be completed by OMR prior to sending the MC Checklist to the Area Office. 

Column A (Line Item) contains the Line Item number corresponding to the construction report. 

Column B (Item Code) and Column C (Line Item Description) are self-explanatory. 

Column D (QPL#) will contain the QPL number, (if there is no QPL for the item it will contain “N/A”). 

Column E (Material Requirements) will contain the test reports that shall be maintained in the Project file 

and the approximate frequencies for these tests. Project Engineers are also encouraged to review the 

Sampling, Testing and Inspection Manual for more detailed descriptions of tests and frequencies. 

Column F, G, H and J are to be completed by the Project Engineer. 

The PE is to initial boxes F, G and H monthly, to signify that any required tests have been reviewed and 

materials requirements have been met. This should be done monthly when the monthly report is 

prepared. 

Column I is for the Auditor to initial that they have reviewed the checklist and all items that were paid for 

during that Quarter had the appropriate materials requirements in the file, that the quantities paid are 

covered by appropriate tests, and any pay penalties have been applied. 

Column J (Documentation) is for special notes or for the Project Engineer to identify sources and/or 

inspection stamps. Specific requirements or reference to the location of requirements will be noted on the 

MC checklist for items not covered under a QPL. 

NOTE: For items that note “Source:” note the source or product on the checklist. The source 

must be on the current QPL for that item. For items that note GDT#, CPT#, CMPT#, CPPT# 
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or AWW# pre-inspection requirements the PE shall write in the inspection number stamped 

onto the product. Do not install items that are required to be pre-inspected if they are not 

stamped. 

EXAMPLE: 

A B C D E F G H I J 

LINE 
ITEM 

ITEM 
CODE 

LINE 
ITEM DESCRIPTION QPL 

# 
MATERIAL 

REQUIREMENTS 1 2 3 OK DOCUMENTATION 

      PE AUDITOR 
 

        

325 207- FOUND BKFILL MATL, TP II 2 
DOT-553 (1/500 

CUBIC YARD OR 1/3 
STRUCTURES) 

GM GM - BM 

SOURCE FROM 
PROJECT TICKETS: 

Blue Circle 
Aggregates 

Douglasville, GA 

350 402-
1812 

RECYCLED ASPH CONC 
LEVELING, INCL BITUM 

MATL & H LIME 
45 DOT-159 (1 PER 

LOT) - - GM BM LOT#'s____1___TO_
___20___ 

565 550-
4418 

FLARED END SECTION, 
450 MM, SLOPE DRAIN 

4 OR 
56 

DOT-553(1/3 
STRUCTURES) - - GM BM 

4-
CPT#___23_______
______ OR 56-CMPT 

TAG Y SOURCE: 
Sherman Concrete 
Pipe Co. Rome, GA 

1100 407-
0010 

ASPHALT-RUBBER JOINT 
AND CRACK SEAL, TP M N/A  - - - NOT USED ATTACH 106.05 

CERTIFICATION 

In the example above: 

A. The Project Engineer (PE) wrote in the Sources to line item 325 and verified that the DOT-553 

test reports were all passing and in the file. 

B. The PE wrote in the lot numbers from the 159 reports for line item 350 and checked that the 

quantities noted on the 159s matched the pay quantities and any pay penalties were included on 

the monthly statement. 

C. The PE noted the CPT # and source for line item 565. 

D. The PE would attach a copy of the materials certification provided by the Contractor for line item 

1100 if it had been paid for in the past three months. 

E. All items may not be paid for in each month. The PE should initial each month that the item was 

included in the construction report. 
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F. The auditor initials that they have seen the items in the file. 

G. Dash or strike out months when items were not used. 

H. If the item is not used for the entire quarter the auditor will note “not used”. 

5. Off System, State Funded Projects 

A. MC Checklists for all Off-system, State funded projects will be sent electronically to each District 

Lab instead of Area Engineers. 

B. Area construction personnel shall notify the Branch Lab when testing is needed to be performed 

on these projects. 

C. Area construction personnel will send “C‘d” (Complete) out (final) construction reports as projects 

are completed to each District Lab for all Off-system, State funded projects. 

D. Construction can close out the project without an MC for all Off-system, State funded projects. 

E. An internal OMR MC will be developed and filed in the Material project file. 

SALVAGEABLE MATERIALS AND MATERIALS ORDERED, NOT USED  

1. Salvageable Materials and Material Ordered and Not Used  

Salvageable materials are materials that can be reused for their intended function. Items such as 

damaged or rusted guardrail or signs, bent sign posts, and decayed offset blocks are not considered 

salvageable materials.  

All material removed from a Project must be removed either by Maintenance personnel or the 

Contractor. State employees are expressly prohibited from removing any Department-owned material 

from a Project or accepting any material from a Contractor for personal use. 

2. Stockpiling 

The Project Engineer shall: 
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A. Maintain proper documentation for the Project records for any items that are specifically 

designated as Department property in the Specifications, Special Provisions, or Plans. Department 

property includes items such as bridge beams, and structural steel items. 

B. Ensure the Contractor cleans and/or properly stockpiles the material in a specified location. 

C. Perform the following when the Contractor has stockpiled an amount of salvageable material, or 

when all the stockpiled material is ready for Maintenance to pick up: 

I. List on Form DOT 638, Inventory Transfer Form, the Project number, material type, 

quantity, and location. 

II. Notify the State Maintenance Office that the material is ready for pickup. 

III. Require Maintenance personnel picking up the material to verify the quantity and sign 

and date the form. Distribute copies of the Inventory.  Transfer Form as follows: 

a) Copy to Maintenance personnel 

b) Copy for the Project records 

c) Copy to the District Office of Maintenance 

D. Remove these items only to the designated location. Do not remove these items to any other 

location without approval of the State Maintenance Engineer.   

E. Ensure that the salvageable material is not damaged during removal and transfer to the 

designated stockpile location.   

F. Document for the Project record and the District Maintenance Office all altered, damaged, or 

destroyed material. 

3. Clearing, Grubbing, and/or Unclassified Excavation Items 

Materials that are removed as clearing and grubbing, or as unclassified excavation, unless 

otherwise specified, become the property of the Contractor.  

4. Materials Ordered and Not Used 

If the Contractor asks the Department to purchase materials that are not incorporated into the 

Work and the Department has approved the purchase, the Project Engineer shall: 
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1. Keep proper documentation for the Project record. 

2. Ensure that Maintenance personnel receive the exact quantity paid for. 

3. Require Maintenance personnel to sign for receipt of the material. 

4. Show payment for the material on an add-on sheet. Payment includes the actual cost of the 

material plus other costs that receipted bills and cost records can support.  

For more information, see Specifications Section 201, Section 205, and Section 610.  

“AS BUILT” PLANS 

1. Project personnel maintain and prepare for permanent retention “As-Built” plans on: 

A. Construction Projects on the State Highway System. 

B. Major projects constructed off the State Highway System for which the Department has provided 

funding and construction supervision.   

C. Projects that are excluded from this requirement are: 

I. Resurfacing Projects built according to plans without any additions, deletions, or 

modifications 

II. Projects let and built without plans 

III. Signal installations and Projects to add turning lanes at intersections 

2. Mark-up Criteria for “As-Built” Plans.  Mark in red ink on the “as-built” plans the following items that 

may be applicable to a particular project: 

A. Alignment or grade changes 

B. Drainage changes, such as location, flow line, structure size, etc. 

C. Surface changes, such as ditch paving, under drain pipe, curbs, sidewalks, etc. 

D. Alternate construction method or item chosen if the original plans offered  alternates 

E. Bridge changes, such as footing elevations, footing types 
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F. Changes in guardrail location 

G. Typical section changes 

H. Major quantity changes 

NOTE: The District Construction Office shall submit all as-built plans to the Office of 

Design Policy and Support and scanning.  Once scanned, the as-built plans are 

returned to the District. 

DOCUMENTS 

Document Control Logs are required on all Projects. The document Control log is designed to identify and 

track all incoming and outgoing documents. To be effective the Document Control Log must be complete 

and up to date, with dispositions noted. “Attorney-Client privilege” Files are restricted and shall be filed 

and recorded separately. Log report must contain who the document was from or to; was there a Reply; 

Subject, and Date received or sent. 

EQUIPMENT LISTS 

Equipment Lists are not required on Projects (except as noted). 

Equipment documentation is necessary for the determination of eligibility for DBE credit; project 

personnel must document. 

1. DBE subcontractor‘s DBE subcontractor’s equipment on the Project. Use the following criteria to 

determine when you should document equipment: 

A. DBE credit given for furnishing, hauling, and placing quarried materials. 

B. To obtain DBE credit, the DBE Subcontractor must use his or her own equipment to furnish 

and erect structural steel, other large volume or high dollar items. 

C. Show the arrival and departure of major equipment in the diary. 

Use the Report of Contractor Equipment to document the equipment on the Project when equipment 

documentation is necessary. The Contractor‘s weekly printout may be substituted for the Report of 
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Contractor Equipment; however, the Contractor‘s equipment must be verified and updated just as the 

typical equipment list must be updated at least once per week (more often if major equipment moves 

take place). 

Maintain document control logs on Projects with the current form or computer-generate a comparable 

form. 

The policies contained in this General Section in no way alter the requirements of Specifications 

Subsection 105.13, “Claims for Adjustments and Disputes.” 

LAYOUT AND SHOT BOOKS 

Refer to Section 149 “Construction Layout” in the Specifications. 



6 - 1 
State Construction Office Diaries March 2014 

CHAPTER SIX 

 

DAILY WORK REPORTS AND DIARIES 

 

PROJECTS IN SITEMANAGER 

For Projects managed in SiteManager (SM), the Project Engineer shall record and maintain the daily work 

activities, contractors and subcontractors on site, charging time on milestones, and work items 

(Measurement and payment) in the Daily Work Report (DWR) and Diary functions.  Much of the project 

information should be recorded in the DWR.  Additional information can be recorded in the Project’s 

Diary. 

The Diary function in SM should also be used to charge time to active project milestones beginning with 

Site 01 and for any additional Sites a project may have.  Site Time for Site 00 is automatically calculated 

in SM.  If there are any active milestones on a project, the Project Engineer shall create a diary every day 

and charge a full day to the active milestone.  

The DWR is an up to date record of the construction activities occurring each day on the Project. The 

Project Engineer (or a designated representative in the absence of the Project Engineer) must create 

DWR’s for each day of the Project. The DWR is the source record of working conditions and work 

performed.  

NOTE: Personal opinions shall not to be included in DWR’s 

The Project Engineer will create a Diary each day for the project.  With the Diary, the Project Engineer 

will approve DWR’s.  Once DWR’s are approved, an estimate can be generated by the Project Engineer.  

With exception to the “Contractor Equipment” tab and the “Daily Staff” tab, the DWR shall be completed 

fully with applicable weather information and concise comments regarding any accidents, change orders, 

project information, and visitors.  Measurement and Payment is done in the DWR though the “Work 

Items” tab. Create a DWR for every day, including Holidays and weekends, whether the contractor is 

working or not. 
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NOTE: The Contractor cannot review a DWR without proper approval. 

PROJECTS IN CAS 

CONTRACT DIARY 

The Contract Diary is an up to date record of the construction activities occurring each day on the 

Project. The Project Engineer (or a designated representative in the absence of the Project Engineer) 

must make daily entries in the Contract Diary. The diary must be accurate and up to date at all times 

unless an official time suspension is in effect. The diary is the source record of working conditions and of 

work performed. The Area Engineer ensures that appropriate daily diary entries are being made by 

occasionally reviewing the Contract Diary for each Project in the area.  

Note: Personal opinions shall not to be included in diaries 

The Contract Diary shall contain the following items: 

1. Date - include the date on each page. 

2. Weather and Temperature - Record the current weather, e.g., rain, cloudy, sunny, etc. and both AM 

and PM temperatures on each page every day that work occurs. Document weather or other 

occurrences on weekends or holidays that affect progress of the Work on the next daily entry, e.g., 

rain last night (Sunday).  

3. Note instructions given or received in the diary.   Some of these instructions are verified in writing, so 

referring to these letters in the diary can be useful as a cross-reference, e.g., “Letter sent today to 

document decisions made during utility coordination meeting” or; “Area Engineer advised 

supplemental agreement #2 has been approved, therefore the contractor may proceed with the extra 

work.”  

4. Unusual Events - Record any unusual events or circumstances that occur on the Project, e.g. “Work 

interrupted for 30 minutes to allow the President’s motorcade to proceed through the project”, or 

“Mr. XYZ of OMR advised permission was granted to provide carbon copy of asphalt tickets 25 
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through 30 due to printer failure”. Record events such as flooding, tornados or similar natural 

disasters in detail if they occur on or directly affect the project, including material availability. 

5. Contractor‘s Representative - Record who the Prime Contractor‘s superintendent or representative 

was for that day, and record who the Subcontractor‘s representatives on the Project are, especially 

DBEs. 

6. Contractor‘s Activities - Enter a brief description of the Contractors and Subcontractor‘s activities, 

including station ranges, structure numbers, etc. necessary to locate the work and note the start and 

completion for such activities. Record contract site times, milestone events, such as traffic shifts, 

bridge openings, or completion of distinct elements of work. In limited detail, identify Force Account 

Work or directed extra Work in the Contract Diary. Maintenance of separate Force Account records 

will be required for such work.  

NOTE: Diary entries shall occur for every day, including Holidays and weekends, whether 

the contractor is working or not. 

7. Visitors - Record the names of visitors to the Project. 

8. Remarks - this section contains Project-related remarks that can be used to establish Project history, 

e.g., “Bridge crew demobilized today to work on non-GDOT work for Sumter County.”  

9. Signature and date - The Project Engineer or a designee signs and dates the Contract Diary daily, 

without exception. 

10. Project Number - Record the entire Project Number on each page, whether in a bound or unbound 

diary. 

11. Equipment - Record when major pieces of equipment are brought in and removed from the project 

i.e. cranes, etc. 

CONTRACT DIARY POLICIES 

Follow these departmental policies concerning Contract Diaries: 
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1. Use GDOT provided Contract Diaries only.  

2. If more than one book is required, number the books in chronological order. The Project number(s) 

and the diary number must be permanently marked on the front of each diary.  

3. Entries are not required on weekends or holidays when no work is in progress, however if 

documenting a Site time where Calendar days are given, such entries are required. 

4. Make all entries in ink (black or blue). 

5. Contract diaries shall be kept in the Field Office or Area Office. They are not to be removed from the 

project unless approved by Area Engineer. 

CONTRACT TIME 

The Contract Diary is the official record of Contract Time. Daily entries are necessary for proper 

documentation.  

CONTRACT DIARY MAINTENANCE 

Maintain the Contract Diary as follows: 

1. The Project Engineer or a designated representative shall maintain separate Contract Diary for each 

project in the contract.   

2. Contract Diaries begin once the Notice to Proceed is issued and continue through punch list 

completion. 

3. Send all Contract Diaries with the Final Records Package to the District Office. 

INSPECTOR DIARIES 

Inspector Diaries are not mandatory; they are intended to supplement the Contract Diary. Project 

Engineers should consider using Inspector Diaries on Projects where the amount of detailed information 

is greater than can be accommodated in the Contract Diary. The Area Engineer makes the final 

determination whether Inspector Diaries are to be used on each Contract or phase of the work 
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CONSTRUCTION GENERAL INFORMATION 

1. Daily entries are not required for Inspector Diaries.  

2. Entries are required to document when work is being performed and when specific conditions or 

circumstances affect the item of work recorded in the Inspector Diary, e.g., “bridge crew stopped 

work at bent 3 at 1:00pm because the stream overtopped and filled the footing excavation with 

water and equipment to dewater was not available”.  

NOTE: Do not use Inspector Diaries to document quantities for payment. 

3. Ensure that entries in the diary are made in ink and are signed by the person making the entry. 

NOTE: The Contractor cannot review a Diary without proper approval. See Chapter 20 of 

this Manual for more information. 
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CHAPTER SEVEN 

 

TRAFFIC CONTROL 

 

GENERAL 

The purpose of temporary traffic control within a work zone is to provide for the safe passage of all road 

users (motorists, bicyclists, and pedestrians including persons with disabilities in accordance with the 

Americans with Disabilities Act of 1990 (ADA), Title II, Paragraph 35.130) Section 150 describes the 

installation and maintenance of temporary traffic control devices during construction projects let to 

contract by the Georgia Department of Transportation. 

DEFINITIONS  

The Temporary Traffic Control (TTC) Plan is defined in Special Provision Section 150, and is 

supplemented by the Plans, Specifications, current edition of the Manual on Uniform Traffic Control 

Devices (MUTCD), Part 6, applicable Supplemental Specifications, and Construction Standards and 

Details. 

Traffic control devices referred to in this section are devices specified in the Contract and the MUTCD and 

are used by a Contractor to regulate, warn, or guide traffic (and Pedestrians if applicable) through a 

Project under construction. When any provisions of the Specifications or the Plans do not meet the 

minimum requirements of the MUTCD, the MUTCD shall control. 

PROJECT ENGINEER’S RESPONSIBILITIES 

Prior to installation of temporary traffic control devices, review the contractor’s detailed staging and TTC 

plans (including pedestrian traffic control if applicable) for performing specific areas of the Work. The 

plan shall meet the requirements of the MUTCD and/or Section 150, whichever is more stringent. Before 

construction begins, inspect the initial installation of the traffic control devices and pedestrian traffic 

control devices if applicable. Advanced warning signs shall not be installed until the work activities are 

about to begin. Having work zone traffic control in place on an inactive project may desensitize the road 
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users and should therefore be avoided when possible. Any temporary traffic control signs that are post 

mounted shall be covered until all of the necessary work zone signs are installed unless all of the signs 

needed to sign the work zone can be installed within seven (7) calendar days after beginning installation. 

Periodic inspections of the TTC plan. 

The Contractor is responsible for design, installation and maintenance of the TTC plan. The Project 

Engineer should perform periodic daytime and nighttime inspections of the site to ensure the TTC plan; 

has been implemented, that the signs or devices are not obscured and to review the general 

maintenance of the TTC plan items, i.e., drum spacing. This inspection shall be documented in the Daily 

Work Report and the TC-1 form. 

On all projects, traffic control and warning signs should be documented with video recordings. The 

recording should be made of all traffic control and approach warning signs as soon after installation as 

practicable. If videos cannot be made on a timely basis, digital photographs can be substituted. After 

each major staging change affecting traffic control, video recordings should also be made to document 

the changes to the TCC plan.  

Accident documentation 

Whenever possible the project engineer should document accidents that occur within the construction 

limits.  This includes taking and or collecting photographs, videos and police reports.  Copies of any 

photographs taken by police or private photographers should also be obtained and placed in the project 

file. This information can also be evaluated at a later date when formulating the Traffic Management Plan 

(TMP) for future projects (See P&P 5240-1 Work Zone Safety and Mobility Policy). 

When an accident involving a fatality or serious injury occurs in a construction zone, it is essential that 

photographs or video recordings be taken to document the TTC plan conditions. Photographs or videos 

should be taken before the project conditions existing at the time of the accident are altered and in no 

case later than twenty-four (24) hours after the accident.  
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Accidents that involve fatalities that occur within the Project limits need to be reported immediately to the 

Area Office, the District Construction Office and the General Office of Construction.  Additionally, 

accidents that close major roads need to be reported to the Area Office, District Construction Office, and 

the TMC. 

Enforcement 

If deficiencies in traffic control are not satisfactorily corrected within a reasonable time period, or a 

maximum of 24 hours after notification, take the following steps. 

1. The Project Engineer will set a deadline for making corrections noted on Form TC-1 Traffic Control 

Inspection Report (See Division III). The Project Engineer will notify the Contractor’s WTCS and the 

Project Superintendent in writing (attach the current TC-1 report identifying deficiencies remaining) 

that the Department will cease all work on the project, except for traffic control and erosion control, 

and impose nonrefundable deductions in accordance with Section 150.08 if the corrections are not 

made by the established deadline. 

2. If the Contractor fails to meet the established deadline, the Project Engineer will again notify the 

Contractor’s WTCS and the Project Superintendent in writing that the WTCS has failed to properly 

perform the duties of the job and request that the Contractor cease all Work on the project except 

for traffic and erosion controls items. The Project Engineer shall also notify the Contractor that 

nonrefundable deductions for nonperformance will begin until the Project Engineer is satisfied that all 

corrections have been made. All work, except traffic control and erosion control, shall remain shut 

down until all required corrections have been made. 

3. If the WTCS continues to be delinquent, the Project Engineer may direct in writing to the Project 

Superintendent that the WTCS be placed on probation or dismissed, depending on the circumstances. 

If dismissed, the Project Engineer shall request that the Contractor find an immediate replacement to 

administer traffic control. The Project Engineer shall consult with the Area Engineer and District 

Construction Engineer prior to placing a WTCS on probation or dismissing them from the project. A 

meeting with the WTCS and the Project Superintendent shall occur prior to taking this action against 
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the WTCS. The Area Engineer should attend this meeting and emphasize and outline the 

Department’s concerns and expectations in regards to traffic control. What is discussed and agreed 

on in the meeting shall be documented by letter to the Contractor and a copy placed in the project 

files. 

THE CONTRACTOR’S RESPONSIBILITY 

Prior to construction, the Contractor shall submit detailed staging and TTC plans for performing specific 

areas of the Work including but not limited to all traffic shifts, detours, bridge widening, paces, lane 

closures, pedestrian detours/diversions or other activities that disrupt traffic and/or pedestrian flow. At a 

minimum of fourteen (14) days before a major traffic, and/or pedestrian shift on the project, the 

Contractor shall submit traffic control details as outlined in the Special Provisions to the Project Engineer 

for consideration. Activities that have not been approved at least seven (7) days prior to the scheduled 

date shall be rescheduled. 

WORKSITE TRAFFIC CONTROL SUPERVISOR 

The Contractor shall designate a qualified individual as the Worksite Traffic Control Supervisor (WTCS) 

who shall be responsible for administering the Temporary Traffic Control Plan according to the Contract.  

If the work requires traffic control activities to be performed during the daylight and nighttime hours, it 

may be necessary for the Contractor to designate an alternate WTCS.  An alternate WTCS must meet the 

same requirements and qualifications as the primary WTCS and be approved by the Engineer prior to 

beginning any traffic control duties. The Worksite Traffic Control Supervisor (WTCS) shall meet the 

requirements set forth in the Project’s Contract Special Provision Section 150. 

FLAGGERS 

Flaggers shall be provided as required to handle traffic, as specified in the plans or special provisions, and 

as required by the Engineer. 
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TRAFFIC CONTROL DEVICES 

All traffic control devices used during the construction of a project shall meet the Standards utilized in the 

MUTCD, and shall comply with the requirements of the Specifications, Project Plans, and Special 

Provisions.  

TRAFFIC INTERRUPTION REPORTS 

The Department reserves the right to restrict construction operations when, in the opinion of the 

Engineer, the continuance of the Work would seriously hinder traffic flow, be needlessly disruptive or 

unnecessarily inconvenience the traveling public. Special Provision 150 in the Contract outlines the 

required notification to be given to the Contractor prior to suspending work. 

The Traffic Interruption Report (TIR) is a report of current and planned construction road closures, 

emergency road closures and road conditions statewide. The intent is to capture all traffic interruptions 

that occur on interstates and state routes throughout the state. 

The Department uses a web-based TIR Application to enter road closures into the network database. 

Contact the District Construction Office to get authorization to input information into the network 

database. TIRs are entered when the flow of traffic is to be interrupted. This includes, but is not limited 

to, travel lane closures, shoulder closures, traffic paces, and/or moving operations. 

The information entered into the TIR Application updates 511 and the Georgia NaviGAtor website to 

provide real-time construction information to the public. Once the scheduled times on TIRs are reached, 

the road closure is considered “active” and all information is disseminated automatically to 511, Georgia-

Navigator.com, and other databases. The accuracy, timeliness and reliability of these systems are 

contingent upon the data entry and reporting features being complete within each TIR. It is also essential 

to ensure that TIR’s are updated as roadway conditions change. 

The TMC Operators also assist the Project Engineer with creating and updated TIRs when necessary. The 

TMC Operators have the ability to create TIRs when none are present in the TIR application for closures. 

TMC Operators also have the ability to make revisions to TIRs, such as lane changes, date/time updates, 
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contact information, etc. To ensure accuracy of the Georgia-NaviGAtor website and 511, the TMC has 

developed procedures internally to continually review all closures on the website, and make sure the TIR 

Applications is updated accordingly. 

PROCEDURES FOR DAILY/WEEKLY CLOSURES 

Daily lanes closures are required to have a TIR posted in the database at least 24 hours prior to the 

closure being active in the roadway. Once TIRs are received, they are compiled by TMC Operations staff 

and reviewed daily to ensure there are no potential conflicts or projects that may overlap. 

Any overlapping projects, conflicts or major events that may be impacted by construction will be brought 

to the attention of the Director of Construction, who will ultimately allow or reject the proposed closure. 

Once a TIR has been submitted in the database for the closure, the designated Project Engineer/Project 

Manager must contact TMC via phone at least 30 minutes prior to the scheduled start time to advise that 

the closure is active (in the roadway affecting traffic/ before traffic control is put in place so the TMC can 

display messages on the Changeable Message Signs). 

Once a closure has been removed from the roadway, the designated personnel must advise TMC that the 

closure has been removed and the roadway is reopened. This allows TMC to remove any CMS message 

related to the closure and the public is aware that all lanes are open. If the lane closure will be in the 

roadway beyond the scheduled end time, the TIR must be revised with the new end time. 

When information concerning the closure changes, such as lanes affected, end time, mile post numbers, 

contact person on scene, the TIR needs to be updated as soon as possible. The Project Engineer is 

responsible for making the updates to the TIR. If the closure is cancelled for the day, the district 

personnel are required to edit the TIR to reflect the change and notify TMC. 

PROCEDURES FOR WEEKEND CLOSURES 

The criteria for posting and making notifications for weekend closures are very similar to daily closures. 

The difference for weekend closures is that the TIR for weekend lane closure must be posted in the 

database by 12:00 PM on the Wednesday before the start date of the weekend lane closure. Once TIR’s 
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are received, they are compiled by the TMC Operations staff by 12:00 noon on Thursday and reviewed to 

ensure there are no potential conflicts or projects that may overlap. Any overlapping projects, conflicts or 

major events that may be impacted by construction will be brought to the attention of the Director of 

Construction, who will ultimately allow or reject the proposed closure. Detailed contact information must 

be provided for all weekend closures. All other criteria for daily lane closures apply to weekend lane 

closures. The Project Engineer should contact the District Construction Office to get the contact 

information for the TMC. 

TIR SUMMARY 

All closure information should be entered into the TIR application as accurately as possible. Below are a 

few tips to keep in mind when creating or updating TIRs. 

1. All TIR’s are subject to approval by the Director of Construction. 

2. If a closure is in both directions, enter 2 TIR’s (1 for each direction of travel.) 

3. Make appropriate updates to the TIR in a timely manner if closure information changes. 

4. Call Closures in/out to the TMC in a timely manner, including changes, delays, or cancellations 

5. If the Project Engineer is unable to update the TIR themselves, they should notify someone in the 

Area or District Office. If they are not able to reach anyone at the district office, call the updates in to 

the TMC, and TMC will make the changes to the TIR. Failure to do this will result in inaccurate 

information for the public. 

6. Verify, edit and modify all TIRs daily.    

     NOTE: County roads and local roads interruptions will be handled by the Area. 

WORK ZONE SPEED REDUCTION 

There are very specific conditions for work zone speed reduction.  If these requirements are not strictly 

applied, the speed reduction may not be enforceable.  Therefore, if a condition or request to reduce the 

speed limit does not meet the requirement for reduction, Condition 1 applies.  Refer to Special Provision 

150 in the Project’s Contract and the internal Policy and Procedure 5250-2 and 5250-2a for additional 



7 - 8 
State Construction Office Traffic Control March 2014 

information and specifics on speed reduction. The Project Engineer gives written approval for reduction of 

the established speed limit before the contractor will be allowed to reduce the speed limit. 

In general, GDOT is responsible for determining the appropriate speed limit reduction for all roadways 

under its supervision. The contractor may request a reduction of the existing speed limit; however, GDOT 

will make the final determination.  

The Project Engineer responsible for the activity will determine the following: 

1. Appropriate speed limit reduction 

2. Duration of the speed limit reduction 

3. Length of the work zone 

The Project Engineer must get the Area Engineer’s concurrence before final approval is given to the 

contractor. The District Traffic Operations should be consulted for assistance as part of the review 

process. 

The Area Engineer shall notify the District Construction Engineer and the District Traffic Operations 

Engineer in writing a minimum of 48 hours prior to placing the new speed zone in operation; an E-mail or 

FAX is acceptable and a hard copy shall follow. 

PEDESTRIAN CONSIDERATIONS 

All existing pedestrian facilities, including access to transit stops, shall be maintained. Where pedestrian 

routes are closed, alternate routes shall be provided. Closures of existing, interim and final pedestrian 

facilities shall have the prior written approval of the Project Engineer. Whenever a sidewalk is to be 

closed, the Project Engineer shall notify the maintaining agency two (2) weeks prior to the closure. When 

existing pedestrian facilities are disrupted, closed or relocated in a TTC zone, the temporary facilities shall 

be detectable and shall include accessibility features consistent with the features present in the existing 

pedestrian facility. 
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The Department has established several pay items to assist in maintaining pedestrian facilities.  They 

include “temporary walkways with detectable edging”, “temporary curb cut wheelchair ramps” and 

“temporary audible information device”. The Department has Construction Details that can be used to 

plan temporary and/or alternate pedestrian routes.  In addition, detailed staging plans may be needed to 

maintain pedestrian facilities. This should be discussed and planned in the pre-construction phase of the 

project. 

TRAFFIC CONTROL FOR UTILITY WORK 

When a utility or a Contractor hired by the utility performs utility Work within the project limits, the traffic 

control shall be in accordance with the current policy of the Office of Utilities. This is true even if the 

Department is reimbursing the utility through a Force Account or the Work lies within a construction Work 

area. The current policy can be viewed in the “Utility Accommodation Policy and Standards Manual”, 

current edition, including any addendums, or at GDOT’s State Utilities Office web page. 

The Utility is responsible for coordinating with the Department’s Contractor a schedule of operations 

which will clearly set forth at which stage of the Contractor’s operations the utility will be required to 

perform its relocation and adjustment work.  The Utilities on the Project are required to comply with any 

restricted work hours. 

The Utility traffic control shall be in accordance with the Manual on Uniform Traffic Control Devices 

(MUTCD), current edition. The Utility will plan and determine the scope of a temporary traffic control plan 

(TCP). The Utility shall indicate on each individual permit application whether the TCP is based on the 

typical application drawings contained in Part 6 of the MUTCD or a detailed TCP designed solely for a 

particular work site or a combination of both. If the Utility determines that a detailed TCP designed solely 

for a particular work site is needed, a copy of the detailed TCP shall be submitted with the permit 

application. The Department reserves the right to request a detailed TCP upon review of the permit 

applications. 

Prior to commencing work associated with highway construction, whether by permit or agreement, the 

Utility shall notify the Department’s Area Engineer or Project Engineer and present their work schedule 
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and temporary traffic control plan in order to review for any changes from the preconstruction phase 

submittal and for understanding by all parties prior to occupying the work site. 

All utility work flaggers shall be certified from a Department approved training program. They shall have 

their certification with them whenever they are flagging. Failure to provide certified flaggers shall be 

reason for suspending work requiring the flagger(s) until a certified flagger can be provided. 

The Engineer reserves the right to require additional flaggers, signs, warning lights, channelization 

devices and other safety devices as may be necessary to properly protect, warn and safeguard the 

traveling public. Continued failure of the Utility to comply with the requirement of this or any other 

related section will result in the Engineer issuing a written order to stop work. Upon issuance of a stop 

work order, all utility work on the right of way will be suspended, except erosion control and traffic 

control, until corrective actions or deficiencies are addressed, and the Engineer issues a written resume 

work order. Contact the State Utilities Office or your respective District Utilities Office for additional 

guidance if necessary. To obtain photocopies of the GUCC Manual and copies of individual traffic control 

plans, contact the District Utility Office. 

MEASUREMENT AND PAYMENT 

When listed in the Contract, payment for Traffic Control will be made at the Lump Sum price bid, which 

will include all traffic control not paid for separately, and will be paid as follows:  

When the first Estimate is generated and submitted, a payment of 25 (twenty-five) percent of the Lump 

Sum price will be made. For each progress estimate thereafter, the total project percent complete report 

plus 25 (twenty-five) percent minus the previous payments will be paid, not to exceed 100 (one-hundred) 

percent. This will be calculated automatically via a template in SiteManager when the Project Engineer 

completes the Daily Work Report for the work item. 

When no payment item for “Traffic Control-Lump Sum” is shown in the Proposal, all of the requirements 

of Section 150 and the Temporary Traffic Control Plan shall be in full force and effect. The cost of 
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complying with these requirements will not be paid for separately, but shall be included in the overall bid 

submittal. 

NOTE: Under normal circumstances the Project Engineer shall not withhold any percentage 

of payment due to be paid to the Contractor. 

No payment will be made for “Traffic Control-Lump Sum” until the Work has actually started on the 

project. The installation of traffic control signage does not qualify as the start of work. 

WORK ZONE SAFETY AND MOBILTY POLICY 

In an effort to develop an agency culture committed to providing reasonably safe work zones for all 

workers and road users while considering mobility and access, the Georgia Department of Transportation 

has developed a Work Zone Safety and Mobility Policy (Refer to P&P 5240-1). The 2004 Federal Highway 

Administration’s Work Zone Safety and Mobility Rule Title 23 CFR 630 Subpart J initiated the development 

of this policy. Requirements of this updated and final rule promote the development of a state work zone 

safety and mobility policy to support systematic consideration and management of work zone impacts 

related to safety, mobility, operations and training. The intent of GDOT’s policy is to standardize a 

Department-wide process for project evaluation and implementation. 

The Project Engineer needs to review P&P 5240-1 and be familiar with activities that are required of them 

in regards to this policy. The Project Engineer needs to see if a Transportation Management Plan (TMP) 

was developed for their project. The designer can be contacted for this plan. This plan is comprised of a 

set of coordinated strategies to manage project work zone impacts and a description of how these 

strategies will be used to manage the work zone impacts of a project. If the strategies in place need 

improvement, the Project Engineer may refer to Appendix B (Example Work Zone Management Strategies 

Matrix) of the policy to see if other strategies can be implemented on the project to alleviate work zone 

impacts. The Area Engineer and District Construction Engineer must approve any additional strategies. 

The Project Engineer needs to review the “Roles and Responsibilities Chart” (Appendix D) of the policy for 

guidance on what is required by Construction. 
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In an effort to evaluate management strategies that work or don’t work in regards to work zone safety 

and mobility, your project may be subject to review by others within the Department, as well as by the 

FHWA. The Project Engineer must be able to provide accident information as well as be able to explain 

the pros and cons of the strategies used on their project. This information will be valuable when planning 

work zone strategies for future projects. 
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CHAPTER EIGHT 

 

EROSION AND SEDIMENTATION CONTROL 

 

The Department’s Worksite Erosion Control Supervisor certification provides a comprehensive manual 

that would overlap the typical content of the Construction Manual. Therefore the content below has been 

tailored to points of contract administration during the construction phase. It is recommended the WECS 

manual be referred to for any questions not answered in the guidance below. 

GENERAL 

Georgia’s natural resources are protected by State and Federal laws in addition to many related rules and 

regulations. The Department strives to protect Georgia’s natural resources during all phases of project 

development and certainly during construction. The prevention of erosion and sedimentation of Georgia’s 

streams, ponds, lakes, marshes and shores is vitally important to fulfilling the Department’s commitment 

to building our projects in compliance with the governing regulations and protecting the environment. 

This Chapter describes the responsibilities and procedures necessary to comply with the Department of 

Natural Resources, Environmental Protection Division NPDES General Permit and procedures to maximize 

erosion and sedimentation control. 

ACRONYMS 

EPD – Georgia Department of Natural Resources’ Environmental Protection Division 

NPDES - National Pollutant Discharge Elimination System 

ESPCP- Erosion and Sedimentation Pollution Control Plan 

WECS – Worksite Erosion Control Supervisor 

COE, USCOE or USACOE – US Army Corps of Engineers  

ECB – the Department’s Environmental Compliance Bureau 

OES- the Department’s Office of Environmental Services 
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USFW – US Fish and Wildlife 

SWB – State Water Buffer 

NMFS – National Marine Fisheries Services 

REFERENCED DOCUMENTS 

Standard Specification 107 

Special Provision 107 

Special Provisions 161, 163, 165 & 167 

ESPCP 

GAR100002 – (Georgia EPD’s General NPDES permit for infrastructure projects) 

DEFINITIONS 

Notice of Intent (NOI) for GAR100002 

An NOI is a document notifying the EPD that the owner and or site operator intend to comply with the 

requirements of the associated NPDES permit.  

Notice of Termination (NOT) for GAR100002 

An NOT is a document that informs the EPD that the land disturbing activities associated with an active 

permit have ceased and all areas are stabilized. It further implies all temporary BMPs have been removed 

and permanent BMPs are in place. 

NOTE:  A full list of related definitions can be found in the WECS manual. 

PRIOR TO CONSTRUCTION 

The Project Engineer will receive a copy of a completed NOI following its execution from the Bidding 

Administration Office, and a copy of the proof of submittal. It is mandatory the NOI be kept in the project 

records. If a copy has not been provided at the time a Notice to Proceed has been issued, contact your 

Area Engineer first, followed by the District Contract Manager for assistance in obtaining one.  



8 - 3 
State Construction Office Erosion and Sedimentation Control March 2014   

NOTE: DO NOT ALLOW WORK TO PROCEED WITHOUT HAVING AN NOI AND PROOF OF 

SUBMITTAL ON FILE. 

Following the award of a Contract but before performing land disturbing activities, which include clearing, 

review the ESPCP (with the State Construction Office’s Erosion and Sedimentation Control Liaison) closely 

against existing ground features and attempt to identify the existence any additional State Waters not 

shown on the plans. This can be accomplished utilizing the guidance contained within the WECS Manual. 

Be sure to also review your contract for related Special Provisions such as; 161, 163, 165, 167, 107.23, 

etc for requirements that may place responsibility for this on the WECS. In addition, the Project Engineer 

should review the Environmental Resource Impact Table and the Environmental Commitments Table or 

“Green Sheet” to ensure all specified commitments are addressed in the project plans, contract, special 

provisions, etc. 

Performing this review prior to clearing and grubbing is a method to avoid encroaching upon a State 

Water Buffer (SWB) meant to otherwise be preserved. Disturbing a SWB where a variance has not been 

granted or where an exemption does not exist results in fines, remediation and will likely impact the 

project schedule. Therefore, if a State Water is thought to be identified, have it temporarily delineated 

with some marking (flagging tape, orange barrier fence, etc) and advise the WECS of their responsibility 

to ensure no one disturbs the area within that location and if it does occur they will be liable for any 

enforcement or remedial actions taken or required. Determination of state water requires a review by an 

OES ecologist. Either the Area Engineer or the Project Engineer shall contact OES for further assistance.  

The Project Engineer shall review the contract documents for Special Provision 107.23 -Environmental 

Considerations. There may be a requirement for something in addition to our standard practices near 

waters that are home to threatened or endangered species (T&E). There may be additional BMP 

requirements, or additional inspection requirements, or grading limitations, all of which the Project 

Engineer is to enforce. Therefore be sure the Project Superintendent and the WECS are aware of any 

additional obligations prior to commencing land disturbing activities on projects having T&E species 

present. 
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If a potential siltation problem exists due to the proximity of a body of water or other sensitive areas 

within 2500’ of a Project, GDOT shall gather preconstruction data, such as cross-sections of lakes, etc., 

before breaking ground based on the Project Engineer’s directions. Take photos and videos of existing 

conditions, and place special emphasis on all land-disturbing activities that may contribute silt or 

sediment to such areas. Coordination of pre-construction surveys is the responsibility of the Area 

Engineer. The Area Engineer shall contact the District Preconstruction Engineer and arrange for District 

Location crews to survey any impoundment considered at risk. In the event a home owner or home 

owner association will not grant access or a right of entry for this activity the District Construction 

Engineer should attempt to explain the benefits to the homeowner(s). If access remains denied, a 

certified, return receipt letter shall be sent documenting our efforts and the individual or group’s denial of 

access. A copy of the letter and the certified mail return receipt shall be placed in the project records.   

DURING CONSTRUCTION 

The Project Engineer’s responsibility is to require the Contractor to obtain the maximum erosion and 

sedimentation control practicable. The WECS is the person the Department expects to ensure this occurs 

on behalf of the contractor. On most projects, especially larger grading projects, erosion and sediment 

control requires a lot of coordination to be successful.  

NOTE: The Department intends for the WECS to be performing this function at all times and 

for our Project Engineer to take action when the contract requirements are not being 

achieved.   

The Project Engineer is to spot check the accuracy of the WECS’ submittals.  Do not accept incomplete or 

non-representative reports. To do so will suggest that level of effort is acceptable from the 

WECS/Contractor and it is not. The required inspection reports become the records to defend allegations 

of non-compliance. With that focus, the importance of representative records should be clear to the 

contractor as well as project staff involved in erosion and sediment control inspections. 

When a Project is under construction, the locations and methods of erosion and sedimentation control 

need to be continuously reviewed and, if necessary, modified to achieve control of erosion and 
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prevention of sedimentation. Field changes are allowed and not unexpected. There are times when the 

project’s designer needs to be consulted. For example, whenever considering the deletion of a sediment 

basin, first discuss changes with the Erosion and Sedimentation Control Liaison prior to consultation with 

the Designer. There are many routine changes however, such as adding ditch checks, eliminating silt 

fence from the top of cut slopes, etc that should be made without delay by either the WECS or the 

Project Engineer. (More information regarding ESPCP changes may be found in the WECS manual)  

NOTE: The most effective sedimentation control is to prevent the initial movement of 

unprotected soil. The Contractor shall disturb only those areas within the Right-of-Way that 

are necessary for the construction of the Project, and the disturbed areas shall be stabilized 

as soon as practical. 

The following suggestions are intended to assist the Project Engineer in the performance of their duties:  

1. Be proactive by anticipating problem areas and discussing with the WECS how they might handle 

your concerns if they do develop. 

2. Stabilization of bare areas where activity is not occurring is most important and is not an optional 

activity.  

3. Utilize the resources available to you to avoid compliance issues. 

4. Take responsibility for your project and do not hesitate to elevate matters to the Erosion and 

Sedimentation Control Liaison whenever necessary. 

5. Identify the locations where if sediment were to breach the BMPs a discharge of sediment will occur 

into State Waters.  Make it a routine to monitor these locations closely. These locations are typically 

outfall areas reaching a stream, stream crossings themselves, box culvert work areas and at other 

drainage structures that discharge directly toward State Waters.  

6. Whenever documentation shows proper BMP installation and maintenance have occurred yet devices 

are still being overwhelmed, consult with your Erosion and Sedimentation Control Liaison on how to 

proceed rather than to continue to repair the same device repeatedly.  

7. Install slope matting as soon as practical on all completed sections. 
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8. Stress stabilization with the WECS. Controlling erosion at the source will reduce BMP maintenance.   

9. Require the installation of permanent erosion control as soon as practical. Stabilizing ditch bottoms 

early helps prevent future problems. 

10. Review Project conditions with the WECS before expected periods of rain or a shutdown in the Work 

to address what efforts are needed to stabilize areas and prevent sediment loss.   

11. The ability to work in and around open water, wetlands, navigable waters and salt marshes varies 

based upon the activity and permitting. Be sure to confirm the contractor is able to perform work 

within these areas prior to allowing it to begin. This can be done by reading the related special 

provisions, plan notes and contacting OES staff for assistance. 

12. Stream diversions are necessary to work “in the dry” and are generally always required. An 

ephemeral stream (only flows in response to rain events) or an intermittent stream may provide 

periods where a diversion isn’t necessary because it is dry. If this opportunity exists and the 

contractor wishes to take advantage of it, a plan is to be developed that details what will occur in the 

event work is interrupted by stream flows prior to completion of the activity. 

13. BMP installation is important to maintaining a defense to compliance matters. The inspection forms 

contained in the WECS manual shall be used for each BMP installation without exception. 

14. The ESPCP does not attempt to provide BMPs for every moment of a project’s progress. Refer to 

Specification 161 for the WECS’s responsibility to address such interim conditions. 

15. When groundwater is encountered as a result of excavation, DO NOT ALLOW IT TO DEVELOP A 

CHANNEL. Once the water establishes a channel it will be deemed a State Water, thus requiring a 

buffer variance, etc. Install at least temporary drainage structures until a permanent solution is 

developed. The permanent solution is often the installation of 6” perforated underdrain bedded with 

drainage aggregate such as #89 stone. 

16. Suggest the contractor seal off horizontal surfaces with smooth drum rollers prior to breaking over 

long weekends and holidays and periods of impending rainfall.   

17. The Project Engineer should always know what stage of work the project is in and be able to clearly 

demonstrate his or her understanding to all visitors on the project. 
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AFTER CONSTRUCTION 

When all land disturbing activity is complete and the project is stabilized in accordance with GAR100002, 

an NOT shall be submitted to the Office of Construction for further handling. The Area Engineer is 

responsible for making sure this occurs. The form has detailed instructions that must be followed. 

Incomplete or inaccurate forms will be returned to the Area for correction. The Construction Office will 

obtain the Commissioner’s signature on the document and will then submit the NOT to the Georgia 

Environmental Protection Division.  

Copies with the Commissioner’s signature will be sent to the District Construction Engineer and General 

Files. The District shall forward copies of the NOT and certified mail receipt to the Area Office. Copies of 

the NOT and the certified mail return receipt shall be placed in the project files. 

EROSION, SEDIMENTATION AND POLLUTION CONTROL PLAN 

A detailed ESPCP will be provided for projects disturbing over 1 acre. The Project Engineer shall read, 

understand and enforce this plan equally with the balance of the project. If the plan is unclear or appears 

to be ineffective after confirming proper installation and maintenance of BMPs, the Erosion and 

Sedimentation Control Liaison shall be contacted for assistance.   More information can be found in the 

current WECS manual. 

A maximum amount of disturbed area during construction is given within Specification 161. Only the 

State Construction Engineer can waive this limitation. Any Contractor requesting a variance from the limit 

must prove a need for such change based on execution of the work such as balancing earthwork, haul 

needs, etc. If a waiver is granted, the Contactor will be required by the same Specification section to 

provide additional resources to monitor the exposed areas. 

It is the responsibility of the District Construction Engineer to make a recommendation based upon the 

contractor’s submittal and allow the State Construction Engineer to review all necessary documents to 

make a final determination.   
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ENFORCEMENT 

The fundamentals of enforcement of erosion and sedimentation control are; 

1. Address any shortfalls identified in contractor performance as they occur.  

2. Move from verbal instructions to written documentation and instruction after 72 hours. 

3. Take the enforcement actions allowed in Special Provision Section 161 as necessary.  

4. Give written notice of enforcement actions to the Contractor before they are taken. 

5. Recognize that events can occur that are serious enough to require stopping all work except Traffic 

Control and Erosion Control on the first discussion with the Contractor. 

6. Inform the Area, District and State Construction Engineers prior to directing a stoppage of work so 

that they may be aware of the circumstances. 

The Department does not intend for the Project Engineer to use Section 161 of the Specifications to 

repeatedly shut down the Work in order to gain compliance from the Contractor.  

If it becomes necessary there is often an underlying performance issue. Be objective in analyzing this 

scenario and make recommendations for WECS or Project Superintendent substitutions as necessary. 

Base any such recommendations on the facts at hand and not on friendships that develop during the 

course of building a project together. 

In summary, building a project while maintaining compliance with the erosion and sediment control 

regulations that have developed over the past decade requires more than an occasional glance at 

inspection reports, therefore the Project Engineer shall be actively engaged in the management of 

erosion and sediment control during the entire life of the project.      
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CHAPTER NINE 

 

LOCAL ADMINISTERED PROJECTS (LAP) 

 

Chapter 9 is a very brief overview of local let projects.  For additional information on local let projects 

refer to the Local Administered Projects (LAP) manual.  

LAP projects are projects let to contract by the Local Governments (LG); also referred to as the 

“Sponsor”). All Local Administered Projects (LAP) including Transportation Enhancement Activity (TEA), 

Construction Mitigation Air Quality (CMAQ), Livable Community Initiatives (LCI), are typically financed 

with federal funds and a match from local authorities who are the project Sponsor’s. LAP projects are 

under the direction of the Office of Program Delivery. Title 23 U.S.C.  does not recognize local entities as 

direct recipients of Federal funds and therefore GDOT is not relieved of oversight responsibilities by 

authorizing work to be performed by a LG. In addition, the Georgia Federal-Aid stewardship and 

Oversight agreement between GDOT and FHWA Georgia Division specifically restricts delegation to Local 

Governments of the following elements: 

1. NEPA approval, Sole Source approval, Approval of Force Accounts, Approval of Engineering Plans, 

Approval of Contract modifications, Approval of DBE goals, Approval and audit of labor compliance, 

Approval of Plans, Final inspection, Final Audit, Project Acceptance 

GDOT is responsible for oversight on LAP projects similar to other GDOT let projects, except that the LG 

or their approved Consultants will be the direct Project Engineers, Inspectors and Testing personnel over 

the Work.  LG’s (or their Consultant representatives) are required to follow all requirements in the GDOT 

Construction Manual, Bridge Manual and the Sampling, Testing and Inspection Manual.  This includes the 

use of GDOT’s Qualified Products List (QPL). 

Consultants hired by the LG to perform project oversight must be prequalified in Area Class 8.01, 

Construction Supervision. 
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The LG will either perform the testing (typically by consultant) or have GDOT perform the testing.  This is 

determined prior to construction and is specified on the approved OMR-LAP-1 form submitted by the LG. 

GDOT will perform Independent Assurance testing. The LG or their Consultant is responsible for providing 

test results to GDOT. 

CONTRACT BIDDING 

The LG is responsible for letting these type projects.  The LG will notify the Project Manager when the 

project is ready for Advertisement.  Advertisement will be for a minimum of 30 days.  The LG will select a 

contractor to perform the work based on the lowest reliable bid.  The LG will submit a copy of all bids and 

bid evaluations to the Project Manager and the District Engineer, who will review the selection for 

compliance. 

DOCUMENTATION 

The GDOT Project Manager is responsible for sending the Area Engineer a copy of the Final plans, a copy 

of the contract between GDOT and the LG, and a copy of the construction contract between the LG and 

the contractor. The District Construction Engineer will then issue a Notice to Proceed to the LG. 

A copy of the contract between GDOT and the LG and Notice to Proceed shall also be sent to Financial 

Management, Office of Materials and Testing, and the Office of Construction.  LG are required to conduct 

a Preconstruction Conference and invite the GDOT Project Manager and Area Engineer. LAP projects shall 

maintain project record documentation similar to regular DOT projects, including project records, diaries 

and construction reports.   

AUDIT 

LAP projects are typically audited twice. Once prior to the last payment, and the Final Construction 

report. The need for additional audits will be conducted upon the request from the Area Engineer, 

District, or the Offices of the Construction Division.  For those LAP projects that are designated Projects 

of Division Interest (PoDI) by the FHWA, GDOT will perform routine audits. If the audit reveals payments 

that are not allowed by the contract or specifications, these costs will be listed as an exception.  Any 
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costs that are not allowed, must immediately be reimbursed to the Department,  by the LG, for the full 

amount of the disallowed expenses.   

NOTE: The Final Audit can be completed without the Materials Certificate being received, but 

will be noted as an exception on the audit report.  The project cannot be closed out until the 

Material Certificate is received from GDOT.   

It is the responsibility of the LG to provide any missing items or documentation that are noted on the 

final audit.  Quarterly and Final Materials Certificate Checklists are required on these projects similar to 

GDOT let projects. 

AREA ENGINEER RESPONSIBILITIES 

The Area Engineer is responsible to perform interim (i.e. monthly) inspections to verify the billing 

received from the LG.  The LAP Engineering Contract notes that the LG is responsible for submitting 

monthly reports of the progress of the project, including work performed that month.  The LG must 

submit a Certified voucher for approval each month and any other documentation requested by the 

Department to validate compliance with the Work Plan, Federal Regulations, Standard Specifications, etc.   

CONSTRUCTION INSPECTION 

Inspection of the work to ensure compliance with plans and specifications is the responsibility of the LG.  

This may be accomplished through the use of their personnel or through qualified consultant inspectors.  

For those LAP projects that are designated PoDI by FHWA, GDOT will perform inspections and review 

project documentation at least monthly. 

DBE PARTICIPATION 

If D.B.E. participation is required, it will be the responsibility of the LG to collect and submit the 

appropriate documentation to Office of Program Delivery.  The LG will provide a copy of the “DBE 

Participation Report” to the Area Engineer for compliance with the Department’s “Criteria for 

Acceptability”.  The Area Engineer may withhold payments if the LG fails to submit the quarterly D.B.E. 

reports. 
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CONTRACT MODIFICATIONS 

The LG shall notify GDOT, in writing, of all contract modifications as soon as they become known.  GDOT 

shall approve or disapprove the contract modification in writing.  As a minimum, contract modifications 

involving cost changes require a scratch detailed estimate to be completed prior to receiving the 

Contractors estimate for additional work.  

The LG shall use the Local Administered Project Contract Modification Form for all supplemental 

agreements, extension agreements, or time extensions.  GDOT shall use the Contract Modification 

Signature Form for approval or disapproval.   

Securing funding for all approved contract modifications will be the responsibility of the Project Manager.  

A copy of the approved Contract Modification shall be forwarded to the Office of Construction to modify 

the contract amount in TRNSPORT CAS or SiteManager.  

PROGRESS PAYMENTS 

All LAP construction reports entered in TRNSPORT CAS or SiteManager will contain one lump sum pay 

item.  The LG will submit invoices, with corresponding payment requests from the contractor, to the Area 

Engineer on a monthly basis.  The LG’s invoice shall be in a spreadsheet format listing the item 

description, unit, unit price, estimated quantity, quantity paid to date, quantity paid this period, and 

dollars paid this period.  The Area Engineer will estimate the percentage of the work completed each 

month.  The Area Engineer will submit a construction report utilizing the Department’s standard 

procedure for the processing of a construction report.  The Area Engineer shall pay whatever percentage 

is provided on the Notice to Proceed of the invoice amount.  For projects not containing a specified 

percentage in the NTP, 100% of the invoice amount shall be paid. 

FINAL INSPECTION AND FINAL ACCEPTANCE 

A final inspection will be performed by the LG.  The Office of Program Delivery will provide the LG with 

the LG’s Final Acceptance form (copy has been attached). 
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There will be no formal final inspection performed by the Area Engineer except for on PoDI projects, but 

the Area Engineer should determine that the project was essentially completed as originally intended. 

FINAL PAYMENT 

The Area Engineer shall receive a final package from the LG that shall include, at a minimum, the 

following documentation: 

1. LG’s Certification of Final Acceptance 

2. Final DBE participation 

3. Final Voucher 

4. Material’s Certification Statement 

5. Statement of Final Project Expenditures form 

The Area Engineer will complete and forward the final construction report and any attachments to the 

District for routine processing. The final construction report package shall be submitted to the Project 

Manager. The Project Manager shall review the LAP contract to ensure the final payment does not exceed 

the Department’s specified level of participation. It will be the Project Manager’s responsibility to verify 

and submit the final construction report package to the Office of Construction for processing. 
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CHAPTER TEN 

 

CONTRACT TIME 

 

KEY DATES AND CRITICAL DATES  

SiteManager has date fields for the below listed Key Dates and Critical Dates.  These dates should be 

populated in SiteManager as soon as they occur. For Key Dates and Critical Dates related to the “Finaling 

Out” process, The Project Engineer, Area Engineer, and District Construction Office shall ensure the 

“Required to Finalize” box is checked in SM and the appropriate “Finalization” Distribution List is selected 

prior to saving the Key or Critical date(s).  All Projects managed in SM shall have an Open to Traffic Date.   

NOTE:  Do not enter a date for “Contract Items Complete Date”.  This date is highlighted in 

red in SM.  This date will be entered by the State Construction Office. 

Open to traffic is defined as the time when the placement of all pavements is complete, signs, full pattern 

pavement markings (temporary or permanent) and safety features are in place and the roadway is in 

condition for safe and convenient use by the traveling public. There should be no further lane 

closures/traffic interruptions except in the case of punch list work. If the placement of permanent 

pavement markings are prevented due to weather limitations and the placement of those markings will 

extend beyond the completion date, this work shall be considered an exception to the definition of open 

to traffic. The contractor shall be responsible for maintaining existing pavement markings until placement 

of permanent pavement markings is complete. 

The Project Engineer/Area Engineer shall ensure all Key and Critical dates relevant to their responsibilities 

are entered prior to sending the Project Records to the District. The District Construction Office shall 

ensure all Key and Critical Dates relevant to the Project’s status are entered prior to requesting Final 

Acceptance and Prior to sending the Final Estimate Package to the State Construction Office. When 

entering dates requiring the “Required to Finalize” status, select the box in SM and enter the applicable 

Finalization Distribution List. 
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SiteManager 
Responsibilities PE/AE DCO SCO  

Check “Required to 
Finalize” Comments 

Key Dates 

Closing Conference X   Yes  

Final Acceptance by 
GDOT   X Yes  

Final Acceptance Letter 
Date   X Yes  

Final Audit X   Yes  

Final Inspection X   Yes  

Final Release Letter to 
Contractor  X  Yes  

Maintenance Acceptance X   No  

Materials Certificate X   Yes  

Punch List to Contractor X   Yes  

Punch List Complete X   Yes  

Final Quantities to 
Contractor  X  Yes  

Contractor’s Acceptance 
of Quantity  X  Yes  

Final Records to District X   Yes  

Ready for Final Inspection X   Yes 

Date when all items are complete, time 
charges have ceased, and the corrections 
list from the Closing Conference is 
substantially complete. 
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SiteManager 
Responsibilities PE/AE DCO SCO 

Check “Required to 
Finalize” Comments 

Critical Dates 

Contractor Final Release 
Date  X  Yes  

Award Date     Automatic Download from CBA 

Price Adjustments Base 
Date     Do Not Populate 

Execution Date     Do Not Populate 

Letting Date     Automatic Download from CBA 

Original Completion Date     Automatic Download from CBA 

Checked Out to Field Date     Do Not Populate 

Substantial Work 
Complete Date X   Yes 

This Date stops contract time for Site 00. 
This date should be entered the day of 
occurrence and prior to generating an 
estimate to ensure unwanted dis-
incentives (Liquidated Damages) are not 
charged. Do not enter this date until all 
pay items are complete with the 
exception of a satisfactory stand of grass 
and application of nitrogen. 

Contractor Bankruptcy 
Date     Do Not Populate 

Contractor Default Date     Do Not Populate 

Notice to Proceed Date     Automatic Download from CBA 

Signed Date     Do Not Populate 

Contract Items 
Complete Date   X Yes 

DATE ENTERED BY GO ONLY.  This is 
the Date a copy of the Executed 
Final Release is received in the SCO 
from Contracts Payable. 

Open to Traffic Date X   Yes This date is required for ALL Projects.  

Adjusted Completion Date     

Date is populated and updated by 
SiteManager when an approved Change 
Order contains time adjustment(s) 

Accepted Date   X Yes  

Assigned to Field Manager 
Date     Do Not Populate 

Contract Archived Date   X   

Work Begin Date X   No  

Physical Work Complete 
Date   X Yes 

Entered by SCO, Date Final Estimate 
Package Received at SCO (GO) 
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PROJECTS PENDING FINAL PAYMENT STATUS REPORTS (PPFPR) 

1. The Projects Pending Final Payment Status Reports records a project’s progress from the Closing 

Conference date up to the Final Voucher date. It prompts Area Engineers and District Construction 

Engineers of action needed to ensure timeliness of Final Acceptance and Final Payments. The PPFPR 

updates the Construction Office on the status of projects in the process of being finaled out. 

The PPFPR shall be maintained by the Area Engineer and the District Construction Engineer. The 

District Construction Engineer shall submit a copy to the Office of Construction by the 15th of each 

month. Separate the report into the following categories: 

A. Construction Projects – Let to Contract (Including Federal Aid Resurfacing Projects).  

B. City/County and Maintenance Projects – Not LET to Contract (Including all work accomplished by 

Maintenance forces under “M” contracts) 

2. The Area Engineer shall enter the following information on the PPFPR immediately after the Closing 

Conference is held or for projects that did not have a closing conference, immediately after time 

charges have stopped:  

A. Project Number(s) (Including Contract ID#) 

B. County(s) 

C. Type Project 

D. Contractor(s) 

E. Closing Conference-actual date of meeting 

F. Time Charges Stopped-date when all Contract pay items are satisfactorily completed excluding 

grassing 

G. Ready for Final Inspection-upon due written notice from the Contractor of substantial completion 

of the entire Project, the date the Area Engineer determines the Project is ready for a Final 

Inspection 
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H. Final Inspection-actual date of inspection. If multiple days are needed to final inspect the project, 

use the last date inspected as the Final Inspection date 

I. Punch List to Contractor-date of written punch list furnished to Contractor 

J. Material Certificate-date of Materials Certificate was issued 

K. Punch List Complete-date that all punch list work has been satisfactorily completed 

L. Maintenance Acceptance Date 

M. Final Construction Report to District-date Area Engineer submits final pay estimate to District 

Office for review and processing. Dates entered on the PPFPR by the Area Engineer shall be 

verified by the District on their PPFPR using information from the Contract Status Time Report. 

The Area Engineer should communicate with the District monthly to ensure correct dates are 

being recorded. 

3. The District shall enter the following dates on the PPFPR: 

A. Acceptance Date – date State Construction Engineer makes Final Acceptance 

B. Acceptance Letter Date – date of written notification 

C. Final Quantities to the Contractor – date Final Statement of Quantities sent to Contractor 

D. Contractor Accepts Quantities – date District Office certifies payment 

E. Final Estimate to the GO – date District Office mails Final Estimate to State Construction Office 

for review and processing.  The Date the Package is received in the State Construction Office will 

be the “Physical Work Complete Date” in SiteManager.  

F. Final Voucher Back from GO – date District Office receives Final Voucher back from the General 

Office. Dates entered on the PPFPR by the District shall be verified by the Area Engineer on their 

PPFPR using information from the Contract Status Time Report or from copies of letters received 

from the District (i.e. Final Acceptance Letter). The Area Engineer should communicate with the 

District monthly to ensure correct dates are being recorded.  
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4. Reasons for lack of progress in any of the events noted above shall be documented under the 

“Remarks” section on the PPFPR. Make sure enough information is noted in the “Remarks” section to 

explain reasons for lack of progress in any of the events. Maintain projects on the PPFPR until the 

event listed below has occurred: 

A. Construction Projects-LET to Contract 

Remove the project from the PPFPR when the District is in receipt of the executed Standard 

Release. 

B. City/County and Maintenance Projects-Not LET to Contract 

Remove the project from the PPFPR when the District is in receipt of the Final Voucher 

C. Federal Aid Resurfacing Projects 

Remove the project from the PPFPR when the District is in receipt of the executed Standard 

Release 

5. The Area Engineer shall maintain a hard copy of the PPFPR and use it as a tool to close out assigned 

projects. 

The Area Engineer shall routinely check the report to ensure that action needed prior to Final 

Payment is being accomplished and the required dates are recorded. 

Refer to Chapter 21 for time frames required for performing Final Inspections and submitting the 

Punch List to the contractor. Chapter 21 also states that the Material Certificate is a Punch List Item.  

If all punch list items are complete with the exception of receiving the Material Certificate, show the 

punch list complete only if the contractor has submitted all requested information to satisfy the 

Material Certificate.  

The report shall be submitted to the Office of Construction by the 15th of each month. 
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PROCEDURE FOR PROJECTS BEHIND SCHEDULE  

For projects with an approved Progress Schedule Chart that are more than 15 percent behind schedule, 

the Area Engineer shall take the following steps in response to Projects behind schedule that meet the 

criteria established for unsatisfactory performance as noted. 

NOTE: The Area Engineer may elect not to begin these steps only with the concurrence of the 

District Construction Engineer and the State Construction Engineer. 

1. The Area Engineer writes a letter to the Contractor that:  

A. States the percentage behind schedule 

B. States the Contract Completion date and rate of liquidated damages 

C. Requests a revised Progress Schedule be submitted within 10 calendar days 

D. Requests a plan to get the Project back on schedule 

E. Requests a meeting with the District Construction Engineer, Area Engineer, Project Engineer, and 

Contractor to be held within 15 calendar days 

2. In the meeting, the District Construction Engineer and/or their assistant, Area Engineer, Project 

Engineer, and Contractor:  

A. Discuss the Contractor’s lack of progress.  

B. Request an explanation.  

C. Review the revised Progress Schedule and the Contractor’s reason for the lack of satisfactory 

progress. If the revised Progress Schedule Chart indicates a completion date beyond the contract 

completion date, advise the contractor that their revised Progress Schedule Chart will not be 

accepted and remind them of their responsibilities to complete the project by the contract 

completion date or liquidated damages will be imposed per Section 108.08.  

NOTE: The District Engineer should participate in meetings with the contractor on 

projects that continue to fall further behind schedule.   
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3. Following the meeting, the Area Engineer shall write a letter to the Contractor that contains:  

A. Commitments and agreements made at the meeting by either party 

B. Whether or not the revised Progress Schedule is acceptable 

C. The statement, “That per the contract Section 108.03, no payments will be made while the 

contractor is delinquent in the submission of a revised progress schedule” 

D. The statement, “the Department will take further action if the project continues to fall further 

behind schedule” 

4. The Area Engineer advises the District Construction Engineer if the project continues to fall further 

behind schedule. The District Engineer (District Construction Engineer) writes a letter to the 

Contractor stating:  

A. The project continues to be behind schedule.  

B. The completion date(s) and the liquidated damages rate.  

C. A statement that the Area Engineer will recommend default to the State Construction Engineer if 

the project continues to be behind schedule.  

The Area Engineer sends a copy of this letter and copies of all previous correspondence to the 

Contractor’s Surety.  

5. If the Contractor does not satisfactorily pursue the Work, the District Engineer writes a letter to the 

State Construction Engineer that contains:  

A. A recommendation of default for lack of progress.  

B. A review of Project status, including the Project description.  

The District Engineer sends a copy of this letter and copies of all previous correspondence to the 

Contractor and the Contractor’s Surety. 
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6. The State Construction Engineer will review the information submitted by the District Engineer and 

the status of the project. If warranted, the State Construction Engineer will recommend default to the 

Director of Construction, who will make final determination. 

For Projects requiring a CPM chart, the Project Engineer should refer to the Special Provision in the 

Contract for allowable action on the part of the Department. 
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CHAPTER ELEVEN 

 

CONTRACTOR PAYMENTS 

CAS/CSI 

The Department utilizes Construction Submittal Interface (CSI) to submit quantities for payment and to 

update project status. This is done through the use of electronic forms called construction reports. The 

Department utilizes Construction Administration System (CAS) to convert construction reports into 

payment vouchers. CAS also provides information on the history of the projects such as running total of 

dollars spent on the project, amount of funds available, running total of quantities for each item, contract 

time charged to date, and any liquidated damages that have been charged to the contract. For assistance 

with CSI, refer to the Area Engineer and/or Contract Liaison Engineer (Auditor). 

SITEMANAGER (SM) 

With the November 2011 Letting, the Department began using SiteManager in lieu of CAS/CSI. With SM, 

the Project Engineer documents measurement in SM through Daily Work Reports (DWR). Once these 

DWR’s are approved by the Project Engineer through the creation of a Diary, the payment process begins 

with the generation and approval of Estimates. SM also provides information on the history of the 

projects such as a running total of dollars spent on the project, amount of funds available, running total 

of quantities for each item, contract time charged to date, and any liquidated damages that have been 

charged to the contract. For assistance with SM, refer to the Area Engineer and/or Contract Liaison 

Engineer (Auditor). 

PROGRESS PAYMENTS 

The policy of the Department is to make all payments to the Contractor as promptly as possible.  

Payment shall be made for each calendar month work was performed.  However, when a large amount of 

work is performed ($500,000.00 or more) the contractor may request to be paid semi-monthly. If after 

submitting a Construction Report or Estimate, the Project Engineer determines a portion of work was 

missed and should have been recorded for payment and the payment amount is substantial (over 
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$10,000.00), the Project Engineer should submit a Construction Report or Estimate to pay for the missed 

quantity regardless of the day of the month. 

District and Area Engineers shall ensure that all Construction Reports and Estimates are received by the 

Office of Construction – Payments Section no later than five (5) working days following the close of the 

payment period.  The Area Engineer shall not hold back payment on any item on which the work has 

been satisfactorily performed.   

On projects where all pay items are completed prior to the end of the normal pay period, the Area 

Engineer shall submit a Construction Report or Estimate for payment promptly. Also, when a Time 

Extension or payment for extra work has been approved, the Area Engineer shall process a Construction 

Report or Estimate for payment rather than holding monies due the Contractor until the Final Statement 

or Estimate.   

There are situations when GDOT policy, specifications or guidelines may require the Department to 

withhold payment to the Contractor. Adequate written notice shall be given to the Contractor before this 

action is taken.   

The Area Engineer shall electronically approve the certification statement on each Construction Report 

and shall approve all Progress Estimates. On Final Construction Reports the Area Engineer shall certify 

that the quantities are correct. For Projects in SiteManager, the Area Engineer will use the Item Quantity 

Report to certify the final quantities are correct.   

PARTIAL PAYMENTS 

1. Supplemental Agreements 

The quantities shown for payment on the Construction Report and Estimate shall be taken from the 

project records based on measurement and payment by the project personnel. No quantities shall be 

included for payment for items added by Supplemental Agreement until receipt of an executed copy 

of DOT Form 358 Contract Amendment, or notification that DOT Form 358 has been executed.  
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Executed is defined as being signed by the Commissioner and/or Chief Engineer whichever is 

applicable.   

2. Percent Complete Items 

Some items call for partial payment based on the percent complete of the overall project as 

estimated by the Engineer.  It is not intended for the Engineer to manually calculate the Contractor’s 

earnings in order to determine the exact percentage of the work completed.  Instead, the item shall 

be paid for in accordance with the specifications.   

3. Reductions in Payment 

Reductions in payment for items covered by the Specifications will be computed as specified in the 

appropriate specification section and shall be shown on the Inspectors Pay Item Report or other 

appropriate form.  A reduction in payment needs no further justification since it is covered by the 

Specifications.  Reduction in payment shall be shown on an add-on sheet as a reduced price using 

the appropriate item code along with the item description not to exceed twenty characters. 

For SiteManager Projects, reductions in unit price are made by a Change Order. When doing a 

Change Order in this manner, be sure not to include the quantity as this would be an unfunded 

increase in the Contract amount. Only include the item unit price and leave the quantity as zero.  The 

Area Engineer will create the change order header in SM. 

4. Reductions for Payment for Items 

Reductions made for deficiencies of items that have an established range of acceptance in the 

specifications shall be made in the form of a separate item with a reduced unit price.  Such reduction 

in payment shall not be made in the form of a reduced quantity at full bid price. 

For SiteManager Projects, reductions in unit price are made by a Change Order. When doing a 

Change Order in this manner, be sure not to include the quantity as this would be an unfunded 

increase in the Contract amount. Only include the item unit price and leave the quantity as zero.  The 

Area Engineer will create the change order header in SM. 

5. Reductions for Work not Meeting Specifications 
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Reductions in payment for work not meeting specification requirements that is not specifically 

addressed in the Specifications shall be handled by Supplemental Agreement and documented as 

follows: 

A. Recommendations for reductions in payment may originate in various offices, such as the Office 

of Materials and Research.  However, only the State Construction Engineer may approve any 

reduction in payment which is not covered by the specifications.  All recommendations and 

approvals for reduction in payment shall be in writing.  

B. For those items where the Department does not calculate a reduction in payment, the Contractor 

may submit a written proposal which includes a reduction in the payment.  Upon approval of the 

reduction in payment by the State Construction Engineer, a Supplemental Agreement (SA) shall 

be processed.  When the SA is executed by all parties, the reduction in payment shall be placed 

on the next Construction Report.  

If there is work that does not meet the specifications and is not of such poor quality to require 

removing but the contractor refuses to provide a price reduction, direct the contractor to remove 

the non-compliant work.   

6. Materials Allowances 

The Department may make partial payment for material purchased and furnished for Work under 

Contract in certain cases. The purpose of this payment is to encourage and promote bidding on the Work 

by Contractors who cannot afford to purchase material for larger Projects.  

Pay materials allowances only for materials that are not readily available; can be easily identified and 

secured for a specific Project; or can be stockpiled for long periods without detriment.   

NOTE:  All Materials Allowances are to be submitted for payment once they are approved 

regardless of the day of the month provided their sum is in excess of $1,000.00. 

Use the following procedures to process a Materials Allowance Request: 
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1. When the Project Engineer receives a Materials Allowance Request, process and submit to the Area 

Office. 

2. Material Allowance requests submitted to the Area Office must include a properly completed Form 

DOT 625, which requires the following: 

A. Contractor signature and the Area Engineer signature. Do not delegate this authority. 

B. The parent Line Item Number (LIN) number, a description and statement of the type and 

quantity of material, the location stored, and the unit price. Show also an extension of the unit 

price to indicate the total amount to be paid for the Materials Allowance Request. 

C. The applicable Line Item Number (LIN), total quantity of material, the unit price, and the total 

price for Material Allowances previously granted if you are submitting an additional Materials 

Allowance Request for material already approved. 

D. Materials quality approval from the Office of Materials and Research if the material has not been 

pretested, is not on the Qualified Products List, or is from an approved source. 

E. An attached inventory list of inspection from the Project Engineer if the material has been 

pretested, is on the Qualified Products List, or is from an approved source. Send copies of DOT 

Form 625, the inventory list, mill test reports, etc., to the Laboratory. 

F. Paid invoices covering the materials for which payment is required or as outlined below in step 13 

and step 14. 

G. Certifications that all materials meet the “Buy America” contract requirements. 

3. Once approved, Material Allowances are entered on the Construction Report in CSI. For SiteManager 

Projects, the Project Engineer will use the Stockpile Function in SiteManager to create and renew 

stockpiles. Follow instructions listed below: 

A. Select a hyperlinked Project Line number from the CR. The MA entry field appears at the bottom 

of the page. 
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B. Select the applicable Material Type description from the drop down menu. The Line Number and 

Item Description are populated based on the selected item. 

C. The unit price defaults to 1.00 for material allowance items. 

D. Enter the MA Quantity Placed; this amount can be a negative value. 

E. Click Add. The MA verification window appears. 

F. Verify all fields entered for the MA are correct. Once the MA is added to a CR, it cannot be 

removed. 

G. Click OK to add the MA. The MA appears in blue as a Line Item on the CR. 

4. The Area Engineer or designated representative verifies the location, quality, quantity, proper 

storage, and security of the materials. The Area Engineer also verifies the necessity of the request. 

5. The Contractor shall store materials on the Project Right-of-Way. If the Contractor requests to do so 

in writing, the District Engineer may grant an exception in writing for materials stored off the Project 

Right-of-Way. This storage area must be local to the Project. 

6. The District Engineer may grant an exception if storage is necessary for one of the following reasons: 

A. Inadequate storage area on the Project 

B. Lack of security 

C. The need for weather-protected storage 

7. The District Engineer is not authorized to approve storage areas that are not under the exclusive 

control of the Contractor or exclusively Project related. 

8. The Project Engineer reviews and checks stored quantities with each subsequent Materials Allowance 

Request. Check stored quantities at least every other month. 
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9. The District Engineer may approve other off-Project storage on the recommendation of the District 

Construction Engineer and the State Materials Engineer. Such storage may include materials uniquely 

fabricated or precast for specific Projects that will be stored at the fabrication or pre-casting yard. 

10. If materials are approved for storage in the fabrication shop: 

A. Store them independently. 

B. Legibly and indelibly mark the major components of the material with the Project number. 

11. If a storage area is used for more than one Project: 

A. Segregate, identify, and secure material for each Project from material for other Projects. 

B. Provide adequate access for auditing. 

12. If laboratory personnel are available, they may verify quantity and quality on materials at approved 

off-site storage areas. The District Engineer may use this verification. 

13. Paid invoices may accompany the Materials Allowance. If they are not submitted with DOT Form 625, 

they must be submitted to the Project Engineer no later than 30 calendar days after the date of the 

Progress Payment Report or Estimate Summary Report (SM) on which the Materials Allowance was 

paid. 

14. If the Contractor does not furnish paid invoice(s) within 30 calendar days, remove the Materials 

Allowances payment from the next progress statement and make no further Materials Allowance for 

that Item on the Project. 

15. If the Department discovers irregularities in the procedures or stockpiles, the Department can recover 

monies paid for Materials Allowances on the Contract or on any other Contract the Prime Contractor 

may have with the Department. 

16. The Department does not make Materials Allowances for: 

A. Those materials that will be incorporated into the Work within 30 calendar days. 

B. Those items where the total amount submitted is less than $25,000.00 
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C. Living or perishable plant materials. 

D. Portland cement, liquid asphalt, or grassing materials. 

E. Aggregate stockpiled in a quarry. Make payments for stockpile aggregate only if it is stockpiled 

on or in the immediate vicinity of the Project and held for the Project’s exclusive use.  Properly 

secure the aggregate. If it is to be paid for on a per-ton basis, reweigh it on approved scales 

when it is incorporated into the Project. 

F. Guardrail panels and accessories unless they are stored in a sheltered area.   

G. Minor material Items such as hardware, etc. 

NOTE: See the Quick Reference Guide (QRG) for how to apply Materials Allowances 

(Stockpiles) in SiteManager.  Only one stockpile should be created for a 

corresponding pay/work item.  After the initial stockpile is established, as additional 

invoices are received, replenish the stockpile.  Do not create a new stockpile to add 

additional invoices/funds for the same item.  

FINAL PAYMENTS 

1. Within four (4) weeks from the date the Project is reported “Punch list Complete”, the Area Engineer 

will submit the final package to the District Office.  This time may be extended for extenuating 

circumstances.   

2. On resurfacing and asphalt widening projects, the Area Engineer will submit the final package to the 

District Office within two (2) weeks of completion of the punch list. 

3. The Area Engineer will notify, via e-mail, the Contract Liaison (auditor) that the project is ready for 

Final Audit.  This request comes only after the Project Engineer has thoroughly reviewed the project 

records using the Project Engineers Checklist for requesting a final audit (see checklist) as a 

guideline.  If there are pay items that need an adjustment in quantity as a result of the final audit, 

prepare a monthly construction report.  Do not place quantities for payment on the final construction 

report.  The final audit can be performed prior to receiving a Material Certificate for the project.   
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4. The Area Engineer will submit all project records to the District, once Final Acceptance and the Final 

Audit have been completed.   

5. The Engineer is responsible for correcting all exceptions listed on the Final Audit.  

6. Immediately on Final Acceptance, the District will send the final quantities to the Contractor by 

registered or certified mail.   

A. If the Contractor accepts the “final quantities”, or has no questions within twenty (20) calendar 

days, the District Office will forward the Final Package to the Office of Construction. 

B. If the Contractor questions the “final quantities” within twenty (20) calendar days, the District 

Engineer will resolve the issue or refer the dispute to the Chief Engineer for final resolution.   

7. The District Office will submit the final package to the Office of Construction for processing.   

8. The Chief Engineer signs the final statement to certify that it is correct and submits to the Treasurer 

for payment.   

PROJECT ENGINEERS’ CHECKLIST PRIOR TO REQUESTING A FINAL AUDIT 

The following items are not all-inclusive for every project. 

1. Verify that all project records are organized per Departmental policies. 

2. Check all Line Item Folders: 

A. Verify that all inspectors’ reports are accounted for and complete. 

B. Verify the cumulative total-to-date on the last report matches the Final Construction Report. 

C. Complete zero quantity Inspectors Reports for items not used. 

3. Check Approved Supplemental Agreements (SA) and Change Orders in SM: 

A. Verify that the Approved Supplemental Agreements folder contains a copy of all approved 

Supplemental Agreements. 
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B. Verify all approved Supplemental Agreements (including Allotment Requests) match up with all of 

the Change Orders in SM.  It is likely the numbering of Supplemental Agreements and Change 

Orders will not match. 

C. Verify that all Supplemental Agreement items used have inspector’s reports to cover payment 

and that file folders are set up for each Item. 

D. Verify all Supplemental Agreements paid.  If the SA was not used, attach a note to approved 

copy of SA giving reasons for not using SA.  If minor items are not used the above does not need 

to be done. 

4. Verify that files contain approved documentation on all Subcontractors. 

5. Verify that payrolls have been received covering the period of time that the Contractor and all 

Subcontractors worked on the project. 

6. Verify that the Final DBE report has been received from the Contractor. 

A. Check Final DBE report to verify that all subcontractors listed were approved as DBE’s for this 

Contract. 

B. Sign Final DBE report. 

7. Verify that the Document Control Log and the Correspondence files are up-to-date and organized. 

8. Verify that all diaries and Daily Work Reports and Diaries in SiteManager are accounted for and up to 

date. (See Chapter 6 - Diaries for information that is required in diaries). 

9. Verify that all dates are entered on the Contract Status Time Report and correct. For SiteManager 

Projects, ensure all Key and Critical Dates are entered and correct. 

10.  “As-built” plans up to date. 

11.  Verify that Earthwork Items have sufficient documentation to support final payment. 

12. Verify that sufficient funds are available for any items that will be paid on the Final Construction 

Report. 
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13. Complete the Final Package Checklist (DOT 733).  If any of the above items have discrepancies, they 

must be resolved or in the process of being resolved before requesting a Final Audit. Make a list of all 

discrepancies and the status of said items. This list should be attached to the front of the Final 

Package and marked off by the Project Engineer as they are resolved. Once all the items have been 

resolved the Auditor will complete the Final Audit.  The Final Audit can be completed without the 

Materials Certificate being received, but will be noted on the Final Audit. 
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CHAPTER TWELVE 

 

FORCE ACCOUNT WORK 

 

EROSION CONTROL AND TRAFFIC CONTROL FORCE ACCOUNT 

When there is a need to add an erosion control item(s) or traffic control item(s) and time is of the 

essence, the Engineer may direct the work to be done by Force Account in the absence of a 

Supplemental Agreement as per Specification 104.03.A. 

An Erosion Control – Traffic Control (EC-TC form) Force Account shall be used when there is an 

immediate need.  The Project Engineer shall follow the subsequent guidelines:  

1. Discuss the need with District and Construction Office. 

2. Request item prices from the contractor.  If the prices are within the item mean and/or within 10% of 

the District’s estimate, proceed with filling out ECTC form. (See Division III – Form 468ECTC) 

3. Enter reason(s) why the item was needed. Also note location. 

4. Enter item number, item description, unit, quantity, and price on the form.  The form will calculate 

the total on the print command. 

5. Deliver form to Construction Liaison Engineer for approval. Obtain FHWA approval on FOS projects.   

6. Print form and deliver to Contractor for signature. 

7. The Construction Liaison Engineer will review, approve, and provide Notice to Proceed on behalf of 

the State Construction Engineer. The Construction Liaison Engineer will then scan and forward a copy 

of the executed FA to the Assistant State Construction Engineer. 

8. The Area Engineer shall furnish an executed copy of the ECTC Form to the Contractor.  The 

Contractor may begin installing force account items. 
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9. The Area Engineer shall also forward an executed copy of the ECTC Form to the District Contracts 

Manager and Project Engineer for their file. 

10. The Original executed ECTC Form shall be submitted to the Construction Office for further handling. 

11. Once work is complete or at the end of the month when partial work is performed, add item(s) to 

Construction Report by Add-On Sheet. 

12. Monitor the project monies and request allotment for force account items if needed. 

NOTE: For SiteManager (SM) Projects, ECTC’s are entered into SM by the creation and 

approval of a Change Order. Once the State Construction Office receives the scanned 

executed FA from the Liaison, a Change Order will be created and approved in SM to add 

the ECTC FA Item.  Only the Item, Item Description, and Item Price will be on the Change 

Order.  There will be no quantity added to ensure there is no unfunded increase in the 

project amount.  

Extra Work Force Account 

When an agreement cannot be reached to perform extra work (as defined in Specification 101.27 and 

ordered by Specification 104.04) at Lump Sum or Unit Prices by Supplemental Agreement, the work may 

be authorized by the Department to be performed by Force Account.   

A Force Account estimate shall be prepared by the Contractor identifying all anticipated costs for the 

work.  The Project Engineer shall provide the Force Account form to the Contractor. (See Division III - 

DOT Form 468) 

After the Force Account estimate has been prepared by the Contractor, it shall be submitted to the 

Project Engineer.  The Project Engineer, along with the Area Engineer, shall review the form for 

completeness i.e. necessary labor, material, and equipment is documented on the form and the 

contractor has signed the form.  If the form is incomplete, the Project Engineer shall note the deficiencies 

and return to the contractor for correction.  
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If the form is complete, the Project Engineer shall then forward the Force Account estimate to the District 

Construction Engineer. The District (Estimator) shall review the proposed labor and material for adequacy 

based on the proposed force account work.  The District (Estimator) shall also review the equipment 

rates to ensure compliance of allowable rates per Blue Book and per Specification 109.05.  If the 

allowable rates are found to be incorrect, the District and or Area shall return the form to the Contractor 

for correction. 

If the labor, material, and equipment rates are found to be sufficient for the force account work after 

review by the District Construction Engineer, the Force Account Estimate shall be forwarded to the State 

Construction Engineer review and approval.  

The Contractor shall not begin Work until the State Construction Engineer has approved a Force Account 

Estimate and Notice to Proceed has been issued from the State Construction Engineer.   

 The Department pays for Force Account Work according to the guidelines in the following sub-sections.  

1. Labor 

A. The Contractor receives the wage rate in the Force Account estimate for all labor, equipment 

operators, and supervisors, excluding superintendents. This wage rate is paid for each hour that 

eligible employees are actually engaged in performing the authorized Work. 

B. The Contractor receives reimbursement for actual costs paid to employees for subsistence and 

travel allowances, health and welfare benefits, pension fund benefits, or other benefits when 

these amounts are included in the employment Contract with the labor force employed on the 

Work.  

C. The Contractor is also paid an additional 15 percent of the sum of the wages and benefits listed 

above.  

2. Bond, Insurance, and Tax  
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A. The Contractor is reimbursed for the actual cost of property damage, liability, worker’s 

compensation insurance premiums, unemployment insurance contributions, and Social Security 

taxes paid for Force Account Work.  

B. The Contractor shall furnish satisfactory evidence of the rates listed in step 1 above. 

C.  The Contractor is reimbursed for the actual costs incurred. The Contractor does not receive an 

additional percentage.  

3. Materials 

A. The Contractor is reimbursed for the actual cost of all materials that the Engineer accepts and 

incorporates into the Work, including transportation charges the Contractor has paid. 

B. An additional 10 percent of the costs of materials and transportation is allowed.  

4. Equipment  

A. The Contractor shall receive equipment costs not to exceed the rental rates indicated below for 

the actual time that such machinery or special equipment (other than small tools) is in use on the 

Force Account Work.  

B. Equipment costs shall also include operating costs, as defined below, and any transportation 

costs that have been approved by the Engineer.  

C. Equipment reimbursement rates are based on the latest edition of the Blue Book using the 

following instructions:  

i. Monthly Rate = basic machine plus any attachments 

ii. Allowable Hourly Equipment Rate = Monthly Rate/176 x Adjustment Factors x 70% 

iii.  Allowable Hourly Operating Cost = Hourly Operating Cost 

iv. Allowable Rate Per Hour = Allowable Hourly Equipment Rate + Allowable Hourly Operating 

Cost  
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v. Standby Rate = Allowable Hourly Equipment Rate x 35%  

D. Any equipment necessary for the force account work which is not included in the Blue Book rates 

shall have rates agreed upon by the District and State Construction Engineer, in writing, before 

the equipment is used.  

E. All equipment charges submitted by persons or firms other than the Contractor shall be 

supported by invoices. 

F.  The Department shall not approve any rates in excess of the rates outlined above unless 

supported by an acceptable breakdown of cost. 

G. The Department shall not approve payment for down time on equipment, time spent on 

equipment repairs, or time elapsed after the Engineer has advised the Contractor that the 

equipment is no longer needed.  

5. Standby  

A. Standby rates shall apply when equipment is not in operation and the Engineer directs the 

equipment to stand by for later use. In general, this occurs when the equipment is not in use but 

shall be needed again to complete the force account work, and the cost of moving the equipment 

will exceed the accumulated standby cost. 

B. Standby time shall not be paid on any day where the equipment operates for 8 hours or more. 

C. Standby time shall not be paid on any day that is not normally a working day. 

D. If equipment is operated less than 8 hours in a day, the amount of standby time shall be limited 

to the number of hours which will complete the 8 hour day. 

6. Transportation  

Transportation charges for equipment not readily available for Force Account Work shall be paid to 

and from the site of the work provided the charges meet the following conditions:  

A. The equipment is obtained from the nearest approved source.  
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B. The return charges do not exceed the delivery charges.  

C. The haul rates do not exceed the established rates of licensed haulers.  

7. Subcontract Force Account Work  

All provisions in Specification 109.05 of the Specifications apply to Force Account work performed by 

an approved Subcontractor. The Prime Contractor shall coordinate the work of the Subcontractor.  

Use these guidelines for paying Subcontract Force Account Work:  

A. The Prime Contractor is allowed a mark-up of 5 percent of the Subcontract Work, not to exceed 

$5,000, to cover administrative costs. Additional mark-ups for second-tier Subcontract Work will 

not be paid.  

B. The Department will pay an agreed upon cost if the Prime Contractor or Subcontractor is unable 

to perform a specialized type of Work and must hire a Subcontractor.  

C. A mark-up of 5 percent of the Subcontractor’s total invoice, not to exceed $5,000, will be allowed 

to either the Subcontractor or Contractor, but not both.  

8. Statements  

No payment shall be made for work performed on an Extra Work Force Account until the Contractor 

has furnished the Project Engineer with statements from the daily work records of the work. The 

statements shall be itemized and filled out in duplicate with the following information:  

A. Name, classification, date, daily hours, total hours, rate, and extension for each laborer, 

equipment operator, and supervisor 

B. Designation, date, daily hours, total hours, rental rate, and extension for each unit of machinery 

or equipment used  

C. Quantities of materials, prices, and extensions  

D. Material transportation  
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E. Cost of property damage, liability, and worker’s compensation insurance premiums, 

unemployment insurance contribution, and Social Security tax  

F. The Contractor shall attach invoices supporting all materials and transportation charges to 

statements 

G. If materials were not purchased for the work and were taken from the Contractor’s supply, the 

Contractor shall furnish an affidavit that:  

I. Certifies the source of the materials in lieu of an invoice; and 

II. States that the quantity claimed was actually used and that the price and transportation 

claimed were the actual cost to the Contractor.  

CONSTRUCTION REPORT IN CSI 

A. When the Erosion Control - Traffic Control items have been installed or when Extra Work Force 

Account work is complete, the erosion control and/or traffic control items or Lump Sum work 

shall be entered on the Construction Report in CSI. Follow instructions listed below:  

1. Select a hyperlinked Project Line number from the CR. The FA entry field appears at the 

bottom of the page. 

2. Select the applicable Material Type description from the drop down menu. The Line Number 

and Item Description are populated based on the selected item.  

3. Enter the FA Quantity Placed  

4. Click Add. The FA verification window appears.  

5. Verify all fields entered for the FA are correct. Once the FA is added to a CR, it cannot be 

removed.  

6. Click OK to add the FA. The FA appears in blue as a Line Item on the CR  
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ESTIMATE IN SITEMANAGER 

For SiteManager (SM) Projects, ECTC’s are entered into SM by the creation and approval of a Change 

Order. Once the State Construction Office receives the scanned executed FA from the Liaison, a Change 

Order will be created and approved by the State Construction Office in SM to add the ECTC FA Item.  

Only the Item, Item Description, and Item Price will be on the Change Order.  There will be no quantity 

added to ensure there is no unfunded increase in the project amount. See the Quick Reference Guide 

(QRG) for Change Orders.  

UTILITY RELOCATION ON CONSTRUCTION 

For guidance on how to manage reimbursable utility relocation on construction (Utility Force Account), 

please refer to the 2009 Utility Accommodation Policy and Standards Manual, Chapter 4. 
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CHAPTER THIRTEEN 

 

ALLOCATION OF ADDITIONAL FUNDS 

 

GENERAL  

The Department’s financial management system (PeopleSoft) requires that no payment shall be made 

that causes an overrun in the funds allotted to the project. It is the responsibility of the Area Engineer to 

ensure that sufficient funds are on the project to pay contractor for monies that are due or that may 

become due for work on the project. The Area Engineer shall request increases or decreases as 

necessary. 

NOTE: Funds are allotted by Project, not by Contract. 

As the work on a project progresses, the actual quantities required for construction and the construction 

engineering costs are more easily defined. The Project Engineer shall observe the progress of the work 

and make projections of final quantities. Significant variations of quantities should be analyzed 

periodically to determine if underruns offset overruns. 

The following are general guidelines for the monitoring of projects to determine if allocations of additional 

funds will be necessary for a Project:  

1. Review project funding monthly to ensure funds are available to make progress payments to the 

Contractor. Do not wait until funds have been depleted before requesting additional monies. In no 

case should funding become inadequate to make timely payment to the Contractor for completed 

work. It is recommended that the Project Engineer maintain a project ledger sheet indicating every 

pay item on the project, its contract amount, its paid to date amount, its remaining amount, etc.  

2. Do not submit a construction report or generate an estimate (SiteManager) that will cause an overrun 

in the funds allotted to a Project. 
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3. Analyze project for funding needs after various phases of work are complete. For example, if 

significant quantities of erosion control items overran during the grading phase, the Project Engineer 

shall request an allotment to cover the overruns. 

4. Analyze project funding when the project is at 80% complete (funds remaining) to ensure funds are 

adequate for completion of the project. The Project Engineer shall look at the remaining work to be 

done and multiply the quantities and costs of the remaining items to determine estimated funding 

needed to complete the project. If sufficient funds are remaining on the project, there is no need to 

request additional funding for an allotment request. 

5. If there is not sufficient funding remaining in the overall project balance to cover the uncompleted 

work, the Project Engineer shall request the allotment on DOT Form 457. The DOT Form 457 shall 

include reasons for quantity overruns. Stating “insufficient quantity” is not satisfactory justification. 

6. The Area Engineer will review and forward the request to the District for processing. The District 

Construction Engineer is responsible for monitoring the funding allotments of all Projects assigned to 

the District. 

7. It is acceptable to request more than one Allotment Request per project if necessary.  

APPROVALS REQUIRED FOR ALLOTMENT REQUESTS 

All allotment requests require prior concurrence.  The following concurrences are required: 

1. The Area/Project Engineer shall forward the DOT Form 457 to the District Construction Engineer and 

Construction Liaison Engineer for concurrence on the allotment request.   

2. The Construction Liaison shall provide written (i.e. e-mail) concurrence to the Area/Project and 

District Construction Engineer. 

3. If the project is identified as a Project of Division Interest (PoDI), the Construction Liaison Engineer 

shall forward the proposed allotment request to FHWA for concurrence. 
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4. After all concurrences have been received, forward a copy of the e-mail to the Project Manager (if 

applicable). 

REQUESTING ADDITIONAL FUNDS 

All project allotment requests shall be funded. Once appropriate concurrences have been received, the 

District Contracts Manager or District Estimator shall request funding for the allotment request in the 

1625 System using the following guidelines: 

1. Log in 1625 system using Windows ID and password. Click “Create Request” to request project 

funding and enter Project ID number and Activity ID: Construction. 

2. Please ensure that the 1625 includes the following: 

Project Phase:  Construction 

Request Category: Construction Supplemental 

Funds Needed:  Yes 

Type of Request: Revision 

Reason for Additional Funding: Contract Modification 

3. The Contract ID should be in the front of the Project Description. If not, insert the Contract ID at the 

beginning of the Additional Funding Justification. 

4. The Additional Funding section shall include the modification type and number and a brief but 

sufficient description providing the reason for the modification. Stating “insufficient quantity” is not 

satisfactory justification. 

5. A DOT 357 and/or DOT 457, Construction Liaison concurrence, and FHWA concurrence, if applicable, 

shall be attached to every 1625 request. Please review the attachments to make sure the 

justifications are clear and concise. 

6. Enter the amount of the modification in the “Contract” field. 
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7. Submit the 1625 to the State Construction Engineer – click on “submit”. 

8.  The State Construction Engineer shall review the request in the 1625 System using the following 

guidelines: 

A. If the 1625 request is lacking sufficient justification or information, click the “Request 

Info Clarification”. Add a comment for justification needed and submit.  This will send the 

1625 request back to the requestor.    

B. Review the project in CAS or SiteManager. Make sure the correct modification is being 

requested. Make note of the percent complete & the completion date. 

C. Create a Balance Explanation Spreadsheet that list the following purchase orders 

(amounts) on the construction phase: 

I. Contractor award amount, indexing, and contract modifications; 

II. Utility contracts; and  

III. Consultant contracts including Shop Drawings & Geotechnical.  

D. Click the “Analyze Projects ($$$)”. Review the Project Financial Report (PFR) to ensure 

that there are no discrepancies in the allotted contracts amounts and the Balance 

Explanation Spreadsheet. If not discrepancies exist, contact OFM or appropriate office for 

correction. Review the Project Financial Report to ensure that there is adequate funding 

in In-House. If the PFR has insufficient funding for inspection, request 5% or the 

necessary amount in the 1625 under In-House Engineering.  

E. Click the Approve button to submit to next reviewer. 

F. Once the 1625s have been approved in the database, print a copy of the 1625 form and 

the backup to attach to attach to the contract modification when received in the State 

Construction Office.     
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ALLOTMENT REQUEST – DOT FORM 187 

A DOT Form 187 Allotment Request is used for allotment changes. After the Chief Engineer has approved 

the 1625, the District Contracts Manager shall submit a signed DOT Form 187 along with the completed 

DOT Form 457 to the State Construction Office for further processing.  For SiteManager (SM) projects, 

the revised items in the Allotment Request are revised in SM by creating and approving a change order.  

The Change Order Report Form shall be used in place of the DOT 457.  The District Contracts Manager 

(DCM) will draft the Allotment Request based on the DOT 358/458 submitted by the Project 

Engineer/Area Engineer. Once the Allotment Request is entered into SM as a Change Order and is in 

“Draft” status, the DCM should run a Change Order Report to ensure all of the modifications have been 

entered into SM and are exact. 

Once the DCM determines the Change Order in SM is exact to the desired modifications specified in the 

DOT 358/458, the DCM shall change the CO to Pending Status and assign the following approvers: 

Exempt Projects 

Approval 
Level 

Department User Group Non-
Department 
User Group 

Comments 

1 Dist Contr Manager/Dist Contr 
Assoc 

  

2 Dist Contr Manager/Dist Contr 
Assoc 

Contractor DCM/DCA will Approve on Behalf of 
Contractor 

3 Construction Office Engineer   

4 Contract Payment Specialist   
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PoDI Projects 

Approval 
Level 

Department User Group Non-
Department 
User Group 

Comments 

1 Dist Contr Manager/Dist Contr 
Assoc 

  

2 Dist Contr Manager/Dist Contr 
Assoc 

Contractor DCM/DCA will Approve on Behalf of 
Contractor 

3 Construction Office Engineer   

4 Construction Liaison Engineer FHWA Approval done by Assistant State 
Construction Engineer (SiteManager 
Administrator) 

4 Contract Payment Specialist   

 

The approved 1625 does not make the allotment change. For Federal Aid projects, the FHWA – Georgia 

Division must approve the funds in the Federal Management Information System (FMIS). The funds must 

then be allotted to the construction project by the Office of Budget Services.   

After funds have been allocated to the project, the State Construction Engineer will forward the DOT 

Form 187 along with the Project Financial Report to the Treasurer’s Office for Funding Certification. The 

Treasurer’s Office will then forward the DOT Form 187 for the Chief Engineer’s execution. 

After the Allotment Request (DOT Form 187) has been approved the Chief Engineer, the Construction 

Office’s Payment Section will increase the quantities and enter the date of the approved Allotment 

Request (noted as a Change Order or CO) into CAS.    

The Area/Project Engineer will see the approved Allotment Request in the Modifications List in the 

Construction Submittal Interface (CSI) or will receive a notification from SiteManager the corresponding 

Change Order has been approved.   
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CHAPTER FOURTEEN 

 

CONTRACT MODIFICATIONS 

 

CONTRACT MODIFICATIONS   

It may be necessary to amend a Contract to provide for conditions not covered in the original Contract. 

The 5 types of contract modifications that are used in Construction are:  

Supplemental Agreements - Establishes new contract items, any other basis of payment including 

changes in pay item unit prices and any time adjustments for the work affected by the changes. 

Extension Agreements - Additional work beyond original limits including basis of payment and time 

allowed for completion. 

Time Extensions – time adjusted for Project delayed beyond the contractor’s control & for performance 

of work in greater quantities than those in the contract. 

Force Accounts – A method of payment for work when Supplemental Agreement prices cannot be 

agreed upon. 

Allotment Requests - An internal document used to maintain project funding due to overruns and 

underruns of contract pay items. 

DOT Form 358, Contract Amendment, shall be used to make contract modifications by Supplemental 

Agreements, Extension Agreements, and Time Extensions. Mark the appropriate block indicating the type 

of Contract Amendment. 

DOT Form 468, Force Account, shall be used for all types of Force Accounts. 

DOT Form 187, Allotment Request, shall be used to request additional project funding. 

Each Contract Amendment, Force Account, and Allotment Request shall be numbered consecutively. 



14 - 2 
State Construction Office Contract Modifications March 2014 

The method of measurement and payment must be noted for any items not normally covered by the 

Specifications or Construction Details and Standards. 

The District shall attach a completed DOT Form 357 for each Supplemental Agreement, Extension 

Agreement, and Time Extension submitted to the State Construction Engineer.  (See Section V for DOT 

Form 357 Instructions). 

The District shall attach a completed DOT Form 457 for each Allotment Request submitted to the State 

Construction Engineer.  (See Section V for DOT Form 457 Instructions) 

Supplemental Agreements 

1. DOT Form 358, Contract Amendment, is used for contract changes involving work within the original 

limits of the Contract. This form is also used to alter any provision of the Contract. Check the 

Supplemental Agreement block.  When new items are added, or when an existing item is modified, 

the following information must be shown on the Supplemental Agreement: 

A. Item Code 

B. Item Description 

C. Unit of Measurement  

D. Quantity 

E. Unit price 

F. Amount 

G. Specifications requirement – one of the following: 

I. Reference to Specification 

II. Reference to the Construction Plans, Details, or Standards 

III. Attached Special Provision 

IV. Language contained in the text of the Supplemental Agreement 
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H. Whether or not contract time is extended 

I. If additional items are added to a contract containing more than one project, use a DOT Form 

358A – Contract Amendment Attachment for each project. List each project number, the PCN, 

and the modification items on the attachment. 

2. The amount of additional funds requested on a Supplemental Agreement shall be limited to the net 

change caused by the items in the Supplemental Agreement.  

NOTE: Supplemental Agreements for extra work shall document the total cost 

saving/increase.  Underruns or overruns of existing items required for the extra work 

shall be included in the Supplemental Agreement. 

3. When executing a Supplemental Agreement for extra Work, determine the additional Contract time 

warranted for the Work. If additional time is warranted, include the agreed upon time in the 

Supplemental Agreement. If no additional time is warranted, state this in the Supplemental 

Agreement.  

4. Obtain written concurrence (e-mail) from the FHWA Engineer before submitting a Supplemental 

Agreement on Projects of Division Interest (PoDI) projects to the State Construction Engineer.  DOT 

Form 357 shall include the names of the FHWA Engineer and Department personnel who have 

discussed the work and concurred.  Attach Liaison Engineer concurrence to the request.  An email 

concurrence is acceptable. 

5. The Office of Construction will forward executed Supplemental Agreements on Federal-Aid PoDI 

contracts to the Federal Highway Administration (FHWA) for final approval.  

NOTE: Prior approval/review by the State Construction Engineer or staff is required on 

all Contract Amendments. FHWA approval is required on all PoDI projects for every 

contract modification prior to execution by GDOT regardless of the amount. Fund ALL 

Supplemental Agreements.  
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Extension Agreements  

1. Use an Extension Agreement (EA) for Work outside the limits of the original Contract other than 

tapers or tie-ins to existing facilities. This EA includes establishing new Pay Items and unit prices not 

covered by the original Contract. It also allocates additional funds to the Project to cover the cost of 

the additional Work. DOT Form 358 is the only form required to provide for the extension of a 

Contract. DOT Form 187, Allotment Request, is unnecessary in conjunction with the Extension 

Agreement.  

Use the following general guidelines for Extension Agreements:  

A. Prepare Extension Agreements as if the extension is a separate Contract. Mark the Extension 

Agreement block on Form DOT 358. The Project number may be the same as the original 

Contract or may be different, depending on the type of funds used.  

B. Keep Project records and payment for the Extension Agreement separate from the original 

Contract.  

C. All items (new and existing) and specifications to be used on the extension must be included in 

the Extension Agreement. 

D. A location sketch and typical section must be included for the Extension Agreement. 

E. Refer to Section II - Supplemental Agreements, above, for additional information required on 

Extension Agreements.  

2. Extension Agreements, including any previously approved contract modifications, must not exceed 20 

percent of the total length of the original Contract, or 20 percent of the total original Contract cost. 

For more specific information on contract extensions, see the Official Code of Georgia, Title 32.  

3. When a contract contains work located at several different sites, the addition of new sites to the 

contract requires an Extension Agreement. Usually this type of Contract does not include length, so 

the 20 percent length limitation does not apply. The Project still may not exceed 20 percent of the 

original Contract cost.  
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4. Because work covered by Extension Agreements is located outside the original contract limits, the 

District Engineer shall ensure that: 

A. The Department has title to the required Right of Way. Right of Way must have been certified by 

the Office of Right of Way and all obstructions must be cleared; (if applicable); and 

B. Environmental Clearances have been obtained. (if applicable)  

Time Extensions  

When analyzing request for time extensions, the Project Engineer/Area Engineer need to be familiar with 

the definition of Contract Time and when Contract Time officially begins as stated in Subsection 101.19.  

Subsection 108.07 explains the determination of contract time for available day, calendar day and 

completion date contracts. Subsection 108.02 defines when time charges shall begin for available, 

calendar and completion day contracts.  

The reasons for Time Extensions usually fall under one of the following descriptions (Also see Subsection 

108.07.E.): 

1. The contract requires performance of work in greater quantities than those in the Proposal, including 

significant overruns or extra work. 

2. It is determined that the controlling items of work were delayed because of conditions beyond the 

control of and without the fault of the Contractor. 

Typical request for time extensions may include increased time for consolidation of embankments, 

significant overruns, weather, and utility impacts. When the contractor submits a request for time based 

on any combination of the reasons mentioned above, the review of their request shall take into 

consideration concurrent delays and controlling item of work to make sure recommended time reflects 

the actual time impacted. The following are guidelines for a Time Extension: 

1. Consolidation of Embankments – In cases where a Time Extension is warranted on a basis of an 

increase in the estimated time for the consolidation of embankments at bridge ends, the increase in 
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Contract Time will be calculated in accordance with Specification 208.03. This shall be recorded on 

the first monthly statement following the determination of how much time is allowed for the 

consolidation. 

2. Significant overruns - When analyzing a time extension request for quantity overruns; the contractor 

must provide the original quantity and the revised quantity. The contractor is to utilize production 

rates to determine the number of days needed. In analyzing the production rates provided by the 

contractor, the Project Engineer/Area Engineer shall review the production rates shown on the 

Progress Schedule to determine if the production rates utilized by the contractor for the time 

extension are justified. On projects where a Progress Schedule is not required, the Project 

Engineer/Area Engineer shall analyze actual project production rate history for the items requested. 

The District Estimator may also be contacted for input in regards to what production rates to use 

when determining time extensions.  Follow Special Provision 108 for projects requiring a CPM.  

Contact the State Construction Office for guidance. 

3. Weather - When reviewing a time extension request for weather:  the contractor must review the 

weather for the life of the project (from Charges Start Date to Original Completion Date or Revised 

Completion Date). This information should be provided in a chart format with a month by month 

analysis. If the weather was not reviewed for the life of the project, inform the contractor to revise 

the request.  For Available Day Contracts, refer to Subsections 101.04 and 108.07.A. for guidance on 

determining days lost due to weather. 

For Calendar Day Contracts and Intermediate Completion Dates/Times refer to Subsections 101.12 

and 108.07.B. for the definition of a calendar day and when the calendar day begins. Time 

extensions for these type contracts may be granted on a day for day basis (for every day lost due to 

weather a day may be granted). The Project Engineer/Area Engineer shall analyze the records to see 

if the weather impacted the controlling item(s) of work or the production of the work being 

performed at the time before determining if the day was lost due to weather (refer to Available Day 

definition [subsection 101.04] in regards to the Contractor not being prevented from accomplishing 



14 - 7 
State Construction Office Contract Modifications March 2014 

at least five hours of productive work on the controlling item or items of work which would normally 

be in progress at that time by causes beyond their control.)  

For Completion Date Contracts, refer to Subsections 101.15 and 108.07.C. for the definition of a 

completion date contract. In addition to the required daily diary entries for weather, it is also 

recommended the Project Engineer begin reviewing the weather on a monthly basis, when the 

project begins. A monthly review will help determine the actual days lost due to weather for each 

month while the controlling items of work and weather are easier to determine. Division III of this 

manual includes weather zone charts for both roadway and bridge construction.  

When analyzing weather impacts on a project, the appropriate chart for the zone in which the work is 

being performed shall be used (See Weather Zone Map in Division III). Select the appropriate 

weather zone chart for the overall project. For example, if the pay items of the contract are 

predominately bridge items, then the weather zone chart for bridge construction should be used. If 

there is a roadway project that contains bridge construction, but the majority of the project is 

roadway construction, then use the weather zone chart for roadway construction.   

The weather zone chart subtracts the weekend days and observed holidays upfront from the total 

calendar days. From research, it further subtracts the anticipated days lost due to weather (rain, cold 

and wet days) to arrive at the anticipated available work days.  

When reviewing a request for time based on weather, the engineer must calculate the total of actual 

days lost due to weather (rain, cold and wet days) from the charges start date to the contract 

completion date and compare them to the total anticipated days lost due to weather for the same 

period. If the actual days lost due to weather during this time frame are greater than the anticipated 

days lost due to weather during this same period, the difference in days can be converted to calendar 

days to arrive at a new recommended contract completion date. When converting the additional 

number of work days determined to be lost due to weather to calendar days, utilize the available 

working days per month to calculate a new recommended completion date. This converts actual work 

days lost back to actual number of calendar days to give.  
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If work has progressed beyond the recommended completion date at the time of the review, 

continue to review the days lost due to weather through the recommended completion date to 

determine if additional days need to be considered (See Example Below). When reviewing partial 

months, pro rate the anticipated days lost due to weather per the chart for the partial month. 

Month Days Lost Due to Weather 

Conditions per Weather Zone 

Chart #2 Roadway Construction 

Days Lost Due to weather 

Conditions per G.D.O.T. 

Records 

July 28, 2007 0 1 

August 2007 3 5 

September 2007 3 0 

October 2007 2 2 

November 2007 4 1 

December 2007 5 5 

January 2008 7 3 

February 2008 6 4 

March 2008 5 5 

April 2008 3 4 

May 2008 3 2 

June 2008 2 1 

July 2008 1 4 

August 2008 3 7 

September 2008 3 0 

October 2008 2 4 

November 2008 4 6 

December 2008 5 10 

January 2009 7 1 

February 2009 6 3 

March 2009 5 10 

April 2009 3 10 

May 2009 3 13 

June 2009 2 3 

July 2009 1 7 

August7, 2009 1 3 

Total 89 days anticipated vs.   114 days actual 

25 additional days were lost due to rain or wet conditions from charges start date (7-28-07) to 

current completion date (8-7-09). If these additional days were approved and converted to 

calendar days, it would result in a revised completion date of 9-18-09 
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Month Days Lost Due to Weather 

Conditions per Weather Zone 

Chart #2 Roadway Construction 

Days Lost Due to weather 

Conditions per G.D.O.T. 

Records 

August 8, 2009 2 3 

September 18, 2009 2 1 

Total 4 days anticipated vs.  4 days actual 

No additional days were lost due to rain or wet conditions from current completion date (8-7-09) 

to recommended completion (see above) date (9-18-09). 

4. Utility Impacts (See Chapter 4 of the Utility Accommodation Policy and Standards Manual) - When 

reviewing a time extension request for utility impacts; the contractor must provide the original time 

of relocation for each utility involved and provide the actual number of days each utility required to 

move their facilities. If the relocation times and impacts times are not included, request the 

contractor to revise. When analyzing a request for time based on utility impacts, the Project 

Engineer/Area Engineer shall review the item(s) of work at the time of the utility impact to determine 

if the impact affected the ability of the contractor to perform any work on the controlling item(s) of 

work which may substantiate their request for additional time. The Contractor’s letter should be 

directed to the Project Engineer and should contain, at a minimum, the following information: 

A. The basis for the request 

B. The calendar dates involved 

C. A description of the additional work performed beyond that required in the Contract, and why 

this work justified a Time Extension for the project. 

If the reason for the delay is based on conditions beyond the control of the Contractor, an 

explanation of the delay and how it has affected other operations on the project will be required. 

Descriptions and explanations shall be detailed enough to permit someone unfamiliar with the 

project to evaluate the information contained in the letter. 

When you receive a time extension request from the contractor, ensure the letter is thorough 

and accurate. If the contractor does not provide enough information to process the request, 
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inform the contractor that additional information is needed to verify and process the request. 

Immediately acknowledge receipt of a time extension request in writing stating that you have 

received their request and it is being reviewed by the Department. 

NOTE:  It is the responsibility of the contractor to justify the amount of time that is 

requested.  It is your responsibility to verify the information submitted in the 

contractor’s request. 

5. Projects of Division Interest (PoDI) projects - When analyzing a time extension on a PoDI project, it 

is imperative to get FHWA concurrence prior to forwarding the request to the General Office. Contact 

the Construction Liaison Engineer for FHWA coordination. Attach the FHWA and liaison approvals to 

the time extension request letter. Forward a copy of written concurrence from FHWA to the District 

Construction Engineer for inclusion into the time extension request package.   

6. For all time extension requests, the Area Engineer shall provide a statement in their recommendation 

letter to the District Construction Engineer that the days recommended for the time extension have 

been discussed with the Contractor and they concur with the days being recommended. The District 

Construction Engineer shall also include this information in their recommendation letter to the State 

Construction Engineer. Also include the FHWA’s (PoDI projects only) and liaison’s approvals in the 

time extension request letter. 

7. In addition to an overall contract time for a project, it may be necessary to complete certain portions 

of the work in an earlier time frame. The Engineer must check their contract for Special Provision 

Sections 108.08’s and/or 150.11’s (i.e. completion of a certain portion of the project, failure to 

reopen the roadway, failure to cover milled surfaces, complete landscaping, etc.). The contractor may 

request a time extension for the Intermediate Site work. The review of such time extension request 

shall be performed in accordance with the same guidelines noted above. 

8. Time Extension Approval Process 

 



14 - 11 
State Construction Office Contract Modifications March 2014 

RESPONSIBLE PARTY ACTION 

CONTRACTOR   Submit request for time extension/LD waiver to Engineer 

PROJECT ENGINEER Receive request from contractor and acknowledge it in writing to the 
contractor, Review the information submitted and verify, Forward 
request and results of review to Area Engineer 

AREA ENGINEER Review the verification of contractor’s submittal and forward 
recommendation to District Construction Engineer, Obtain concurrence of 
Construction Liaison Engineer, Write denial letter to contractor (if 
necessary) 

CONSTRUCTION 

LIAISON ENGINNER  Obtain FHWA concurrence (if necessary) 

Provide recommendation of approval or denial to District Construction 
Engineer and Area Engineer 

DIST. CONSTR. ENGINEER Reviews submitted and reviewed package and writes cover letter and 
forwards to State Construction Engineer 

STATE CONSTR. ENGINEER Reviews submittal for accuracy and forwards recommended request to 
Division Director for recommendation 

DIVISION DIRECTOR  Forwards to the Chief Engineer for approval   

CHIEF ENGINEER Approves or denies and returns request to the State Construction 
Engineer 

STATE CONSTR. ENGINEER Returns the approved request to the District Contracts Manager, 
Contacts DCE on denied requests.   

DISTRICT CONTRACTS MGR. Prepares the DOT Form 358 and forwards to Construction Office for 
review of wording, Send DOT Form 358 to the contractor for signature, 
once received from the contractor; forward for District Engineer 
Signature, Forward signed DOT Form 358 to GO Construction 

GO CONSTRUCTION  Process DOT Form 358 as a no cost Supplemental Agreement 

DOT FORM 357 & 457 

DOT FORM 357 will be utilized when requesting a Supplemental or Extension Agreement. The DOT FORM 

457 will be utilized when requesting an Allotment Request. Due to the differences in each District's 

method of preparing a contract modification the forms may be completed by one or more of the following 

individuals: District Contracts Manager, District Construction Engineer, Area Engineer, District Estimator, 

or Project Engineer. It is the responsibility of the District Contracts Manager to ensure the form is 

accurate and complete when transmitted to the Office of Construction. Therefore, if in the opinion of the 

District Contracts Manager a form is found to be deficient, it will be returned to the Area Engineer for 

correction. The following information shall be entered on the form: 
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1. To & From   

Enter appropriate names & titles, date the form was prepared, the modification number, and the 

respective District and Area. Note: DOT Forms 357 & 457 shall be used in lieu of the standard cover 

letter from the District Engineer to the State Construction Engineer.   

2. Type of Contract Modification 

Select the appropriate type from the toggle.   

3. Project Identification 

A. Project Number: Enter the project number as printed on the contract proposal  

B. PoDI designation: Check if applicable 

C. County:  List the counties as printed on the contract proposal 

D. P.I. Number: List the Project Identification Number.   

E. Contract Identification Number: Enter the number as printed on the contract proposal. 

4. Contact Information 

A. Design Manager: Select the Office the plans originated from 

B. Name of Design Company or Firm: If designed by Consultant, list the name of the prime 

consultant. If designed in-house, type GDOT. 

C. Enter the names of the GDOT Project Manager and Construction Project Engineer. 

5. Category Types 

Minor Category - Routine type supplemental agreements (less complex & fastest to get done). The 

scope of work can be defined by District & Construction Office personnel.  Examples of the type of 

contract modifications include but is not limited to missing pay items, incorrect pay items, lane 

closures/work hours without staging changes, missing specifications, undercut excavation, training 

hours & as well as all allotment requests. The Estimator may be allowed to use bid tabs.    
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Intermediate Category - The scope of work requires involvement from other offices i.e. FHWA & 

design and is more complex. Examples of the type of contract modifications include but are not 

limited minor plan errors or revisions and extra work items such as strain pole needed for traffic 

signal, pile footing to spread footing, revision to sediment basins, and drainage modifications. 

Depending on the complexity, the Estimator could use either scratch estimate or bid tabs. 

Major Category - This work is most complex and the scope of work requires a plan revision by design.  

Examples of the type of contract modifications include but are not limited value engineering, 

extension agreements w/ plans, plan errors, additional property i.e. Easement or Right-of-Way.   The 

Estimator will need to prepare a scratch estimate.     

6. Contract Modification Description & Reason 

A. Contract Modification Category: If multiple categories, select the majority category  

B. Description of the Change: Detailed statement of the change - "the what"  

C. Reason for Change: Select type of change 

D. Explanation: Detailed explanation of what caused the change - "the why" 

E. Change Initiated By: - the individual (s) who suggested the change - "the who" 

F. Location:  Station and /or structure numbers - "the where"  

7. Special Conditions/Comments 

Job specific details or special circumstances pertaining to the supplemental agreement, negotiated 

contractor’s quote, County to reimburse the Department, etc. 

8. Contractor’s Quote 

Final Contractor’s cost – list all items of work involved in the change, including item number and 

description, approximate quantity required, units of measurement, and the total dollar amounts. This 

amount should be identical to the amount shown on Form 358 for Supplemental and Extension 

Agreements or on Form 187 for Allotment Requests.   
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9. Department’s Estimate/Comparison 

Estimate for all items of work involved in the change, including item number and description, 

approximate quantity required, units of measurement, and the total dollar amounts. The percentage 

of the Contractor’s Quote vs. DOT Estimate is automatically calculated.   

10. Estimator’s Comments & Explanations  

Use this area to note unusual circumstances with estimate 

11. Supplemental/Extension Agreement Request Cost Verification 

Contractor’s Quote Compared To: Select the appropriate source. Please note that a “Scratch” 

Estimate is required on all major Supplemental/Extension Agreements. If a situation exists that does 

not warrant a “scratch” estimate, please contact the State Construction Engineer or his staff for a 

waiver. 

12. Time Charges Information 

Indicate the need for additional time. If yes - Enter the number of days added to overall completion 

date and enter revised completion date. If modifying other site times - Enter the site number, the 

number of days added to the respective site(s), and check the type – Calendar or Available. If No 

Additional Time Required for the Change – Check No 

13. Funding Information 

Enter the original contract dollar amount. The Percentage of Original Contract Amount – Calculates 

automatically. Funding (1625) Approved - Please check the appropriate box.  District Contract 

Managers shall follow the approved procedures when requesting funds in the 1625 Funds Allotment 

System. All contract modifications with a dollar value greater than zero shall be funded. Check N/A 

when the Contract modification is $0 or less or paid for by others.   

NOTE:  Funding is not approved until it has been approved by the Treasurer in the 1625 

Funds Allotment System. 
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SITEMANAGER 

For Projects managed in SiteManager (SM), the District Contracts Manager (DCM) will draft the 

Contract Modification based on the DOT 357/457 submitted by the Project Engineer/Area Engineer. 

Once the Contract Modification is entered into SM as a Change Order and is in “Draft” status, the 

DCM should run a Change Order Report to ensure all of the modifications, including time 

adjustments, have been entered into SM and are exact. 

Once the DCM determines the Change Order in SM is exact to the desired modifications specified in 

the DOT 357/457, the DCM shall change the CO to Pending Status and assign the following 

approvers: 

Exempt Projects 

Approval 
Level 

Department User Group Non-Department 
User Group 

Comments 

1 Dist Contr Manager/Dist Contr Assoc   

2 Dist Contr Manager/Dist Contr Assoc Contractor DCM/DCA will Approve on Behalf of Contractor 

3 Construction Office Engineer   

4 Contract Payment Specialist   

 

PoDI Projects 

Approval 
Level 

Department User Group Non-Department 
User Group 

Comments 

1 Dist Contr Manager/Dist Contr Assoc   

2 Dist Contr Manager/Dist Contr Assoc Contractor DCM/DCA will Approve on Behalf of Contractor 

3 Construction Office Engineer   

4 Construction Liaison Engineer FHWA Approval done by Assistant State Construction 
Engineer (SiteManager Administrator) 

4 Contract Payment Specialist   
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CHAPTER FIFTEEN 

 

PAYROLLS 

 

FEDERAL-AID PROVISIONS IN THE CONTRACT 

The Department requires collection, inspection, and verification of Contractors’ payrolls on most Federal-

Aid Contracts as described in the Special Provision “Required Contract Provisions for Federal-Aid 

Construction Contracts.” Project personnel will use this provision to monitor wage rates established for 

labor classifications (Optional Use form WH-347). The wage rates included in the Contract are the 

predetermined minimum wage rate for the listed labor classification. 

The Prime Contractor and all Subcontractors must submit certified copies of payrolls to the Project 

Engineer within three weeks of the end of the reported weekly pay period. If payrolls are delinquent, the 

Project Engineer will notify the Contractor that all payments will be withheld until all payrolls are current 

within the three-week period. 

When the Contract contains provisions requiring Contractor payrolls, the Prime Contractor furnishes the 

Project Engineer with two copies of weekly payrolls of wages for hourly employees working on the 

project during the preceding weekly payroll period. 

NOTE: The Prime Contractor must also provide two copies of certified payrolls for any 

employees of approved Subcontractors that work on the project. 

The verification of payrolls by project personnel is to ensure that all hourly employees are paid correctly. 

Submittals of payrolls by Subcontractors that employ professionals, such as design firms or surveyors, are 

not required. It is also not necessary for the Prime Contractor to submit “No Work” payrolls. 

PROJECT PAYROLL REVIEW 

After receiving the payrolls, the Project Engineer retains one copy with the project records and forwards 

one copy to the District EEO Officer. At the beginning of Work and continuing until the Work is 

http://www.waterseng.com/wh347.pdf
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completed, the Contractor and/or Subcontractor payrolls should be checked for compliance with the 

following items: 

1. Payrolls submitted must contain complete information for each employee: 

A. Name, address, last four numbers of the Social Security number 

B. Correct job classification 

C. Hourly wage rate (including contributions or fringe benefit costs) 

D. Daily and weekly number of hours worked 

E. Deductions made 

F. Actual wages paid 

G. Sex 

2. Each employee must be correctly classified in accordance with the work performed. 

A. Certified Payrolls are required for all blue collar employees (this includes operators) employed on 

the job site except surveyors.   

B. Certified Payrolls are not required for supervisory or technical personnel such as foremen, 

superintendents or survey personnel. 

C. Payrolls are not required for Truck Drivers who are delivering materials to the job site from a 

remote commercial source. 

D. Payrolls are required for Truck Drivers who perform work on the job site. This would include such 

activities as trucking excavated material from one point on the project to another point on the 

project. 

E. Payrolls are required for “Owner Operator” who performs work on the project site; however, no 

rate of pay or hours need be shown. Instead, the notation, Owner Operator needs to be shown. 
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F. Drivers employed by an “Owner Operator” must be reported on payrolls when working on the job 

site with all the normal information regarding hours worked and rate of pay. 

3. Each employee must be paid at an hourly rate not less than the wage rate established for the Work 

classification. Pay rates for Work classifications not included in the Contract must be addressed as 

outlined later in this section. 

4. Overtime wages are paid at a rate that is not less than one and one-half times the basic hourly rate. 

Overtime pay is calculated for hours worked in excess of forty hours during any work week. 

5. To ensure payroll calculations are correct, the Project Engineer shall make detailed checks on the 

mathematics of any payrolls.  

6. Each apprentice and trainee must be registered under an approved program and a wage rate is 

established for each classification involved. If the trainee is registered under the Georgia on-the-job 

training program, he or she is paid according to the 60%/75%/90% progressive wage rate. If the 

Contract contains a skilled worker wage rate for that classification, then the wage rate for the trainee 

is established and there is no requirement to submit an Additional Classification and Wage Rate 

Request.  

7. Each payroll submitted must be accompanied by a “Statement of Compliance” indicating that the 

payrolls are correct and complete and that each laborer or mechanic has been paid not less than the 

proper Davis-Bacon prevailing wage rate for the work performed. The contractor, subcontractor or 

the authorized officer or employee of the contractor or subcontractor who supervises the payment of 

wages must sign the weekly statement. Statements of Compliance are to be made on the form WH-

347 "Payroll (For Contractors Optional Use)"(http://www.dol.gov/whd/forms/wh347instr.htm) or on 

any form with identical wording.  

http://tomcat2.dot.state.ga.us/thesource/construction/cm001.html#wage_rate
http://www.dol.gov/whd/forms/wh347instr.htm
http://www.dol.gov/whd/forms/wh347instr.htm
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SPOT CHECKS 

When the Project Engineer has determined that the Contractor and/or Subcontractors are submitting 

satisfactory payrolls, the Project Engineer may discontinue detailed checking and a spot check of payrolls 

may be used.  

ERRORS 

Bring errors in the payrolls to the attention of the Prime Contractor for correction. The Project Engineer 

notifies the Prime Contractor of the deficiencies in writing. Send copies of this letter and copies of the 

payroll in question to the Office of Equal Employment Opportunity (General Office), District EEO Office, 

and State Construction Office. 

INCOMPLETE OR INACCURATE RECORDS 

If the Prime Contractor or Subcontractor continues to submit incomplete or inaccurate records, the 

Department may withhold progress payments. Seven days prior to withholding, the Area Engineer shall 

notify the Prime Contractor of the deficiencies in writing. Copies must be provided to the Office of EEO 

(General Office), District EEO Office, and State Construction Office. 

LABOR INTERVIEWS 

The Department conducts labor interviews of the Contractor’s and subcontractor's employees, including 

trainees. The Department does not interview the same employee more than once in 6 months.  

1. Prime Contractors  

A. A minimum of 1 labor interview shall be performed per quarter.   

B. In addition to enforcement guidance found elsewhere in this manual, if evidence that non-

compliance exists regarding the Davis Bacon Act requirement of the contract the frequency shall 

increase to monthly until three consecutive months of sustained compliance exists. 

2. Sub-Contractors 

A. A minimum of one labor interview of one Sub-Contractor shall be performed per month.  
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B. In the event of only one Sub-Contractor the same Sub-Contractor shall not be interviewed in 

excess of 3 consecutive months after which the frequency may be reduced to quarterly. 

C. Where multiple Sub-Contractors exist, the interviews shall alternate amongst them as determined 

by the Project Engineer after giving consideration to the nature and duration of the work each 

performs. 

D. In addition to enforcement guidance found elsewhere in this manual, if evidence that non-

compliance exists regarding the Davis Bacon Act requirement of the contract the frequency shall 

increase to monthly until three consecutive months of sustained compliance exists. 

The same employee should not be interviewed more than once in a six month period. These interviews 

should be documented on the Department’s Labor Interview Form and made part of the project records.  

Labor interviews are required during the period between Notice to Proceed and the Time Charges Stop 

date (SiteManager – Substantial Work Complete Date). This clarification will eliminate the misleading 

reporting of Labor Interviews to be collected for a project considered “active”.   

Area Engineer shall compile a report stating the total number of labor interviews conducted each quarter 

in their Area and submit the report to the District EEO Officer within 10 calendar days after the end of 

each quarter March 31 – June 30 – September 30 – December 31.  

DISTRICT PAYROLL REVIEW  

Responsibility for District payroll review is explained as follows: 

1. The District Engineer is responsible for ensuring that project personnel comply with requirements 

placed on the Department by the Labor (DOL) Compliance Manual and Chapter 15 of the DOL Field 

Operations Handbook. 

2. The District EEO Officer reviews the payrolls. 

3. The District Engineer makes the decision to withhold monthly payments due to labor standard 

violations.  The Project Engineer, on behalf of the District Engineer, will notify the Contractor in 
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writing and copy the EEO Office (General Office), the District EEO Office, and the State Construction 

Office. 

4. The District Engineer, in conjunction with the District EEO Office, will coordinate with the EEO Office 

(General Office) to respond, and if necessary, take corrective action against the contractor. 

5. The Final Acceptance and Final Payment of a Contract are withheld until the District Engineer notifies 

the Prime Contractor the all Labor Compliance violations are resolved. 

6. The District EEO Officer should retain a copy of the payrolls for six (6) months. 

WAGE RATE CLASSIFICATIONS 

Pay rates for Work classifications not included in the Contract are addressed using the following 

procedure: 

1. The Contractor shall submit a Wage Rate Request Form, FHWA 1140, through the Area Engineer for 

any employee, including subcontractors, that are listed on the payroll but do not have an established 

work classification in the contract. 

2. The Area Engineer shall forward this request in writing to the EEO Office (General Office) for a new 

classification.  The District EEO Office and State Construction Office should be copied. 

3. The EEO Office (General Office) will submit the schedule of appropriate wage rates with the Wage 

Rate Request Form to the Department of Labor for review and approval. 

4. The Department of Labor's ruling will be forwarded to the Area Engineer for use on the project. 

5. Approved Wage Rates are Contract specific and cannot be used on any other contract.  

http://myteams.dot.ga.gov/offices/construction/cl/Shared%20Documents/FHWA%201140%20WAGE%20RATE%20REQUEST.docx
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CHAPTER SIXTEEN 

 

SUBCONTRACTORS 

 

GENERAL 

In accordance with Section 108 of the Specifications included in the Contract, a Subcontractor shall not 

begin Work on a Project without the Department’s written approval of the Subcontract. Section 108 also 

limits the amount of Work that the Prime Contractor may subcontract. 

The following are general guidelines for subcontracting: 

1. The Contractor may sublet an item designated in the Special Provisions as a “Specialty Item” and 

deduct the cost of the Specialty Item, at Contract unit cost, from the total Contract bid amount 

before computing the amount of Work the Contractor must perform. 

2. Materials that the Prime Contractor has purchased for the Subcontractor’s use must not be 

considered in the Prime Contractors computed percentage of Work. 

3. The requirements for subcontract approval also extends to such items of work as blasting, welding or 

sawing joints, which may be incidental elements of work included in other pay items. 

NOTE: In no case is it allowable for the Prime Contractor to “carry employees” of a 

subcontractor on the Prime Contractor’s payroll to avoid the subcontract approval 

process. 

4. All Federal-Aid Provisions shall be specified in the Subcontract when a Subcontractor is working on a 

Federal-Aid job. The Subcontractor shall adhere to these provisions, which include the Wage Rate 

Determinations and the EEO requirements in the Contract. 

5. Hauling materials to the Project does not normally require a Subcontract or submitting a copy of the 

Subcontract Agreement, unless: 

A. The hauler is listed in the executed contract as an approved DBE. 
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B. The Subcontractor is hauling material on the Project, i.e., excavated material, borrow, etc. 

C. The Subcontractor is performing other Work on the Project in conjunction with the hauling, such 

as spreading GAB or excavating borrow material. 

6. Contracts between the Department and counties, municipalities, or other State Agencies do not 

require submitting of any Subcontract Agreements. 

7. Each Subcontractor shall be pre-qualified or registered with the Department prior to performing work 

on a subcontract.   

8. The Project Engineer shall review all Subcontracts to become familiar with the scope of the work to 

be performed by each subcontractor. 

9. The Project Engineer shall monitor the work performed by subcontractors to insure that only work 

approved in the subcontract is performed. 

10. If additional work is needed that was not originally listed on the Subcontractor Approval, an 

additional Subcontract Approval Request must be submitted prior to work commencing on the 

additional work. 

SUBCONTRACT APPROVAL 

The following are general guidelines for approving Subcontracts (Form DOT 485) and Requirements for 

Federal Aid Contracts: 

1. The Prime Contractor completes DOT 485 Request for Approval of Subcontract, DOT 484, 483-S, 

Contract Work Items Page, and the Georgia Security and Immigration Compliance Act Form. The 

Prime Contractor submits all documents to the Project Engineer, including a copy of the Subcontract 

Agreement between the Contractor and subcontractor to the Project Engineer.  

2. FHWA 1273 – Required Contract Provisions Federal Aid Construction Contracts –  shall  be physically 

included in all subcontracts and purchase agreements with a contract value of $10,000 or more, as 

well as instructions that these documents must be incorporated in any lower-tier subcontracts that 
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are arranged. Upon execution of any subcontract and/or consultant agreement, Contractor submits a 

copy of the fully executed subcontract agreement and/or consultant agreement to the Project 

Engineer.  This document will become part of the project records.   

3. When the request is properly completed, the Project Engineer forwards the completed Form DOT 485 

(Request for Approval of Subcontract) to the District Contracts Manager. 

4. After the District Engineer (via DCM) approves Form DOT 485, the original Subcontract shall be filed 

in the project records. For DBE Subcontractors, the District Contracts Manager (DCM) shall send an 

electronic notification to the District Equal Employment Officer within ten (10) business days of the 

executed subcontract advising these documents are on file and available for inspection by GDOT and 

FHWA personnel.    

5. If any portion of the Subcontract is further sublet, all previously stated Provisions governing 

subletting apply, including registration of the Subcontractor and Federal-Aid requirements. The 

District Engineer through the District Contracts Manager approves all 2nd Tier Subcontract requests. 

The Subcontract Approval Request should be reviewed to ensure that contract unit price for the items 

being subcontracted is used in the extension of the subcontracted amount. This is necessary to ensure 

compliance with the subcontracting limits as defined in Section 108 of the Specifications. 

When a subcontractor performs only a portion of an item, such as excavating but not placing and 

compacting embankment, the unit price agreed upon by the subcontractor and the Prime Contractor for 

that portion of the item may be used to calculate the percentage of contract for this subcontracted work. 

DBE SUBCONTRACTS 

The following are general guidelines for approving Disadvantaged Business Enterprises (DBE) 

Subcontractors: 

1. DBE Contractors must meet the same subcontracting requirements as any other Subcontractor. 

2. The Project Engineer checks the Subcontract against the list of DBEs that the Department has 

approved for that Contract. 
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3. If a qualified DBE Contractor is approved to work on a Contract as a Subcontractor and is not listed 

as a participant in the DBE goals on the Contract, the Prime Contractor obtains DBE approval from 

the District so the Project Manager can monitor the Work and count it toward the Contract goal. 



17 - 1 
State Construction Office DBE Firms on Construction Projects March 2014 

CHAPTER SEVENTEEN 

 

DBE FIRMS ON CONSTRUCTION PROJECTS 

 

RESPONSIBILITIES AND REQUIREMENTS 

Federal Regulations 

It is the policy of the Georgia Department of Transportation to ensure compliance with Title VI of the Civil 

Rights Act of 1964, 49 Code of Federal Register, Part 26 and related statutes and regulations in all 

program activities. Federal Regulations place strict requirements on the Department concerning the use 

of Disadvantaged Business Enterprise (DBE) firms on Federal-Aid Projects. Responsibility for monitoring 

DBE compliance requirements with Federal Regulations is designated as follows: 

1. The Division of Field Services is responsible for ensuring compliance of the DBE regulations and 

policies on Department of Transportation construction programs. 

2. The Office of Equal Opportunity (EEO) is responsible for DBE participant certification, decertification, 

recertification, and determination of goal shortfalls. 

EEO Office (General Office) 

1. Review all applications and certify only those firms that qualify as Disadvantaged Business 

Enterprises. 

2. Review certified companies and either recertify or decertify according to Department policies. 

3. Maintain a list of certified DBE firms. 

4. Confer with and assist the Office of Construction Bidding Administration in setting Contract DBE goals 

according to the appropriate regulations and Department Policies. 

5. Assist the Office of Construction Bidding Administration in the approval of Contractor DBE Plans 

before the Award of the Contract. 

http://www.dot.ga.gov/Pages/default.aspx
http://www.dot.ga.gov/Pages/default.aspx
http://wwwb.dot.state.ga.us/dot/eeo-div/index.shtml
http://wwwb.dot.state.ga.us/dot/eeo-div/index.shtml
http://tomcat2.dot.state.ga.us/ContractsAdministration/index.cfm


17 - 2 
State Construction Office DBE Firms on Construction Projects March 2014 

6. Submit quarterly reports to FHWA of Work designated for DBE firms on construction and consultant 

engineering Contracts. 

7. Review complaints alleging that a certified subcontractor is not a bona fide DBE and take appropriate 

action. 

8. Support District Field Construction personnel and assist them in carrying out their responsibilities with 

respect to monitoring the Department’s DBE Program and monitoring District Contract Compliance 

activities. 

9. Approve/Specify appropriate action to be taken concerning shortfalls in DBE Participation of DBE 

commitments. 

Office of Construction Bidding Administration 

1. Include DBE Contract requirements in the bid proposal 

2. Obtain a list of DBE firms to be used on project from the Contractor 

3. Prior to award, review all DBE firms, “Status of Contracts On Hand” for compliance with sub-letting 

requirements 

Office of Construction 

1. Monitor use of DBE firms on projects during monthly audit of project records 

2. Review Contract requirements for DBE goals 

3. Monitor use of DBE firms on project during construction inspections 

District Construction Office & District EEO Office 

1. Primarily responsible for the administration of the DBE program for projects under construction within 

the District 

http://www.fhwa.dot.gov/
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2. Set up appropriate procedures acting directly or through the Area Engineer to ensure that the 

Contractor meets DBE requirements in each Contract.  Obtain a list of approved DBE firms on each 

project and transmit information to the Area Engineer. 

3. Monitor DBEs approved to perform Work on the project in the Contract and on the Awards List 

distributed by the Office of Construction Bidding Administration.  Verify that DBE firms working are 

approved to work on the project and that DOT 485 Request for Approval of Subcontract has been 

submitted by the Prime Contractor and approved by the Department. 

4. Collect and file the DBE Participation Report submitted by the Prime Contractor showing all DBE 

information monthly or quarterly as required by the contract specific requirements under the 

“Reports” section in the Criteria for Acceptability. 

5. Collect, file, and verify the Prime Contractor’s submitted documentation regarding payments made 

from the Prime to all DBE subcontracts on federal aid projects in the form of cancelled checks, or 

electronic transfer receipts compared to payments made on the DBE Participation report. 

6. Confirm the DBE firm performs Work, or supplies materials according to previous approval. 

7. Obtain written certified verification of the dollar volume of Work performed and paid for from the 

Prime Contractor for each DBE Subcontractor before submitting the Final Pay Statement. 

8. The District should monitor the Contractor’s progress in meeting the goal and take appropriate action 

when it appears the Contractor may be in jeopardy of not meeting the goal as the project progresses. 

Area Office and/or Project Engineer 

1. Maintain an accurate list of DBE firms approved for each project to meet the Contract DBE goal as 

shown in the Contract or otherwise modified by the Office of Construction Bidding Administration. 

2. Discuss DBE requirements at Preconstruction Conference and inform the Contractor that the 

approved DBE firms are required to perform the Work designated in the Contract. 

http://tomcat2.dot.state.ga.us/ContractsAdministration/index.cfm
http://tomcat2.dot.state.ga.us/ContractsAdministration/index.cfm
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3. Request a copy of the complete written subcontractor agreements from the Prime Contractor on all 

subcontractors and retain in the Project Files. 

NOTE: Do not allow Work designated for a DBE firm to be performed by others 

without prior approval. It may be necessary to withhold payments to the Contractor 

to enforce the DBE requirements contained in the Contract. Refer any situations that 

require investigation to the Office of Construction. 

4. Require Prime Contractor to submit a DBE Participation Report listing approved firms and dollar value 

of DBE agreements for Subcontracts and Work performed.  The Prime Contractor updates this report 

whenever conditions concerning DBE participation change on a monthly or quarterly basis as required 

by the contract in the “Reports” section of the “Criteria for Acceptability”. Promptly transmit copies of 

this report to the District Construction Office. 

5. Compare the information in this report to the original DBEs listed in the Contract, note and report any 

changes to the District Office of Contract Administration. 

NOTE: Failure to submit the DBE Participation Report within 30 calendar days 

following the end of the month may be cause for payment to the contractor to be 

withheld. 

6. The Project Engineer may request a hauling plan when a DBE firm is listed for hauling credit.  The 

Project Engineer uses this plan to determine which firm is actually doing the hauling.  If the DBE firm 

deviates from the hauling plan, the Project Engineer may request the Contractor to submit a revised 

hauling plan and make note of any changes.  If problems persist, the Project Engineer shall notify the 

District Construction Office. 

7. Credit for DBE participation may be disallowed for failure to comply with the provisions of the DBE 

regulations included in the Contract. 

8. Monitor and compare the payrolls of DBE firms on the project with the Prime Contractor’s payroll. 

Check for the sharing of employees.  Separate payroll files should exist in the project records for each 

http://tomcat2.dot.state.ga.us/ContractsAdministration/index.cfm
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Subcontractor (DBE and non-DBE), swapping personnel between DBE and non-DBE firms is not 

acceptable. 

9. Conduct labor interviews with employees of the subcontractors, including DBE firms on the project, 

labor interviews with the aggregate spreader and dump truck operators are required if a DBE firm is 

listed to furnish the GAB. 

10. Note any DBE Subcontractors working on the project in Daily Work Reports daily. 

11. Complete the Field Audit Report Form on Federal Aid projects quarterly on the Prime Contractor.  

Within 3 days of completion of the report submit a copy of the report to the District EEO Officer who 

will notify the Prime Contractor and address any noted deficiencies.  Maintain the original form in the 

project records. 

12. Complete the Commercially Useful Function (CUF) Form on Federal Aid projects quarterly on each 

DBE subcontractor shown on the participation report that worked during the reporting period.  This 

form may be completed electronically or manually.  If the manual form is submitted, sign the form, 

note any discrepancies, maintain original in project files and forward a copy of the completed CUFs to 

the District EEO Officer for review and follow-up. 

CONTRACT REQUIREMENTS 

DBE Contract requirements can be satisfied through any means that allow an approved DBE firm to 

obtain Work and payment for project related items, such as the following: 

1. The Contractor may count the entire expenditure for actual Work subcontracted and performed by 

any approved DBE firm; Including supplies purchased or equipment leased by the DBE, for the work 

of the contract (except supplies and equipment the DBE subcontractor purchased or leased from the 

prime contractor or its affiliate). 

2. The Contractor may count the expenditure to a DBE manufacturer (i.e., a supplier that actually 

produces goods from raw materials or substantially alters them for resale). 
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3. The Contractor may count 60% of the expenditures to DBE suppliers that are not manufacturers, 

provided that the DBE supplier: 

A. Performs a commercially useful function in the supply process 

B. Is established as a regular dealer of the material or supplies being furnished 

C. Is engaged in selling the material or supplies to the public 

According to 49 CFR Subtitle A, A DBE is considered to perform a commercially useful function when 

“it is responsible for execution of a distinct element of the Work of a contract and carrying out its 

responsibilities by actually performing, managing, and supervising the Work involved.” 

A regular dealer is defined in 49 CFR Subtitle A as: “a firm that owns, operates, or maintains a store, 

warehouse, or other establishment in which the materials or supplies required for the performance of 

the contract are bought, kept in stock, and regularly sold to the public in the usual course of 

business. To be a regular dealer, the firm must engage in, as its principal business, and in its own 

name, the purchase and sale of the products in question. A regular dealer in such bulk items as steel, 

cement, gravel, stone, and petroleum products need not keep such products in stock, if it owns or 

operates distribution equipment. Brokers and packagers shall not be regarded as manufacturers or 

regular dealers within the meaning of this section.” 

4. The Contractor may count the entire expenditure to DBE firms for fees or commissions charged by an 

approved DBE firm providing a bona fide service. This service includes professional, technical, 

consultant or managerial services and assistance in procuring essential personnel, facilities, 

equipment, materials or supplies required for completing the Contract. The Department determines 

the fee or commission to be reasonable and not excessive as compared to similar services. 

5. The Contractor may count the entire premium for Performance and Payment Bonds and product-

related insurance purchased from a DBE agency. 

6. The Contractor may count the entire amount of expenditures to regular DBE dealers for rental of 

equipment. 
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7. The Contractor may count the entire expenditures to DBE firms when a DBE subcontracts part of the 

work of its contract to another firm. The value of the subcontracted work can only be counted if the 

DBEs subcontractor is itself a DBE. Work that a DBE subcontracts to a non-DBE firm will not count 

toward DBE goal. 

8. The Contractor may count expenditure to DBE firms that have contracted to furnish material for the 

project provided the following are followed. To receive credit for this, the DBE firm must perform a 

commercially useful function. 

A. The DBE must be responsible for the management and supervision of the entire trucking 

operation for which it is responsible on a particular contract, and there cannot be a contrived 

arrangement for the purpose of meeting DBE goals. 

B. The DBE must itself own and operate at least one fully licensed, insured, and operational truck 

used on the contract. 

C. The DBE receives credit for the total value of the transportation services it provides on the 

contract using trucks it owns, insures, and operates using drivers it employs. 

D. The DBE may lease trucks from another DBE firm, including an owner-operator who is certified as 

a DBE. The DBE who leases trucks from another DBE receives credit for the total value of the 

transportation services the lessee DBE provides on the contract. 

E. The DBE may also lease trucks from a non-DBE and is entitled to credit only for the fee or 

commission it receives as a result of the lease arrangement, the DBE does not receive credit for 

the total value of the transportation services provided by the lessee, since their services are not 

provided by a DBE. 

F. A lease must indicate that the DBE has exclusive use of and control over the truck, this does not 

preclude the leased truck from working for others during the term of the lease with the consent 

of the DBE, so long as the lease gives the DBE absolute priority for use of the leased truck. 
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NOTE: Leased trucks must display the name and identification number of the DBE 

Subcontractor 

9. DBE credit for furnish, haul and place GAB may only be allowed if the DBE purchases the stone, hauls 

the stone, and places the stone—using a spreader owned by the DBE and operated by personnel on 

the DBE Subcontractor‘s payroll. Immediately bring any situation that appears to be strictly a material 

“pass-through” to the attention of the Office of EEO. 

DBE firms are given the opportunity to perform designated Work on Department Contracts. The 

Prime Contractor may perform or order Work assigned a DBE Subcontractor in order to prevent delay 

in completing the project; however, no DBE credit is allowed for Work unless it is performed by an 

approved DBE. The above instructions do not apply if the Prime Contractor is a DBE firm, and the 

firm may subcontract Work, subject to meeting the Contract requirements. 

When a violation of DBE participation occurs, the Department takes appropriate action (against the 

Prime Contractor and any involved Subcontractors as well as the DBE). The Area Engineer reports 

any situation that may require investigation to the Office of EEO. 

SUBSTITUTION OR TRANSFER OF DBE COMMITTMENT 

If the Contractor wishes to substitute one DBE for another, the District Engineer may approve the request 

and send a copy to the Office of Construction and the EEO Office. A simple letter from the Prime stating 

they could not get the DBE to perform will not be accepted as documented evidence that a good faith 

effort was made. Substitutions of DBEs will only be allowed if acceptable documentation is provided. The 

Contractor‘s request for substitution must have supporting documentation with reasons for the 

substitution, including a release from the original DBE stating that there is no objection to the 

substitution. 

Acceptable Documentation to allow a substitution may be in the following forms: 

1. Release signed by the designated DBE. 

2. Written efforts on behalf of the Prime or Subcontractor, if the DBE is a 2nd tier Subcontractor. 
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3. Phone logs and/or registered letters supporting efforts to get the DBE on the Project to perform 

work. The Prime Contractor will not be allowed to perform the work designated for the DBE, unless 

prior approval is given. 

DBE SHORTFALLS 

A DBE shortfall is defined as a failure of the contractor to meet the DBE goals as established in the 

Contract.  GDOT does not allow the transfer of DBE shortfalls. The EEO Office will have the final 

determination on shortfalls. If a shortfall occurs on a project, the Contractor shall submit correspondence 

to the Project Engineer providing the circumstances that led to the shortfall and their attempts to fulfill 

the goal.  They must provide documentation that they have made a good faith effort. The Project 

Engineer shall review the correspondence and forward to the District Construction Office with information 

as to why the shortfall should or should not be accepted. The District Construction Engineer shall then 

review and make any additional comments before forwarding to EEO in the General Office for the final 

ruling. The EEO Office will review and make a determination; the Office of EEO will then send the 

Contractor a final determination with copies to the District Office and the Office of Construction. Copies of 

all correspondence shall be sent to the Office of Construction.  Every attempt should be made to achieve 

the set DBE goal on projects as stated in the contract before any ruling will be made. 

Also see FHWA 1273 

http://tomcat2.dot.state.ga.us/ContractsAdministration/uploads/1273%20Required%20Federal%20Provisions%20Federal%20Aid%20Constr.%20Contracts.doc
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CHAPTER EIGHTEEN 

 

FEDERAL-AID TRAINING PROGRAM 

 

ADMINISTRATION 

The Office of Equal Opportunity is responsible for administering and monitoring the Federal-aid Training 

Program. The inspection and reporting requirements for the Federal-aid Highway Construction Contracts 

Training Program are an implementation of 23 USC 140(a). The reference document for this training 

program is the Georgia On-The-Job Training Program Manual. A copy of the Georgia On-The-Job Training 

Manual can be obtained from the Georgia Department of Transportation Office of Equal Opportunity (OJT 

Section – General Office). 

Approved training programs are contained in the Georgia On-The-Job Training Program Manual. Other 

Training Programs may be submitted by the Contractor for approval by the Department. Per Specification 

Section 158.1.03, “submit an acceptable training program to the Department for review and approval 

within thirty (30) calendar days after the Notice to Proceed is issued”.  Failure to submit an acceptable 

training program as determined by the Engineer will result in withholding of all Contractor Progress 

Payments. Progress payments will resume when an acceptable training program has been submitted and 

approved. Submit a request for approval for each trainee as soon as possible to the Department’s Office 

of Equal Opportunity. 

Proper records shall be maintained by the Prime Contractor of training given and wages paid each 

trainee. The Prime Contractor will be responsible for maintaining records (such as Form 1409) even if 

training slots have been delegated to an approved Subcontractor. In addition, the Contractor shall furnish 

the periodic reports listed under the Documentation Section later in this Chapter. 

Project personnel shall conduct periodic interviews with each trainee to ensure the employee is receiving 

training in the various phases of the approved program. The interviews shall be documented on the 

Georgia Department of Transportation’s Labor Interview Form and maintained in the project records. 
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Copies of the Enrollment and Termination Trainee Reports can be found in Division III. They provide 

information for support services, such as recruitment and placement, to the Contractor. They are also 

used to make monthly reports to the FHWA concerning the number of trainees enrolled in the program. 

These reports and any requests for support services shall be sent to: 

   Office of Equal Opportunity 

   Georgia Department of Transportation 

   600 West Peachtree Street 

   Atlanta, Georgia 30308 

   Telephone: (404) 631-1279 

DOCUMENTATION 

Enrollment Report (Form FHWA-1409) 

Immediately after a trainee is enrolled into the program, two copies of this form shall be completed by 

the Contractor through Item 10. The Contractor shall submit the two copies to the Area Engineer. The 

Area Engineer shall submit one copy to the Office of Equal Opportunity (General Office) to be processed 

and maintain one copy for project records. A letter of approval or denial will be sent by the Office of 

Equal Opportunity (General Office) to the Contractor, District Engineer, District EEO Officer, and Area 

Engineer. 

The approval of this form by the Office of Equal Opportunity signifies the beginning of training and should 

be filed in the project records. 

Quarterly Report (Form FHWA-1409) 

The Contractor shall complete and send two (2) copies of this completed report to the Area/Project 

Engineer. The Area/Project Engineer shall forward one copy to Office of Equal Opportunity (General 

Office) and maintain one copy for their project records. 
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Semi-Annual Report (Form FHWA-1409) 

The Contractor shall complete and send two (2) copies of this report semi-annually (July 20th and January 

20th). Both copies shall go to the Area/Project Engineer. The Area/Project Engineer shall review the Semi-

Annual Report for accuracy and spot check it to ensure the training hours listed for the six month period 

correspond with the payrolls submitted by the Contractor. 

The Area/Project Engineer will send one copy to the Office of Equal Opportunity (General Office) and 

maintain one copy in the project records to support payment to the Contractor. This report will certify the 

total number of hours per trainee for the six-month period. Payment for training hours will normally be 

made during the month following the receipt of this report. The Project Engineer shall also check the 

Contractor’s payrolls for both wage rate compliance for the level of training and the appropriate wage 

rate for each trainee. 

Termination/Transfer/Graduation Report (Form FHWA-1409, Revision 10-04) 

Upon termination, transfer, or graduation of a trainee, three copies of this form shall be completed by the 

Contractor and sent to the Area/Project Engineer. This form should include the hours of training for the 

current half year and contain the total hours of training completed by a trainee. 

One copy shall be forwarded to the District Office of Equal Opportunity, one copy shall be forwarded to 

the Office of Equal Opportunity (General Office) to be processed and one copy shall be maintained in the 

project records. This report will be used by the Project Engineer as the Semi-Annual report to support 

payment for the specified trainee. The records supporting payment for training hours shall be audited as 

would any other pay item in the Contract.  
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CHAPTER NINETEEN 

 

ENGINEERING AUDITING 

 

GENERAL 

The Project Engineer is responsible for updating and maintaining the project records to support progress 

and final payments. The Office of Construction is responsible for performing audits to ensure that the 

records are properly maintained. 

AUDIT PROCEDURES 

Records kept by Department personnel are subject to review by Contract Liaisons (CL) from the Office of 

Construction, the Office of Internal Audits, Department of Audits and the FHWA. The Project Engineer is 

responsible for all source records. The records are subject to an audit at any time without notice. CL from 

the Office of Construction, will audit GDOT let project records on a 60 day audit cycle. 

Local Assistance Projects (LAP) will be audited once per quarter.  FHWA Projects of Division Interest 

(PoDI) LAP projects will be audited on a 60 day audit cycle. The Audit is a project compliance review to 

ensure measurement and payments are supported by specifications, as well as a systematic check on 

mathematical computations, invoicing, examination of plan changes, field conditions, and material 

acceptance. 

The CL ensures any significant changes from the plan quantities are well documented and that project 

personnel have documented changes in the As-Built Plans.”  The CL confirms materials incorporated into 

the work have been properly documented on the MC Checklist quarterly by the Project Engineer. 

The CL is responsible for auditing project administrative procedures. Contract Diaries, Document Control 

Log, and other related files are reviewed bi-monthly or quarterly depending on necessity, to ensure that 

these documents are maintained according to Departmental policy. The CL reviews the DBE Participation 

Report and any documentation necessary to examine the participation of the DBE. 
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AUDIT EXCEPTION REPORTS 

It is necessary to report audit exceptions to maintain complete and consistent project records throughout 

the State. The monthly Audit Report is stored in the project files. Distribution and/or escalation of the 

Audit Report occurs according to the following guidelines:  

1. Report with major findings: immediately distribute an Audit Report listing major findings with 

recommendations for correcting the exception, to the full distribution list. (Project Engineer, Area 

Engineer, District Construction Engineer, CL Manager, and State Construction Engineer). 

2. Normal exceptions on the first audit cycle: the Audit report is provided to the Project Engineer. 

3. Following the second audit cycle: if the Project personnel have not addressed the discrepancies, the 

Liaison provides a copy of the Audit Report to the Area Engineer. 

4. If, after the third audit cycle: the Area has not addressed the discrepancies, the auditor distributes 

the report to the Project Engineer with copies to the Area Engineer, District Construction Engineer 

and CL Manager. 

5. If the problem persists after the fourth audit cycle: the Liaison distributes the report to all personnel 

listed on the Audit Report form. 

6. The Project Engineer attaches the Final Audit Report to the Final Construction Report. 

7. Office of Construction provides the Final Audit report to the Chief Engineer during the close-out 

process. 

PROJECT INSPECTIONS – PERFORMED BY CONTRACT LIAISONS 

The CL may perform periodic field inspections of project Work. These project inspections are conducted 

to ensure compliance with contract documents and to verify the accuracy of quantities reported for 

payment. The project inspection is critical in protecting the integrity of the Department‘s payment 

system. The project field inspection is reported to the Office of Construction. 
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IN-DEPTH AUDIT REVIEW   

An In-Depth Audit Review will be performed on all projects within that are between 80% - 100% of 

contract earnings.  It is the responsibility of the CL to be aware of the earnings to date on the project 

and perform the audit at the appropriate time.   

FINAL AUDIT 

The CL may perform the Final Audit even if all outstanding items have not been resolved.  These issues 

will be listed as Audit Exceptions of the Final Audit Report.  Prior to submitting the Final Construction 

Report to the General Office, the District Engineer or his designee shall resolved all outstanding issues. 

The date of resolution shall be noted and the Audit Exceptions shall be signed.  

1. The Final Audit may be completed without the Materials Certificate being received, but will be noted 

on the Final Audit. 

2. All payment issues must be resolved prior to Final Audit. Final Construction Report must be zero 

dollars. Any exceptions to this rule must be pre-approved by the Office of Construction.  
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CHAPTER TWENTY 

REVIEW OF PROJECT RECORDS, DEPOSITION 

 

GENERAL 

As provided in Subsection 106.03 of the Specifications, upon request, copies of the Department’s test reports will be 

furnished to the Contractor’s representative.  The Project Engineer needs to furnish copies of test reports, when 

requested by the Contractor’s representative, by transmittal letter on GDOT letterhead and place a copy of the letter 

in the project files documenting test reports furnished. 

All other requests to inspect and/or copy the Department’s records shall be immediately hand delivered, faxed or e-

mailed to the District Legal Services Coordinator (“DLSC”).  The DLSC will respond to the request. 

DEPOSITION POLICY FOR DEPARTMENT PERSONNEL 

Any employee of the Department of Transportation who is subpoenaed to appear, requested to make a statement, or 

asked to be interviewed by an attorney or investigator concerning any matter related to the employee’s duties should 

immediately contact the DLSC for assistance before consenting to make a statement, be interviewed, or complying 

with the subpoena. 

The DLSC, upon being contacted by an employee, will contact the Attorney General’s Office to seek advice and 

assistance in the matter. Upon consulting with the Attorney General’s Office, the DLSC will ensure that the employee 

is advised on the course of action to follow. Communications about these matters shall be appropriately marked as 

Attorney-Client privileged.  Copies of any communications on this subject shall be sent to the District Engineer and 

the Director of Field Districts. 



21 - 1 
State Construction Office Final Inspection and Final Acceptance Procedures March 2014 

CHAPTER TWENTY-ONE 

 

FINAL INSPECTION AND FINAL ACCEPTANCE PROCEDURES 

 

CLOSING CONFERENCE AND FINAL INSPECTION 

The Project Engineer will schedule a Closing Conference sixty (60) calendar days prior to the 

projected completion of the project. The purpose of the closing conference is to discuss all 

outstanding items of work, final reports needed and provide the contractor with a (1) Corrections 

List, (2) List of information needed for Materials Certificate, and (3) List of final reports or other 

paper work required for acceptance of the project. 

The Contractor is to notify the Project Engineer, in writing, of substantial completion of the 

project, including correction lists.  A project must be complete and in satisfactory condition 

before a Final Inspection is requested.  

The Area Engineer/Project Engineer will review the project and verify the status of the work and 

determine if the project is ready for Final Inspection.  The Area Engineer will notify, via email, the 

District Construction Engineer and the Construction Liaison Engineer the project is ready for final 

inspection. The District Maintenance Engineer shall be invited to Final Inspections of projects on 

the State Highway System. The Area Engineer will notify the contractor (in writing) when the 

Final Inspection is scheduled so that the Project Superintendent may attend.  The Project 

Engineer should put the “Closing Conference Date” and “Ready for Final Inspection Date” in 

SiteManager Key Dates for the Project. 

Responsibility for coordination of the Final Inspection shall be as listed in the chart on Page 21-10 

and occur within the time frame shown. The time allowed for completion of Final Inspection shall 

begin on the first day after the time charges (SiteManager – Substantial Work Complete Date) 

have been stopped.  This inspection shall be the only Final Inspection. The Project Engineer 

should put the “Final Inspection Date” in SiteManager Key Dates for the Project. 
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Construction projects that have Utility Force Account Agreements will not require a separate Final 

Inspection for the Force Account Agreement, if there is an associated construction project for 

which an inspection is required.  Refer to The Utility Manual for further information.   

Construction projects which are to be accomplished by Maintenance forces such as a unit cost 

agreement under an “M – Contract” will require a Final Inspection. 

PUNCH LIST WORK 

After the Final Inspection is complete, the Project Engineer shall furnish the Contractor a Punch 

List within 5 business days. There shall be one and only one Punch List furnished to the 

Contractor.  This Punch List shall include a listing of all paperwork items needed prior to Final 

Acceptance (i.e. Final DBE Report, pit releases, material certificate documentation, etc.) as well 

as document all deficient work and corrective actions needed. If the Contractor fails to complete 

the Punch List within 60 Calendar Days, follow this procedure: 

1. The Area Engineer/Project Engineer shall notify the Contractor in writing (GDOT Letterhead) 

the Punch List Work remains incomplete. If Work is not on-going, the Contractor shall be 

directed to begin work within 10 Calendar Days and shall complete the Punch List Work 

within 30 Calendar days.  If work is on-going, the Contractor shall be directed to complete 

the Punch List Work within 30 Calendar Days. 

2. If the Contractor  fails to complete the punch list Work within 30 calendar days, the Area 

Engineer shall report the following in writing to the District Construction Engineer, the 

Contractor, and the Contractor’s Surety: 

A. Date the punch list was furnished 

B. Status of the punch list Work 

C. Date the Work was last performed 

3. The District Construction Engineer writes a letter to the contractor for the District Engineer’s 

signature containing: 

A. The information listed in Step 2, above 
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B. A statement noting that unless the Punch List Work is completed within 30 Calendar 

Days, the District Construction Engineer will recommend that the Contractor be placed in 

default. The District Construction Engineer forwards copies of the letter to the Surety, the 

State Construction Engineer, and the Director of Construction. 

The Area Engineer again notifies the District Construction Engineer if the Contractor fails to 

complete Punch List Work within 30 calendar days. Upon receipt of the notice, the District 

Construction Engineer shall immediately notify the State Construction Engineer, in writing, 

recommending default. 

The State Construction Engineer then notifies the Contractor, in writing, of the 

recommendation to begin the Contract Default Process. 

The Project Engineer shall ensure the dates related to Final Inspection and Punch List Work 

are populated in SiteManager as they occur. 

FINAL ACCEPTANCE 

Upon completion of the “punch list” and remaining work and receipt of the Materials Certificate (if 

required) the Area Engineer will notify in writing the District Construction Engineer.  The District 

Construction Engineer will either: 1.) make Final Acceptance where authorized to do so, or 2.) 

will notify the Office of Construction via the “Final Acceptance Form”.   

NOTE: Only one Final Acceptance Letter per contract will be written.   

Type of 
Project 

Engineer Responsible for 
Acceptance 

Contractor 
Punch List 
Complete 

Maintenance 
Punch List 
Complete 

Federal-Aid 
Resurfacing 

District Construction Engineer notifies 
State Construction Engineer X X 

All Other 
Federal-Aid 

District Construction Engineer notifies 
State Construction Engineer X X 

 

On all Federal-aid projects, the Office of Construction will write the Final Acceptance letter once 

notified by the District with all the information listed on the Final Acceptance Request Form letter. 
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Use the most current version of the form letter.  The Final Acceptance Date will be populated in 

SiteManager by the Office of Construction.   

The Final Acceptance of construction projects will suffice for the acceptance of Utility Force 

Account portions of the projects.   

Railroad grade crossing improvement projects with work performed either by the railroad or DOT 

Maintenance forces under a Unit Cost Agreement will have Final Acceptance done as any other 

Federal-aid project.   

All construction projects with work to be accomplished by Maintenance forces under a Unit Cost 

Agreement such as “M” contracts will be final accepted as any other construction project.   

The effective date of the Final Acceptance will be the date the Punch List is complete or the date 

of the Materials Certificate, whichever is the later date.   

MAINTENANCE ACCEPTANCE 

It is the policy of the Department to make a Maintenance Acceptance of construction projects 

when all punch list items are complete, with exception of the Materials Certificate. Upon the 

contractor’s completion of the punch list, the Area Engineer shall notify the District Construction 

Engineer in writing that all punch list items are complete and Maintenance Acceptance is 

recommended. The District Construction Engineer will then provide written notification of 

Maintenance Acceptance to the Contractor and copy those offices which are affected by the 

acceptance including but not limited to the District Maintenance Engineer, Area Engineer, State 

Maintenance Office, and State Construction Office. All punch list items, with exception to 

Materials Certificate, shall be resolved prior to requesting a Maintenance Acceptance.  

The District Construction Engineer may write a Partial Maintenance Acceptance of completed 

construction work on certain projects when Final Acceptance is being held up by items beyond 

the control of the contractor, or when it is in the best interest of the Department to do so. In 

order to protect the interest of the Department, a Partial Maintenance Acceptance of any work 
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should specify in writing the items not accepted. A copy of the approved Partial Maintenance 

Acceptance will be forwarded to those offices which are affected by the acceptance including, but 

not limited to, the District Maintenance Engineer, Area Engineer, State Maintenance Office, and 

State Construction Office. Construction Liaison Engineer and District Maintenance Engineer 

concurrence is required for all Partial Maintenance Acceptances. A Partial Maintenance 

Acceptance should not be a routine procedure for a project but should be used on a limited basis 

to release the contractor from the responsibility of maintaining the work as allowed by the 

Specifications. Partial Maintenance Acceptance of a Project is appropriate as follows: 

1. When projects on new location are opened early to traffic, the pavement system, guardrail 

and signs may be accepted even though the total acceptance of the project is being withheld 

while waiting on an acceptable stand of grass. 

NOTE: All pay items must be complete prior to any Partial Maintenance 

Acceptance.  

2. For separate construction contracts, it is appropriate to accept the sub-grade from the 

grading Contractor so as to allow the paving Contractor to continue with the project. 

3. Maintenance acceptance of bridge decks on new location projects is appropriate before 

allowing other Contractors access across the bridge (See Specifications). 

4. Portions of the work required to be constructed under traffic may be eligible for Partial 

Maintenance Acceptance.   

Traffic Control devices are sometimes installed at the ends of projects to channel traffic from the 

new roadway into the existing roadway.  These devices may be installed by either the Contractor 

or DOT Maintenance forces depending on the terms of the contract. Written notification should 

be provided to appropriate DOT offices when the Department is responsible for maintenance of 

these temporary devices.   

The District Construction Engineer may write a Partial Maintenance Acceptance for any project, 

based on a written recommendation from the Area Engineer. An inspection shall be conducted in 



21 - 6 
State Construction Office Final Inspection and Final Acceptance Procedures March 2014 

accordance with the Final Inspection procedures outlined in this Chapter prior to accepting the 

work and writing the Partial Maintenance Acceptance.  Construction Liaison and District 

Maintenance Engineer concurrence is required for all Partial Maintenance Acceptances.  The 

“Maintenance Acceptance Date” should be populated in SiteManager by the Project Engineer. 

NOTE:  Do Not Make Final Acceptance if Contractor claims are pending.   

Table 1: Responsibility for Final Inspection 

Federal-Aid Projects 

Type of Project Engineer Responsible for       
Final Inspection 

FHWA Final 
Inspection 
Required 

Time Allowed to 
Schedule Final After 
Time Charges Stopped 

Projects of Division Interest (PoDI) 

All Construction Liaison Engineer Yes 3 weeks 

Exempt 

Bridge Painting Area Engineer**** No 3 weeks 

Under $2 million*** District Construction Engineer** No 3 weeks 

Over $2 million*** Construction Liaison Engineer No 3 weeks 

** For Projects less than $2million, the District Construction Engineer may delegate the Final Inspection 
responsibility to the Area Engineer 

*** Including Interstate Resurfacing Projects 

**** The Area Engineer and the Independent Assurance Representative shall perform the Final Inspection 
together.  If the bridge painting project is PoDI,  FHWA must be included. 
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