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DOCUMENTATION REQUIREMENT 
SECTION A 

SETTING UP A CONTRACT 

 
The first item of business is setting up the files for the contract following the outline as 

described in Chapter 1, (Organization of Project Documents, etc.).  Each filing system category is 
divided into divisions.  Each division listed shall be set up with a titled file divider and the dividers 
may be used on subsequent contracts.  A divider shall be set up even if no activity for that 
division is anticipated.  This will provide room in the file for unanticipated material as it is 
received. 
 

There shall be a separate category 1 is for Contract Files and 2 is for Material and 
Testing files for each contract.  Every filing system shall contain the major divisions listed 
in Chapter 1 (Organization of Project Documents, etc.).  Each division in the filing system is 
further divided into subdivisions, representing the individual file folders for each contract item.  
The subdivisions, however, are utilized only when relative to a specific contract.  The 
Materials Checklist, Chapter 1 (Organization of Project Documents, etc.), shall be used to assist 
in setting up the subdivisions for the Material and Testing section of the contract files.  By using 
the Material Checklist a file shall be done on all the items on the checklist that need a sample or 
certification.  Make sure to check with the Materials Division on items that are added to the 
contract through LOA’s and Change Orders to see if samples or certifications are required.   

 
All file folders, except progress payments must be 8-1/2" x 11".  Certified payrolls can 

also be placed in legal (8 ½” x 14”) size files if needed.  There may be times when additional file 
subdivisions may have to be created that are not shown in Chapter 1 (Organization of Project 
Documents, etc.) or on the Material Checklist.  Care must be taken to cross reference material 
that may be filed elsewhere in the office such as in loose leaf binders, etc.   

 
When the Resident Engineer receives the plans for a project, the Resident Engineer shall 

evaluate the items and quantities involved, and then by using this Manual set up the books 
accordingly.   

 
This manual is based on the Unit of Measure (UOM) in making out field books. 

When making out the field books if a required item of work is not illustrated in a particular 
chapter, use an illustration that has the same UOM.  Remember, some UOM’s have several 
different formats.  Make sure to use the appropriate format for the item you are working on.  If 
you are not sure, please call Headquarters Construction for assistance.     

 
The information for book preparation is taken from the estimate of quantities (aka “3 

sheets”, 3A, 3B, etc.), profile sheets, summary sheets, and all structure lists in the 
contract plans.   

 
Only a hard-leaded (3H or 4H) pencil shall be used in the books.  The Officeperson 

may use red ink or red pencil to indicate the progress payment number, any corrections 
made, and initials.  Headquarters Construction Staff shall use green ink. 
 

Do not tape drawings in books and do not use corrective tape, ink, correction fluid 
or erase in the books.  If mistakes are made or stationing varies in any book, line them out 
and write the correction above it.  Ditto marks and arrows for consecutive entries are not 
allowed. 

 
Forms change periodically, please assure that you are using the most current form 

available, see Chapter 26 (Distribution of Documents). 
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All forms (excluding scale sheets) must be done in black or blue ink.  Do not use 

correction fluid on any original forms used as source documents.   
 
All field books used on the project (survey books, field lab books, field books for pay 

quantities, record of delivery books, and load books) as described in this Manual shall have 
each page numbered 1 thru 80 at the top right-hand corner.   

 
Field books used for documentation of pay quantities and Record of Delivery (for bill of 

ladings) books as described in this Manual shall have the significant figure written at the top of 
the right-hand side of the page, according to the item placed on the page.  All entries must be 
entered as called out in the plans and document left, right, or centerline, where applicable.  Place 
one item per page in the field books. 

 
The outline of the individual books can be done by the Officeperson in advance or by the 

Inspector during a slack period.  By entering as much information as possible in the books 
(including significant figures, AEB numbers, and formulas for each item as shown 
throughout this Manual) prior to construction, it will be easier to document the work as it is 
performed.  This will allow more time to be spent at the primary job of quality control. 

 
The “Preliminary” Agreement Estimate outlining AEB’s is generated by Design when a 

contract is advertised.  The estimated quantities and engineer’s reasonable price for each item 
are listed in each AEB.  When the contract is awarded, the reasonable prices are replaced with 
the contractor’s bid prices and an Agreement Estimate as described and illustrated in Chapter 1 
(Organization of Project Documents, etc.), is generated. 
 

When making out field books at the beginning of a contract make sure the final plan 
quantities used are according to the Agreement Estimate that is received after the contract has 
been awarded.  If using the Preliminary Agreement Estimate to prepare the field books.  Make 
sure all plan quantities are rechecked when the awarded Agreement Estimate has been received.  

 
Major structure books shall only list one structure per field book.  On smaller projects 

where the documentation does not take up too much room in the books, it is permissible to 
record the documentation for several closely related items in one field book.  When this is done, 
the books shall be setup as illustrated in Chapter 13 (Pipe, RCB, Misc Structures, etc.).  Care 
must be taken to properly label and index the books to make it easy to locate the documentation 
for these items. Be sure to avoid crowding the books! 
 

All new items (AP0 0000 or PR0 0000) created by approved change orders shall be 
documented in the appropriate book with like items in accordance with this Manual.  Books for 
CHANGE ORDER items exclusively (original and/or new items) are not acceptable.   

 
When a change order has been approved, it is the responsibility of the Officeperson to 

assure that all items listed on the Estimate of Cost (attached to the change order) have been 
documented properly.  When increasing or decreasing an existing (numeric, AP0, or PRO) 
item, the plan quantity at the top of the page must be adjusted and the change order 
number placed next to the updated plan quantity.  An entry in the field book, either an alpha 
or numeric item, which has been added or adjusted per a change order, must have the change 
order number in the remarks column. If an item on the Estimate of Cost is an AP0 or PR0 item 
it will be placed on a new page in the field book with the AP0 or PR0 number and change 
order number.  These items shall be entered as the item number and the plan quantity will 
be the plan on the Estimate of Cost.   
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 If the AP0 or PR0 is replacing an existing item, the existing item shall be crossed off and 
the AP0 or PR0 number will be written above.  Remember, both items shall be recapped on 
the books recap page.    If the change order addresses items entered on a spreadsheet, make 
sure to update the plan quantity at the top of the spreadsheet and place the change order 
number next to it.  It is the responsibility of the Officeperson to assure that the Inspectors 
receive a copy of the change order.      
 

Plan quantity can only be changed by a supplemental notice or a Change order.  
Design changes, E-mails, memos, etc. do not change the plan quantity.  Design changes 
on plan sheets are to become part of the As Builts.  E-mails and memos shall be attached 
to a Calculation sheet (Form No. 040-034).  The top portion of the Calculation sheet is to be 
completed and then filed in the CALCULATION FOLDER.  This information will be the 
backup for any change under or over the plan quantity.   

 
An explanation is required in the field books, on all items that either under or 

overrun the plan quantity.   
 
When an error is made in a field book, DO NOT enter a negative entry to correct the 

error.  Cross out the incorrect amount on the original entry and place the correct amount 
above it.  Place the payment number where the correction was made next to the original 
payment number.  Example:  the original payment # was 5 and the payment # where the 
correction was made is 7, so the Pmt# column will show 5/7. 

 
A helpful tool to get a start on where items shall be placed when setting up a contract is 

using the Estimate of Quantities in the contract plans.  An outline shall be done as illustrated on 
pages 2-4 thru 2-6.   

 
At the beginning of each chapter in this manual there will be instructions on how to setup 

the documentation for that particular chapter.  
 
If an item has a small plan quantity, it is acceptable to place that item in a MISC book.   
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Once the outline is complete, go through the plans and tag 
each structure list, the Summary of Construction Signs, the Sign 
Summary sheets, the Summary of Earthwork sheets, the Profile 
sheets, and any other areas that show information on items and 
quantities that will assist in setting up the field books. Compare all 
items to the Estimate of Quantities outline and address any items 
that have not already been addressed.   
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DOCUMENTATION REQUIREMENT 
SECTION B 

BOOK FORMAT  
(TITLE PAGE, INDEX, INITIAL KEY, AND RECAP PAGE) 

 
All field books and Field Lab Books shall contain all the information as illustrated on 

pages 2-7 thru 2-9: 
 
Page 1 - Title Page  

           This page shall contain the following information: 
State of Nevada 
Department of Transportation 
Location description  
Contract number  
Project number  
Book title and number 
Name of Resident Engineer 

 
Location description, Contract Number, and Project number are located on the front of the 

Special Provisions for the contract.  A label must be used and all information must be typed 
except the book title and number, which will be hand written.   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

             

Rev 11/09 



 
2-8 

 
Page 2 - Index (left-side of page) 

 
This page shall contain a detailed index of the contents of each book (including the 

book recap in the appropriate books on page 75). When closing out the books make sure 
there are beginning and ending page numbers for each item listed (including the book recap) if 
more than one page was used.  If room permits skip a line between entries. 

  
              Initial Key (right-side of page) 
 

             Every person who makes entries in the field book must sign the initial key page (including 
the person who made out the book).  If a person initials a book more than one way, both sets of 
initials must be entered or if your name is changed, you must sign again with your new name and 
initials.  This is merely to identify those persons responsible for making entries in the books. If the 
signature is not legible, have the person print his/her name under the signature.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

         

 

 

 

 

The illustration above is an index and an initial key page for a Liquid Asphalt Book.  
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 Page 3 - Shall be left blank or can be used for the continuation of the Index.  Begin 
documentation on page 4.   

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

  

  

 Page 75 -  Book Recap  
  
 When the contract is complete, the page numbers shall be documented down the left side 
of the page, and item numbers (with change order number for AP0 and PR0) and AEB numbers 
across the top as illustrated in Chapter 24 (“Finaling Out” a Contract).  If more pages are needed 
to complete the book recap, follow the illustrations in Chapter 24 (“Finaling Out” a Contract).  
Zero page totals must be recapped.    
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DOCUMENTATION REQUIREMENT 

 SECTION C 
CALCULATION BOOK 
CALCULATION SHEET 

(Form No. 040-034) 
 

Calculations made for determining pay quantities (final or estimated) for contract items 
requiring computations that are too extensive to place in the field book shall be made on a 
CALCULATION sheet as illustrated on page 2-11 and filed in a loose-leaf binder labeled 
CALCULATION book.  This book shall be kept in the field office.   
 

All calculations and backup shall be placed on a CALCULATION sheet or attached to 
the back of the CALCULATION sheet and filed in the CALCULATION book.  The top portion of 
the CALCULATION sheet must be completed.  Each page in the CALCULATION book must be 
numbered consecutively and referenced to the field book(s) and page(s) and the quantities 
shown in the field books must be referenced to the page in the CALCULATION book where 
the calculations can be found. 
 

The CALCULATION book shall be setup in the same manner previously described for the 
field books but done on an 8½” by 11” white piece of paper. 

 
   The Title page will be page number 1 as illustrated on page 2-7.  

The Index (excluding the book recap page) will be page number 2 and will       
 follow the illustration on page 2-8. 

The Initial Key will be page number 3 and will follow the illustration on page 2-8. 
A blank page will be page number 4 and the first CALCULATION sheet will be 
page number 5. 

 
Each page in the CALCULATION book must have the following information: 

 
Page number 
Contract number 
Initials of the person responsible for the calculation 
Initials of the checker 
Date 
Description 
Location 
Reference field book number or the field book title 
Page(s) of the field book(s) 

 
The CALCULATION book serves two important purposes: 
   

1.   It will reduce congestion in the field books.  
 
 2.   It will eliminate the necessity of re-copying figures from worksheets into the  
       field books, and thereby decreases the chance of errors in transferring          
                 numbers.  

 
Upon completion of a contract, the calculations shall be removed from the three-ring 

binder by the Headquarters Construction Staff and placed in a file folder, which will be filed in 
Engineering Files with the other project records. 

 
Forms change periodically, please assure that you are using the most current form 

available, see Chapter 26 (Distribution of Documents). 
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DOCUMENTATION REQUIREMENT 
SECTION D 

DAILY DIARIES (Form No. 040-056A) 
 CONSTRUCTION REPORTS (Form No. 040-056) 
 

For every contract, daily diaries must be kept by the Resident Engineer, Supervisor 
III, Supervisor I on the survey crew, Hotplant Inspector, Marination Plant Inspector, and 
Batch Plant Inspector.   
 

There are two versions of the DAILY DIARY REPORT (Form No. 040-056A).  Hard copies 
are available in the Stockroom or the Electronic version in Sharepoint.  Follow the distribution 
instructions at the bottom of each form.  For the electronic version, a copy will be printed and 
signed by the employee and copies will be made and distributed.   

 
The DAILY DIARY REPORT (Form No. 040-056A) will be submitted weekly.   

 
If a hotplant or marination plant supplies material for multiple projects for different 

Resident Engineers, it is up to the Hotplant and/or Marination Inspector to find out the contract 
numbers and record those numbers at the top of each diary page.  The original diary shall be 
sent to the appropriate department for review and a copy kept with the Inspector’s contract.  
Copies shall be made and sent to the other Resident Engineers for the remainder of the projects. 
This does not relieve any of the other documentation requirements. Follow the distribution 
instructions on the bottom of the form.   
 
 Copies of the diaries shall be filed in Section 1-Contract Files, Division No. 15 as 
described in Chapter 1 (Organization of Project, etc.).  
 

Construction Inspectors assigned to a particular phase of construction activity are 
required to prepare a DAILY CONSTRUCTION REPORT.  This report shall be completed and 
submitted to the field office daily and signed by the Inspector and reviewed and signed by the 
Resident Engineer.  The original shall be submitted to the appropriate department for review.  
Follow the distribution instructions on the bottom of the form.  The Inspector shall retain a copy 
and a copy shall be filed in Section 1-Division No. 15 as described in Chapter 1 (Organization of 
a Project, etc.).     
  
 If there are any questions concerning the DAILY DIARIES (Form No. 040-056A) or the 
CONSTRUCTION REPORTS (Form No. 040-056), please contact Headquarters Construction 
Quality Assurance for assistance. 
 

Forms change periodically, please assure that you are using the most current form 
available, see Chapter 26 (Distribution of Documents). 
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DOCUMENTATION REQUIREMENT 
              SECTION E 

               SIGNIFICANT FIGURES 
 
The following list of significant figures shall be used for all contract quantities from the 

beginning of the project thru the final documentation.  Each entry in a field book and on a form 
must be in accordance with the significant figures.  All field books with pay quantities shall 
have the significant figure for the appropriate pay item on the top right-hand side on each 
documented page.  If entries are documented using too many places, each entry shall be 
rounded and adjusted each payment cycle.  All accumulative totals shall also be rounded to 
significant figures. 
 

 

ENGLISH      METRIC 

 

gal  1     liter  (L) 1 

each  1     each   1  

pound  1     kilogram (kg) 1 

ydmi  1     cumkm   1 

linft  1     linm   0.1    

sqyd  0.1   (calc quantity)  sqm   0.1 

dollars 0.01     dollars  0.01 

station 0.01     station  * 0.1 

ton  0.01     mton   ** 0.01 

sqft  0.01        (Signs)  sqm   0.01  

cuyd  1,.1,.01(plan quantity)  cum   1,.1,.01 

cuyd   0.01   (calc quantity)  cum   0.01 

mile  0.001     kilometer (km) 0.001 

acre  0.001     hectare ***(hect) 0.001 

hour  0.5     hour   0.5 

day  0.5     day   0.5 

month  0.25, 0.5, 0.75, 1.0  month        0.25, 0.5, 0.75, 1.0 

cuft  0.01      (concrete)  cum   0.01  

cuyd  0.01       (riprap)  cum   1,.1,.01  

 

(*)   metric station  = 100 linear meters 

(**) metric ton  = 1000 kilograms 

(***) hectare  = 10,000 square meters  

 

ROUND AS FOLLOWS: 

3.25 linft    rounds to  3 linft 

3.21 linm   rounds to  3.2 linm 

3.5  linft    rounds to  4 linft 

3.46 linm   rounds to   3.5 linm 

1.3278 mi/km  rounds to   1.328 mi/km   

1.3273 mi/km   rounds to   1.327 mi/km 

4.42 sqyd/sqm  rounds to   4.4 sqyd/sqm 

4.47 sqyd/sqm  rounds to   4.5 sqyd/sqm 

   

NOTE: Significant figures in the structure list may be used for guardrail documentation during 
construction of a contract.  When recapping the GUARDRAIL books, final totals shall be rounded 
to match the significant figures shown above. 
 

Contact Headquarters Construction if a different significant figure is required on an item. 
For example: An Each item’s significant figure is 1.  If the Resident Engineer does not 

want to pay for the entire item in one entry or the Contractor wants part of his money because the 
item has been partially installed, then a new significant figure may be request.   
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DOCUMENTATION REQUIREMENT 
SECTION F 

METRIC CONVERSION FACTORS 
 

The following list of metric conversion factors (refer to Standard Specifications for Road 
and Bridge Construction (Silver book) page 570) shall be used for all quantity conversions for 
daily calculations:   
 

QUANTITY  FROM ENGLISH  TO METRIC  MULT QUANTITY BY 

 

Length  inch    mm    25.4   

  ft    mm    304.8 

ft    m    0.3048 

yd    m    0.9144 

mile    km    1.609344 

mile    m    1609.344 

in/mi    mm/km    15.7828 

 

Area   sqin    sqmm    645.16 

sqft    sqm    0.092903 

sqyd    sqm    0.836127 

acre    sqm    4046.873 

acre    hect    0.404687 

sqmi    sqkm     2.59 

 

Volume  cuin    cumm    16387.06 

cuft    cum    0.0283168  

cuyd    cum    0.764555 

gallon   L    3.78541  

gal/yd   L/m    4.1398  

gal/sqyd   L/sqm    4.5273  

gal/cuyd   L/cum    4.9511  

gal/acre   L/hect   9.3539  

gal/ton   L/t    4.1727  

 

Mass   ounces   g    28.349523  

pound    kg    0.453592  

kip (1,000 lbs.)  t    0.453592  

ton    t    0.907185  

 

Force   pound    N    4.44822  

kip    kN    4.44822  

 

Force/  lb/ft    N/m    14.5939 

Unit Length  lb/in     N/mm    0.175127  

 

Pressure,   lbs/sqft   Pa    47.8803  

Stress  kips/sqft   kPa    47.8803  

lbs/sqin   kPa    6.89476  

lbs/sqin   MPa    0.006895  

kips/sqin   MPa    6.89476  

 

 

 

 

 

              Rev 11/09 



 
2-15 

 

QUANTITY  FROM ENGLISH  TO METRIC  MULT QUANTITY BY  

 

Energy  foot pound   J    1.35582  

 

Mass/   ounces/sqyd   kg/sqm   0.0339057  

Length  lbs/sqft   kg/sqm   4.8824  

lbs/sqyd   kg/sqm   0.54249  

lbs/cuft   kg/cum   16.01846  

lbs/cuft   Mg/cum   0.01601846  

lbs/cuyd   kg/cum   0.593276  

lbs/acre   kg/hect   1.1208 

tons/acre   t/hect   2.2417  

 

Temperature  F    C    ( F-32)/1.8 
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DOCUMENTATION REQUIREMENT 
SECTION G 

STANDARD SPECIFICATIONS – METHOD OF MEASUREMENT AND PAYMENT 
 

The following is a list of the correct method of measurement and payment that shall be 
used on all contracts.  If there are any questions concerning an item that is not shown in the 
following list, please call Headquarters Construction for assistance.       
 
 
Unit Sig fig Requirements Remarks 
 
Each 1 counted 
 
Linft 1 field meas 
 
Sqft .01 field meas & calcs  If taking quantities from the  

  Standard Plans for marking                  
               film or sign quantities from the              
                   Contract Plans, plan qty may be           
                       paid.  Otherwise, calculations are         
                       required or in the Remarks column,      
                          state where the dimensions were         
                         found. If signs are added, an                
                    explanation is required in the                
                   Remarks column.   

 
Sqyd .1 field meas & calcs  If an area is too difficult to calculate,  
Cuft .01 field meas & calcs  please call Headquarters Construction 
                                                                for assistance.                                       
               
Cuyd .01 plan qty or field   Cannot pay plan on removal items,  
  meas & calcs if   RipRap items, or items being weighed. 
  different than plan   Removal items must be measured 
  qty                    before removed. 
 
Acre .001 field meas & calcs 
 
Station .01 field meas & calcs 
 
Mile .001 field meas & calcs 
 
Ton .01 weighed over scales      Scale sheets, delivery tickets,  
                                                  load books & spreadsheets, or  
                                                  field meas & calcs 
 
Gallon 1 field meas & calcs   Must take a picture of the                     
                     container label and place on a  
                                                                                      CALCULATION sheet and place in the 
                                                                                      CALCULATION book for backup 
 
Pound 1 plan qty or field meas  If an item is delivered in a container or       
                   & calcs if different than  sack, a picture of the container label must  
  plan qty  be taken and placed on a CALCULATION  

    sheet and placed in the         
                                                                CALCULATION book for backup 
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DOCUMENTATION REQUIREMENT 

SECTION H 
PHOTO IDENTIFICATION GUIDE LINES 

 

Basic Guidelines 
 

1. Make sure the time and dates are correct in the camera’s Daylight Saving Time on each camera 

 

2. If storage Disk Space on the computer becomes an issue, then limit the Photo size to 1MB 

 

3. On a computer that is accessible to everyone on the crew. Create a new folder and label it with the 

contract number. Within the newly created folder, create additional folders, one for each inspector and 

tester and for anyone who will be taking pictures for documentation. 

 

4. The camera’s software will automatically assign a name with both a date and time. DO NOT change 

the given file name of the photo 

 

 
 

5.  Copy all photos/files to a CD before the final job pickup that will become part of the Contract 

Documents. 

 

6.  Provide a detailed description of each picture listed on the CD utilizing the digital file name of the 

photo. 
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