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Preparation
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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:

e 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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From FHWA Aug 4, 2011 Memo
Duties:
Regardless of whether the project is administered by the STA or another agency, the
person designated as being in "responsible charge" is expected to be a public employee
who is accountable for a project. This person should be expected to be able to perform the
following duties and functions:
 Administers inherently governmental project activities, including those dealing
with cost, time, adherence to contract requirements, construction quality and scope
of Federal-aid projects;
 Maintains familiarity of day to day project operations, including project safety
issues;
 Makes or participates in decisions about changed conditions or scope changes that
require change orders or supplemental agreements;
 Visits and reviews the project on a frequency that is commensurate with the
magnitude and complexity of the project;
 Reviews financial processes, transactions and documentation to ensure that
safeguards are in place to minimize fraud, waste, and abuse; and
 Directs project staff, agency or consultant, to carry out project administration and
contract oversight, including proper documentation.
 Is aware of the qualifications, assignments and on-the-job performance of the
agency 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



Presenter
Presentation Notes
Trainer Notes:  

Per the State and Federal requirements
Manages cost, schedule and time.



Pre-Construction Preparation:
RE Role

Administer construction contract:
* Supervise project staff

 Know and understand the contract
* |dentify and solve problems

» Facilitate project coordination
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Know and understand the contract: 
ASK:  What documents constitute the contract?
Plans, specs, and support docs
Facilitate 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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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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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 Landscape Inspector

« Surveyor « Storm Water Reviewer
« Labor Compliance « Scheduler
Liaison .

Claims Analyst

 Electrical Inspector 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

10
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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:
o Establish evaluation criteria

 Put out RFP or RFQ
 Receive submittals

e Evaluate

Negotiate

11
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RFP Request for Proposal 
RFQ Request for Qualifications
Documentation 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


Pre-Construction Preparation:
Use of Consultants

About Caltrans  ContactUs  ADA Certification  Request ADA Compliant Documents ﬂ' Settings @Translate

& Gtrans \

Travel Work with Caltrans Programs Caltrans Near Me Search

Home Programs Local Assistance Environmental and Other Policy Issues 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.

ALE 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)

o RFPvs 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)
o A&E Consultant Procurement Checklist(Word)

Resources

s RFP - Example (Word)

o RFP-Example (Non AE) (Word)

s RFQ - Example (Word)

* Cost Analysis Sample (Excel)

* P&P Adoption Resolution (Word)

https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-
12
procurement
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CM = Construction Management
You 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

Pre-Construction Preparation:
Use of Consultants

About Caltrans  Contact Us  ADA Certification  Request ADA Compliant Documents 'C} Settings @ Translate

(RO IEY

%m Travel Work with Caltrans Programs Caltrans Near Me Search

Resources

* RFP-Example (Word)

e RFP-Example (Non AE) (Word)

* RFQ - Example (Word)

= Cost Analysis Sample (Excel)

« P&P Adoption Resclution (Word)

+« Analogous Method for a Project Specific Contract(PDF)

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

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

« FHWA Consultant Services web page

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

* 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/guidance-and-
oversight/consultant-selection-procurement

13
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CM = Construction Management
You 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

Pre-Construction Preparation:
Use of Consultants »

HQ Consultant Selection and Procurement
Specialists

Caltrans Local Assistance

OFFICE OF GUIDANCE AND OVERSIGHT

A&E Oversight Branch

Acting Program Manager the.pham@dot.ca.gov (916) 651-8903
The' Pham D4,9

John Z. Yang D1, 2,3 john.z.yang@dot.ca.gov (916) 651-6552

Trina Lou D5, 7, 11, 12 Trina.lou@dot.ca.gov (916) 653-4342

Carol Green D 6,8, 10 carol.green@dot.ca.gov (916) 651-8909

14
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CM = Construction Management
You cannot add CM/CE to a design contract if CM was not included in the originally advertised scope and selection process

mailto:the.pham@dot.ca.gov
mailto:john.z.yang@dot.ca.gov
mailto:Trina.lou@dot.ca.gov
mailto:carol.green@dot.ca.gov

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.

15
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CM = Construction Management
You cannot add CM/CE to a design contract if CM was not included in the originally advertised scope and selection process


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)

16
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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.  


11

EXHIBIT 15-L. LOCAL AGENCY CONTRACT AWARD CHECKLIST

Project Sponsor:  County of Los Angeles Department of Public Works

Federal-aid project #: BRLSZD-3953 (541)
Location: 07-LA-0-CR

DIST-—-- L — (Foad/Street or RTE)}——- PM—- Agency
Linmts: Willow Street over Covote Creek

(Phrysical limits reference post miles or intersections)

Has Caltrans 1ssued an “Authorization to Proceed” in writing with federal finds included for
construction, and 1s the amownt ComTectT ... .o

Copy of engimeers eStIIATE. ... et et s
Is material testing and sammpling arranged?. ... e
Copy of low bidder’s proposal: ..o e
Low Bad stmmed m mET s

Local Agency Bidder DBE Commitment included (Exhibit 15-G1)

Is the Noncollusion Affidavit (Chapter 12, “PS&E.” Exhibat 12-E. Attachment I} included m
the low bidders” proposal?

Is the Bid summary (ttemized bids for 3 lowest bidders) complete?
Addendum procedures adhered 107 ...
TIP information. Authorized SIMOUIE ... e

Bid opening procedures were adhered £07 e
Date DLA’s Federal Wage Rate website was checked for updates ® .
Date of Bld OPEIIIIT ... et et st et et e e et e e
Date of AWaTd e

Finanee Tetter (Exhibit 13- e
Fesident Engineer’s Construction Contract Admmistration Cheeklist. ...
Is successful bidder LicemsedT ..ot

Yes
Attached
Yes
Attached
Tes
Attached

Yes
Tes
Tes
$291.375.00
LAQGMS00
Tes
March 31, 2008
April 8. 20:08
Jume 17_ 2008
$229.132.00
Attached
Attached
Attached
Yes

Beviewed by:
(SIGNATURE OF LOCAL AGENCY
REPRESENTATIVE)
Ruben Amezcua
(WAME PRINTED OF. TYPED)

Title:  Civil Engineer

Date: 6-26-08
Phone Number: _ (626) 468-4942

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

(Course Handout Pg.
4)

17
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MAIN STREET BRIDGE

{OVER SANTA ROSA CREEK

CAMBRIA, CA
CONTRACT MNO. 300180

FEDERAL PROJECT NO. BRLO-5949(065)

BID PROPOSAL
rrlq?ﬁh.d CODE N DESCRIFTION OF [TEM mﬁ T __!EIJUNIT—I‘R'.ICE." BRICE
1 Q71335 | TEMPORARY FEMCE {TYPE Fia) 1 ¥ £ | Q43T
| 2| oesnig | FIELD CEFICE 1 L5 ez | S leals
» DIVERSION EveTEM : e [a3oeo= | diemn-
4 004 i SHEET 1, SHORING, & BRACEG 1 18 LLPME SUM el ofn =
3 TaziE | HEALTH AND SAFTEY FLAN 1 LS LITHP SUI% SoonT
& [alrli] WATER m;g.mmﬂ_;qm;;n 1 L5 LM S LS, Gho ™
T4 1at0e | COWSTRUCTHIN AREA BIGNE I LS LI ST L=, 000 =
§ 130000 | TRAFEIC CONTROL SYSTEM 1 if LLIMF 5L 23,000
] 17885 mﬂmﬁaﬂmm 3 EA Lle2H™ | H902" |
10 155608 | REMOVE FENCE (TYPEEW) 620 LE o =20 [T e
L 150600 | REMDVE FENCE(WOOD FICKET) 50 LF Tl = s
3| dsu6ee ﬁ:ﬂg METAL BEAM GLARD $15 LF . HiEpT
| esms t REMIIVE BOADSIDE SI0N 5 EA = Gles ~
|6 | 1806 | REMOVE Ciee HEE L] LE 9= a0 -
| 1sas ﬁf‘lﬂﬂ ROKDSIDE SIEH{EHE 1 EA Les ~ | Has ~
16 | 19 | ADJUST MANHOLE O GRATE _EA fp =0 = {pE1
) asmid m%ﬁm’ﬁ 129 SF )22 ey i LT
1k 157350 | DRIDGE REMOVAL 1 LE LUMPEUM | S D00 |
] 160101 | CLEARDNG AMD GRUBDENG i L5 LERMP S0 ‘ AR 0DO -
| 20 | ismiol | ROADWAY ENCAVATION B Y 43" | T l0n
1 | sl | pivcuEXCAVATION 15 Y S5 L,39 -
DB-9)
Page 3 of 57

Sample of
Contractor’s
Low Bid

(Course Handout
Pg. 5)
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Sample of
Completed
Local Agency
Bidder DBE
ommitment (15-G

Course Handout Pg. 6
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Where you find your DBE participation goal, what DBE contractors will be used to meet the goal and what work they have been committed to do?


Montego Street North Sidewalk, Phase ||
City of Arroyo Grande

PW 2013-02

Federal Aid Project No, SRTSL-5199 (026)

Bid Opening: 06,/13/13

Sample Iltemized Bids
of Lowest 3 Bidders (15-D)

(Course Handout Pg. 7)

Brough Construction Ul Fisher Construction Inc. R, Burke Corporation - Lopez Jr. & Sons G.E.C., Ind
634 Printz Rd PO Box 422 PO Box 957 00 E Fesler St Sufte 101
Arroyo Grande, CA 93420 JArroyo Grande, CA 93421 San Luis Obispo, CA 93406 Sants Maria, CA 93454
item d | Daceripion Quentity Uiwit Uit Brice twm Totol Winit Price ltem Totel Unk Prica e Total Uit Price Jtarrr Tt
1 |Mobilization, Ponds & Insurance I & SE,100,00 58, 100.00 | 510,000.00 S10,000.00 | 514,000, 314,000,008 51,000.00 51,000.00 |
¢ [Traffic Control & Construction SIgning i1 = 55,000.00 S5,000.00 | 52,000.00 52, 000,00 | 511,000.00 1 O0.00| 5300000
ater Pollution Control Program T = Se, 100, 3L, 100,00 | 52,000.00 52,00000| 53,000.00 5300000 SZ000.00| 5500000
oncrefe Curb B Gutter F 9100 S, 360,00 240.00 | 5s9,l0000 TA0.00 530,200.00 SA0.00 Baa, 200,
5 _JConcrefe Sdewalk [ Driveway [RT5 T 5700 30,555.00 5800 234 32000 ] 538, 920.0 51100 S4B 01500
& |Loncrete Driveway Approach [City Std. i B22.00 250,00 S10.50 39,187.50 515.00 SI13TE00 519,00 S1EEZ5.00
7__{Loncrete Driveway Approach (Caltrans 5id. ABTA] | F16.00 512, B00.00 51100 TEE00.00 T13.00 516 300,00 S20,00 516,000,
& |Construckt 18" X 24" Catch Basin 1 EA 53,000.00 ilii] 00 SE, 50000 ) 52,700.00 5270000 S3.A75.00 5367500
— & [Construct Curb Drain _Sl A | SLIA.00 S5T0.00]  S200.00 S1,00000| Gi160.00 SEO0,00 | .00 55,000,
Emove ace ass 2-PGES-10] 1300 =F 5440 521, 560,00 S5.50 | ’ 50| 52205000 ; 525, 300.00
1 emove & Relocate VB Tbox I~ EA 3121.00 L300 5250.00 Je o000 | 15000 5205000 52,200.00
IT [Tnstall New Water Metar Fist to Grade 4] EA S930.00 5§ BT TA00.00 SLEO00T| 527000 Jil) BI50.00 3100000
1T |Pain EEN -I.L 12,1 Tl ] kTR SO0 30000 Sa00.00 ~ Saou.on B2 S0.00 SZS000
Otals . ~ oib/eea0)
Usted Subs daca Paving Inc. oste Grading & Paving AA & P Contractars rravant] Grading & Paving
PO Bu 1 PO Bus 407 Salicuy, CA 355 Hunler Plave
rover Beach, CA 93483 rover Beach, CA 93431 License Mo: 616248 CH P2 Robles, CA 93446
License Mo: 415318 4 License No: 833407 &
redslon Concrete ine, oate Constructon
759 Harinell kd, P65 Green Plare
Santa Maria, CA 93455 rmoyo Grande, CA 93410
License MNo: 463452 CB icense No: BT9465 A
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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.  



Local Assistance Procedures Manual

EXHIBIT 15-M

Detail Estimate
EXHIBIT 15-M DETAIL ESTIMATE
File:
Federal Project Mo
Project Location:
Date:
To be used as a basis of agreement for Federal-aid Project Moo (1)
In the City'County of {2):
Canstruction Authorization Date {(3):
Type (4):
Preliminary Engineering (Authorization Date) (5):
Right of Way [Acquisition Authorization Date) (&)
Acquisiton (Mo, of Parcels)
FAP (Mo, of Homes)
FAP (Mo. of Businesses)
LBH (Parcal Mo. & Mams)
TOTAL COST (7) 0.00
Lhilities Authorization Date ()
Total Cost: 5 0.00
Improvemsnt Type Code (9):
Length (miles) (100
ITEM ESTIMATE {11)
ltem Mo, ltem Description Unit Quantity | Unit Price | Amount
50.00
T 000
5000
§0.00
Subtotal Contract ltems
Agency'Siate Fumished Matenals (12)
Force Account (Day Labor) — striping, stc.
Subtofal 50.00
Caontingencies (including supplemental work) (13)
Subtofal + Contingencies = Condract Tolal 50.00
Canstruction Enginesring (14
Contract Toral + Constouction Engineering = TOTAL COST 5 0.00
Page 1of4
January 2020

Sample of
Detailed

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





Local Assistance Procedures Manual Exhibit  15-M

Detail Estimate
DETAIL ESTIMATE SUMMARY (158)

Improvement Total Cost Participating Cost | Federal Funds | Other Funds

Type Code
Engineering ’
Right af Way F0.00
Construction 5 0.00

Sample of

o dampie O
e Detailed
TOTAL COST 50.00 $0.00 5 0.00 $0.00 e a I e

Estimate
Caontract ltems Participating (15) 0.00%
Caonfract terns Monparticipating ( 1 5- M )

0.00%

ToTAL 100% Course Handout Pg. 9)

*Reimbursement Ratic (17): 0.00%

Program Code(s) (18):

MameDate Prepared:

"Reimbursemsant ratics may vary within each phase of work such as Emergency Relief PE for Emnergency Repair
(100%) and Preliminary Emgimeering for restoration (88.53%). In these cases, the detailed estimate shall include
twio separate limes of Preliminary Enginesring.

Distribution: ANl Projects (1) Original & 1 copy to Caltrans DLAE |
{2} Copy to Local Agency Project File

Page 2 of 4
January 2020 22
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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.





Sample of Completed

Finance Letter (15-N)
(Course Handout Pg. 10)

Lacal Assistance Procedures Manual

. Exhibit 3-O
Local Federal-Aid Fraject binance Letter

DEPARTMENT OF TRANSPORTATION
DIVISION OF ACCOUNTING
LOCAL PROGRAM ACCOUNTING BRANCH

ATTN: Tammy Mar

LOCAL FEDERAL-AID PROJECT FINANCE LETTER

Work on State Highway (¥ or M N W yes, provide following:
Administeced by State or Local?
Project Manager Name:
Accounting Program Cade{s):
Coop or Contribation Agrant No.:

[PRECIMINARY ENGINEERING

b FEDERAL
PARTICTPAT.

COST

FEDERAL
FUND (1)

ar
"L PE Q110

Date;

Agency:

Fed Project No.:
Advantage 1D:;
Bridge No:

5222013

BRLO-5949(065)
[EfTTIT
T AGL-033T

FEDERAL
FUND (2)
TYPELICE

FEDERAL
FUND (3}
TYPELLIE

FEDERAL
FUND (4}
TYFE L1CO

FEDERAL
FUND (5)
M40

LOCAL
MATCH
FUNDS

Agency Preliminary Engineering

State Furnished Preliminary Engineering
Owerhead at %%

RIGHT OF WAY (R'W

RAW Engineering & Admin Costs.

< CONSTRUCTION >

33,562, T3L.66
Utiities

Supplemental Work
Contingencies
Tralness

S190,000.60
$336,273. 14
Eﬂm

k)

Srate Furnished Materizls Testing
QOverhead ot %, Subjob

Siping by Agency
Foree Account Work by Agency

= —

|

Elﬂll.ﬂl-llll $HO, B0 : —ST000

0

SL19,600

i
m.

4,110,725 .

P 5668000 0

¥ 330,050 SH0,000 (]

TOTALS:
Federal Participation: 100% Certification
Federal Apps. Code(s): 9118, LI1CE, LI1E, L1CO, M240

Federal Reimbursement Rate(s) for Progress Involee:

£l 30 530,000

$5,060,005]  §5,068,

I certify that this Finance Letter accurately reflects the
curtent cost estimate for all phases of the project

[FHASE

2 5 1) 1.
* YP" = Pro Rata, "L" = Lump Som

$4.808,

Fer gquestions regarding finance leiter, coniaet:
Printed Name:  Corl Mardalek

Distribution: (1) Original + 4 copies.Caltrans DLAE
() Copy-Local Agency Project File

FED (1) ) | FED () FED (4) [FED (5)]abligated but not fully expended, . Telephone No: (BOSTHI-4905
PE 0% 80% 80% Slgmature : s
LIl 80% 80% B0% Title : naggl - I'.\'mg;luf:‘:;lnls Obispa - Dept, of Public Worka
[CON 100% Praject location ; d5e 2t Banta Fota Cretk, Cambris, CA
CE L% Remirks : Fraance Letter - Contract Award
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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.  





Lacal Assistance Procedures Mannal EXHIBIT 15-B
Fesident Engineer’s Construction Contract Administration Checklist

ExuIeiT 15-B RESIDENT EXCINEER'S CONSTRUCTION CONTRACT ADMINISTRATION CHECKLIST

This form 15 to be completed and signed by the local agency’s Resident Engineer and submitted with
Local Agency’s Award Package

This form was created to help local agency Resident Engineers with the adounistration of the federal-aid
projects. This list does not contain all the federal-aid requirements for adnunistration of federal-aid
projects. Resident Engineers are advised to review the Local Assistance Frocedures Manual to be
faniliar with all the federal-aid requirements.

This form shall be used as reference if the local agency’s federal-aid project is subject to a Process
Review.

Local Agency Name

Federal-aid Project No.

Contract Staffing:

Names and titles of all staff assigned to the contract shall be m the contract files and shall be
adecuate (see Chapter 16, Section 16.3 “Project Supervision and Inspection™).

Date of Pre-construction Conference (Attendees list in contract file)

Anthorizaton:

Date of the “Authorization to Proceed with Construction™
(Shall be pricr to date project was advertised)
Date the project was advertised

Contract Files:

Files shall be in an established order and separate from other contracts (see Chapter 16, Section
16.8 “Project Files™).

Check one of the following: Index wsed on this project is I:l Local agency’'s standard for all jobs, or
[_|For federal-aid jobs only.

O-@oo-oo-

Resident Engineer’s/Construction Inspectors Daily Diaries:

Shall be curent, thorough and neat with detailed information on all work performed (see Chapter
16, Section 16.7 “Engineer’s Daily Reports™).

o+

Construction Records and Accounting Procedures:

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

Amount of federal-aid funds encumbered for the project,

Program Supplemental Agreement is in the project files.

Oogoog:

There shall be source documents supporting progress payments made to Confractor.

Page 1l of 4
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Presentation Notes
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)


Local Ardutunce Procedure: Mamnsl ENHIEIT 15-B

FReddemt Engineer’: Comtraccen Contract Adminisrraties Checldizt

O~ O°"ogo

|:|:¢' |:|9ﬂ

1=

11

[

O O

There shall be separate item sheets for each cooimact item paid.
There shall be a procedure for Adminismrative or Labor Compliance dsductions.
Inwoices o the State shall match proeress payments made to the Coniracior.

Contract Time:

A method shall be established to defermine conmact tome (see Chapter 16, Section 16.5 “Coniract
Time").

Labor Compliance:

Certified paryrolls shall be sp-:‘t—-:.h:ediea apainst daily diaries and prevailing wagzes {see Chapter
16, Section 15.11 “Labor Compliance™) :
Local agency’s Labar Complianre Officer:

EEQ:

Maintain records to ensure EEQ raquirements are performed and documsnted in contract record
(zes Chapter 14, Section 16.12 Equnl Employment Opporumniry™).

Lecal azency™s EEQ Complhiance Officer: I

EEWage FateFalse Statements Pasters:

Federal posters shall be posted for every worker to see af, or near, the contractor's office at the
consmciion site of at the workers central pathering point.

Emplovee Interviews:

Thars shall be emploves interviews conducted (see Chapter 16, Exhibit 16-17).

OJT: (Fefer to Chapier 12, Section 12.8

Is the job less than 100 werking days? Yes[ |No[ ]

If yes, proceed o Tiem 212 I Mo, answer the questions below.

What is the total dollar amount of the items listed on page 12-24: §

What is the required mumber of mainees for this confract?

Dipcomentation will be retained in project files v account for the apprentices on the job.
DEE:

LBE Conmact Goal Percentags Exhibit 9-Dn:

Local Apency’s DEE Liaison Officer:

Pape 2 of 4
Janmary M16
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Local Azdsiance Frocedures Xisoal ENHIEIT 15-B
Feadest Engineer's Comstractioa Conract Admimisrration Checldist

O 000 O= O d

O

O O

0 OO O

Verified that a copy of the completed Local Apency Bidder DBE Commitment (Constructon
Caontracts) (Exhibit | 5-G) has been submitted to the DLAE within 30 days of contract award.

Caoniractor has been provided “Meothly DEE Trocking Venfication™ Form (see Chapier 16,
Exhibit 16-Z, of the E&M}

OO0/ CLAN::

A CC0 approval process shall be established. Far NHS projects, major change orders will be

E%mve:i'nvDLﬂ.E priar to performance of work (see Chapter 16, Section 146.13 “Contract
nge Ordars™).

There shall be a list of the approved CCO0s.

Al CC0s chall note federal-aid elipghility or oot

Pending claims to be idenfified and documentadon in contract fls

Traffic Safety in Highway and Street Work Zomes:
Traffic Control Plan (TCP) Traffic Mamazement Plan (TMP) in the PS&E?  Yes| Na[_]

see Chapter 16, Section 15.5 “Traffc Salety in Highway and Street Werk Zones™)
omments:

Rizsponsible Person (if ot the BE)

Local Apency shall fisld review the project to ses that the TCP agress with the actual conditions.

Local Apency shall be analyzing constraction work site accidents for the purpose of comecting
deficiencies which might be foumd to exist on these projecis and to improve the content of furore
TCPs.

Materials Files:

ga.nh‘i\' -’mum:.ce Pmmm (QAP] &z in the project fles (see Chapter 16, Section 15.14
ssurance Bro

Thers shall be procedures for and Sling of: [if appropriate)
Motice of Materials to be used

Cerifications of Compliance
“Buy Amenica” Fequirements

coeptance Sampling and Testing Feports shall be in the fles.
There shall be a “Summary Log™ of tests.

Frequency @hles shall be used.
Failed tests shall be document=d in the files with cross references to re-tests.

Pape 3 of 4
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Laocal Ardstance Procedure: Mamsl ENHIEIT 15-B
Feddest Engineer’s Comstraccon Congact Adminiserates Checldiz:

Fesident Enminesr shall review all test reports.

. Environmental
The approved WEPA deoument is i the praject files.

The constrmaction project shall adhers te the mitiFation requirements m the approved NEPA

Sample of

7. For Projects on the State Hizshway Syitem
A Caltrans Encroachment Permit has been issued.

B Completed

o ~ Construction

[C] Agency Employee . .
O consatam Signing means you

Contract
_— are aware of the L. i
= requirements! Administration

Local Agency’s person in “Fesponsibls (Local)
gﬁfk&si&iﬂtEngﬁnﬂaiﬁnCms .

_ Checklist

(15-B)
Page 4 of 4
et piciompicts (Course Handout Pgs. 11-14)
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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
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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
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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.qov/hg/construc/constmanual/
chapterS/sec5-1.pdf
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Trainer Notes:
CM = Construction Manual
Large versus small projects?
Complicated structures
>$M ?
High-profile project




http://www.dot.ca.gov/hq/construc/constmanual

Pre-Construction Preparation:
Project Records

CT Uniform Filing Index (partial):

Numerical (to file) Alphabetical (to find)

"
&

Froject Records and Reperts

Capegory Headimg Il
K. Heading Caregory No.
23 Lakor Complancs and Eqmal Feeploymeat Opportmity :
26 Progres: Schedulo e . . v
a7 Wesklr Stamesant of Warking Days Adpmmant of Conp “ : »
6] Weskh Nowlersar o ) R s
2 Matarials Inforeation and Bralimnar: Teats Assitont Rasidees Papimsar’s Daily Rep #
30 Basamsant So Test Banls B"i S TactRacel .
3l Moticn of Mawgials to Be Used {CEM-3101) E: Doz ®
32 Motice of Mategials to be Inspected (TL-0025) ¥ 43
33 Hotics of Matsrials 1o be Fuzmished (TL-0608) Charges ta Total Contract Allutmast s_
4 Tmared B nd Rag =g Smwel =
33 Eiot Mix Aspialr Comcrete {ofar fan siracturs ) .
36 Concuis (othar than siructess s - ; z -E-. 3 Ens: El
37 Teitinl Toats and Accepance Tass - it : s £ '
3B Craabity Comtmol Qruabity Asveramcs - " Sy =l ED
39 Mamrials Tosting Cruaificatons of Employeas - [ b -115
40 Fiald Laboratory Asustant Reports to Rewdent Engmear Prdit o S;
41 Baport of Inspoctien of Masaril . - . E—
P —— Daily Boports, Assistant Resident Engmoar’s 45
= . Dhaily Baparts, Resident Engincar™s 45
43 Cencute and Bainforemg Swcl o EI o o P bo Clomtractne 54
= Rnrlydn-!l{ﬂ.crlal:.and.l:.wmufhhﬂ.“'um Disads AE - .= P PR — 24
45 Baident Fngmoar”s Daily Reports Busina '.'.El;.bﬂwism
46 Asistant Reatdant Engmser's Datly Reports Disgrms &
7 Drainags Systams . Draimage Systems #
45 Coatract Irem Qruassny Decumants Estimats 2nd Project S 61
4 Chomgs Ordars Equipmant and Perscons] Cost Raports 3
50 Ad_[nsunmm{',mnpm.ml:hlﬁnhm. Fxtra Categaries 10,13, 56, 57,58
i1 Marials oo Hand Fisld Laboratery Assistant Report fo Reaidant Enginser 20
52 Chargmi to Toal Contract Allotmant {Genaral Comrespondance 5
33 CM'ED_OCMR Hazrders: Wk and Harandous Matesial 19
34 M@m&mPﬂmmeﬂm Hot Mix Asplalt 33
53 Partsaring Information Frmished at S of Project u
56-38 E:m:mgmmml:-r} Initial Tiats and Accaptancs Tests 3
59 E.uﬂ.!nfmmf:nle. Labaor Coznplizncs and Eqeal Ersploymant Opportazin 23
60 Cmmldmmm%mlmﬁmﬂm Mamrials on Band 51
61 Estimarte and Project Sttns NMamrial Flnts 2
62 Ddspues Matorials Information and Prelminary Tesn el
63 Froject Complation Documann Matorials Testing Gralifications of Ensployess 39
Notice of hasrials to be Fumished (Form TL-0608) 33
& e N . i " Califimza Dt of Trngpotass - Co iam ol i - docr 3114 e
__ Califorsis Departnent of Tramqusration - Comtruetion Ml . Sesember Ml T il apats 141
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Trainer Notes:
Index for CT Filing system is found in Chapter 5 of the CM
By number, if you want to file something
By name, if you are looking for something
If 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 :

Award Package

Project Personnel

Correspondence

Weekly Record of Working Days
Quality Assurance

Engineer’s Daily Reports
Photographs

Contract ltem Pay Quantity Documents
Contract Change Orders

Progress Pay Estimates

Labor Compliance and EEO Records

T 200N kRO~

- O
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Trainer Notes:
The revised LAPM coming out in 2017 will have these revised categories, with sub-categories.


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

LAPM 19.2. Records and Documentation
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Federal law
Single 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
Alftﬂuc;red _* RE (if not same as above)
E€Ndees. . contractor

LAPM 16.4, Pre-Construction

CTSS 8-1.03 Preconstruction Conference,



Presenter
Presentation Notes
Trainer Notes:
LAPM 16-4 and CM Chap 5
The 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
Attendees: « Other Agencies

e Other?

Recommended

CM 5-003 PreCon Conference with Contractor

35
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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 officer
Maintenance supervisor
School district
Metro



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

36
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Trainer Notes:
Subcontracting: including required submittal of the Subcontracting Request Form, Exhibit 16-B
DBE:  Including submittal of the Monthly DBE Trucking Verification Form 16-Z, if necessary
NEPA:  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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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 Erection
Bridge Demolition
Welding


Pre-Construction Preparation:
Pre-Construction Conference )

Pre-Construction Conference Records
* A written record of attendance

* Copy of agenda

38
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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 >»
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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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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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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
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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

po)
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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