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Administration of Special Funded Projects

Introduction

Local Agencies, such as a city, county, or private entity, may enter into an agreement with the
State of California to provide improvements to a State highway within the State right-of-way.
Generally, when these projects are funded entirely by the Local Agency, the Local Agency will
administer the design and construction of the project and the State will provide oversight of the
work administered by the Local Agency under the terms of a cooperative agreement and/or
encroachment permit. When these projects are funded with a combination of local and State
funds, the responsibilities for administration of the design and construction of the project will be
shared under the terms of a cooperative agreement and/or encroachment permit.

In general, projects that are special funded in the amount of $1,000,000 or more will be
performed under the terms of a cooperative agreement and an encroachment permit. Projects that
are special funded in the amount $1,000,000 or less will generally be performed under the terms
of an encroachment permit only.

Types of Projects

Types of special funded projects include the following:

e Local Sales Tax Measure Projects: Includes projects with funding of 100% from local
sales tax revenues with estimated construction costs greater than $1,000,000 that are in
the State right-of-way, but not in a State programming document, such as the STIP or
SHOPP. These projects require a cooperative agreement and an encroachment permit.
State construction contract administration responsibility is usually limited to oversight,
depending on the terms of the cooperative agreement and encroachment permit.

e Locally Funded Projects: Includes projects with funding of 100% from local funds
(other than sales tax revenues) with estimated construction costs greater than $1,000,000
that are in the State right-of-way, but not in a State programming document. These
projects require a cooperative agreement and an encroachment permit. State construction
contract administration responsibility is usually limited to oversight, depending on the
terms of the cooperative agreement and encroachment permit.

e Privately Funded Projects: Includes projects that are sponsored by a nonpublic agency
with estimated construction costs greater than $1,000,000 that are in the State right-of-
way. These projects require a cooperative agreement and an encroachment permit. State
construction contract administration responsibility is usually limited to oversight,
depending on the terms of the cooperative agreement and encroachment permit.
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e Toll Road Projects: Includes projects that are sponsored by a nonpublic agency that are
in the existing or future State right-of-way. These projects require a cooperative
agreement and an encroachment permit. State construction contract administration
responsibility is usually limited to oversight, depending on the terms of the cooperative
agreement and encroachment permit.

e Jointly Funded or Cooperative Projects: Includes projects that involve combinations of
special funds and State funds with estimated construction costs greater than $1,000,000
that are in the State right-of-way. These projects require a cooperative agreement and an
encroachment permit. State construction contract administration responsibility depends
on the terms of the cooperative agreement and encroachment permit.

e Encroachment Permit Program Projects: Includes projects that are 100% funded and
constructed by either a Local Agency or private developer with estimated construction
costs of $1,000,000 or less that are in the State right-of-way. These projects do not
require a cooperative agreement, but do require an encroachment permit. State
construction contract administration responsibility is usually limited to oversight,
depending on the terms of the encroachment permit.

Responsibilities

The Headquarters Encroachment Permit Office in Sacramento is responsible for implementing
policy and procedure for providing oversight of the administration of projects by local agencies
that require an encroachment permit. This office develops the various encroachment permit
forms and is responsible for maintenance and updating of the Caltrans Encroachment Permit
manual. This office also maintains a Caltrans Internet website (address:
http://www.dot.ca.gov/hg/traffops/developserv/permits/) that contains additional information,
including the Caltrans Encroachment Permit Manual and various Encroachment Permit forms.

The District Encroachment Permit Engineer has overall responsibility for administration of
projects that require an encroachment permit. For the purposes of administration of
encroachment permits, the District Encroachment Permit Engineer is referred to as the “State’s
Representative”. However, for capital projects involving structure work, the District
Encroachment Permit Engineer will enlist the assistance of the Districts and the Division of
Engineering Services to administer or provide oversight of the administration of the construction
of these types of projects. In these cases, the District Construction Oversight Engineer represents
the District Encroachment Permit Engineer and acts as the “State’s Representative” on the behalf
of the District Encroachment Permit Engineer.

Generally, a design consultant under the administration of the Local Agency prepares plans and
specifications for these projects. These plans are reviewed and approved by Structure Earthquake
Engineering and Design Support, Office of Special Funded Projects (OSFP) prior to project
advertising. The identity of the OSFP Liaison Engineer is shown on the lower left corner of the
project structure plans. The Liaison Engineer has responsibility for design oversight of the
structures portion of the plans. The Liaison Engineer provides oversight of the consultant’s
design support during the construction of the project. Any changes to the plans made during
construction must be reviewed and approved by the Liaison Engineer.
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The Offices of Structure Construction participate in cooperation with the District Construction
Oversight Engineer in the administration of the construction of special funded projects when the
project includes structure work.

Forms

Form TR-0120, “Encroachment Permit”: The Encroachment Permit is submitted to the
Caltrans District Encroachment Permit Engineer by the Local Agency. Submission and approval
of the encroachment permit is required by statute before a Local Agency can begin any work in
the State right-of-way. Items on this form that are of interest to employees of the Offices of
Structure Construction include the “Permit No.” and the checkboxes for “As- Built Plans
Submittal Route Slip for Locally Advertised Projects”. Refer to Attachment No. 1 for a sample
of this form.

Prior to advertisement, the Encroachment Permit is submitted, along with the construction
contract plans and specifications, to the District Encroachment Permit Engineer for review and
approval. For projects with capital improvement work involving structures, the Encroachment
Permit also includes the General Provisions and the “Structure Work™ special provisions. The
“Structure Work™ special provisions contain requirements for contract document submittal and
project completion record submittal. The “Structure Work™ special provisions are contained in
Attachment No. 6.

The District Encroachment Permit Engineer will notify the appropriate Area Construction
Manager when an Encroachment Permit for construction of projects with capital improvement
work involving structures has been submitted.

Form TR-0129, “Progress Billing/Completion Notice”: The Progress Billing/Completion
Notice is used to report the status of the work that requires an Encroachment Permit. The
District Encroachment Permit Engineer or District Construction Oversight Engineer shall fill out
this form whenever the fieldwork at the site is complete, the final project completion records for
structure or roadway portions of the work have been submitted, and when the completed As-
Built drawings for structure or roadway portions of the work have been submitted. For projects
with structure work, employees of the Offices of Structure Construction may be designated as
representatives of the District Encroachment Permit Engineer. However, this is usually the
responsibility of the District Construction Oversight Engineer. Refer to Attachment No. 2 for a
sample of this form.

Form TR-0130, “Encroachment Permit Report (Diary)”: The Encroachment Permit Report is
used to report inspections of the work performed on an oversight project. Employees of the
Offices of Structure Construction who perform oversight of construction contract administration
shall use this form to report their observations of the work at the site. Refer to Attachment No. 3
for a sample of this form.

Structure As-Built Plans Submittal Route Slip for State-advertised, consultant designed
structure projects: This form is used to track the progress of the As-Built corrections and final
As-Built tracings for State advertised special funded projects. A copy of this form will be
included with the RE Pending File for State-advertised, special funded projects. Responsibilities

BRIDGE CONSTRUCTION RECORDS & PROCEDURES MANUAL BCM 2-19.0
10/15/01
PAGE 3 OF 21



for each party are shown on the form. Employees of the Offices of Structure Construction shall
fill out the appropriate portions of the form and shall be responsible for completing the As-Built
corrections and sending them to the Headquarters Office of the Offices of Structure Construction
in Sacramento. Refer to Attachment No. 4 for a sample of this form.

Structure As-Built Plans Submittal Route Slip for Locally-advertised, consultant designed
structure projects: This form is used to track the progress of the As-Built corrections and final
As-Built tracings for locally advertised special funded projects. A copy of this form will be
attached to the encroachment permit package for locally advertised special funded projects.
Responsibilities for each party are shown on the form. Employees of the Offices of Structure
Construction shall fill out or verify that the appropriate portions of the form have been filled out
by the Local Agency’s contract administrator, and shall be responsible for reviewing the As-
Built corrections compiled by the consultant Structure Representative. Refer to Attachment No. 5
for a sample of this form.

Instruction of Offices of Construction Employees

The following are instructions to Offices of Structure Construction employees assigned to special
funded projects. The amount and type of staffing required depends on the terms of the
cooperative agreement and/or encroachment permit.

These instructions refer to portions of the Caltrans Encroachment Permit Manual (refer to
Attachment No. 6), Encroachment Permit forms (refer to Attachment Nos. 1 and 2) and As-Built
Route Slips (refer to Attachment Nos. 4 and 5) that were revised or implemented after July 1,
2001. Special Funded projects that were underway prior to July 1, 2001 utilize previous versions
of the Encroachment Permit forms and Encroachment Permit procedures and did not utilize the
As-Built Route Slips. For these projects, the instructions described herein regarding requirements
of the Encroachment Permit pertaining to project completion records or use of As-Built Route
Slips are not applicable. However, for these projects, employees of the Offices of Structure
Construction are encouraged to adhere to the instructions described herein as closely as possible.

Special Funded Projects for which the Offices of Structure Construction Provides Full or
Partial Staffing for Contract Administration

When the terms of a cooperative agreement require the State to provide all construction contract
administration services, the Offices of Structure Construction shall provide all staffing required
to administer the structure portion of the project. Types of projects that the Offices of Structure
Construction generally provides full staffing for include Jointly Funded or Cooperative projects,
although the Offices of Structure Construction may also provide full staffing for Local Sales Tax
Measure projects, Locally Funded projects, Privately Funded projects, or Public Toll Road
projects, depending on the terms of the cooperative agreement.

When the terms of a cooperative agreement require the State to provide partial construction
contract administration services, the Offices of Structure Construction shall provide some of the
staffing required to administer the structure portion of the project. For these projects, the State
typically provides the Resident Engineer, the Structure Representative, and the Materials
Engineer. The Local Agency provides the remainder of the people necessary to staff the project.
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In some cases, the cooperative agreement may require the State to provide some Assistant
Resident Engineers and Assistant Structure Representatives as well. Types of projects that the
Offices of Structure Construction generally provides partial staffing for include Jointly Funded
or Cooperative projects, although the Offices of Structure Construction may also provide partial
staffing for Local Sales Tax Measure projects, Locally Funded projects, Privately Funded
projects, or Public Toll Road projects, depending on the terms of the cooperative agreement.

The State usually (but not always) advertises these projects. For these types of projects, the
responsibilities of Offices of Structure Construction employees are virtually the same as with
typical State-funded projects. The following table addresses some of the responsibilities.

Responsibility State-Advertised Projects Locally Advertised Projects
Cooperative Required. Bridge Construction Engineers shall be involved during the
Agreement between negotiation of the Cooperative Agreement for construction contract
State & Local Agency | administration. Contact the Project Manager for additional information.

Encroachment Permit | Required Required. Includes the “Structure
between State & Local As-Built Plans Submittal Route
Agency Slip” for Locally-advertised,
consultant designed projects
(refer to Attachment No. 5).
Encroachment Permit | Not Required Required

between State &
Project Contractor

Project advertisement

Advertised by Caltrans Office
Engineer

Advertised by the Local Agency

RE Pending File Assembled by the consultant Assembled by the consultant
designer, reviewed by the OSFP designer, reviewed by the OSFP
Liaison Engineer, and forwarded to | Liaison Engineer, and forwarded
the Structure Representative. to the Structure Representative.
Includes the “Structure As-Built
Plans Submittal Route Slip” for
State-advertised, consultant
designed projects (refer to
Attachment No. 4).

Time Charging Offices of Structure Construction employees assigned to the project

Practices shall charge to the District the project is located in and the Expenditure
Authorization for the project. Refer to Bridge Construction Memos 11-
4.0 through 11-8.0 for further instructions.

Inspection Normal process as described in the | Normal process as described in
Bridge Construction Records and the Bridge Construction Records
Procedures and Construction and Procedures and
Manuals. Construction Manuals..

Record keeping Normal process as described in the | Normal process as described in

Bridge Construction Records and
Procedures and Construction
Manuals.

the Bridge Construction Records
and Procedures and
Construction Manuals.
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Responsibility

State-Advertised Projects

Locally Advertised Projects

Documentation
(diaries, newsletters,
etc.)

Normal process as described in the
Bridge Construction Records and
Procedures and Construction
Manuals.

Normal process as described in
the Bridge Construction Records
and Procedures and Construction
Manuals..

Shop Plans Shop plans are submitted for Shop plans are submitted for
review as described in the Caltrans | review as described in the
Standard Specifications. Shop plan | contract documents. Shop plan
review is provided by the review is provided by the
consultant designer, through the consultant designer, through the
OSFP Liaison Engineer. OSFP Liaison Engineer.

Contract Change Normal process as described in The Local Agency initiates,

Orders Bridge Construction Records and | authorizes and approves the

Procedures Manual, Chapter 7,
and the Construction Manual,
Section 2-50. The OSFP Liaison
Engineer approves all proposed
design changes to the structure
portion of the work.

Contract Change Order. The
OSFP Liaison Engineer approves
all proposed design changes to the
structure portion of the work.

Notice of Potential
Claim

Normal process as described in the
Caltrans Standard Specifications
and the Construction Manual,
Section 2-70.

Response to Notice of Potential
Claim is as described in the
contract documents and the
contract administration
procedures of the Local Agency.

Progress Payments

Normal process as described in
Bridge Construction Memo 6- 2.0
and the Construction Manual,
Section 3-02.

Progress payments are made in
conformance with the contract
documents and the procedures of
the Local Agency.

Final Payment and
Claims

Normal process as described in the
Caltrans Standard Specifications
and the Construction Manual,
Section 2-70.

Final Payment and responses to
formal claims are as described in
the contract documents and the
contract administration
procedures of the Local Agency.

Project Completion
and Acceptance

Upon acceptance of the construction contract, the Structure
Representative shall notify the Resident Engineer that the section
entitled “To the best of my knowledge, field work was completed...” of
Form TR-0129, “Progress Billing/Completion Notice” (refer to
Attachment No. 2) can be completed and submitted to the District
Encroachment Permit Engineer so the District Encroachment Permit
Engineer will know that the Encroachment Permit requirement for
notification of completion of the field work has been fulfilled.

Project Completion
Records: General
Notes

For projects with capital improvement work involving structures, the
Encroachment Permit between the State and the Local Agency includes
the General Provisions and the “Structure Work™ special provisions
(refer to Attachment No. 6). The “Structure Work™ special provisions
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Responsibility

State-Advertised Projects | Locally Advertised Projects

contain requirements for project completion record submittal. Failure to
fulfill these requirements can result in the Local Agency being required
to obtain a bond for any subsequent encroachment permit until the
requirements of the encroachment permit for this project have been
fulfilled. Structure Representatives shall complete all project
completion records within the 60-day period following contract
acceptance.

Project Completion
Records: As-Built
Corrections

The Structure Representative is The Structure Representative is

responsible for completing the As- | responsible for completing the

Built corrections in accordance As-Built corrections in

with Bridge Construction Memo accordance with Bridge

9-1.0. The Structure Construction Memo 9-1.0. The

Representative shall complete and | Structure Representative shall

attach the “Structure As-Built complete and attach the

Plans Submittal Route Slip” for “Structure As-Built Plans

State-advertised, consultant Submittal Route Slip” for

designed structure projects (refer Locally-advertised, consultant

to Attachment No. 4) to the As- designed structure projects (refer

Built corrections and send the As- | to Attachment No. 5) to the As-

Built corrections to the Built corrections and forward the

Headquarters Office of the Offices | As-Built corrections to the

of Structure Construction in Headquarters Office of the

Sacramento. Offices of Structure Construction
in Sacramento.

Project Completion
Records other than As-
Built corrections

The Structure Representative is responsible for completing the project
completion records listed in Bridge Construction Memo 3- 1.0,
Attachment No. 1 and forwarding them to the Headquarters Office of
the Offices of Structure Construction in Sacramento. Once the project
completion records have been completed, the Structure
Representative shall notify the Resident Engineer that the section
entitled “Required final project completion records for structures...” of
Form TR-0129, “Progress Billing/Completion Notice” (refer to
Attachment No. 2) can be completed and submitted to the District
Encroachment Permit Engineer so the District Encroachment Permit
Engineer will know that the Encroachment Permit requirement for the
submission of project completion records for the structure portion of
the project has been fulfilled.

Special Funded projects for which the Offices of Structure Construction Provides
Oversight of Local Agency Contract Administration

When the terms of a cooperative agreement require the Local Agency to provide all of the
staffing for construction contract administration services, or if there is no cooperative agreement
for the project, the Offices of Structure Construction shall provide oversight of the structure
work administered by the Local Agency. For this type of project, the Offices of Structure
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Construction provides one employee, usually the Bridge Construction Engineer or designated
representative, as the OSC Oversight Engineer to oversee the structure work performed by the
Local Agency in the State right-of-way. The State does not advertise these projects. For these
projects, the responsibilities of employees of the Offices of Structure Construction are limited to
approval of the Structure Representative provided by the Local Agency, periodic field reviews of
the structure work in progress, and acquisition of the applicable completion records.

One of the most important responsibilities of the OSC Oversight Engineer is to make contact and
establish a working relationship with the Local Agency’s primary contact person. This person
may be the Project Manager, Project Engineer or Administrator for the Local Agency.

Approval of the Local Agency consultant Structure Representative is the responsibility of the
OSC Oversight Engineer. The OSC Oversight Engineer shall assist the Local Agency in
assigning, reviewing, and evaluating the qualifications of possible candidates for the project. The
OSC Oversight Engineer may become involved in the selection or hiring interviews conducted
by the Local Agency. The major concern is that the engineer selected to be in responsible charge
has the qualifications to properly administer the structure portion of the project.

The following table addresses some of the other basic responsibilities of the Local Agency and
employees of the Offices of Structure Construction who act as oversight engineers.

Responsibility Encroachment Permit All other Special Funded
Program Projects Projects
Cooperative Agreement Not required Required. Bridge Construction
between State & Local Engineers shall be involved
Agency during the negotiation of the

Cooperative Agreement for
construction contract
administration. Contact the
Project Manager for additional

information.
Encroachment Permit between | Required. Includes the “Structure As-Built Plans Submittal
State & Local Agency Route Slip” for Locally-advertised, consultant-designed

projects (refer to Attachment No. 5).

Encroachment Permit between | Required
State & Project Contractor

Project advertisement Advertised by the Local Agency

RE Pending File Assembled by the consultant designer, reviewed by the OSFP
Liaison Engineer, and forwarded to the consultant Structure
Representative.

Time Charging Practices When the project has an Offices of Structure
Expenditure Authorization, Construction employees
Offices of Structure assigned to the project shall
Construction employees charge to the District the
assigned to the project shall project is located in and the
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charge to the District the
project is located in and the

Expenditure Authorization for
the project. Refer to Bridge

Responsibility

Encroachment Permit
Program Projects

All other Special Funded
Projects

Expenditure Authorization for
the project. Refer to Bridge
Construction Memos 11-4.0
through 11-8.0 for further
instructions.

When the project does not
have an Expenditure
Authorization, Offices of
Structure Construction
employees assigned to the
project shall charge to the
District the project is located
in, Expenditure Authorization
937182, FAE Code 2, and
Activity Code 037.

Construction Memos 11-4.0
through 11-8.0 for further
instructions.

Construction oversight will consist of periodic field reviews of the structure work in progress by
the OSC Oversight Engineer. The purpose of these reviews is to verify the structure work
complies with the approved plans and specifications and that the completed project will function

as intended.

The following table addresses specific guidelines for field reviews.

Responsibility

Encroachment Permit
Program Projects

All other Special Funded
Projects

Field Reviews

As a minimum, the OSC Oversight Engineer shall perform the

following field reviews.

1. The OSC Oversight Engineer shall hold an initial
meeting with the consultant Resident Engineer,
consultant Structure Representative, and the project
field staff, prior to the usual preconstruction conference.
The contract requirements and enforcement procedures
shall be reviewed and special attention given to traffic
control, notification of impaired clearance and other
features involving public safety. Falsework review and
approval, trenching and shoring review and approval,
welding procedures, materials inspection, testing
procedures, and unusual foundation types shall be

discussed at this time.

2. The OSC Oversight Engineer shall attend the normal
preconstruction conference with the construction

contractor.
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Responsibility

Encroachment Permit All other Special Funded
Program Projects Projects

3.

Upon award or approval of the construction contract by
the Local Agency, the OSC Oversight Engineer shall
fill out Bridge Construction Memo 6-2.1, Attachment
No. 1, and submit it to the Headquarters Office of
the Offices of Structure Construction.

When the work actually starts, the project should be
reviewed a minimum of once every two weeks. The
project should also be reviewed when important items
of work are starting, such as pile construction, column
construction, or falsework erection and removal.

Specific Items to

Review

The following is a partial list of items to review. In cooperation
with the District Construction Oversight Engineer, additional
items not listed, such as enforcement of compliance with the
terms of the Encroachment Permit or Cooperative Agreement
and other items that are normally a District responsibility, shall
be reviewed as necessary. The OSC Oversight Engineer shall
perform a Project Record Review at least once per job to verify
the project records are being correctly maintained.

1.

2.

10.

Look at the work itself. Does it comply with the plans
and specifications? Is the workmanship satisfactory?
Do the Resident Engineer, Structure Representative, and
the project staff appear to know what is going on? Do
they have the work under proper control?

Are you being kept up to date on major project
problems even when you are not on the project?

Has the Resident Engineer developed a project-specific
Code of Safe Practices for the project field staff?
Verify that public and project safety is being adhered to
in accordance with the safety procedures of the
Construction Safety Orders, Caltrans, and the Local
Agency.

Verify that public and project safety incidents are being
properly documented.

Review any proposed changes to the approved plans and
specifications.

Verify that all SWPPP measures pertaining to structure
work are satisfactory and that any deficiencies are
corrected immediately.

Review the status of Shop Plan submittals and verify
that the Shop Plans are approved in accordance with the
terms of the encroachment permit and contract
documents.

Verify that the falsework plans have been designed by
the Contractor and reviewed and approved by the
Resident Engineer or design consultant.
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Responsibility

Encroachment Permit All other Special Funded
Program Projects Projects

11. Is the falsework or shoring built to meet approved
designs, of satisfactory workmanship, and does it meet
best general practice criteria?

12. Verify that there are proper materials certificates of
compliance, material releases or test results for
materials being used in the work and that they are being
incorporated into the project records.

13. Review project records such as concrete pour records,
as-built changes, pile driving records, welding records,
and prestressing records and verify that they are being
properly kept.

14. Review backup records for progress payments. The
cooperative agreement or encroachment permit for the
project may require progress payments to be approved
by a State representative.

Actions

to take

1. Point out work that is not up to Caltrans standards and
discuss possible remedies.

2. Point out potential safety problems.

Discuss pending Contract Change Orders affecting the

work with the Resident Engineer and Structure

Representative and indicate technical concurrence if

appropriate. For pending changes that affect the design

of the structure, the OSFP Liaison Engineer must
authorize the change in writing and a concurrence letter
issued from the Headquarters Office of the Offices of

Structure Construction in Sacramento. For other

changes, the OSC Oversight Engineer may use Form

DS-0OS €93, “Offices of Structure Construction

Concurrence for Change Orders Involving Structure

Work,” to indicate technical concurrence with the

proposed change. Documents indicating technical

concurrence shall be filed in the project records.

4. If there are major problems with the structure work that
are not being rectified, suspend that portion of the work
affected, per the terms of the encroachment permit.
Allow work to resume when agreement is reached on
proper procedure to be followed and the remedial work
to be performed.

(98]

Reports

After each field review, the OSC Oversight Engineer shall write
a short report on what was observed, using Form TR-0130,
“Encroachment Permit Report (Diary)” (refer to Attachment
No. 3). The OSC Oversight Engineer shall send the original to
the District Encroachment Permit Office, one copy to the Area
Construction Manager and one copy to the Headquarters Office
of the Offices of Structure Construction in Sacramento.
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Responsibility

Encroachment Permit All other Special Funded
Program Projects Projects

Project Completion
and Acceptance

1. At the end of the project, the OSC Oversight Engineer
shall be involved in the final inspection prior to project
acceptance.

2. When the OSC Oversight Engineer has verified that the
project has been satisfactorily completed, the OSC
Oversight Engineer shall notify the District
Construction Oversight Engineer that the section
entitled “To the best of my knowledge, field work was
completed...” of Form TR-0129, “Progress
Billing/Completion Notice” (refer to Attachment No. 2)
can be completed and submitted to the District
Encroachment Permit Engineer so the District
Encroachment Permit Engineer will know that the
Encroachment Permit requirement for notification of
completion of the field work has been fulfilled.

3. When the OSC Oversight Engineer has verified that the
project has been satisfactorily completed, the OSC
Oversight Engineer shall fill out Bridge Construction
Memo 6-2.1, Attachment No. 2, and submit it to the
Headquarters Office of the Offices of Structure
Construction.

Completion of the fieldwork of the project does not mean that the responsibilities of the Local
Agency have been fulfilled for the purposes of closeout of the encroachment permit. All project
completion records must be submitted to and approved by Caltrans prior to closeout of the
encroachment permit. The responsibilities for submission of project completion records of the
Local Agency’s contract administrator and employees of the Offices of Structure Construction
are addressed in the following table.

Responsibility

Encroachment Permit All other Special Funded
Program Projects Projects

Project Completion Records:
General Notes

For projects with capital improvement work involving
structures, the Encroachment Permit between the State and the
Local Agency includes the General Provisions and the
“Structure Work™ special provisions (refer to Attachment No.
6). The “Structure Work” special provisions contain
requirements for project completion record submittal. Failure to
fulfill these requirements can result in the Local Agency being
required to obtain a bond for any subsequent encroachment
permit until the requirements of the encroachment permit for
this project have been fulfilled.

Project Completion Records:
Structure As-Built Plans

Structure As-Built plans shall be routed as shown on the
“Structure As-Built Plans Submittal Route Slip” for Locally-
advertised, consultant-designed structure projects (refer to
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Responsibility

Encroachment Permit All other Special Funded
Program Projects Projects

Attachment No. 5). This route slip is included with the
approved encroachment permit at the time the encroachment
permit is issued. Offices of Structure Construction employees
who act as oversight engineers shall take the following actions:

1. Review the Structure As-Built corrections with the
Local Agency’s contract administrator to verify that all
revisions were made in accordance with Caltrans
policies.

2. Review the “Structure As-Built Plans Submittal Route
Slip” to verify that the Local Agency’s contract
administrator has completed the top portion of the route
slip.

3. Verify that the Local Agency’s contract administrator
has sent the As-Built corrections, along with the
“Structure As-Built Plans Submittal Route Slip”, to the
Headquarters Office of the Offices of Structure
Construction in Sacramento.

A memorandum from the Headquarters Office of the Offices of
Structure Construction in Sacramento will be issued to the OSC
Oversight Engineer acknowledging receipt of the Structure As-
Built corrections. The Office of Special Funded Projects will
notify the Design Consultant and the District Construction
Oversight Engineer or the District Encroachment Permit Office
when the Structure As- Built plans have been approved by
Caltrans.

Project Completion Records
other than As-Built Plans

The Local Agency’s contract administrator is responsible for
completing the applicable project completion records listed in
applicable project completion records for each structure shall be
issued from the Headquarters Office of the Offices of Structure
Construction. Offices of Structure Construction employees who
act as oversight engineers shall take the following actions:

1. Review the applicable project completion records with the
Local Agency’s contract administrator to verify that they
were completed in accordance with the requirements of
the Bridge Construction Records and Procedures Manual.

2. Receive the completed project completion records from
the Local Agency’s contract administrator and transmit
them to the Headquarters Office of the Offices of
Structure Construction in Sacramento. A memorandum
from the Headquarters Office of the Offices of Structure
Construction in Sacramento shall be issued to the OSC
Oversight Engineer acknowledging receipt of the project
completion records.
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Responsibility

Encroachment Permit All other Special Funded
Program Projects Projects

3. Once the OSC Oversight Engineer has received the
memorandum from the Headquarters Office of the Offices
of Structure Construction acknowledging receipt of the
project completion records, the OSC Oversight Engineer
shall notify the District Construction Oversight
Engineer that the section entitled “Required final project
completion records for structures...” of Form TR-0129,
“Progress Billing/Completion Notice” (refer to
Attachment No. 2) can be completed and submitted to the
District Encroachment Permit Engineer so the District
Encroachment Permit Engineer will know that the
Encroachment Permit requirement for the submission of
project completion records for the structure portion of the
project has been fulfilled.
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STATE OF CALIFORNIA « DEPARTMENT OF TRANSFORTATION

PROGRESS BILLING/COMPLETION NOTICE PERMITNUMBER [T rioex
TR-021D (REV. 5/9%

DIST/COMR TE/PMIEP)

WORK ORDER/REFERENCE NUMBER RELATLI} PERMITS

PERMITEE NAME

DESCRIFTION OF WORK

Refer to
Pages 3, 3—

NSPECTOR'S COMMENTS
Refer to Pages 7& 12
3,6&11
ACTUAL INSPECTIGN FERMIT INSPECTOR CONSTRUCTION RE. OTHER CALTRANS UNITS |
HOURS BY
/

I 3 To the hestof my knowledpe, field work was completed on (datz): _in compliance with the perniil ] \
I 1Y ON @O NA Required final project completion recerds for structvres as notad in Permit Special Provisions have been subriticed, ¢xcept As-Binlt phans, {date): I

OOY ON O N Required final project complerian recosds for roadway a3 noled in Dermit Special Provisions have been submitted. excepr As-Buik plans. (date):

OY O~ O ™A Stucture As-Builis received (date) OY ON O w~A  Rowdway As-Builts received (date)
O3 reedd work 15 not complete O Progress Bill O Quarter No.: [0 Completion Notice [ Permit cencelled
INSPECTOR'S SIGNATURE DATE

08 b . sempBRMITOFFICEUSE -~ ..
[0 FINAL BILL ] RELEASE CASH DEPOSIT [J PERFORMANCE BOND ATTACHED
[J PROGRESS BILL ] OTHER
ACTUAL HOURS BILLING / REFUND INFORMATION
(NOT FOR BILLING)
FEE TYPE: [ sF [ as O ax
Revicw Hours Review ___ Hours @f = %
Inspection Hours Inspection __ Hours @%___ = $
Field Work Hours Field work _ FKour @y = $
COMMENTS:
TOTAL FEES %
FEE DEPOSIT PAID ON (Date) %
O Cash [ Credit Card [] Check (Check No.)
FEE DEPOSIT PAID ON (Dale) b
[ Cash [ Credit Caud [ Check (Check No.)
5
BALANCE DUE [ Final 251 ] REFUND %
COPIES TO: [ Progress Bill
1 Accounts Receivable {Billing / Refund) REFUND OF CASH REPOSIT IN LIEL] OF BOND 3
T Local Agency (Agreement Work) CASH DEPOSIT PAID ON (Date)
[0 Maintenance J Casi O CreditCard  [[] Check (Check No.)
BILLING / REFUND ADDRESS GF PERMITEE
PERMIT ENGINEER PHONE NUMBER | DATE
FM 542033 M
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STRUCTURE AS-BUILT PLANS SUBMITTAL ROUTE SLIP
FOR STATE-ADVERTISED CONSULTANT-DFSIGNED STRUCTURE EROJEC I¢5)

CONTRACT EA

FERMIT NOy;

DESTCOVRTIFAMIKTY
COMPLETION & ACCEPTANCE OF PROJECT CONSTRUCTION COXTRACT FIELD} WORHK (DATE): _
BRIDGE NOMy
CALTRANG STRUCTURE #EPREEENTATIVEAIONTRACT AIMMINISTRATOH (Kame & Plhoned
CALTRANS DISTRICT RESIDENT ENGINEER (Name & Phonek
DISTRICT ENCHOACHMENT PEEMITS ENGINEER idamce & Plwmish

/ Refer to Pages

E=— - 3&6
CALTRAKRE STRUCTUNRES GEFF OVERSIGHT LIAINDN ENGIREER dNaate & Phonie) / =
KEEF THIS MEMO WITH THE STRUCTLURE AS-BUILT PLANM PACKAGE, /
HAND CARRY OR EXPRESS MAIL TO THE NEXT PERSON.
Metials  Daw N
11 CQONSTRLUCTHIN CONTRACT ADMINISTRATOR / STRIUCTIIRE REPRESFHTATIVE

*  Compile ull drtee AsFeaic clanges, inclisSng suppiemengal plas sheoty dee 30 CO0's,

*  Sendthe fick] nflier sox of md-marked As-Haill prings v the Divislon of Sinaise £ onsirslion in Saammmin.
[ | LIYISION OF S1IRUCTURE CONSTRUM TN {DSC) SATRAMENTO

¢ Recerve and review the strucione Asiel ploss charges uled o6 the bl oifice set uf rad-mirko] -t prims

= Yerily gl ALL of the As-Duill strucoure sheeis have been ived agel huve As-Lwll g Gincdwling Lag of
Tost Horegs plan sheona)

o Updone contruet reconds

11 DIVISION OF EAR TIRIUAKL ENGINEERING & DESIKIN SUPPORT (DERESY Qi ul Bpesin Fumdod Projocls
o Receive and review the As-Ouilt changes
*  [Bmain the set of original strictiees as-adh ertded radings Irees te Wnwlwes Dikuments Unil
»  Chliver the packape of the fild alfice nm of Tod marked as-bulll prinss, B 61 of srgoel es-advere: tm:m;_u
ool the mi-huah notnie slas 1o e Dexipo Comuliant wa tkat the ms-buit chmges can by ferred caln e ang;
- ambhvarisd (raiamgs

A)  DESIGN CONSULTANT
& Trodler rod-marked Ap-lbmk chanpes o origmal ms-ndy erised 1raongs (or 10 the Compuler Liraphics Glos if
necessaryh. Tha oniginal as-edverised wracags ihereby bocose e fol As-Fuill racisgs
*  Dellyer fleld offae s of rede e biod - B printd and finel As-Tluilt tracings by express mail or hand coemy 1o
CALTRANS ESC— QOSFF 801 1200 St Saite 400, MS 12, Secrmmemo, CA 95814, *+

b} DIVISEHS OF EARTHQUARKY ENCANT L RING 2DESIGN SUPPORT (DEEADSE DiTice aul figexind Famdod Projoc(y

*  Yarily ¢l As-Buill red-marked chmipes snd approved €081 are refleated ot thie Sl As-Built tic=ys,

*=  Inform Drenig) Remidenl Engrncer (or Deset Eneroachment Pemmin Bngseer 1F el esminase = SEMI that the final
sirociuse As-Elaling b e Beeeh focrern cl omad sre s fmeues. The RE or the District $ermar Enpimoer can then iniltme
ol skl The P Billing Comapl Begtzer [ TR-0129) rezanding smuomre pegUInesse fes ¥ the Llsirict
Permit Section *

+  Inform Design Consullast tha fingl inszume as-buile have been seosived anl se sotislnc iy,

+ M ugeemed o )he Local Enocy or i Design Consubant the fietd affloe see of rod-marked As-Thile priots will be
sent 1o tham By the ONFT Lisivm Fagin

6 DIVISHOK OF STRLUCTURES MAINTEMARNCE AND INVESTIGA TIONS (S MEE1)
= Nolify 115MA |- Ensnwc e e Secteon Thal As-Buill plaes recoived und ape spos ooy

) ]

Sean lined A«-Buill imscings snis bodge inlcemalion reconds system, (RIS
Forwaed final As-flult swoimgs o MO Maorogrgéees

HO MICROGIRAFIICS

- Llse: Fnel Mrwiure As-Puill Imacings &oonkes 3 (0l sede of pecrofilm Imadway ¢ streciures | speriune cart

s HOQ Mizngraphass phias ges w1 of iocrafilms in #s file, sends one set %o the Depanment's secerity e, and
Sclivers one set 3o Be Destrcy

L] Rewm the final siroclure AsBudl s ines o Sizuehoe O5FF (o stnmgeitlispiaal or returs s Devigs Cossntsm or [ ocad
Fality [if veqguestd ]y Struciungs OSFP can then dispose of the lickd office set of redsmarked Asoliwh poams o raium thaan
1o the Desagn Conssalitant or Locsd Estity (1 resguoitad)

® Close ow of permot comingent also apan subminal of oher final sirschse progct recond and Disrac] Rusdway As-Ruill o Packape 10 Miicy
44 Whe socpeecd By comtzmcl wilth Loxcal Apeficy, seed enpy of ned- morkal prisis sng neprsligible eopies of final As-Mwib plons o Locat Apency.
12e3ipn Cormuliam beeps see il reprodiscible coples af dimal * As-Hluill © pleis for own e

Astschument: As-Budll Plons
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STRUCTURE AS-BUILT PLLANS SUBMITTAL ROUTE SLIP

FOR LOCALLY-ADVERTISED CONSULTANT-DESIGNED STRUCTURE PROJECT(S)

CONTRACT EA:

PERMIT NO. {10 Jocal entity):

DIST/CO/RTE/PM(KP):

COMPLETION & ACCEPTANCE OF PROJECT CONSTRUCTION CONTRACT FIELD WORK (DATE}:
BRIDGE NO(S):
CONSTRUCTION CONTRACT ADMINISTRATOR (Name, Phone, & Firm):

CALTRANS OVERSIGHT STRUCTURE REPRESENTATIVE (Name & Phone):
CALTRANS DISTRICT QVERSIGHT RESIDENT ENGINEER {(Name & Phonel:
DISTRICT ENCROACHMENT PERMITS ENGINEER (Name & Phone)

CALTRANS STRUCTURES OSFP OVERSIGHT LIAISON ENGINEER (Name & Phone):
Refer to
KEEP THIS MEMO WITH THE STRUCTURE AS-BUILT PLAN PACKAGE Pages 3, 5,
{HAND CARRY OR EXPRESS MAIL TO THE NEXT PERSON} 6 8& 11
Initials/Date '

1) CONSTRUCTION CONTRACT ADMINISTRATOR / STRUCTURE REPRESENTATIVE
e Compile all structure As-Built changes. including supplemental plan sheets due to CCOfs. Consultant
Structure Representatives shall review structure As-Built changes with the State Oversi#ht Structure

*  Send the field otfice set of red-marked As-Built prints to CALTRANS ESC, Division of Siructure I
Conslruction, 1801 30™ Street, MS 9-2/11H, Sacramento, CA 95816,
2) SION OF STR STRUCTION {DSC), SACRAMENTO

s Receive and review the structure As-Built Plans changes noted on the field office set of red-marked As-Built prints.

s Verify that ALL of the As-Duilt structure sheets have been received and have the As-Built stamp (including Log
of Test Borings plan sheets).

s Update contract records.

3) DIVISION OF EARTHQUAKE ENGINEERING & DESIGN SUPPORT (DEE&DS), Office of Special Funded Projects

»  Receive and review As-Built changes.

#»  Deliver the package of the field office set of red marked as built prints, and the As-Built route slip to the Design
Consultant so that the As-Built changes can be transferred onto the Local Entity’s as-advertised tracings.

4)  DESIGN CONSULTANT

e Transfcr red-marked As-Built changes to original as-advertised tracings (or 1o the Computer Graphics files if
necessary). The original as-advertised tracings thereby become the final As-Built tracings.

s Deliver field office set of red-marked As-Built prints, the set of final As-Built tracings and this Slip by express mail
or hand camry to CALTRANS ESC — OSFP, 801 127 St, Suite 400, MS 12, Sacramento, CA 95814%

3) DIVISION OF EARTHQUAKE ENGINEERING & DESIGN SUPPORT {DEE&DS), Office of Speciat Funded Projects

*  Verify that As-Built red-marked changes and approved CCOQ’s are reflected on the final As-Built iracings,

+  Inform District Resident Engineer (or District Encroachment Permit Engineer if total estimate < $| M) that the final
structure As-Builts have been received and are satisfactory. The RE or the District Permit Engineer can then initiate
and submit the Progress Billing/Completion Notice (TR-0129} regarding structure requirements (o the District
Permit Section**

e Inform Design Consultant that final structure As-Builts have been received and are satisfactory,

e Structures OSFP retains the field office set of red-marked As-Built pnints until the final As-Built tracings are
returned from HQ Micrographics. Final structure As-Built tracings are forwarded to DSM&L

6)  DIVISION OF STRUCTURES MAINTENANCE AND INVESTIGATIONS (DSM&I1}

«  Notify DSM&I-Encroachment Permits Section thar As-Built plans have been received and are satistactory.

s Scan final As-Built tracings into bridge information records system, BIRIS.

s Forward final As-Built rracings ro HQ Micrographics.

7y HQ MICROGRAPHICS

s Use final structure As-Built tracings to order 3 full sets of microfilm (roadway & structures) aperture cards.

s HQ Micrographics files a set of microfilms, delivers a se1 to both the District, and the Department’s security file.

= Return the final simacture As-Built tracings 10 Structures OSFP [for storage/disposal or return to Design
Consultant of Local Entity (if requested)]. Structures OSFP can then dispose of the field office set of red-marked
As-Bwlt prints or return them to the Design Consultant or Local Entity (if requested)

* When required by contract with Local Agency. send a copy of red-marked prints and reproducible copies of final As-Built plans 10 the Local Agency.Des ign

Consuliant keeps a set of reproducible copies of the final As-Built plans for own file
**Project closute 15 also contingent upon the submittal of ather final structure project records and District Roadway As-Built Plan Package to the District.
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CALTRANS ENCROACHMENT PERMITS MANUAL
Special Provisions to be inserted in APPENDIX K

STRUCTURE WORK

Use these speeial provisions when Permit includes any capital improvement work (Capital Quilay Program or Permit Program)
involving structure related facilities such as: modification 1o existing bridges, new bridges, all tunnels, underground struclures,
single and multi-cell culverts wider than 20¢ {6.1 m) measured in the direction of wraffic, storage boxes. nen-standard retaining
walls, non-standard scund walls (including sound walls on retaining wall}, earth retaining systems, bridge-mounted sign
structures, overhead sign structures, pump plants. slope paving under bridges (including any paving or channel lining around
bridge celumns), seal slabs/boat sections, transit stations, and 1oll plazas.

In addition to the attached General Prov isions (TR-0045), the following special provisions are also applicable:

1} BEGINNING OF WORK:

The PERMITTEE shall notify the Department’s Representative,

[Name of Structures Area Construction Manager)

at two (2) weeks before the intent to start permitied work to ensure coordination
{Phone Number)

with the Division of Structure Cons truction.
2} CONTRACT DOCUMENTS:

In zddition to the number of as-advertised coniract document sets required by the District Permit Engineer for district
use, the PERMITTEE shall include a minimum of eleven {11) additional sets of contract documents {plans, special
provisions and addenda) for use by the Calirans Engineering Service Center. Upon approval of the permit application,
the District Permit Office shall distribute the eleven additional sets of contract documents to:

Caltrans Engineering Service Center
Office of Special Funded Prejects
1801 30" Street, MS-12
Sacramento, CA 95816

Depending on the work contemplated in the project, more copies may be required as determined by the Distnict Permit
Engineer and the Structures OSFP Liaison Engineer.

3) AS-BUILT & OTHER COMPLETION RECORDS

Within sixty (60) days following completion and acceptance of the project construction contract, PERMITTEE shall
furnish acceptable completion records, which are appiicable to the project, to the STATE representatives shown in the
following table Completion records shall be submitted in accordance with the “Submittal Instructions and Forms™
shown in the following table. When requested by the PERMITTEE, the STATE representative shzll furnish the
instructions and forms shown in the following table This informaticn is also available from the Calirans internet
website.

Completion records or accompanying correspondence shall not imclude disclaimer statements of any kind,  Such
statements shall constitute non-compliance with these pro visions.

For Locally Adverused projecis. the As-Built Plan Package shall include the *“ Structures As-Built Plan Subminal Route

Slip.”
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Completion Records Table

Completion Record

Submittal Instructions and Forms

Submit Ceompletion Record to:

Field Office set of
red-marked As-Built
plans for Structures,
including Log of
Test Borings from
the Construction
Contract
Administrator

Furnish the construction field office set of red -
marked As-Built prints,

AND

Initial, date, and attach the “Structures As-Built
Plan Submittal Route 8lip™ to the As-Built plans
submittal package.

Express Mail or hand garry to:

State of Calilornia,

Department of Trans portation
Engineering Service Center,
Division of Structure Conslruction
1801 30™ Street, MS 9
Sacramento, CA 95816

‘4

Final As-Built plans
for Structures,
including Log of
Test Borings from
the Design
Consultant

Furnish one (1) complete set of acceptable full size
reproducible As-Built plans,

AND

Furnish the construction fleld office set of red -
marked As-Built prints,

AND

Initial, date, and attach the Structures As-Built Plan
Subimittal Route Slip to the As-Built plans submittal
package.

Mailing Address:

State ol California,

Departmesnt of Trans portation
Engineering Service Center,
Office of Special Funded Projects

1801 30" Street, MS-12

Sacramento, CA 95816 f

Refer to

Pages6 & 11

Next Day Mail or hand carrv 0.

801 12" Street, Suile 4
Sacramento, CA 95814

Working Drawings
{Shop P

Report of
Completion for
Structures

See contract special provisions and Standard

|_Specifications for each individual structure

ESC Structures Docur;!'lent Unit
Division of Stucture Design

Submit, for each individual structure,
Form DS-08 C3, “Report of Completion-Bridges™,
or equivalent.

Division of Structure Censtruction ~
Oversight field Engineer for the project
construction contract

Joint Movement
Calculations for
Structures

Submit, for each mdividual strecture,
Form DSD-D-0129, “Joint Movement Calculations™
or equivalent.

Division of Structure Construction
Oversight field Engineer for the project
construction contract

Driven Pile Records

Submit, for each individual structure,

Forms DC-C78, “Pile Quantity & Driving Record
{Driven Piles)”;, DH-08 €79, “Log Pile Sheet™; and
DH-05 CB0, “Pile Layout Sheet™: or equivalent.

Division of Structure Construction
Oversight field Engineer for the project
construction contsact

Paint Records for

Submit, for each individual structure, Forms DH-

Division of Structure Construction

4

Structures 08 M5, "Clean and Paint Cost S ummary”; BIT-OS | Oversight field Engineer for the project
M8, “Daily Clean & Paint Rec ord™; DII-O8 M11, constructicn contract
“Paint Record”, and DH-OS M78, “Spot —
Sandblasting Report”; or equivalent.
oS e
4) PROJECT COMPLETION (PROCESS BILLING/COMPLETION NOTICE)

For permits involving structure work, the Progress Billing/Completion Notice shall not be submitted by the District
Oversight Resident Engineer/District Permit Engineer as the “Completion Notice™ until the structure As-Builis and
other applicable structure completion records have been submitted by the permitiee and approved by Caltrans. The
receipt of these rec ords shall be noted on the Progress Billing/Completion Notice.

Privzate Enlitie s
Failure of privale entities to provide accurate, reproducible As-Built plans and satisfactory completion records
for permit work shall be cause for bend or depos it retention by the Department.

Local Agencies
Failure of local agencies to provide accurate, reproducible As-Built plans, and satisfactory completion records
for permit work shall be cause for the Department to require performance bonds on future permics. Future
permilted work 15 subjected to a bend requirement until the completion records of said previously penmitted
work are submitted satisfactorily (Streets & 1lig hways Code, Section 678).

BCM 2-19.0
ATTACHMENT NO. 6
10/15/01

PAGE 21 oF 21

BRIDGE CONSTRUCTION RECORDS & PROCEDURES MANUAL





