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20-1 

DOCUMENTATION REQUIREMENT 
SECTION A 

UNIFORMED TRAFFIC CONTROL OFFICER 
FLAGGING HOURS 

 
Flagging and uniformed traffic control officer hours shall be documented on a UNIFORMED 

TRAFFIC CONTROL OFFICER & DAILY FLAGGING HOURS sheet (Form No. 040-036) 
completed and signed daily as illustrated on pages 20-2 and 20-3.  Every flagger is required to 
have a flagging card obtained by attending a certified flagging class through the university system. 
 

The UNIFORMED TRAFFIC CONTROL OFFICER & DAILY FLAGGING HOURS sheet 
shall be prepared and signed by the Inspector at the end of each shift and signed by the 
Contractor.  The Inspector shall check the appropriate box in the upper left-hand corner, check 
the expiration date on each flagger’s card, enter a complete location (station or cross streets), 
AEB#, hours worked, and an explanation as to why the flaggers were required.  A separate 
sheet may be prepared for each AEB or several AEBs may be documented on one sheet, 
providing the hours in each AEB are identified as illustrated on page 20-3.  It shall be turned in to 
the field office daily and a copy made for the contractor.   

 
The form shall be checked, signed by the Officeperson and posted on a spreadsheet as 

illustrated on page 20-4.  Final totals are required on every column except the date and payment 
no. column. The pay quantity each cycle shall be the accumulation of hours for that two week 
period. 
 

NHP will be paid by Force Account, as illustrated in Chapter 3 (Force Account Work).  
When paid as FA, payment will be invoice plus 10%, providing the cost/hour is reasonable.  If the 
cost is not reasonable, contact Headquarters Construction and a change order may be written to 
change the item and unit. 

 
Contracts not on the interstate will use security or traffic control companies to control traffic. 

 A request to sublet, subcontract, and certified payrolls are required. Uniformed traffic control 
officers will be paid the same wage as flaggers.     

 
The AEB number shall be indicated on each sheet and the significant figure is to the 

nearest one-half (0.5) hour.  
 
 The UNIFORMED TRAFFIC CONTROL OFFICER & DAILY FLAGGING HOURS sheets 

shall be filed in Section 1-Contract Files, Division No. 11 as described in Chapter 1 (Organization 
of Project). 

 
To setup the files the items shall be found in the contract plans on the Estimate of 

Quantities, as illustrated in Chapter 2 (Setting up a Contract, Book Format, etc.).   
 
It is important that all records be kept in a neat and legible manner.   
 
Flagger sheets must be originals, copies will not be accepted.   
 
Forms change periodically, please assure that you are using the most current form 

available, see Chapter 26 (Distribution of Documents). 
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20-2 

An illustration listing one AEB number.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

      
Rev 11/09 



 
20-3 

An illustration listing two AEB numbers. 
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20-4 

UNIFORMED TRAFFIC CONTROL OFFICER 
FLAGGING HOURS 

SPREADSHEET 
 

All uniformed traffic control officer and flagging hours shall be posted on a spreadsheet by 
the Officeperson as illustrated below.  There shall be only one item per spreadsheet. The 
significant figure is the nearest one-half (0.5) hour.  Each day shall be listed separately and a final 
total is required on every column except the date and payment no. column.  The UNIFORMED 
TRAFFIC CONTROL OFFICER AND FLAGGING HOURS sheets shall be kept in order as listed 
on the spreadsheet.  The spreadsheet and the UNIFORMED TRAFFIC CONTROL OFFICER 
AND FLAGGING HOURS sheets shall be filed in Section 1-Contract Files, Division No. 11 as 
described in Chapter 1 (Organization of Project).   

 
The yellow side of the spreadsheet is for posting the UNIFORMED TRAFFIC CONTROL 

OFFICER AND FLAGGING HOURS sheets.  The green side is for posting what has been paid on 
the Turnaround Document.  If an error is found at a later date on the UNIFORMED TRAFFIC 
CONTROL OFFICER AND FLAGGING HOURS sheets, the correction is to be made to the 
original entry on the yellow side.  Do not make a new entry at the bottom of the spreadsheet 
on the yellow side.  If the correction shall affect the Turnaround Document then the correction 
will be made on the next progress payment and shall be entered on the green side of the 
spreadsheet.  

 
Note:  colors are for reference only and are not required on actual spreadsheets.   
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20-5 

DOCUMENTATION REQUIREMENT 
SECTION B 

RENT EQUIPMENT, PILOT CAR, SURVEY CREW,  
TRAFFIC CONTROL SUPERVISOR 

(PAID BY THE HOUR) 
 

Rent equipment, pilot car, survey crew, and traffic control supervisor shall be documented 
on the RENT EQUIPMENT, PILOT CAR, SURVEY CREW, TRAFFIC CONTROL SUPERVISOR, 
OFFICE SPACE AND BIOLOGIST sheet (Form No. 040-037) completed and signed daily as 
shown on pages 20-6 thru 20-8. 
 

The equipment sheet shall be prepared and signed by the Inspector at the end of each 
shift and signed by the Contractor.  Make sure to circle the appropriate unit of payment – 
hours / days / month.  It shall be turned in to the field office daily and a copy made for the 
Contractor.  The form shall be checked, signed by the Officeperson and posted on a spreadsheet 
as illustrated on page 20-9.  Final totals are required on every column except the date and 
payment no. column.  The pay quantity each cycle shall be the accumulation of  hours/days/month 
for that two week period. 
 

A separate form shall be prepared for each different type of equipment being used (loader, 
motor grader, dump truck, pilot car, etc.).  Only one piece of equipment shall be listed on each 
line.  If more that one piece of the same equipment is utilized the same day, each must be listed 
separately and the hours for each listed separately as illustrated on pages 20-7. 
 

Rental of equipment is measured by time within one-half (.5) hour of actual working time 
and necessary traveling time of the equipment within the limits of the contract.  If equipment has 
been ordered on the job on a standby basis by the engineer, half-time rates for the equipment will 
be paid.  Refer to subsection 109.01 of the Standard Specifications for Road and Bridge 
Construction (Silver book), for further explanations of standby rates. 
 

On any given day, the documented hours for each piece of equipment cannot exceed the 
number of hours in a day (24 hours). 
 

The AEB number shall be indicated on each sheet and the significant figure is to the 
nearest one-half (0.5) hour.  

 
The RENT EQUIPMENT, PILOT CAR, SURVEY CREW, TRAFFIC CONTROL 

SUPERVISOR, OFFICE SPACE AND BIOLOGIST sheets shall be filed in Section 1-Contract 
Files, Division No. 10 as described in Chapter 1 (Organization of Project). 

 
To setup the files the items shall be found in the contract plans on the Estimate of 

Quantities, as illustrated in Chapter 2 (Setting up a Contract, Book Format, etc.).   
 
It is important that all records be kept in a neat and legible manner.   
 
RENT EQUIPMENT, PILOT CAR, SURVEY CREW, TRAFFIC CONTROL SUPERVISOR, 

OFFICE SPACE AND BIOLOGIST sheets must be originals, copies will not be accepted.   
 
Forms change periodically, please assure that you are using the most current form 

available, see Chapter 26 (Distribution of Documents). 
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20-6 

An illustration listing one AEB number. 
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20-7 

An illustration listing two AEB numbers. 
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20-8 

An illustration for Traffic Control Supervisor by the hour listing one AEB number.  
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20-9 

RENT EQUIPMENT, PILOT CAR, SURVEY CREW,  
TRAFFIC CONTROL SUPERVISOR  

(PAID BY THE HOUR) 
SPREADSHEET 

 
 All rent equipment, pilot car, survey crew, and traffic control supervisor shall be posted on a 
spreadsheet by the Officeperson as illustrated below.  The significant figure is the nearest one-
half (0.5) hour.  There shall be only one item per spreadsheet.  Each day shall be listed separately 
and a final total is required on every column except the date and payment no. column.  The RENT 
EQUIPMENT, PILOT CAR, SURVEY CREW, TRAFFIC CONTROL SUPERVISOR, OFFICE 
SPACE AND BIOLOGIST sheets shall be kept in order as listed on the spreadsheet.  The 
spreadsheet and the RENT EQUIPMENT, PILOT CAR, SURVEY CREW, TRAFFIC CONTROL 
SUPERVISOR, OFFICE SPACE AND BIOLOGIST sheets shall be filed in Section 1-Contract 
Files, Division No. 10 as described in Chapter 1 (Organization of Project).   
  

The yellow side of the spreadsheet is for posting the RENT EQUIPMENT, PILOT CAR, 
SURVEY CREW, TRAFFIC CONTROL SUPERVISOR, OFFICE SPACE AND BIOLOGIST 
sheets.  The green side is for posting what has been paid on the Turnaround Document.  If an 
error is found at a later date on the RENT EQUIPMENT, PILOT CAR, SURVEY CREW, TRAFFIC 
CONTROL SUPERVISOR, OFFICE SPACE AND BIOLOGIST sheets, the correction is to be 
made to the original entry on the yellow side.  Do not make a new entry at the bottom of the 
spreadsheet on the yellow side.  If the correction will affect the Turnaround Document then the 
correction shall be made on the next progress payment and shall be entered on the green side of 
the spreadsheet.  
 

Note:  colors are for reference only and are not required on actual spreadsheets.   
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20-10 

DOCUMENTATION REQUIREMENT 
SECTION C 

TRAFFIC CONTROL SUPERVISOR AND BIOLOGIST 
(PAID BY THE DAY) 

 
Traffic control supervisor and biologist shall be documented on the RENT EQUIPMENT, 

PILOT CAR, SURVEY CREW, TRAFFIC CONTROL SUPERVISOR, OFFICE SPACE AND 
BIOLOGIST sheet (Form No. 040-037). 
 

The equipment sheet shall be prepared and signed by the Inspector at the end of a two 
week pay period and signed by the Contractor as illustrated on pages 20-11 and 20-12.  Make 
sure to circle the appropriate unit of payment - hours / days / month.  It shall be turned in to 
the field office by the Friday cut-off day, for the progress payment and a copy made for the 
Contractor.  The form shall be checked, signed by the Officeperson and posted on a spreadsheet 
as illustrated on page 20-13.  Final totals are required on every column except the date and 
payment no. column. The pay quantity each cycle shall be the accumulation of days for that two 
week period. 
 

When preparing a sheet for traffic control supervisor and biologist (paid by the day), it is 
acceptable to document up to two weeks (coinciding with each payment cycle) on one sheet as 
illustrated on pages 20-11 and 20-12.  These are the only items that can be paid in this 
manner.  When posting on the spreadsheet, in the date column, the beginning and ending dates 
shall be listed and the total days will be posted under the appropriate AEB# as illustrated on page 
20-13. 
 

If the dates the traffic control supervisor or biologist works coincides with the dates of the 
contract, an explanation is required if a day is not charged.   

 
The AEB number shall be indicated on each sheet and the significant figure is to the whole 

number (1), unless payment is split between two AEB numbers, then the significant figure is (0.5) 
on each AEB number to equal a whole number.  

 
The RENT EQUIPMENT, PILOT CAR, SURVEY CREW, TRAFFIC CONTROL 

SUPERVISOR, OFFICE SPACE AND BIOLOGIST sheets shall be filed in Section 1-Contract 
Files, Division No. 10 as described in Chapter 1 (Organization of Project). 

 
To setup the files the items shall be found in the contract plans on the Estimate of 

Quantities, as illustrated in Chapter 2 (Setting up a Contract, Book Format, etc.).   
 
It is important that all records be kept in a neat and legible manner.   
 
RENT EQUIPMENT, PILOT CAR, SURVEY CREW, TRAFFIC CONTROL SUPERVISOR, 

OFFICE SPACE AND BIOLOGIST sheets must be originals, copies will not be accepted.   
 
Forms change periodically, please assure that you are using the most current form 

available, see Chapter 26 (Distribution of Documents). 
 
 
 
 
 
 
 
 
 
 

           Rev 11/09 



 
20-11 

An illustration for Traffic Control Supervisor by the day and listing 14 days separately and 
one AEB number.     
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20-12 

 
An illustration for Biologist by the day and listing 14 days separately and two AEB 
numbers.   Do not list the Biologist’s name.    
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20-13 

TRAFFIC CONTROL SUPERVISOR AND BIOLOGIST  
(PAID BY THE DAY) 

SPREADSHEET 
 

Traffic control supervisor and biologist shall be posted on a spreadsheet by the 
Officeperson as illustrated below.  There shall be only one item per spreadsheet.  Up to fourteen 
(14) days shall be listed in the date column as illustrated below and a final total is required on 
every column except the date and payment no. column.  The significant figure is to the whole 
number (1) unless payment is split between two AEB numbers, then the significant figure is (0.5) 
on each AEB number to equal a whole number.  The traffic control supervisor sheets shall be kept 
in order as listed on the spreadsheet. The spreadsheet and the RENT EQUIPMENT, PILOT CAR, 
SURVEY CREW, TRAFFIC CONTROL SUPERVISOR, OFFICE SPACE AND BIOLOGIST sheets 
shall be filed in Section 1-Contract Files, Division No. 10 as described in Chapter 1 (Organization 
of Project).   

  
The yellow side of the spreadsheet is for posting the RENT EQUIPMENT, PILOT CAR, 

SURVEY CREW, TRAFFIC CONTROL SUPERVISOR, OFFICE SPACE AND BIOLOGIST 
sheets.  The green side is for posting what has been paid on the Turnaround Document.  If an 
error is found at a later date on the RENT EQUIPMENT, PILOT CAR, SURVEY CREW, TRAFFIC 
CONTROL SUPERVISOR, OFFICE SPACE AND BIOLOGIST sheets, the correction is to be 
made to the original entry on the yellow side.  Do not make a new entry at the bottom of the 
spreadsheet on the yellow side.  If the correction will affect the Turnaround Document then the 
correction shall be made on the next progress payment and shall be entered on the green side of 
the spreadsheet.  
 

Note:  colors are for reference only and are not required on actual spreadsheets.   
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20-14 

 
DOCUMENTATION REQUIREMENT 

SECTION D 
OFFICE SPACE 

(PAID BY THE MONTH) 
 

Office space shall be documented on the RENT EQUIPMENT, PILOT CAR, SURVEY 
CREW, TRAFFIC CONTROL SUPERVISOR, OFFICE SPACE AND BIOLOGIST sheet (Form No. 
040-037) as illustrated on pages 20-15. 
 

The equipment sheet shall be prepared and signed by the Inspector or Officeperson for 
each month and signed by the Contractor.  Make sure to circle the appropriate unit of payment 
– hours / days / month.  A copy shall be made for the Contractor.  The form shall be checked, 
signed by the Officeperson and posted on a spreadsheet as illustrated on page 20-16.  Final 
totals are required on every column except the date and payment no. column. The pay quantity for 
every other pay cycle shall be the accumulation of days for that month. 
 

When preparing a sheet for office space (paid by the month), it is acceptable to document 
the month on one sheet as illustrated on page 20-15.  When posting on the spreadsheet, in the 
date column, the beginning and ending dates for the month shall be listed and the month will be 
posted under the appropriate AEB# as illustrated on page 20-16. 
 

The AEB number shall be indicated on each sheet and the significant figure is to 
increments of (0.25), (0.5), (0.75), or to the whole number (1).  
 

The RENT EQUIPMENT, PILOT CAR, SURVEY CREW, TRAFFIC CONTROL 
SUPERVISOR, OFFICE SPACE AND BIOLOGIST sheets shall be filed in Section 1-Contract 
Files, Division No. 10 as described in Chapter 1 (Organization of Project). 

 
To setup the files the items shall be found in the contract plans on the Estimate of 

Quantities, as illustrated in Chapter 2 (Setting up a Contract, Book Format, etc.).   
 
It is important that all records be kept in a neat and legible manner.   
 
RENT EQUIPMENT, PILOT CAR, SURVEY CREW, TRAFFIC CONTROL SUPERVISOR, 

OFFICE SPACE AND BIOLOGIST sheets must be originals, copies will not be accepted.   
 
Forms change periodically, please assure that you are using the most current form 

available, see Chapter 26 (Distribution of Documents). 
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20-15 

An illustration for Office space by the month and may be paid to .25, .5, .75, or to the 
whole number (1). 
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20-16 

OFFICE SPACE  
(PAID BY THE MONTH) 

SPREADSHEET 
 

Office space shall be posted on a spreadsheet by the Officeperson as illustrated below.  
There shall be only one item per spreadsheet.  Each month shall be listed separately and a final 
total is required on every column except the date and payment no. column.  The significant figure 
is to increments (0.25), (0.5), (0.75), or to the whole number (1). The office space sheets shall be 
kept in order as listed on the spreadsheet.  The spreadsheet and the RENT EQUIPMENT, PILOT 
CAR, SURVEY CREW, TRAFFIC CONTROL SUPERVISOR, OFFICE SPACE AND BIOLOGIST 
sheets shall be filed in Section 1-Contract Files, Division No. 10 as described in Chapter 1 
(Organization of Project).   

  
The yellow side of the spreadsheet is for posting the RENT EQUIPMENT, PILOT CAR, 

SURVEY CREW, TRAFFIC CONTROL SUPERVISOR, OFFICE SPACE AND BIOLOGIST 
sheets.  The green side is for posting what has been paid on the Turnaround Document.  If an 
error is found at a later date on the RENT EQUIPMENT, PILOT CAR, SURVEY CREW, TRAFFIC 
CONTROL SUPERVISOR, OFFICE SPACE AND BIOLOGIST sheets, the correction is to be 
made to the original entry on the yellow side.  Do not make a new entry at the bottom of the 
spreadsheet on the yellow side.  If the correction will affect the Turnaround Document then the 
correction shall be made on the next progress payment and shall be entered on the green side of 
the spreadsheet. 

 
Note:  colors are for reference only and are not required on actual spreadsheets.   
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20-17 

 
DOCUMENTATION REQUIREMENT 

      SECTION E 
      TRAINEE HOURS 
 

Trainee hours shall be documented on a WEEKLY TRAINEE REPORT (Form No. 040-
042) completed and signed weekly as illustrated on page 20-18.  
 

Most of the information entered on the weekly sheet can be derived from the Contractor's 
certified payrolls, i.e., week ending date, trainee's name, classification, employer, and daily and 
weekly hours. 
 

The WEEKLY TRAINEE REPORT shall be checked and signed by the Officeperson and 
posted on a spreadsheet as illustrated on page 20-21.  The WEEKLY TRAINEE REPORT shall 
be filed in Section 1-Contract Files, Division No. 9 as described in Chapter 1 (Organization of 
Project). 
 

An apprenticeship agreement, as shown on pages 20-19 and 20-20, is required for each 
trainee.  On any given trainee report the apprenticeship agreements for employees listed must be 
received before payment can be made. 

 
To setup the files the items shall be found in the contract plans on the Estimate of 

Quantities, as illustrated in Chapter 2 (Setting up a Contract, Book Format, etc.).   The significant 
figure is to the nearest one-half (0.5) hour.  

 
The WEEKLY TRAINEE sheets are in Sharepoint and the stockroom.  The forms must 

have original signatures if using the form on Sharepoint or must be originals if using the 
forms from the stockroom, copies will not be accepted.   

 
Check the Special Provisions for the contract, sub-section 107.01, to see if an 

electronic certified payroll is being use.  If so contact Contract Compliance for assistance.   
 
If the contract is using an electronic certified payroll system and in that system there 

is a report showing the following: each trainee listed separately under the company’s 
name, hours worked by each trainee, a subtotal for each company, and a grand total for all 
the companies, then the report can replace the WEEKLY TRANEE REPORT (Form No. 040-
042) and the spreadsheet.    

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

available, see Chapter 26 (Distribution of Documents). 
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20-18 

The Officeperson shall record the ending date from the Contractor’s payroll, the contract 
number, project number, review the Contractor’s certified payrolls and record all trainees listed, 
with classification and employer, check to assure that each trainee has an apprentice agreement 
on file, sign and date the form.   
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20-19 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
           Rev 11/09 
 
 
 
 
 



 
20-20 
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20-21 

 TRAINEE HOURS 
(SPREADSHEET) 

 
All trainee hours shall be posted on a spreadsheet by the Officeperson as illustrated 

below.  Each date for week ending will be listed separately and a final total is required on every 
column except the date and payment no. column.  The significant figure is to the nearest one-half 
(.5) hour.  The TRAINEE HOUR sheets shall be kept in order as listed on the spreadsheet.  The 
spreadsheet and the TRAINEE HOUR sheets shall be filed in Section 1-Contract Files, Division 
No.9 as described in Chapter 1 (Organization of Project).   

  
The yellow side of the spreadsheet is for posting the TRAINEE HOURS.  The green side is 

for posting what has been paid on the Turnaround Document.  If an error is found at a later date 
on the TRAINEE HOUR sheets, the correction is to be made to the original entry on the yellow 
side.  Do not make a new entry at the bottom of the spreadsheet on the yellow side.  If the 
correction will affect the Turnaround Document then the correction shall be made on the next 
progress payment and shall be entered on the green side of the spreadsheet.  

 
Note:  colors are for reference only and are not required on actual spreadsheets. 
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