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Pre-Construction Preparation: 
Objectives 
Be able to… 
• Define role of Responsible Person in Charge 
• List RE’s duties 
• Staff your project appropriately 
• Know what’s in an award package 
• Create a project records filing index 
• Develop a pre-construction meeting agenda 
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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: 
• Construction Contract 

• Consultant Contract 
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Trainer Notes:Note to students that legal and manual references are often included on the slides and that they can turn to the Handouts when listed to see a copy of the form discuss or linked to. The Agency must designate a Person in Responsible Charge of the contract.  The Person in Responsible Charge must be on the agencies payroll, cannot be a consultant, even if the consultant is the Public Works Director. The LAPM is being corrected to state this.The RE, inspectors, testers, surveyors etc. may be consultants.A public employee may serve in responsible charge of multiple projects and contracting agencies may use multiple public employees to fulfill monitoring responsibilities. 



  
   

     

  

 

 

 

 

 

   

Pre-Construction Preparation: 
Person in Responsible Charge 
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 

– Contract changes. 

– Contractor payments. 

– Time extensions. 

FHWA August 4, 2011 (Course Handout Pgs. 1-3) 
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Trainer Notes:From FHWA Aug 4, 2011 MemoDuties:Regardless of whether the project is administered by the STA or another agency, theperson designated as being in "responsible charge" is expected to be a public employeewho is accountable for a project. This person should be expected to be able to perform thefollowing duties and functions: Administers inherently governmental project activities, including those dealingwith cost, time, adherence to contract requirements, construction quality and scopeof Federal-aid projects; Maintains familiarity of day to day project operations, including project safetyissues; Makes or participates in decisions about changed conditions or scope changes thatrequire change orders or supplemental agreements; Visits and reviews the project on a frequency that is commensurate with themagnitude and complexity of the project; Reviews financial processes, transactions and documentation to ensure thatsafeguards are in place to minimize fraud, waste, and abuse; and Directs project staff, agency or consultant, to carry out project administration andcontract oversight, including proper documentation. Is aware of the qualifications, assignments and on-the-job performance of theagency and consultant staff at all stages of the project.Good FHWA video re responsible  charge: https://www.fhwa.dot.gov/federal-aidessentials/catmod.cfm?id=15



 
 

Pre-Construction Preparation: 
RE Role 
Resident Engineer (RE) – 
• Administers the construction contract 
• Provides construction engineering 
• Documents the process 
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Pre-Construction Preparation: 
RE Role 
Administer construction contract: 
• Supervise project staff 
• Know and understand the contract 
• Identify and solve problems 
• Facilitate project coordination 
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Trainer Notes:Know and understand the contract: ASK:  What documents constitute the contract?Plans, specs, and support docsFacilitate project coordination:ASK:  Facilitate between whom?Cities and counties, other departments, utilities, permitting agencies, Caltrans, etc.



  
   

   

Pre-Construction Preparation: 
RE Role 
Administer construction contract (cont.): 
• Verify quality of materials and workmanship 
• Monitor safety 
• Ensure compliance with State and Federal laws 
• Pay contractor 
• Close out project 
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Trainer Notes:Verify quality of workmanship:  ensure all materials and workmanship comply with the contract requirements.Ensure compliance with State and Federal Laws:  Vehicle Code, Labor laws, EEO, DBE, Buy America, Cal OSHA, etc.



 

 

Pre-Construction Preparation: 
Project Staff 
• Resident Engineer (RE) 

• Assistant RE/Inspectors 

• Structures Representative/Engineer 

• Office Engineer/Assistant 

• Specialists? 
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Trainer Notes:Adequate construction personnel must be provided to ensure adequate field control, conformance with the contract specifications, accurate contract payments to the contractor, and that quality transportation facilities are constructed. By accepting E-76 money, you have committed to adequately staff project.Local agencies shall include in the project records the names and titles of all staff assigned to each federal-aid project.  The documentation of project staffing is essential in making a determination of the adequacy of the local agency’s construction staffing. The RE does not have to be P.E. unless the project is on the SHS.Ask what kind of specialists might a project team need? (see next slide)



 
 

 
 

Pre-Construction Preparation: 
Project Staff 
Specialists: 
• Material Tester 
• Surveyor 
• Labor Compliance 

Liaison 
• Electrical Inspector 

• Landscape Inspector 
• Storm Water Reviewer 
• Scheduler 
• Claims Analyst 
• Archaeologist 
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Pre-Construction Preparation: 
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 
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Trainer Notes:Procuring Consultants: You must follow Chapter 10 procedures, or ineligible for reimbursement!Contract may not exceed 5 years to be eligible for reimbursement.



   
    

 

Pre-Construction Preparation: 
Procuring Consultants 
Consultant selection documentation: 
• Establish evaluation criteria 
• Put out RFP or RFQ 
• Receive submittals 
• Evaluate 
• Negotiate 

3 Yr. AFV 
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Trainer Notes:RFP Request for Proposal RFQ Request for QualificationsDocumentation of the consultant selection process must be on file for 3 years beyond the final voucher of the consultant contract.Must be complete as listed above.The agency must develop the criteria by which consultants will be evaluated prior to putting out the RFP.  HQ has a training class on Consultant Selection



V About Caltrans Contact Us ADA Cert1ficat1on Request ADA Compliant Documents -1) Settings (!)Translate 

El;·O:,Jtrans· - Q. 
Travel Work w ith Calt ran s Progra ms Ca ltrans Near Me Sea rch 

Home Programs Loca l Assistance Environmental and Other Policy Issues Consult ant Se lection and Procu rement 

Consultant Selection and Procurement 

Background 

Ca l t rans Division of Loca l Assista nce provides guidance to local agencies on consu lta nt se lect ion and procu rement process related to Federal aid highway projects. Consult ant services 

contracts funded in whole, or in part, wit h Federal aid highway program funds shall be procured in accordance wit h federal requ irements of Uniform Administrati ve Requirements, Cost 

princip les, and Aud it Requirements fo r Federa l Awards in 2 CFR Part 200. In addit ion, consultant contract for engineering and design, also known as Architectu ral and Engineering or A&E, 

m ust also comply w ith t he requirements estab lished 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, const ruct ion management, feas ibili ty studies (includes enviro nmenta l studies and analysi s), preli minary engineering, design, 

engineering, surveying, ma pping or architectural related services". 

Guidance 

• Local Assistance Proced ures Manual, Chapter 10, Consultant Selection (PDF) 

• RFP vs RFQ Matrix(PDF) 

• Federa l vs State Procurement Matrix(PDF) 

• Most Frequent Errors made by loca l agencies duringA&E Cont ract Procurement (Last updated January 2016) (PPT) 

• A&E Consultant Procu rement Checklist(Word) 

Resources 

• RFP - Example (Word) 

• RFP - Example (Non AE) {Y..,9r<1J 
• RFQ - Example (Word) 

• Cost Ana lysis Sample (Excel) 

• P&P Adoption Resolution (Word) 

 
Pre-Construction Preparation: 
Use of Consultants 

https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-
procurement 12
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Trainer Notes:CM = Construction ManagementYou cannot add CM/CE to a design contract if CM was not included in the originally advertised scope and selection process

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


v About Caltrans Contact Us ADA Certification Request ADA Compliant Documents i:) Settings GJ) Translate 

I I l f.:l, ~U I )' 

Travel Work with Caltrans Programs Ca ltrans Nea r Me 

Resources 

• RFP - Example (Word) 

• RFP - Example (Non AE) (Worc;l) 

• RFQ- Exam ple (Word) 

• Cost Analysis Sample (Excel) 

• P&P Adoption Resolution (Word) 

• ~Q_ajogous Method for a Project Specific Cont ract (PDF) 

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

• ~Q_ttom-up Method for an On-Call Cont ract (PDF) 

• FHWA Consultant Services web_p...9g~ 

• 23 CFR 172 Procurement, Management and Ad ministration of Engi~<::~!i_ng and Design Related Services Final Ru le (PDF) 

• FHWA Procurement, Management and Ad ministration of Engin_e.§rJQg__a_n_g _[)~~igQ.Baj"!ted Services - Questions and Answers 

• MSHTO Consultant Contracting GuL<J...§ 

• Scope of Work Writ ing Guide for A&E Consultant Contracts tWord) 

Consu ltant Contract Audit and Review Process Train ing 

a. Procurement A&E Cont racts 

(coming soon) 

b. Selected Shorts Video Series (webcast): 

Video 1 Limited Proposa ls Received (M P4) (78 sec), PDQAAE Video Shorts 1 Reference Material(PDF) . 

Video 2 Contract Prior to Aut horization (M P4) {74 sec), PDQA AE Video Shorts 2 Reference Material(PDF) 

Search 

 
Pre-Construction Preparation: 
Use of Consultants 

https://dot.ca.gov/programs/local-assistance/guidance-and-
oversight/consultant-selection-procurement 13 
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Pre-Construction Preparation: 
Use of Consultants 

HQ Consultant Selection and Procurement 
Specialists 

Caltrans Local Assistance 

OFFICE OF GUIDANCE AND OVERSIGHT 

A&E Oversight Branch 

  
 

 

 

 

 

 

 

The' Pham 

Acting Program Manager 

D 4, 9 

John Z. Yang D1, 2, 3 

Trina Lou D5, 7, 11, 12 

Carol Green D 6, 8, 10 

the.pham@dot.ca.gov (916) 651-8903 

john.z.yang@dot.ca.gov 

Trina.lou@dot.ca.gov 

carol.green@dot.ca.gov 

(916) 651-6552 

(916) 653-4342 

(916) 651-8909 
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Pre-Construction Preparation: 
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. 
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Pre-Construction Preparation: 
Award Package 
Award package for federal-aid projects: 
• Contract Award Checklist (15-L) 
• Low Bid 
• Bidder DBE Commitment (15-G) 
• Low Bid Summary (15-D) 
• Detail Estimate (15-M) 
• Finance Letter (15-N) 
• RE’s Con. Contract Admin. Checklist (15-B) 
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Trainer Notes:What is an award package?Project is advertised, bids are opened, project is “awarded” to the apparent lowest responsible bidder.Award package is package of contract documents provided to Caltrans and the RE specific to the bid prices and commitments made by the contractor who received the project.Next few slides go through its contents in detail.  
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{ 

EXHIBIT I :=-L LOCAL AGE!\"CY COiVIR.ACI A l:\"ARD CHECKI..Th"T 

Project pomor: Cmmty ofLm. Angeles Department of Public Works. 

Federal!-ai project ff: BRLSZD-5953 (5 J) 

Location: O' -LA-O""CR 
DlfST- --CO-----{Road/'Slreet or RIB)----- -IPM----Age.nc:y 

Limits : Willow StFeet over Coyote Creek 
(Ph:y,ical funits referenre post miles or :intersectiom.) 

Has Caltnms .issu:ed! ar11 'Al!lthorization to !Proceed~ .in wrirtmg ,.,itih federa fimds inolude:l. fur 
construction, a:nd is. the amount corr,ect . . ____ .. _____ .. ____ .. _____ .. ____ .. _____ .. ____ .. _____ .. ____ .. _____ .. _____ .. ____ .. __ _ 
Copy of engmeers e;;timate~ ____ ... ____ .. ____ ... ____ .. ____ .. . ____ .. _____ .. ____ .. _____ .. ____ ... ____ .. ____ ... ____ .. ____ .. . ____ .. __ _ 
lis material testing and sampling arrnnged. __ .. _____ .. ··--.. _____ .. ____ .. -···- .. -··-.. -··-- .. ____ .. ···--.. ··--- .. ____ .. ··-
Copy oflow bidder ~-proposal . ____ .. ____ ... ____ .. ____ .. . __ __ .. _____ .. ____ .. _____ .. ____ .. _____ . ·----... ____ .. ____ .. _____ .. __ _ 

~~s~ ~ ~ - -- - ·· - ·· - ·· - · ·- · ·- ·· - ·· - ·· - ··· - ·· - ·· - ·· - ·· - ·· ·- ·· -
Local Agency Bidder DBE Commitment included! (Exmllit 1S-G]) 
lis the Nonoollnsion.ii\ffimn,i t (Chapter n "PS&E, » Exhibit n -E, l it clnnentD) .included .in 
the fo,,, bid'ders, proposal? 
lis the Bid summary (]remized! bid;; fo r 3 Jo.ves1 bidders) complete? ··-- .. ··--. ···--.. ···--" ··--... ____ .. ··-
Addendmn procedure;; adher:ed! to _ .. ____ ... ____ .. ____ .. . ____ .. _____ .. ____ .. _____ .. __ __ .. _____ . ·----... ____ .. ____ .. ·---- .. __ _ 
TIP .information, &11thorized amowrt ___ .. . ____ .. ____ .. . --·-.. ____ ... ____ .. ---·-.. ____ .. _____ .. ____ ... ____ .. ____ ... ____ .. __ _ 

fuolude TIP page number or amenclment munber here: ··--.. __ __ .. ···--.. ··-- .. ···--. ···--.. . ··--.. ··--.. . ____ .. ··-
Bid opening prncedm:'es were adha;ed to? ___ .. __ ___ .. ____ .. _____ .. ____ .. _____ .. ____ ... ____ .. ____ .. _____ .. _____ .. ____ .. __ _ 

Date DI.A's Federal\\ age Ra1te website was chec1:ed for urpdates * ------ -----·----·- -----·· ------------- --· 
Date ofbi.d opeoiing __ .. . ··-- .. ··--... ··--.. ··--... ··--.. ··---.. ··--.. ··---.. ··--.. ···--.. ··-- ... ··--.. ··--.. ···--.. ··---.. ··--.. ··-
Date of a.,vard _____ .. ____ .. _____ .. ____ .. _____ .. ____ ... ____ .. ____ .. . ____ .. ____ ... ____ .. _____ .. ____ .. _____ .. ____ .. . ____ .. ____ .. . ____ .. __ _ 
AJIJOuut of il:\\'ard .. ____ .. _____ .. --·-.. _____ .. _____ .. ____ .. __ ___ .. --·-.. _____ .. __ __ .. ---·-.. ____ .. _____ .. ____ .. _____ .. _____ .. ____ .. __ 

Detail Estimate (Exhibit ] 5-1'1): ··--.. ··--··· ··--·. ··--... ··--·····--.. ··-- . ····--. ···-- ·· ···--····--.. ···--·· ··---- ·-·-- .. ··-
Finance Letter (Exhlbirt 1 S-N): .. ____ .. __ __ ... ____ .. ____ .. . ____ .. _____ .. ____ .. _____ .. ____ .. _____ .. ____ ... ____ .. ____ .. . ____ .. __ _ 

Residem Engineer's C nstmction Contract Administration Checklis ---- ---- -·----··· ----·· ------ ·---- -- ---
lis S11Jcoessfid bidder licensed? _ ... ··--.. ··--... ··--.. ··--.. . ··--.. ···--.. ··--.. _____ .. ··-- .. ···--.. ··--.. . ··--.. ··--... ··--.. ··-

Reviewed by: 

Attached 
Y:es 

At ched 
Yes 

Atta.died 

Ye;; . 

Yes 
$291,375.00 

LA.000800 
Yes 

March 3 ., 2008 
April 8_ 2008 
June 17. 200S 
$ 29,]32_00 
Attached 
Attarcihed 
Attached 

Y:es 

(SIG. -ATilRE OF L OCAL A GE!\CT 
RI:PRESE.I'ffA TIYE) 

Ruben Amezoua 
AME PRli\TED OR TI'PED 

itl.e: _ C_i_v_il _lE_n~g~in_e_e_r _______ _ 

D ti -26-08 ate: _____________ _ 
IPhone Nmnber: (626) 458-4942 

 
 

  

Sample of 
Completed 

Local Agency 
Contract Award 
Checklist (15-L) 
(Course Handout Pg. 

4) 
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(Course Handout 
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Sample of 
Completed 

Local Agency 
Bidder DBE 

Commitment (15-G) 
(Course Handout Pg. 6) 
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Sample Itemized Bids 
of Lowest 3 Bidders (15-D) 

(Course Handout Pg. 7) 
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Trainer Notes: Ask class:  Why might it be helpful to look at the summary of the three lowest bids? Seeing if there are any items the your contractor bid significantly lower or higher than other bidders on any items?  Lower – maybe the prime misunderstood, or underestimated the work.  Higher – maybe the prime caught something no one else did, including the designer?Sometimes helpful when doing a CCO or add or eliminate work.  



(Course

1 Assiis!ance Procedures Manual 

EXHIBIT 15-IM D ETAIL ESTIMATE 

Fi 'e: _______________ _ 

FedE!l"a1 P~ No.: ______________ _ 

P,qect Loro1io 

ate: 

EXl:l BIT 15-M 
Debi Estirnah> 

To be used as a basis ,of agreement for Federal"ai cl Project No. (1}". ______________ _ 
In the Cil.ytCouniy of (2): ____________________ _ 

Construction Au:'Jlorizrr '.on Dai e (3): ___________________ _ 
Type (4): ___________________ _ 

P, e!'iminary Engineering1 (Ai.tJloriza.tion Da~e) (5): _______________ _ 
Righ. of Way ,(Acquisilicn Aumo~on Dal.e) (6) : _______________ _ 

· · ' (No. of PMcm) 
RAP !No. of Homes) 
RAP (No. of RU!Siaesses) 
l.RH l"lIDC@, No. &Nimll!) 
TOll'AL COST (7) 0 .00 

U~lf1ies Au'.horu-auo Daie (BJ: __________ _ 
-i; Cost: S 0.00 
Improvement ype Code (;9}: 
Length (m i[es) (10) : ___________ _ 

ITEM ES IMAT E (1 1) 

Item No. Item DescriDllian Un it 

Subtotal Contract IF.ems 
A""ncwStal.e Furnished Materials (1 2J 
Force Aocount ([)a',' Labor} - s!ri.,i n\'.I, E!l:l. 

StJbtafal 

Con1i~emcies (tncJudin\'.I st10.»emental Wlldi.l {13, 
Swtafal + Conf..,.,.,,,cies = Cordracf Total 

Consl!nJciion EinoJ'neerinQ (14 } 
Comracr rorar + 0:,nsm,coo,, - TOTAL COST 

Ouanlity Unit Price I Amount 
SO.OD 
~U.UIJ 

$0.00 
SO.OD 

SO.OD 

SO.OD 

SO.OD 

Page 1,of4 
Jlam.wy 2020 

 

Sample of 
Detailed 

Estimate (15-M)
 Handout Pg. 8) 
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Presentation Notes
Trainer Notes:  Find out how much funding you have, not just for the project, but for CM or Materials Testing.  



(Course

Ll'.l&a'I A.ssiisfamDl' P.ocedures Mam .1al 

Rig:t,t of Way 

ConsmJCtio 

iliOTALCOS"f 

mprov 
Cod'e 

Contract lltems. Psrooipating (16) 

Contract lltems. Nonparlicips:ting 

TOTAL 

DET L E.ST lMAiE SUMMARY (15} 

Participating Cost Fed'en 

$ 0 .00 

.. 0.00 0.00 

' eimoorsement Ratio (17): ___________ [)%_ 

Program Cod'e (s) (Hij: 

s 

E}c!lii ib iti 1S-MI 
Detai l Esfimafe 

ds other Fu s 

0 .00 

0.00% 

0.00% 

100¾ 

meillate ;i;ep~edl: ________________________ _ 

• - ·moorsement rrilics. may vary~ ·n ,eaoh ph.ase , · IMlrk sum as Bmergency R f PE ror 16Jinergency Rep · 
1(100%) and Pre1imi ry Eng" ·ng • <rrestoratio (8&53%). r.n ihese ,cases, the detail'.ed ,es-·mate sha include 
tv.o sep~ ate lines of Pr im " ry Eng" eering . 

Di:stllibutionc Projects (1) Original · 1 copy to Caltrans ctLAE 
.) Ccpyto Local ~l'\rqect:IFile 

P.age2 ,of4 
.J\3nuary 2020 

 
 

 

I 

Sample of 
Detailed 
Estimate 

(15-M)
 Handout Pg. 9) 
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Presentation Notes
Trainer Notes:  Detailed Estimate is an estimate breaking down how the federal funding will (or has been – in the case of RW acquisition or Utility relocation).It includes participating and non-participating costs, reimbursement ratios, etc.



Lacal Auista.na Praad~E.5 ~ta.11ual 

OEPARTMSNT 011 TRANSPORTATlO.N 
DIVISION Of AOCOUNTil'IQ 
i..OCAL IPROGRAM ACCOUNTING BRA Cit 

ATTN, Tammy Mar 

Work 011 Siatc Hilfli:way (V OI' N): ~ If ye, pAvite folklwlQt;, 
Admlnis«crcd b1 Stam or Loult _ _______ _ 
Pro)tcl Manager Name: ___________ _ 
AC1C1H1111ing Pr-ogram Code(s), _ _____ __ _ 

Coop erC011trlll■t[o11 Agrn,11.tN~.i - ~ - - --- --

PREUMlNAlU' ENC,JNF,ERING 
Agmcy Preliminary f,flglne.dnfl 
Stati: Fumi11!.«I Prolflllirllir)' .611Jineerlft8 
o,-erllca.dat _ _ ¾ 

lllOll"t OF WA V (RI\\' 
R/W F.n.glnecrinJ &. Adtnfo Costs. 

IDm ... · · 

C 1:0 Sl'RULTIOfli J 
SJ,562.73 1.66 

Utifities 
S~otiilWmk 
Contingcna .. 
Traiaee:s 
A-gene.-'"-- "··- • 

:mo,000.00 
ilsii.'tll.3-4 

s'2,,4~a.oo 

...... -,mractTQt,it: U . •-- " 

\._ CONS1'RUCTJON ENCJNEERIN9 
Conslructicrr En · • 

Stale funus.- ummuc110n E11g~"lr 
Owrlu::a.dat % 

S= fllm iel:Kd M~lll Testing 
O"'°rllu.d1t _ _ %. Subjob ___ _ 

Snipi~g by l\gcRC, 

Foroi, A,;COUlll Won. bJ Al!®CY 
TOTA.LS: 

l't:deral P,ulitq,lllt:,1u UHi~ C.tttlffeado11 
Fedcr.J .A • CIH! : 011 ,UCD. Ml<I0 

Dlt!:lflb1llfllfu (I l Orii!Hl•I + 4 <l)l:liei-C:i:llm.s OLAE 
(l) CopJ"tocal Ap.n-cy Frojcd Fil• 

HO% 
11)0¾ 

LOCAL FEDERAL-AID PROJECT FINANO LE'l'l:ER 

f,dllllltJ-0 
l!.oc111 l'ederaJ.Ahl l'1;0Jed 1'1nance Letter 

D1te: 5/nnll13 A5mq: ____ ._O.;S.;,;,S;,.;Lo;;,;:.;+c..;;;,.R _ ___ _ 

l'<d ProJedNo,: ____ ""B"-R;;;L<@ffi;..;:0-;.,.;;.;· ;..;.;..o,;;96Sl=-- --
Adwinlll~lD: ____ .....;:0:;;..Jiiiiooiii==6:;;..24'------

or 

I' 

p 
p 

JB''' 
~ ~ .... >-, 

p 

, 

TOTAL ( FEDt:RA:~ t!SDERAL 
C-OST O'f 1'ARTICD'AT. FIJND(l) 
W~K COST J'EQno 

... 
51.UU0-111111 

.. 
,·-,,.DIH $0 

.......... :>lJ 

SS~Sl;.t:25 $5'1.000 

FEDERAL 
FIJM>(l) 

TYl'ELJCE 

S160.0GO 

$0 
ss ....... 

Brl.dg" No, ______ J..;;,c..;;.-o33=::..t _____ _ 

J!'l\DDAL 
rtJNDm 

T'il'ELll& 

""°NIii 

59 

'DUI,,_ 

IEl>1!1'1AI.. 
FIJN0(4) 

TYl'l:LlCD 

:.,-·. 

$JU 1100 
5:4,IOll;ru 

LOCAL 
[lt"ATCI{ 

FUNOS 

,. .. , 

so 
.nuoo llll.601 

  

Sample of Completed 
Finance Letter (15-N)
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Presentation Notes
Trainer Notes:  Finance letter tells you how much funding you have and where it came from, not just for the project, but broken out for each phase, including for CM and/or Materials Testing.  



o<;1l _-\.s.sistan<e- Procedare s. l I :1.na,11 EXHIBIT 15-B 
Res.ide-.o t E.ogi:Dee-r3 s. Con!itruction Contr:ict Adminis.trnti.o.c Cbectfu.t 

E.-..:HIBIT 1;..B RI:SIDL'IT E.!"GNEER ' S Co:-.STRUCT!0:,,f CONTRAC T AinIIXISTR..-1.TI0N OUCKLIST 

This fo1m is to be completed and signed by the local agency's Resi.dent Engineer and submitted with 
Loe.al Agency's A ·ward Package 

This fo1m was cre.ated to help local agency Resident Engineers v.~th the administration of the federal-aid 
projects .. This list does not contain all the federal-aid requirements for adru.inistration of federal-aid 
projects . Resident Engineers are advised to review the Local Assistance Procedures Manual to be 
familiar \\~th all the federal-aid requirements. 

This fo1m llhall be used as reference if the local agency's federal-aid prnj ect is m,bject. to a Process 
Review. 

Local .'\gt>11cyNam.- ____________________________ _ 

F.-dernl-aid P1·oject No. __________________________ _ 

I. 

□ 
□ 
2. 

□ 
□ 
3. 

Contract Staffing: 

Names and titles of all staff assigned to the contract shall be in th.- contract files and shall be 
adequate (see Chapter 16, Section 16.3 "Project Supervision and Inspection") . 
Date of Pre-coustmction Conference (Attendees list in contract file) ________ _ 

Aut.borizati.on : 

Date of the "Autho,ization to Proceed with Construction" _____________ _ 
(Shall be prior to date proj ect was advertised) 
Date the proj ect was advertised _____________________ _ 

Contract Fil.-s: 

D Files shall be in au es tablished order and separate from other contracts (see Cllapter 16, Section 
16.8 "Project Files'"). 

Check one of the following: Index u~ on this project is D Local agency's standard for all j obs, or 

0 For federal"3id j ooo only. 

4. 

□ 
5. 

□ 
□ 
□ 
□ 

R.-sidt>nt Engineer 's/Coa~h·ucdo11 Inspectors Daily Dia.lies: 

Shall be cunent, thorough and neat with detailed information on all wol'.k perfonned (see Chapter 
16, Sec,tion 16 .7 "Engineer' s Daily Reports'"). 

Cou~h-ucdon Records and Accounting Procedures: 

Detail Estimate(s) and Finance Letter(s) are in the proj ect files. 

Amount o f federal-aid funds encumrered for the project, _____________ _ 

Program Supplemental Agre..ment is in the project files. 

There shall be so1l!'ce documen supporting progress payments made to Contractor. 

P,1,;e. l of 4 
J :mu:uy 1016 
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Trainer Notes:Spend sometime pointing out to the students what is on the document and what a good useful reminder it is for them.  (3 more slides of the same)



k.!i<l<li ~ • <CallHl!WCiXla Caam<t· -~Cl'.lltial Chddi',;f 

D There .t.1!11 be separale ir,,-.m ~ t. for ,each ,cootra,ct f P.JD :J;lli.d. 

D The11:. ;h;i ibe · proo1!rl:nre for Arimini,-n:a. : . or Lloor mpliarrne d:,dud:iDil.5. 

D Iawi.ce;.~o tlu! sti·e ,lwl!Dltcllpmgre;.;.piJ:iiD!.em.n:adel:othe atradDI. 

16. Contract Time•: 

□ 

□ 

3. 

□ 

9. 

□ 
10. 

□ 
n. 

□ 

.• ~ lllf,fl!.od. ;.hall · e .,.- bfuhed. l:o lf~e ,colllract mi:e (see Cbaprar 6. Sei::ti.011 1 ,_j oll.!Iilci 
T:ilI:.-,,1 . 

ubor Gomplianoe•: 

Cemfi.ed payro • sballbe sp:,t--<ihlled! ,agam."t d!a:il.ydii!rie;; ,;mdprew.ilillg~e;; (~ Jrter 
6. Secti.o11 16,.1 1 'Liboo' OoII:.JlfuulDe"'). 

i:iDrn ~ell.Cy"; Labar .Olll]l1iaaoe Offu::eir: ________________ _ 

.iEEO: 
Main!i!m JeOl!lid;. oo, == EEO requiEem.<-...m;. · e p:,1forcned. i!Il.dl ,doruJI:"1!ted! in. co1!.1rllcm Il!rord 
(see Chapru lei. Seoti.011 16,.J ''Equal fanployn:.-=m 1(),ppo:ntu.ni ·"). 

!Locl!J ~ell.Cy"; EEOGon:.JJ:liaaoe o .mcer: _1 ________________ _ 

iEEO.IW,iige b~· Sule.!Dellfts Poste.rs: 

'!Fema:! po!.m'!i slwl be !)0,1Nil far ,ew.,cy·~,11iier to.~ t oo ll.e!lli' the am.'tti!ctor's. o:ffi.ce ,il'I fue 
co.n..;tmctioo .ite or ,ilt lf:ie li\"oolller. ,om , ' gattering [!]Qi.nt . 

. Emp.loyee• h em.H;,s;:: 

Ther.e ,;h;i ibe eII:.]l. )""' i.n.renliew;. cmdurted. (see Cbapru 16. E:w:l!" 16-N). 

O.Jf: (Re.fer fo Chap!er n., Sediim U .:!I 

Is the j o"b,le~lhm l0O'l'.~g~,? Yes O No,O 

If ye;;, proc:eed 001 11= #12. J!No,. ,ill!.5WeJ' the gu6tiolu b elow. 

ihatii the mta:lidlollm'an::oon.t oiithei.temsliste.:l OII!lile,! 12- : $. _ __ _ 

ihat ii the i:equ.ired =tier o:ii trmll!es for thL;. colltlil.Cm? ___ _ 

D Doown.mt!.1io:a 1;1iill ibe ra1iml.ed m !Jroject filf. .... l:O ,aocouat for lf:e ,ap]lreJJt:ir:,e;; on tl!.ejob. 

11. ilm!E~ 

□ IJBE Con.a::act Goal Pert,m1¥,:! El-:bi'tllt !I 

D .i:iorn .Agear:(s DBE · ison Officer: _____ _ 

iP• er-hf 4 
.1':an.mry 20I5 
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□ 
13. 

□ 

□ 
□ 
□ 
J.4!. 

□ 

□ 
□ 

]5. 

□ 

□ 

bllilBl1:r 15-B 
~ Ji<IHII ~ , ,O,..-m Caa.inlri Ad:mmi,tn:moa Chcldm 

V,l!Iifted. thiu a c~ o:~ the armpl~ed Loe.a .4.gmcy iB:lfdu DBE Con:mi.ime!Jt (. n;tructton 
Oil.tract;;) (Ewbu 5-G) ha;; bo:en. su'llrnmei:I! to the DLAE ·~tthin 30 days oJ CO:ntrilrt award. 

OC'Os/C'L.fill:l: 

.A ' JlPI(l\'lll!ll'Oms.shallb,e ,e;tibli;J:rei:I!. Fo:rNH pro·ern, imjorcba:nge onfeis:~ · b,e 
appl"0\~111 O)' DI.AB. · p:ri(Irto pe;mil1llilDDe o:ii: ·o:li (see Cbap1ef liS. Sectio:IIJ 16.13 "Contr:art 
0 1:iao,,o:e, Oro:r.,'). 

There ;fui!!l e · "•t o:t"' the Jlpmved CCO,_ 

.All CCOs sh.ill note :mial--md eligi ilizy or Dllii. 

!lli!ndmg dilmlll.5, to be Ed.em:ifred aJ1.dd'oC1ll!!ll!Il.liltio:n, in. co:1!.trllrt file 

Tnffic Sa:M~-ill ~jiwary :and str,ed Wo:l'li. ZJa e5: 

Tn:ffic Control .. m •'lm:tic am~m:P)an . 1 • inthe PS&E. Y~Qio:,D 
see Cruptu 16.. SecilcD1 6, ,"T.r.lffic safe·, m~~ yamll Stre&WoikZ:l:n.e,;') 

eat:.: 

iRf._."JXI ·ible Per.;o:n, ____________ (i' oo1 the RE) 

.. -!l.genq sh.al! flild .. miep,r the project to ;,:e tihal the 'J'o.> · - w:ifu lfle acfilil.l coll.diooEE_ 

LocaL-!l.genq s ' be ilD.alµiDg oon;_tnx:troo.·~-im ~i1e acciJi►-m;; for 11:e p-!llpl)SI! ofomming 
dm.cier:u:~;1.-hirh migllt ibe fo!llld oo, eNBSl! o:m 1:fle;;e pni" mill 10 :ilqlroi.e 1fle co:l!.tent cffutnre 
'IiCPs. 

Maternih Fi.le£ 

The. e Qnamy _ ·-~ __ A;;,7.lra:l!.CePmgram (QAP) ··.in.thei!I["ojecl iila (see (fupru 16. Secti.o:m 16,_ 4 
~ -As~=oe Prog;ram1.-

· · LClltioo,;cfC.CmpUmce 
'1luy.A1!111!Rea" Requ:irelll&!t. 

D .Aooeptmoe Samplmg aJJ.d l'eotiag R!eparu. s · be in lhe files . 

D There ;fui e · "Sun:m;ny log' o:: te.;t ,_ 

□ iFrequ:en.c:y tl'bl.s sbal.! bellied 
□ iFa:iled. le1:1!i rna!l ibe documen.tedl in the fil._; \\mo. cro.s.m'&em:~ to,.re-te515. 
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]IS . 

□ 
□ 
l . 

□ 
□ 

Enm,11111n taJ 

nHillm' Is..:B 
&.a•~, ,aa .. tnl<i'ioa Co:atni c1 .~a:moa Clud:lm 

The ,ap,JlI"oved NE?A dOOlllllfllt is m Ifie :pm' ert :ti;e;:_ 

The ,con;tturnon j!Iajea s:ha.i.l iidbm to Ifie mfrt:iga · a.requjre:l!,1.en · Ifie ilp]lf41\7ed. NEPA 
doonment. 

for Projects Olli ·Ole-Su tt Highil"a~· S~'5tem 
.A Callran.!i Encroai:lm:.-~ ~ ha;.'been :i.;.med. 

Lorn .Ageoryshal.l c:ompl)' iiruthSrate'; Represm1am1 ; owr_;·gbaequiren:.-em;;. 

D ru!.il1aat 

.-1!1!.CV·, illm on m "&e,JJo1!51 
il' !lfuid.ent Eagm.eer :i.i a 

bb'Au IJL.aall~ l'rqa::tJ,1kJ 
ZI l)!Ji. fF'l.a..s! ftlT OtinHTNl!R~"► 

p~ .. ,4~4 
1.......-y lilU 

 

  Signing means you 
are aware of the 
requirements! 

Sample of 
Completed 
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Contract 
Administration 
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Pre-Construction Preparation: 
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 

28 

Presenter
Presentation Notes
Trainer Notes:   Examples re: Adequacy of field control:  Ensuring the materials and workmanship complied with the contract requirements.Type of material (chemical makeup, SE, CV, gradation, strength, stability, thickness of galvanization, size of bars, etc.)Installation of the material (location, depth, thickness, density, temperature, etc.)Certifications (Certificate of Compliance, Buy America, Mix Design Number)Ensuring state and federal laws were followed (i.e., Safety, MUTCD, Veh. Code)Examples of data: test results, weigh tickets, submittals, etc.



 
  

    
   

 

Pre-Construction Preparation: 
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 

LAPM 16.3 Maintaining Project Records 

29 

Presenter
Presentation Notes
Trainer Notes:Can adopt the one in the LAPM, or the CT Manual, or make your own.ASK:  Why is it recommended that an agency use the index for ALL their projects, not just Federal-aid projects? – so staff knows how to keep the records when a federal-aid project comes along.



 
   

   

Pre-Construction Preparation: 
Project Records 
For large projects: 

Recommend CT filing index 
• 63 Categories 
• Section 5-102, Organization of Project 

Documents, of the CT CM 
http://www.dot.ca.gov/hq/construc/constmanual/ 

chapter5/sec5-1.pdf 

30 
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Presentation Notes
Trainer Notes:CM = Construction ManualLarge versus small projects?Complicated structures>$M ?High-profile project

http://www.dot.ca.gov/hq/construc/constmanual
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Pre-Construction Preparation: 
Project Records 
CT Uniform Filing Index (partial): 

Numerical (to file) Alphabetical (to find) 
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Presenter
Presentation Notes
Trainer Notes:Index for CT Filing system is found in Chapter 5 of the CMBy number, if you want to file somethingBy name, if you are looking for somethingIf your agency chooses to use its own filing system, it’s a good idea to review these categories to make sure you have everything covered, and provide everyone with a numerical and alphabetical copy of the index.



 

 

 

  

 

Pre-Construction Preparation: 
Project Records 
Sample Small Projects Filing Index : 
1. Award Package 
2. Project Personnel 
3. Correspondence 
4. Weekly Record of Working Days 
5. Quality Assurance 
6. Engineer’s Daily Reports 
7. Photographs 
8. Contract Item Pay Quantity Documents 
9. Contract Change Orders 
10. Progress Pay Estimates 
11. Labor Compliance and EEO Records 
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Presentation Notes
Trainer Notes:The revised LAPM coming out in 2017 will have these revised categories, with sub-categories.
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Pre-Construction Preparation: 
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 Yr. AFV 

LAPM 19.2, Records and Documentation 
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Presentation Notes
Trainer Notes:Federal lawSingle Location:  When a CT reviewer or FHWA auditor asks to see paper work, you must have them; “they are in the lab”, or “the inspector has those diaries in his truck, but he is sick today.”



  

  

 

 

Pre-Construction Preparation: 
Pre-Construction Conference 
A pre-construction conference with contractor 
is required. 

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

Required
Attendees: 

LAPM 16.4, Pre-Construction 

CTSS 8-1.03 Preconstruction Conference34 

Presenter
Presentation Notes
Trainer Notes:LAPM 16-4 and CM Chap 5The size, duration and complexity of the project should be considered when determining who to invite. When an invitation is extended to Caltrans, representation will be up to the DLAE as resources allow. ASK:  Who else might you want to invite to the Pre-Con?  (next slide)



 

 

Pre-Construction Preparation: 
Pre-Construction Conference 

• Labor Compliance Officer 
• Emergency Services 
• Public Utilities 
• Other Agencies 
• Other? 

Recommended 
Attendees: 

CM 5-003 PreCon Conference with Contractor 
35 
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Presentation Notes
Trainer Notes:Labor Compliance officer = local agency’s officer, not CT’s.Other Agencies:  Fish and Game, Parks and Rec, BLM?  Depending on permits and issues on your project.Emergency Services:  Fire, police, ambulance.Public Utilities:  PG&E, Cable TV, AT&T (if relocation or temporary shut downs required)On a large or complicated project, the RE may decide to have separate meetings for specific topics – for instance, environmental concerns or Utility Relocation.ASK:  Any other attendees you might invite?  Possible “other” = safety officerMaintenance supervisorSchool districtMetro



 

 
 

  

Pre-Construction Preparation: 
Pre-Construction Conference 
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 
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Presentation Notes
Trainer Notes:Subcontracting: including required submittal of the Subcontracting Request Form, Exhibit 16-BDBE:  Including submittal of the Monthly DBE Trucking Verification Form 16-Z, if necessaryNEPA:  National Environmental Policy Act



 

    
   
 

Pre-Construction Preparation: 
Pre-Construction Conference 
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 
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Presentation Notes
Trainer Notes:How is a “Work Plan” different from a schedule?A schedule just says “when” someone will be doing something, a work plan says “how”.What is an example?False Work ErectionBridge DemolitionWelding



  
 

Pre-Construction Preparation: 
Pre-Construction Conference 
Pre-Construction Conference Records 
• A written record of attendance 
• Copy of agenda 
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Presentation Notes
Trainer Notes:On Federal-aid projects – if it is not documented, it didn’t happen.Must be kept in the project files.



  
  

 
Pre-Construction Preparation: 

Quiz 

True or False: 
All federal-aid projects must use the 
Caltrans Project Record Filing Index. 
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Pre-Construction Preparation: 
Quiz 

True or False: 
All federal-aid projects must use the 
Caltrans Project Record Filing Index. 
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Presentation Notes
Trainer Notes:An agency can develop their own filing index, but they must have all the required records organized and be able to find them.



  
  

   

Pre-Construction Preparation: 
Quiz 

True or False: 
All federal-aid projects must use the 
Caltrans Project Record Filing Index. 

False:  Only if the project is on the SHS 
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Presentation Notes
Trainer Notes:An agency can develop their own filing index, but they must have all the required records organized and be able to find them.



 
   

 

 
Pre-Construction Preparation: 

Quiz 

True or False: 
The designated Person in Responsible Charge 

may be a consultant as long as they are 
working full-time for the Agency. 
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Pre-Construction Preparation: 
Quiz 

True or False: 
The designated Person in Responsible Charge 

may be a consultant as long as they are 
working full-time for the Agency. 
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Pre-Construction Preparation: 
Quiz 

True or False: 
The designated Person in Responsible Charge 

may be a consultant as long as they are 
working full-time for the Agency. 

False: The Person in Responsible Charge 
must be an employee of the Agency 

and cannot be a consultant. 
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Pre-Construction Preparation: 

Quiz 
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Pre-Construction Preparation: 
Quiz 

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 
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Pre-Construction Preparation: 
Quiz 

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 
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Pre-Construction Preparation: 

Instructions 
Create a RE Pending File 

What documents do you want the PM and 
design engineer to put into your RE file prior to 
start of construction? 
Note – think of a current or future project. 
Project type will determine what goes in the file. 
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Pre-Construction Preparation: 

Exercise – Create a RE Pending File 
1. Copy the link from the chat box into your 

Chrome Internet Browser to access the 
directions. 

2. Working in small groups, select one 
person within your group to type a list of 
all the items that should be in an RE’s 
Pending file into a word document. This 
person will share their screen with other s 
in their group. 

3. Select one person to report out when 
returning to the main room. 
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