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Pre-Construction Preparation:
Objectives

Be able to...

Define role of Person in Responsible Charge
List RE’s duties

Staff your project appropriately

Procure a consultant

Know what’s in an award package

Create a project records filing index

Develop a pre-construction meeting agenda



Pre-Construction Preparation:
Person in Responsible Charge

Person in Responsible Charge of the project must
be a full time, public employee of the agency.

23 CFR 172.9 & 23 CFR 635.105
Responsible for:

e Construction Contract

 Consultant Contract



Person in Responsible Charge

2.1 Handout - FHWA August 4, 2011

Person in Responsible Charge
Ensure work delivered is complete, accurate, and consistent with the
terms, conditions, and specifications of the contract.

« Ensures project staff, agency or consultant, perform proper project
administration, including documentation.

« Maintains familiarity with day-to-day project operations, including safety.
« Performs field reviews.
» Approves:

O Contract changes
O Contractor payments
U Time extensions



United States Department of Transportation

U.S. Department of Transportation
(‘ Federal Highway

Administration About FHWA

FHWA Videos:
https://www.fhwa.d
ot.gov/federal-
aidessentials/catm

Home / Federal-aid Essentials / Videos

Federal-aid Essentials for Local A” FEderaI-aid Essentials Videos

Public Agencies

Library Directory (click to navigate)

Project Development
Project Construction and Contract Administration
Other Programs

Federal-aid Program Overview

About > * Federal-aid Program Overview Od Cfm’?idz'] 5
] e Finance - -
Videos > « Right-of-Way
List of All Videos ’ E.m.nro.nment
» Civil Rights

Finance

Project Management
Supervising Agency Requirements
https://highways.dot.gov/fed-aid-essentials/videos#project-const

Video: Project Management: Supervising Agency Requirements (Responsible Charge)
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-
administration/project-management



https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-administration/project-management
https://highways.dot.gov/fed-aid-essentials/videos#project-const
https://highways.dot.gov/fed-aid-essentials/videos#project-const
https://highways.dot.gov/fed-aid-essentials/videos#project-const
https://highways.dot.gov/fed-aid-essentials/videos#project-const
https://highways.dot.gov/fed-aid-essentials/videos#project-const
https://highways.dot.gov/fed-aid-essentials/videos#project-const
https://highways.dot.gov/fed-aid-essentials/videos#project-const
https://highways.dot.gov/fed-aid-essentials/videos#project-const

Pre-Construction Preparation:
Resident Engineer Role

Resident Engineer (RE):
 Administers the construction contract
* Provides construction engineering
 Documents the process




Resident Engineer Role

Administer construction contract:
« Supervise project staff

« Know and understand the contract

* |dentify and solve problems

« Facilitate project coordination



Resident Engineer Role

Administer construction contract (continued):
 Verify quality of materials and workmanship
* Monitor safety

* Ensure compliance with State and Federal
laws

« Pay contractor

« Close out project



Project Staff

Resident Engineer (RE)

Assistant RE/Inspectors

Structures Representative/Engineer

Office Engineer/Assistant

Specialists?



Project Staff

Specialists:

* Material Tester Landscape Inspector

* Surveyor Storm Water Reviewer

« Labor Compliance Scheduler

Liaison

Claims Analyst
» Electrical Inspector

Archaeologist
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Procuring Consultants

Local agencies are required to award on the basis of
fair and open competitive negotiations,
demonstrated competence, and professional
qualification.

Brooks Act (40 USC, Section 1104)

Comply with Chapter 10 or
be ineligible for reimbursement!

LAPM Chapter 10, Consultant Selection

11



Procuring Consultants

Consultant selection documentation:

Establish evaluation criteria

Put out RFP or RFQ

Receive submittals
Evaluate

Negotiate

=

3 Years After Final Voucher

12



Consultant Selection & Procurement

. = - —— -
)
(?(:‘:10\! About Caltrans ~ ContactUs  ADA Certification  Request ADA Compliant Documents  §} Settings @Translate
Travel Work with Caltrans Programs Caltrans Near Me Search
Programs Local Assistance Environmental and Other Policy lssues Consultant Selection and Procurement

Consultant Selection and Procurement

Background

Caltrans Division of Local Assistance provides guidance to local agencies on consultant selection and procurement process related to Federal aid highway projects. Consultant services
contracts funded in whole, or in part, with Federal aid highway program funds shall be procured in accordance with federal requirements of Uniform Administrative Requirements, Cost
principles, and Audit Requirements for Federal Awards in 2 CFR Part 200. In addition, consultant contract for engineering and design, also known as Architectural and Engineering or A&E,
must also comply with the requirements established in 23 USC Part 112, 40 USC Section 1101-1104 (Brooks Act), and 23 CFR Part 172.

A&E services are defined as “program management, construction management, feasibility studies (includes environmental studies and analysis), preliminary engineering, design,
engineering, surveying, mapping or architectural related services™.

Guidance

» Local Assistance Procedures Manual, Chapter 10, Consultant Selection (PDF)

s RFP vs RFQ Matrix{PDF)

= Federal vs State Procurement Matrix(PDF]

« Most Frequent Errors made by local agencies during A&E Contract Procurement (Last updated January 2016) (PPT)
* A&E Consultant Procurement Checklist(Word)

Resources

* RFP - Example (Word)

* RFP-Example (NonAE) (Word)

* RFQ - Example (Word)

» Cost Analysis Sample (Excel]

s P&P Adoption Resolution (Word)

https://dot.ca.gov/programs/local-assistance/quidance-and-
oversight/consultant-selection-procurement
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Use of Consultant Resources

&(340\' About Caltrans  Contact Us  ADA Certification  Request ADA Compliant Documents {:} Settings @ Translate

(RN IEY

%Mﬂﬂi Travel Work with Caltrans Programs Caltrans Near Me Search

Resources

e RFP - Example (Word)

e RFP-Example (Non AE) (Word)

e RFQ - Example (Word)

e Cost Analysis Sample (Excel)

e P&P Adoption Resolution (Word)

¢ Analogous Method for a Project Specific Contract(PDF)

e Bottom-up Method for a Project Specific Contract (PDF)

e Bottom-up Method for an On-Call Contract (PDF)

¢ FHWA Consultant Services web page

e 23 CFR 172 Procurement, Management and Administration of Engineering and Design Related Services Final Rule (PDF)
e FHWA Procurement, Management and Administration of Engineering and Design Related Services - Questions and Answers
e AASHTO Consultant Contracting Guide

e Scope of Work Writing Guide for A&E Consultant Contracts (Word)

Consultant Contract Audit and Review Process Training

a. Procurement A&E Contracts
{coming soon)
b. Selected Shorts Video Series (webcast):

Video 1 Limited Proposals Received (MP4) (78 sec), PDQA AE Video Shorts 1 Reference Material(PDF)
Video 2 Contract Prior to Authorization (MP4) (74 sec), PDQA AE Video Shorts 2 Reference Material(PDF)

https://dot.ca.gov/programs/local-assistance/quidance-
and-oversight/consultant-selection-procurement



https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement

Architectural & Engineer

Consultant Selection & Procurement Specialists

& otrans

Travel Work with Caltrans Programs Caltrans Near Me Search

Home Programs Local Assistance Guidance and Oversight Consultant Selection and Procurement

Consultant Selection and Procurement

Background

Caltrans Division of Local Assistance provides guidance to local agencies on consultant selection and procurement process related to Federal aid highway projects. Consultant services
contracts funded in whole, or in part, with Federal aid highway program funds shall be procured in accordance with federal requirements of Uniform Administrative Requirements, Cost
principles, and Audit Requirements for Federal Awards in 2 CFR Part 200. In addition, consultant contract for engineering and design, also known as Architectural and Engineering or A&E,
must also comply with the requirements established in 23 USC Part 112, 40 USC Section 1101-1104 (Brooks Act), and 23 CFR Part 172.

A&E services are defined as “program management, construction management, feasibility studies (includes environmental studies and analysis), preliminary engineering, design,

engineering, surveying, mapping or architectural related services™.

Contact a Caltrans District Local Assistance Engineer (DLAE)
to be connected with your local A&E Specialist

Caltrans HQ Consultant Selection & Procurement Specialists
https://dot.ca.gov/programs/local-assistance/quidance-and-oversight/consultant-selection-procurement
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Use of Consultants

« Cannot add CM/CE to an existing design contract

 If your PWD or City Engineer is a consultant,
his/her consulting company is not recommended
to submit proposals — conflict of interest,
appearance of conflict of interest.

16



Award Package

Contract Award Checklist (15-L)
Award package for federal-aid projects:

4 Low Bid

A Low Bid Summary (15-D)

3-Bidder BBE-Commitment{15-G)

1 Detail Estimate (15-M)

1 RE’s Con. Contract Admin. Checklist (15-B)

17



Local Assistance Procedures Manual

Exhibit 15-L

Local Agency Contract Award Checxlist

ExHiBIT 15-L LocaL AGENCY CONTRACT AWARD CHECKLIST

Administering Agency Kern County Public Warks Department

Federal-aid Project Number. CML-5050(462)
06-KER-HOPE LN, TATUM ST, WILSON LN-CR-0-KCPW

Caltrans District = County — 0 or State Route — Administering Agency)
Mall Rd to Habecker Rd and Hope Ln/Ave 10 end of Wilsen Ln

Project Locator

Project Limits.;

(Physical imits reference intersections or post miles limits)

Has Caltrans issued an "Authorization to Proceed” (E 76) in wnnng with federal funds included
for construction, and is the amount correct? .. | a——
Copy of engineers estimate: ....... 3 to be attached
Is material testing and sampling arranged? NS
Copy of low bidder's p(oposal fo be attached
Low Bid signed in ink? ............. | i n——
Is a Good Faith Effort Statemem of DBE Pamcpa!lon (Exhibit 1 5-H) included in the low
bidder’s proposal? (Only required if DBE goal is not achieved) .. Na——"
Construction Contract DBE Commitment (Exhibit 15-G) .. to be attached
Is the Non-Collusion Affidavit (Exhibit 12-H, Sample Bid) -ncluded in the low bodders pfopcsai? W
Is the Bid summary (itemized bids for 3 lowest bldders) complete? e Ve =
Addendum procedures adhered to? .. Naae—
TIP information, Authorized amount ..., $ 748,500.00
Include TIP page number or amendment number here: . P . Ak 19FTIP pg 45
Bid opening procedures were adhered 107 ... e 2
Date DLA’s Federal Wage Rate website was checked for updates * 10/28/2020
Date of bid opemng X 11/04/2020
Date of award .. 12/08/2020
Amount of award > $ 348 .655.00
Detail Estimate (Exhibit 15-M) .. 1o be attached
LAPM 3-A ... N/A
Resident Engineer s Construction Contract. Admlmstratnon Checklist (Exhvbﬂ 15-8) ................ 10 be attached
B succaual DRIEE OB 2 i L L G N e e i s v ot | - aesns v
NOTE: If the answer is ‘no” to any of the e ]
above questions, a letter of explanation is Reviewed by: e
requvred The DLAE shall review the (Signature of Administered Agency
1 and d ine if the local Representative)
agency is eligible for federal funds
Darren Qu
(Name printed or typed)
" lllhe date listed is more mn 10-
days before bid op local Title: Eng ing Manager
agency must provide documomﬂion
that web site was subseque 3
chocked within the 10-calenday day Dole: telonlisloa
:r:.od“: . ffu:bldl: PG e Shooe Phone Number: (661) 862-5252

federal wage rates, otherwise an
addendum may be required.

Distribution: 1) Ongnal plus one copy —DLAE
2) Copy- Local Agency Project fles

Page 1 of 1
January 2020

2.1 Handout page 5

Sample of
Completed
Local Agency
Contract Award
Checklist (15-L)
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Sample of Completed Local Agency

Contract Award Checklist (15-L)

Bid opening procedures were adhered to?.............. [T <SR
Date DLA's Federal Wage Rate website was checked for updates ....................................... 08/16/2022

Date of bid opening . 07/20/2022

Date of award .. 09/14/2022

Amount of award $11,793,221.33
Attached

Detail Estimate {Exhlbut 15 M)
LAPM 3-A ..

Resident Englneers Constructlon Contract Admlnlstratlon Checkllst (Exhibit 15-B)...
Is successiul bidder ICEBNSEUT ...

Attached

NOTE: If the answer is “no” to any of the

above questions, a letter of explanation is Reviewed by;
required. The DLAE shall review the

explanation and determine if the local

agency is eligible for federal funds.

(Signature of Administered Agency
Representative)

Naomi Diep

(Name printed or typed)
* If the date listed is more than 10-

calendar days before bid opening, local Title: Project Engineer
agency must provide documentation

that web site was subsequently \

checked within the 10-calendar day Date: 01712/23
period or after bid opening, and there "

were no changes in the applicable Phone Number: 213-847-4783

federal wage rates, otherwise an
addendum may be required.

Distribution: 1) Original plus one copy ~DLAE
2) Copy- Local Agency Project files

P EEG B EEG EEG R
EAdEEAEEAd EERA NS
ERsrEmEEAd EEE R
ERrEAATEEAEEAAR RS ®

YEeSs
08/16/2022
07/20/2022
09/14/2022

$11,793,221.33
Sttaicher

Federal 10 Day Rule

Page 1 of 1
January 2020
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OVER SANTA ROSA CREEK

MAIN STREET BRIDGE

CAMBRIA, CA
CONTRACT NO. 300180

FEDERAL PROJECT NO. BRLO-5949(065)

EBID PROPOSAL
:?I‘%-M CODE NO. DESCRIFTION OF [TEM m (51,119 BID (HIT PRICE BID FRICE .
1| om13s | THMPORARYFENCE(TYPEESA) | 1 ¥ = ©A43~
2 18 | PIELD OFFICE 1 18 LUMP SUM A eale™
3 DIVERBION SYSTEM a s |adoo0T | HigtNen = |
L] 072008 | SHEETING, SHORING, & BRACING 1 LS LUMP SUM Sl opn— |
5 074018 | HEALTH AND SAFTEY PLAN_ 1 LS LUMP SUM 500~
5 WLW ] LS LUMP SUM (05,000~
7 20050 | CONSTRUCTION AREA SIGNS | LS LUMP SUM 12,000 =
3| 120100 | TRAFFIC CONTROL SVSTEM L 18 LUMP SUM AR,000=
s | s |rmssacssions 3 L34~ | 490~ |
10| 150606 | REMOVE FENCE(TYFEBW) 60 | IF 5,28 (T
u | imew | sevovermvcswooprcrsn | 1m0 o 5. S~
| 12 | isse B VALREAMOUARD 1 g LF . 4 q.120~
13 | 150045 | BEMOVE ROADSIDE BION 5 EA 3 3aS ~
1o | us0s05 | nemovecwe s L] 12 9- 220 =
|15 | iows |rom e O |, | LLS = Y95 =
16 | 19400 | ADIUSTMANHOLE TO GRADE L m X0~ | (e
12| 1soie | EAVEMENT (0 MAX) 00 SF .22 94520
18| 157550 | BRIDGE REMOVAL i LS LUME SUM 92,000~
| 19 | oo | cLearmvg avp orumenio ! L8 wwesun | 30 0007
20 | 19010l | ROADWAY EXCAVATION cy 22" | (00"
2 | o0 lomewmeeavamow | s | ev | QDT 1,398~
DB-9(z)

2.1 Handout page 6

Sample of
Contractor’s
Low Bid
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Sample Iltemized Bids of Lowest 3 Bidders (15-D)

Montego Street North Sidewalk, Phase I
City of Arroyo Grande

PW 2013-02

Federal Aid Project No SRTSL-5199 (026)

Bid Opening: 06/13/13

2.1 Handout page 7

Brough Construction

1) Fisher Construction Inc.

R Burke Corporation

V. Lopez Jr. & Sons G.E.C., In

jirover Beach, CA 93483
Lrense Mo 415318 A

Predsion Concrete Inc.
759 Hartnell Rd
[Santa Maria, CA S3455%
License No: 463452 CR

(Grover Beach, €4 93433

License No: 626248 (8

Y oste Construction

265 Green Pl e

A rroyo Grande, (A 93410
License No: 879465 A

€34 Printz Rd PO Box 422 PO Box 957 200 E Fesler St Sute 101
Arroyo Grande, CA 93420 JArroyo Grande, CA 93421 |San Luts Obispo, CA 93406 |Santa Mara, CA 53454
Mem & |ltmm Dascription Quontiy Usit Ut Price twem Total Unit Price Item Totaf Unk Price e Total Unit Price e Totot
1 [Mobilization, Bonds & Insurance 1 153 $58,100.00 - 58,100.00 | 510,000.00 510,000.00 | 514,000.00 914,000.01 51,000.0 - 51,000.00
2 [Traffic Control & Construction Signing 5 $5,000.00 $5,000.00 | 52,000.00 52,000.00 | 531,000.00 S11,000.00( 53,000.00 §3,0080.00
3 |Storm Water Pollution Contro! Program 1 | $2,100.00 92,100 22,000,00 52,000 00] 53,000.00 3,000,001 352,000.00 52,000
4 oncrete Curb K Gutter :173) F 332.00 S31,360.60 540.00 $39,700.00 S40.0D $39,200.00 $40.00° 53520000
5 [Concrete Sdewalk / Drveway 4,36 = 57.00 $30,555.00 $8.00 $34,920.00 28.00 534,920.0 »11.00 548,015.00
€ [Toncrete Driveway Approach (City Std. 110-AG) 875 SF 922.00 519,250.00 510.50 59,187 50 513.00 S11 37500 $19.00 516,625.00
7 |concrete Driveway Approach (Caitrans Std. AS7A) 400, F 516.00 v12,800.c0 »11.00 28,500.00 513.00 1020000 320.00 516,000.0
B [Construct T8" X 24" Catch Basin 1 EA $3,000.00 53,000.00§ 56,500.00 56,500.00 1 $2,700.00 52,70000) $3,675.00 5367500
S |Construct Curb Drain A 5114.00 535/0.00 5200.00 51,00000  5160.00 800,001 51,000.00 35,000
(Remove & Replace 4" HMA [Class C2-PGRA-10) | 4,300 F 5440 $21,550.00 $3.30 $26,950.00 4. 522,050.00 R ,400.
1T |Remove & Relocate We box 11 EA - 9121.00 $1,331.00 5230.00 TT000] 1000 $200.00 52,400.
TZ [Install New Water Meter Box & AJ| ust to Grade d A - S3A0.00 $1.360.00 $400.00 51600001 5270.00 $1,080.00 5250.00 31,000.00
I3~ [Paint "STOP" Legena 1 EX S500.00 $500.00 S300.00 SI0000 SA0U00) S800TT $Z50.00 25000
"FTT Totals SIS/ 8500 S15,007 50 SIo3,01500 T
Usted Subs JApodaca Paving Inc. [Toste Grading & Paving AA K P Contractors F eravamti Grading & Paving
PO Bux 1 PO Bux 407 Sdlicoy, CA 395 Hunler Ple

Paso Robles, CA 93446
License No: §3 1407 A
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Local Assistance Procedures Manual

Exhibit 15-M
Dietail Estimate

Exhibit 15-M: Detail Estimate

File: D8-FRE-O-FIRE

Federal Project Mo.: STPL-5224{025

Project Location: 21 Sireet from B Stip SR33
Date: March 4, 2021

To be used as a basis of agreement for Federal-aid Project No. (1): STPL-5224(025)

In the City/County of {2): Firebaugh/Fresno County
Construction Authorization Date (3): D9/08/2020

Type (4): 4R Maintenance-Restoration & Rehab
Preliminary Engineering (Authorization Date) (5): M/A
Right of Way (Acquisifion Authorization Date) (8): MiA

Acquisition (Mo. of Parcels)

RAP (Mo. of Homes)

RAP (Mo. of Businesses)

LRH (Parcel Mo. & Mame)

TOTAL COST (7)

[ | [ [ [

Uilities Authorization Date (8): NIA
Total Cost: §

Improvemnent Type Code (9): 08, 17
Length (miles) (10): 0.15

ITEM ESTIMATE (11)

lterm Mo. | lem Description Unit | Cluarntiby

Unit Price Amount

Mobilization
[Ttem 4 mot fo exceed $10.000.00) LS 1

=

$10.000.00 $10.000.00

Traffic Control Plan
[Ttem 2 not fo exceed $5.000.00) LS 1

35,000.00 $5,000.00

Pulverize and Grade Pavement SF 41,374

51.00 ¥41,374.00

Furnish & Place Asphalt Concrete TH 815

$100.00 $81,500.00

Adjust Storm Drain Junction Boo to Grade EA 2

$1,100.00 $2,200.00

Adjust Valve Box to Grade EA 11

$200.00 $2.800.00

Adjust Manhole Cover to Grade EA 3

$1.000.00 $3.000.00

Apply Double 4-Inch Thermoplastic Siriping LF 638

$5.00 $3.180.00

=1 0==1 BT =1 L] B2 LR | 8]

Apply Thermoplastic Markings SF 474

$6.00 $2.844.00

Subiptal Contract Hems (11) 515000300

AgeﬂfState Fumished Materials {12)

Force Account (Day Labor) — siriping, etc.

Subtofal

5159.008.00

Contingencies (including supplemental work) (13} |

Subdotal + Confingencies = Coniract Tefal |

5159,008.00

Construction Engineering (14) | 522 852 .00

Contract Total + Construction Engineering = TOTAL COST |

$182 860.00

Page 1of 4
January X020

2.1 Handout page 9

Sample of
Completed
Detailed
Estimate
(15-M)
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Local Assistance Procedures Manual

Exhibit 15-M

Dietail Estimate
DETAIL ESTIMATE SUMMARY (15)

Improvement Total Cost Participating Cost | Federal Funds Other Funds

Type Code
Preliminary
Engineering 50 30 50 50
Right of Way
Construction | g $150,008.00 s150,008.00 | s158,008.00 S0
Force Account
Construction
Engineering 17 $23.852.00 £23,6852.00 5$23.852.00 30
TOTAL COST $182 86000 $182 860.00 $182 BE0.00 %0
Contract Items Participating (16) $150,008.00 100%
Contract ltems Monparticipating 50 %
TOTAL $159,008.00 100%

"Reimbursement Ratio (17): 100%

Program Code(s) (18}

Z230

Mame/Date Prepared: Teqi Chagnon, March 4, 2021

"Reimbursement ratios may vary within each phase of work such as Emergency Relief PE for Emergency Repair
(100%:) and Preliminary Enginesring for restoration (88.53%). In these cases, the detailed estimate shall include
two separate lines of Preliminary Enginesring.

Distribution: All Projects (1) Oniginal & 1 copy to Caltrans DLAE
{2) Copy to Local Agency Project File

Page 2of 4
Jamuary 2000

2.1 Handout page 14

Sample of
Completed
Detailed
Estimate
(15-M)
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Local Assislance Proced uree Manual Exhihit 15
Rraident Enginaar's Sanzrusbicn Soebiect Adeninisletion Ghecklist

Exhibit 15-B: Resident Engineer's Construction Contract Administraticn Shecklist

Thig fourt is to be complated and signed by the local agency's Resident Enginesr and
submitted with Local Agoney's Award Package

This ferm wae craated to help loeal agency Resident Engineers with the adminiztraticn of the
fedaral-aid prajects. Thiz list doss not conkain ail the federl-aid requiremeants for
administration of federalad projects. Resident Engineers are advizad (2 review the Logal
Azgigtance Procedurae Manyal to be familiar with all the federal-aid requirements.

This farm shall be ysed a5 reference if the local agency's federal-aid project is subject to a
Frocess Review.

Lotal Agency Name 1y of Ficbaugh

Federal-sid Project Mo,  S1PL-5224025)

Contract StaMfing:

MNames and tiles of all staff assigned to tha contract shall be in the conbract fles and shall be
adequats (see LAPKM Chapter 16, Section 16.2: Project Supervision and Inspeclior ).

Ot oof Pre-nanatruction Conference {Mdttendees list in contract flie)

Authorizatlon:

Data of tha “Autherzabion t9 Frocesd with Constructon® DHOEED
{Shall be prior to data projact was advartised)

Date the projact was adverliged &1M42021

Cantract Files:

Fil=a shall he in an establishen order ano saparata from other contracts (ses LAPM Ghapter
18, Sectian 16 2 Waintaming Project Records). Check ohe of the fallowing:

N*RHN"EE-

Index used on this project 1s Laca: agensy’ s stendard for all jobs. or
[ For federzkald |abs anry.

Regident Engineer'sfConstruction Inzpectora Dally Dlarlas:

b

Shall be current, tharcugh and neat with detailed information on all werk parforrmead (see LAPKM
Chapter 16, Sactlah 16.8; Fngineer's Naily Reports).

=

5 Constructicn Records and Accounting Procedures:
|Z| Destait Extimateds} and Finance Letter{s; are in the project flas.
Amount ot tederakaid funds encumbered for the project  $270.000
Pregrem Supplemerntal Agresrnant is in the praject files.
[ﬂ Thera shall be 9ource documents sUpporting progress paymant made lo Centractar,
There shall be soparate darm shiess for each cantract item paid.
Pega 1 214
January 2021

2.1 Handout
pages 11-14

Sample of
Completed
RE’s
Construction
Contract
Administration
Checklist
(15-B)
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Local Asuistanse Pracedures Manual Exhihit 16-B

Asidsnt Enginear 5 Conetidction Contract Adim ~laratian ©heackl st

B+~ HE

=

o

B2 R B

MNER:&O

§ =

Thera shall ba a pracedure for Administralive or Labor Compliancs deductiions.
Invsices ta tha Stala shall metch progress payments made to the Contractar.

Conltract Tirme:
A method shall be astablizshed to deteitning cankeact time {3ee LAPM Chapter 18, Section 16.6:
Tracklng Cantract Tirme).

Labar Compliange:
Cerified payrolls shall be spat-checkad agalnst daily diates rnd srevailing wages (ses LAFL
Chapter 16, Saction 18.9 Labor Campliange),

Local aganuy™s Labior Compliance Cfficer; Per Galeges

EEDQ:

Maintain records to ensure EEC requiremants are performed and documented in contract
record (3ee LAPM Chapter 16, Section 168.5: Equal Employrment Cepartunity).

Local agancy's EED Complianae Offiear: Aan Gallegos

EECMWage RabkeFalse Statements Posterar

Federal pogters shall be posted for every workar to sae at, gr near, the centractar's office at the
constrictian sita or at tha workers central gatherdng point

Em playas Inte rviews:

Thare shall be amplayes irtenriews conducted (see Exhibil 16-M).

QJT: (Refer to Chapter 12, Section 12.8: Faderal Contract Requirements)

|5 the Job lass Lhiar 100 warking days? Yesm Mo ]

Ifyes. proceed to ltenn #1211 Mo, answer the guestiong below.

What i the total dolfar amount of the iterms listed in Tabla 12-2:

Wihat is the required number of frainees for this contract?

Daearmertatiom will be retained in project files to account for the apprantices on the job.

DBE:

DRE Contract Goal Percentage Exhibit 9-0: 12%

Local Agency's DBE Lialson Offieer: Ban Gelleges

Werified Lhat a copy of e completed Local Agenay Bidder DEE Cammitment {Canstroetion
Contracis) (Exhibit 15-3) has been subimitted to the DLAE within 30 days of contract awaed.
Canracior has been provided "Monthly DEE Trucking Verfication® Form (sea LAPM Chaplar
14, Exhibit 16-Z1)

Contractor has been provided the monthly Exhibit 3-F - DEE Running Tally of Paymens

Page 2 of 4
Januiy 2021

2.1 Handout
pages 11-14

Sample of
Completed
RE’s
Construction
Contract
Administration
Checklist
(15-B)
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Local Apsletance Procedures Wanyal Exhibit 158

Resident Ergirasr'a Censirust on Sontract Afwinlatral an Sheckdist

=

SN

& &

N

& &

=

=

NEE A

CCOs/CLAIME:

A CCO approval procegs shalt be eslablished. For MHS picjscls, major changa orders will be
approved by DLAZ prior o parfarmanee of work {zee LAPM Chapter 14, Section 18,18 Change
Ordera).

Thare shall he A list of the approved CC0s.
Al ©C3s shall nate federal-aid eligibility or nat.

Pending claims to be identified and docurmantation in contract e

Traffic Safety in Highway and 2trost Work Zones:

Trafic Gontrol Plan {TCPYTraffic Managemeant Plan (TMP) in the PS&E? Yes NDD
(=oa LAFM Chapler 16, Section 16,15 Traffic Safaty in Highway and Strast viork Zones)

Comments:

Fesponszible Parsan {if not the RLE)

Local Agency zhall field review the project la see that the TCF agrees with the actual condtiohs.

Lacal Agency shall be analyzing constructian work site sccidents for the purpose of conecting
%tggéendes which might be found to exist an Iness projacts and o improve the comtent of Ltang

Matariale Files:

Tha Qualily Assurance Prograim (QAP iz in tha project iiles (see LAPM Chapter 18, Section
15.11: Quality Assurance Program),

There shall be procadures for and filing of, {if appropriate)
Matice of Matedals to be uscd

Cartifications of Compliance

"Buy Amenica” Requiramants
Accaplance Sampling and Tesling Reparts shall be in the files.
Thew shall be 3 “Summary Loy of tests.
Frequerncy tables shall be used.

Failad teska shall be documented in the files with craes refarences to re-tests,

Residert Engineer shall review all test raponts.

Fage 5 al 4
Aawary 2021

2.1 Handout
pages 11-14

Sample of
Completed
RE’s
Construction
Contract
Administration
Checklist
(15-B)
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Local Aegislance Procedures Manual Exhibit 15-8

Ras oant Enginaar's Lensdruat en Sortrad & vinishmbion Ghedelist

16 Envirpnmental
Tre approved NEFA documant is in the project Gles.

The conatnuction profect shall adhere o The mitgation requiremnants in the approved NEFA
tocurant.

17. For Projects on the State Highway Systam
A Caltrans Encrogchment Permit has bean |zsuad.

|:| Lace| Agency shall comply with State’s Reprasentative's avarsight requirements.,
Local Agf[#&\'{&wnnt Enginesr
sl dnnradgriaie Baw:

] Agency Emplayes
Cansultant

Diate, M0BE0ZT Signing means you
N are aware of the

sble locah / requirements!

ﬁq_ /E/}\— CACA2021

Dae

If a Consultant, please sign helow

[,

Loca Agenoys
@sidant Enginger 1a

Ean Gallegocs
City ManaganPublic Warke
[Hrectar

Diabutded: 1 | resl AgRney ProEcLFlE
21 DLAL [peasepur ar hrst pag anhg

Page daf d
deueny 2021

2.1 Handout
pages 11-14

Sample of
Completed
RE’s
Construction
Contract
Administration
Checklist
(15-B)
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Project Records

The project records must:
« Support

« Adequacy of the field control
« Conformance to contract specifications
 Payments to contractor

« Contain all data pertinent to the work

» Be complete and well organized

29



Project Records

The local agency must:
« Adopt a numbered filing index

» Use the same index for all federal-aid projects
* Maintain a separate record file for each project

« Should include topics listed in LAPM 16.3

LAPM 16.3 Maintaining Project Records

30



Project Records

All contract documentation and backup records shall
be available for inspection by Caltrans and FHWA:

« At any time for a minimum of three (3) years
after the final voucher is received by agency

« At a single location for the reviews and audits

3 years After Final Voucher

LAPM 19.2, Records and Documentation

31



Pre-Construction Conference

A pre-construction conference
with contractor is required.

Required Attendees

LA Person in Responsible Charge
* RE (if not same as above)

 Contractor

LAPM 16.4, Pre-Construction

CTSS 8-1.03 Preconstruction Conference

32



Pre-Construction Conference

Recommended Attendees
« Labor Compliance Officer

Emergency Services
Public Utilities

Other Agencies
Others?

CM 5-003 PreCon Conference with Contractor

33



Pre-Construction Conference

Agenda
Required Topics

« Safety

* Equal Employment Opportunity

« Labor Compliance

« Subcontracting

» Contract Training (Apprentice) Goals
+ DBE

* Environmental Concerns

« Water Pollution Control

* Traffic or Pedestrian Handling

* Buy America-De Minimis Requests

34



Pre-Construction Conference

Agenda

Recommended Topics

* Progress Schedule
» Work Plans
* QC/QA

« Materials Requiring Certificates of
Compliance

« Materials Requiring Buy America Certificates
« Contract Change Order Process

* Dispute Process

 Potential Utility Conflicts

35



Pre-Construction Conference

Conference Documentation
Kept in Project File

* A written record of attendance

» Copy of agenda

36



Pre-Construction Preparation

Remember

Person in Responsible Charge must be
a full-time public employee of Local Public Agency

Staff your project appropriately to meet the
requirements of project

Know what'’s in the Award Package

Reference
« LAPM Ch 16.3 Maintaining Project Records

« LAPM Ch 16.4 to develop a pre-construction
meeting agenda

Document... document... document!

37


https://dot.ca.gov/programs/local-assistance/guidelines-and-procedures/local-assistance-procedures-manual-lapm
https://dot.ca.gov/programs/local-assistance/guidelines-and-procedures/local-assistance-procedures-manual-lapm
https://dot.ca.gov/programs/local-assistance/guidelines-and-procedures/local-assistance-procedures-manual-lapm
https://dot.ca.gov/programs/local-assistance/guidelines-and-procedures/local-assistance-procedures-manual-lapm

Pre-Construction Preparation - Quiz

Questions 1 -3

38



Module 2 - Quiz

#1. All federal-aid projects must use the
Caltrans Project Record Filing Index.

True or False

39



Module 2 - Quiz

Answer - False

#1. All federal-aid projects must use the
Caltrans Project Record Filing Index.

Only if the project is on the
State Highway System

40



Module 2 - Quiz

#2. The designated Person in Responsible Charge
may be a consultant as long as they are
working full-time for the Agency.

True or False

41



Module 2 - Quiz

Answer - False

#2. The designated Person in Responsible Charge
may be a consultant as long as they are
working full-time for the Agency.

The Person in Responsible Charge
must be an employee of the Agency
and cannot be a consultant.

42



Module 2 - Quiz

#3. Choose the information that is not
typically found in the award package:

a. Contractor’s Bid Prices
b. Subcontractor’s Bid Prices
c—DBE Commitments

d. Amount of project federal-aid

43



Module 2 - Quiz

#3. Choose the information that is not
typically found in the award package:

Answer: b.

a. Contractor’s Bid Prices
b. Subcontractor’s Bid Prices
c—DBE Commitments

d. Amount of project federal-aid

44
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