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OVERVIEW

ABOUT THIS MANUAL
The purpose of this document is to establish uniform procedures for documentation of work performed by contractors on highway construction pro-
jects and processing Change Orders using current AASHTOWare Project™ programs. This Manual is a reference for Resident Engineers, field
office personnel, Inspectors and construction survey crews. The Resident Engineer is directly responsible for implementing the procedures out-
lined in this Manual.

To meet federal regulations, according to Title 23 Code of Federal Regulations (CFR), it is required that NDOT employees adequately document
all items of work in a uniform manner. This Manual contains instructions for preparing original source documentation, Inspector’s Daily Reports,
Daily Diaries and Change Orders to substantiate payments made to contractors.

The instructions and procedures in this Manual are predicated on the Standard Specifications for Road and Bridge Construction. Whenever an
unusual method of payment is described in the Special Provisions for an individual contract, the methods of documentation shown in this Manual
may require modifications to fit the situation. Should this occur, apply a method that would be used for a closely related item of work for which there
are instructions. If no usable instructions can be found in this Manual, contact the Construction Division staff for assistance in finding a proper way
of documenting the item.

This Manual should be easily read and understood by anyone with a fundamental understanding of NDOT's construction process. In conjunction
with related documentation and supplemental training, this Manual will serve as a framework for administering NDOT contracts.

This Manual does not address every phase, process or event throughout the contract lifecycle in detail, nor will it replace good engineering judg-
ment. References to documents and/or related resources are provided throughout this Manual where necessary or applicable.

CONVENTIONS USED IN THIS MANUAL
References in this Manual include the following:

n The Department: tThe Nevada Department of Transportation (NDOT).
n Project: The lifecycle of an NDOT project up until it is advertised.
n Contract: The lifecycle of an NDOT project upon advertisement.
n Standard Specifications: NDOT’s Standard Specifications for Road and Bridge Construction. (This includes "Special Provisions”, unless oth-

erwise stated.)
n Standard Plans: NDOT’s Standard Plans for Road and Bridge Construction.
n Contract Plans: Plans specific to the contract.
n Special Provisions: Specifications specific to the contract.
n Contract Documents: All documents identified under Contract in Subsection 101.03, (Terms and Conditions) Definitions, of the Standard Spe-

cifications.
n Manual: the AWP Documentation Manual
n AWP: AASHTOWare Project Construction & Materials™

The order of precedence of contract documents is:

1. Supplemental Notices
2. Special Provisions
3. Contract Plans
4. Standard Specifications
5. Standard Plans

1-3
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When discrepancies and/or contradictions within the above referenced documents occur, always follow the order of precedence to determine the
governing documents. Guidelines when working with Standard Specifications, Standard Plans, Project Plans and/or Special Provisions include:

n Always verify changes to the Standard Plans and Standard Specifications by referencing the Special Provisions, Project Plans and Sup-
plemental Notices.

n Changes to Standard Specifications in between published editions are made as Pull Sheets. When a Pull Sheet is implemented, it is included
in a project’s Special Provisions. (This incorporation of change in contract documents is a reason why Special Provisions take precedence
over Standard Specifications.)

n Changes to Standard Plans are made as Special Details. When Special Details are implemented, they will be included in the Project Plans.
(This incorporation of change in contract documents is a reason why Project Plans take precedence over Standard Plans.)

n Changes to contract documents after a project is advertised but before the bid is opened are provided in a Supplemental Notice.

UPDATES , REVISIONS TO THIS MANUAL
The Construction Division is responsible for maintaining an updated Documentation Manual. The Construction Division will revise and/or issue
updates as needed. Users can request a revision to the Manual in writing to the Construction Division at
ndotconstruction@dot.nv.gov . The Construction Division will review the request and take appropriate action. Between revisions/updates, the Con-
struction Division may issue interim Construction Division policy memorandums which will be incorporated into the next revision.

DISTRIBUTION OF THIS MANUAL
The latest approved version of the Documentation Manual is posted on the NDOT Internet site [ AWP Documentation Manual With Materials].

GENERAL GUIDELINES

NDOT FORMS
All updates, including wet signatures, on NDOT forms referenced in this manual MUST be completed using blue or black ink.

It is strongly recommended using DocuSign to obtain signatures whenever possible on NDOT forms referenced in this manual.

All corrections on NDOT forms mentioned in this manual MUST be completed using red ink or red pencil.

CORRESPONDENCE EMAIL INFORMATION
It is the responsibility of each crew to save contract related correspondence emails in the appropriate correspondence directories in the EDOC dir-
ectory tree.

It is highly recommended that the entire email message (the last email in an email string/chain) from MS Outlook (.msg file) be saved to the appro-
priate correspondence directories in the EDOC directory tree. It is not necessary to save emails as a PDF. Please note that .msg files are accept-
able in a claim situation. Correspondence email file names must include the contract number and a short description of the email. Keep the file
names short (around 100 characters).

1-4
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OVERVIEW

This chapter provides guidance for setting up a newly awarded contract, setting up the field office electronic directories for storing contract doc-
umentation files, obtaining E-Bidding reports to assist in contract bid item review, understanding significant figures, and obtaining the required
safety inspection report.

BEGINNING OF A CONTRACT

At the beginning of a contract, the Resident Engineer and Office Engineer will receive emails containing the following information necessary for
contract documentation start-up:

n Notification the contract has been loaded in AWP Construction & Materials™ and Contract Materials have been set up. (Materials Division)
n Location of the AWP Documentation Manual With Materials, AWP User Guide, and when applicable, the location of the Record of Delivery

spreadsheets and the Liquid/Emulsified Asphalt Application and Payment spreadsheet (Construction Admin Services Section)

Other information required for contract start-up includes:

n Agreement Estimate Breakout (AEB) report e-Bidding Portal Intranet
n Estimate of Quantities report e-Bidding Portal Intranet

Each of the above items will be explained in detail in the appropriate chapter in this manual.

AWP INFORMATION
n Enter/Confirm the following information in the AWP Construction & Materials, Contract Administration Summary Component at the start of a

contract. Refer to Chapter 2, Contract Setup, in the AWP User Guide With Materials for details.
l Contract Authority Tab

o Add Contract Specific Contract Authority for each Mobile Inspector user needing access to the contract.
l Contract Times Tab

o Enter the CREW-REVIEW Informational Time after reviewing the AWP contract items and the Agreement Estimate and Estimate of
Quantities reports. This informational time is required for generating Daily Work Report, Daily Diaries and Payment Estimates.

o Enter the ConstStartedDate Informational Time (Construction Started Date)
o Click on the Main Contract Site Time (00 AT or 00 CD) and go to the Units and Dates Tab. Confirm that the Start Date (Time Charges

Start Date) is correct. Update if needed.
l Permits Tab

o Enter all Permits associated with the contract.

ELECTRONIC ORGANIZATION OF CONTRACT DOCUMENTATION

All field office records for each contract must be organized in the standardized Contract Files directory template. Utilizing this directory template on
each contract will enable crew personnel, headquarters personnel, district personnel, FHWA, etc. to locate contract information consistently.

2-3
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http://ebsportal/EBiddingPortalIntranet/Home.aspx
http://ebsportal/EBiddingPortalIntranet/Home.aspx
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The directory template contains the following major file directories and file index:

n Contract Files
l Contract
l Materials
l XXXX FILE INDEX.xlsx

Each contract will have an electronic file directory which contains the contract specific documents. Within these file sub-directories which cor-
respond to the various areas within Contract Administration. The sub-directories will be set up in accordance with the contract specific documents.

The initial Contract Files and Materials and Testing Files have been set up with sub-directories. These initial sub-directories are examples and can
be renumbered, renamed, deleted and new sub-directories can be added as necessary, per the contract. It is acceptable to have non sequential
sub-directory numbers in the case that a sub-directory is deleted.

SETTING UP THE CONTRACT FILES DIRECTORY TEMPLATE
The directory template is set up in a ZIP file (Contracts files.zip) which is located in the SharePoint Construction Crew Portal, Construction Crew
Documents, area.

Note: Set up a separate directory template for each contract.

It is recommended setting up the Contract Files directory template on OneDrive.

1. Using the Chrome browswer go to the SharePoint Construction Crew Portal, Construction Crew Documents, and click the Contract Files.zip
file (Figure 2-1).

Figure 2-1: EDOC Contract Files.zip

2. Click on Download (Figure 2-2).

Figure 2-2: Download the zip file

3. Using Windows Explorer open the Downloads folder and double-click on the Contract Files.zip file (Figure 2-3).

Figure 2-3: Saving the zip file

4. Click on Extract all (Figure 2-4).

2-4
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https://nevadadot.sharepoint.com/sites/040-Construction/Construction%20Crew%20Documents/Forms/AllItems.aspx?as=json
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Figure 2-4: Extract all files

5. Click Browse to select the Destination (Figure 2-5).

Figure 2-5: Extract Compressed (Zipped) Folders

6. Browse to OneDrive - Nevada Department of Transportation and click the Select Folder button (Figure 2-6).

Figure 2-6: Select a Destination

2-5
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7. Check the Show extracted files when complete box and click the Extract button (Figure 2-7).

Figure 2-7: Extract the Zipped File

8. A copy status window will open while the zip file copies (extracts) the files (Figure 2-8).

Figure 2-8: Copy Status Window

9. When the files are done copying, Windows Explorer will open the OneDrive - Nevada Department of Transportation showing the Contract
Files directory (Figure 2-9).

Figure 2-9: Contract Files Directory

10. Rename the Contract Files directory by entering the Contract ID at the beginning (Figure 2-10).

Figure 2-10: Rename Contract Files Directory

2-6
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11. The Contract Files directory template contains two sub-directories (Contract and Materials) and a file index spreadsheet (Figure 2-11). Each
sub-directory contains additional sub-directories (Divisions) that are explained in the following sections.

Figure 2-11: Contract Files Sub-directories

12. The XXXX FILE INDEX.xlsx spreadsheet contains the information that Construction Admin Services will pick up at the time of contract clos-
eout. Rename this file by replacing the XXXX with your contract ID. Update the records in this index so that it corresponds to the changes
made to the sub-directory names in each division on the crew share drive.

CONTRACT FILES

The Contract Files/Contract directory consists of 17 sub-directories (Figure 2-12). Each sub-directory will be explained in the following pages.

Figure 2-12: Contract Files/Contract Sub-directories

01 INFO AT START

This sub-directory contains documents furnished to the Resident Engineer at the beginning and during the contract (Figure 2-13).

2-7
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Figure 2-13: Contract, 01 Info at Start

02 CORRESPONDENCE

This sub-directory contains correspondence (including emails) relative to the contract (Figure 2-14). Email file names should include the contract
ID and a short description of the email message. It is recommended the entire email message from MS Outlook (.msg file) be saved.

Figure 2-14: Contract, 02 Correspondence

03 MULTIMEDIA

This sub-directory contains the photographs and videos that relate to a contract (Figure 2-15). Create sub-directories in this location to organize
photos and videos as needed. Use short file names for individual photos and/or videos.

Figure 2-15: Contract, 03 Multimedia

04 CLAIMS

This sub-directory contains claims or information concerning claims pertaining to the contract (Figure 2-16). Separate sub-directories are required
for each individual claim.

2-8
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Figure 2-16: Contract, 04 Claims

05 CO

This sub-directory contains the AWP Change Order reports, all supporting documents, and justifications (Figure 2-17). Separate sub-directories
are required for each Change Order.

Figure 2-17: Contract, 05 CO

06 FA

This sub-directory contains the original Daily Costs of Force Account with Standby sheets, invoices, fringe benefit statements, force account recap
sheets, and other required information described in Chapter 4, Force Account, of this Manual (Figure 2-18). Separate sub-directories are required
for each Force Account Item and each individual category. Give each Force Account sub-directory a short name describing the activity.

Figure 2-18: Contract, 06 FA

07 ESTIMATES

This sub-directory contains reports related to the bi-weekly Construction payment estimates and supporting documentation (Figure 2-19). Separ-
ate sub-directories are required for each item.

2-9
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Figure 2-19: Contract, 07 Estimates

08 - SCALE WEIGHTS

This sub-directory contains the Record of Delivery spreadsheets for items paid by the ton and the Bill of Ladings (B/L) (only) for Asphalts, Portland
Cement, and Mineral Filler (Figure 2-20). A copy of the B/L along with the certification shall be filed in Materials\03Cert & Test Reports\3.# dir-
ectory, as described in this chapter. Separate sub-directores are required for each item.

Figure 2-20: Contract, 08 Scale Weights

09 SURVEY

This sub-directory contains survey related data (Figure 2-21). Separate sub-directories are required for each item.

2-10
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Figure 2-21: Contract, 09 Survey

10 AGREEMENTS

This sub-directory contains agreements received pertaining to utilities, right-of-way, developers, land owners, entities, etc. (Figure 2-22). Separate
sub-directories are required for each agreement.

Figure 2-22: Contract, 10 Agreements

11 CC

This sub-directory contains Contract Compliance (CC) correspondence relative to subcontractor agreements (Figure 2-23). Separate sub-dir-
ectories are required for each subcontractor.

2-11
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Figure 2-23: Contract, 11 CC

12 MISC

This sub-directory contains items that may be necessary to file but are not covered elsewhere (Figure 2-24). Separate sub-directories are required
for each item.

Figure 2-24: Contract, 12 Misc

13 STORMWATER

This sub-directory contains Stormwater reports and information (Figure 2-25). Separate sub-directories are required for each item.

Figure 2-25: Contract, 13 Stormwater

14 RFI

This sub-directory contains copies of all RFIs (Figure2-26). All original RFIs will be distributed as necessary. Separate sub-directories are required
for each RFI.
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Figure 2-26: Contract, 14 RFI

15 SUBMITTALS

This sub-directory contains all Submittals (Figure 2-27). One copy of the submittal will be retained and filed, the rest will be distributed as neces-
sary. When the approved/stamped copies are returned, retain and file one or more as needed and send the remainder to the contractor. The sub-
mittal is also filed with all related backup and correspondence. Separate sub-directories are required for each submittal.

Figure 2-27: Contract, 15 Submittals

16 SHOP DRAWINGS

This sub-directory contains Shop Drawings (Figure 2-28). One copy of each shop drawing will be retained and filed. The remainder of the drawings
will be distributed as necessary. When the approved/stamped copies are returned, retain and file one or more as needed and send the remainder
to the contractor. File all correspondence and related backup documentation with the shop drawing. Separate sub-directories are required for each
shop drawing.

Figure 2-28: Contract, 16 Shop Drawings

17 ASBUILTS

This sub-directory contains all plan sheets and quantity revisions (Figure 2-29). All information shall be used to complete the As-Built Plans before
the final closeout.

Figure 2-29: Contract, 17 AsBuilts
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MATERIALS

The Contract Files/Materials directory consists of 6 sub-directories (Figure 2-30). Each will be explained in the following pages. Make sure to
check with the Materials Division on items that are added to the contract through Change Orders to see if samples or certifications are required.

Note: Direct any questions concerning filing in these sub-directories to Construction Division Quality Assurance staff.

Figure 2-30: Contract Files/Materials Sub-directories

01 QPL STSR INFO

This sub-division contains the Qualified Product List (QPL) received at the start of a contract from the Materials Division, the Sampling and Testing
Status Report (STSR) directory where copies of the report will be saved, and Contractor's informational test reports (Figure 3-31). The QPL will
include important information and should be reviewed upon receipt.

Figure 2-31: Materials, 01 QPL STSR Info

02 QA AUDIT REPORTS

This sub-directory contains all audit results conducted by Construction Division Quality Assurance staff (Figure 2-32).

Figure 2-32: Materials, 02 QA Audit Reports

03 CERT & TEST REPORTS

This sub-directory contains material certifications, bill of ladings (BL) and test results to/from the Materials Division (Figure 2-33). Create separate
sub-directories based on the items in the Sampling and Testing Status Report (STSR).
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Figure 2-33: Materials, 03 Cert & Test Reports

04 TRACKING SHEETS

This sub-directory contains tracking sheets for material compactions, sieves and concrete (Figure 2-34).

Figure 2-34: Materials, 04 Tracking Sheets

05 INTERNAL PROFILE

This sub-division contains copies of profile reports provided by the contractor (Figure 2-35). The original reports are sent to Construction Division
Quality Assurance. Separate sub-directories are required for each item.

Figure 2-35: Materials, 05 Internal Profile

06 STRUC FOUND REPORTS

This sub-directory contains copies of Structure Foundation Pile Driving Records, Structure Foundation Inspection Records, Pile Load Test Data
Sheets, Drilled Shaft Inspection Reports, Cross-hole Sonic Logging Sheets,and any other information relating to pile driving and structure found-
ation (Figure 2-36). The original test reports are sent to Construction Division Quality Assurance. Separate sub-directories are required for each
type of material.

Figure 2-36: Materials, 06 - Struc Found Reports
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AGREEMENT ESTIMATE BREAKOUT REPORT

The Agreement Estimate Breakout (AEB) report identifies construction type codes, funding sources, bid items and bid item quantities by project
and AEB. In the AWP program an AEB is referred to as a category. Categories (AEB) in a contract are established for each different type of con-
struction (major structure, urban roadway, rural roadway, etc.) and different funding sources (State - C1C, Federal - C2C, Other - C3C, i.e. County,
City, Utilities, etc.).

The Resident Engineer will compare the AEB report with the project plans to ensure that the bid items and quantities in each category (AEB) are
correct in the AWP program. Figure 2-37 shows an example of the AEB report.

All construction personnel will be familiar with the AEB report, and are expected to record all quantities of items used on the contract according to
the category (AEB) shown therein. The category (AEB) numbers assigned by Design, will be used when documenting or posting pay items, and
may not be changed or modified. When an original bid item is not listed in the correct category (AEB) it will be added by the Resident Engineer in a
Change Order. Items must be paid for where they are placed. When a new category (AEB) is needed, the Construction Division will work with the
Financial Management Budget Division to budget the new category (AEB). The new category (AEB) is then added to the contract in AWP and the
Resident Engineer is notified. The Resident Engineer will then create a Change Order to add the required items to the new category (AEB). Refer
to Chapter 3, Change Orders and Letters of Authorization, in this Manual for details.

Note: The Agreement Estimate report is found on the e-Bidding Portal Intranet Intranet in the Contract Documents tab.

Figure 2-37: Example of the Agreement Estimate Breakout Report

ESTIMATE OF QUANTITIES REPORT

The Estimate of Quantities report identifies the overall quantities of the items in a contract.

The Resident Engineer will compare the Estimate of Quantities report with the AWP Item list to ensure that the overall quantities of all the items in a
contract are correct. Figures 2-38 and Figure 2-39 show examples of the Estimate of Quantities report and the AWP Item List.

In AWP, all Lump Sum (LS) item quantities are displayed with the actual dollar amount of the item and the Unit Price is always displayed as $1.
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Note: The Estimate of Quantities report is found on the e-Bidding Portal Intranet Intranet in the Contract Documents tab.

Figure 2-38:Example of the Estimate of Quantities Report

Figure 2-39:Example of AWP Contract Item List

MEASUREMENT & PAYMENT

The following is a list of the method of measurement and payment that will be used on all items in a contract (Figure 2-40). It is the responsibility of
the Inspector and Office Engineer to know which items can be paid to plan or require a measurement and/or calculation. The significant figures for
all items are to the hundredths (.01).

UOM Requirements Remarks

ACRE Meas & calcs

*CUFT Meas & calcs

*CUYD Plan qty, meas & calcs if different then plan qty Cannot pay plan on removal items, Riprap items or
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items being weighed.

DAY

L.S. Percentage

EACH

Counted

Note: Station-to-station Each items require the
word "Counted" in the posting Remarks.

If an each item has specific location / station, called out
in the plans then it CAN be grouped in a posting. Com-
ments must include specific location for each item.

If an each item does NOT have a location / station
called out in the plans but is grouped in a table or struc-
ture list then it can be grouped in a posting.

GAL Meas & calcs Must take picture of the container label and email to
the Office Engineer.

HOUR

LNFT Meas

Multiple conduit runs CAN be grouped in a posting.
Comments must contain the starting and ending sta-
tions, the measured LNFT, and the run number for
each run.

MILE Meas & calcs

MONTH

POUND Plan qty, meas & calcs if different then plan qty
If an item is delivered in a container or sack, a picture
of the label must be taken and emailed to the Office
Engineer.

*SQFT 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
in the Remarks area.

2120050 - Detail Painting is the ONLY SQFT item that
can be paid per plan. Refer to the plan sheet where it
identifies the paid qty.

For signs, the sign number is required in the Remarks
area.

*SQYD Meas & calcs

STATION Meas & calcs

TON Weighed over scales Scale sheets, delivery tickets, or meas & calcs

*Can pay plan on the following Drainage items: RCP, Misc. Structures, Retaining, Sound and MSEWall. Cannot pay plan
on Riprap.

Figure 2-40: Measurement & Payment
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SAFETY CHECKLIST CONTRACTOR OPERATIONS FORM
The Safety Checklist Contractor Operations form (040-028) has been developed to aid in monitoring safety conditions on a contract.

Forms change periodically, go to the Nevada DOT, Doing Business, Construction, Construction Forms page for the most current form avail-able.

The Safety Checklist Contractor Operations form must be completed by the contractor at the start of a contract and a copy turned into the NDOT 
field office. The contractor will keep the original form. On contracts of long duration, a new checklist must be completed and submitted once a year.

All Safety Checklist Contractor Operations forms will be saved electronically in the Contract Files\Contract\12 Misc\12.# Safety Checklist directory.
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OVERVIEW

This chapter provides guidance on the preparation of Change Orders and Letters of Authorization (LOA) documentation and the steps to suc-
cessfully execute them.

CHANGE ORDERS

NDOT has the right to modify a contract. Change Orders are the contractual methods to make changes and are required for changes to the char-
acter of the work, payment, specification and/or working days/completion dates. A Change Order is legally binding and becomes part of the con-
tract. Just as the original plans and specifications define the scope, terms, and conditions of work to be done, the Change Order needs to define
the same.

A Change Order is legally binding to the contractor and to NDOT, so it must be prepared with care. The required elements of a Change Order must
be clear, concise, and unambiguous. A Change Order must be prepared so that a person not familiar with the modification can readily interpret
scope, terms, and conditions of the work.

CHANGE ORDER TYPES
NDOT has 3 Change Order types (General, Administrative and Prior) with 44 Change Order Reason Types (see the Change Order Reason Type
list on the next page). Each type/reason covers a specific change to a contract.

General Change Orders include Reason Types 1 through 24. These Change Orders require a Cover Letter, cost justification (if applicable), and
other various supporting documentation depending on their type. When extra work is part of the Change Order, a Record of Authorization To Pro-
ceedWith Extra Work (form 040-002) is also required. These Change Orders must include signatures from the Resident Engineer, Contractor, Dis-
trict Engineer/Assistant District Engineer, Internal Division involved in the change, Chief of Construction, Assistant Chief of Construction, Assistant
Director and FHWA (if applicable). DocuSign signature routing templates have been set up for each district and funding source for these Change
Order types (refer to the Change Order Execution Workflow section in this chapter for details).

Administrative Change Orders include Reason Types 25 through 29. These Change Orders do NOT require a Cover Letter or a cost justification.
They can have various supporting documentation depending on their type (e.g., calculation sheets, correspondence). Change Order Reason
Types 25 and 27 must include signatures from the Resident Engineer, District Engineer/Assistant District Engineer, and Assistant Chief of Con-
struction. A DocuSign signature routing template has been set up for the administrative Change Order types 25 and 27 (refer to the Change Order
Execution Workflow section in this chapter for details). Change Order types 26, 28 and 29 only require a signature from the Resident Engineer. A
DocuSign signature routing template has been set up for the administrative Change Order types 28 - 29 (refer to the Change Order Execution
Workflow section in this chapter for details). The Close Out Change Order (Reason Type 26) is created by the Resident Engineer and left in
DRAFT status. Construction Admin Services staff review and approve this type of Change Order. Change Order type 30 - HQ Administrative is
reserved for Construction Admin Services staff use only.

Types 901 through 924 are Prior Change Orders. These Change Orders require a Cover Letter, cost justification (if applicable), and other various
supporting documentation depending on their type. A Prior Change Order allows for payment for items of work, when the overall amount of work is
not precisely known. They do require an additional Change Order to be created to finalize the quantity(s) for the work performed. These Change
Orders must include signatures from the Resident Engineer, Contractor, District Engineer/Assistant District Engineer, Internal division involved in
the change (if applicable), Chief of Construction, Assistant Chief of Construction, Assistant Director and FHWA (if applicable). DocuSign signature
routing templates have been set based on the funding source for these Change Order types (refer to the Change Order Execution Workflow sec-
tion in this chapter for details).
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CHANGE ORDER REASON TYPE LIST
n 01 - Errors or Omissions
n 02 - Construction Stakeout Errors
n 03 - Utilities Conflicts
n 04 - Traffic Control (Temporary conditions - striping, pavement markings, phasing changes)
n 05 - ITS Changes or Additions (Signals, lighting, permanent signs and electrical)
n 06 - Roadway Changes
n 07 - Fencing / Right of Way (Gates, change of access)
n 08 - Drainage (Pipe extensions, DIs, RCB, anything underground)
n 09 - Structural Items
n 10 - Material and Testing (Alternate pits, if existing pit to materials only, materials, lime treatment, sieve

changes, test methods, material spec changes)
n 11 - Safety and Traffic (Permanent conditions - guardrail, barrier rail, guideposts, striping, pavement markings)
n 12 - Specifications Changes (No materials or traffic control phasing)
n 13 - Miscellaneous
n 14 - Flaggers
n 15 - Non-Specification Material Allowed to Remain in Place
n 16 - Claims
n 17 - Dispute Resolution
n 18 - Value AddedWork
n 20 - Landscape & Aesthetic Treatments
n 21 - VEP: Value Engineering Proposal
n 22 - Stormwater
n 24 - Environmental
n 25 - Adjusting Incentive / Disincentive (Crew Administrative)
n 26 - Contract Closeout (Crew Administrative) (HQ reviews and processes)
n 27 - Quantity Overrun (Crew Administrative) (This applies to any item major item ($50,000 or greater) with a quantity change over $100,000 or

100% of the original bid amount)
n 28 - Reducing Escalation Quantity (Crew Administrative)
n 29 - Category Adjustment (Crew Administrative)
n 30 - HQ Administrative (HQ Admin ONLY)
n 901 - Prior - Errors or Omissions on Plans
n 903 - Prior - Utilities Conflicts
n 904 - Prior - Traffic Control (Temporary conditions - striping, pavement markings, phasing changes)
n 905 - Prior - ITS Changes or Additions (Signals, lighting, permanent signs and electrical)
n 906 - Prior - Roadway Changes
n 907 - Prior - Fencing / Right of Way (Gates, change of access)
n 908 - Prior - Drainage (Pipe extensions, DIs, RCB, anything underground)
n 909 - Prior - Structural Items
n 911 - Prior - Safety and Traffic (Permanent conditions - guardrail, barrier rail, guideposts, striping, pavement markings)
n 913 - Prior - Miscellaneous
n 914 - Prior - Flaggers
n 918 - Prior - Value added work
n 920 - Prior - Landscape & Aesthetic Treatments
n 921 - Prior - VEP: Value Engineering Proposal
n 922 - Prior - Stormwater
n 924 - Prior - Environmental
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ESSENTIAL ELEMENTS OF CHANGE ORDERS
Change Orders include the following elements (depending on the type):

n Record of Authorization To ProceedWith Extra Work, (form 040-002 Rev. 1/22)
n Cover Letter - Description of the work to be performed
n Independent Cost Analysis/Cost of the work
n Method of payment and time to complete the work
n Appropriate signatures

GUIDANCE FOR COMPLETING CHANGE ORDER DOCUMENTATION
RECORD OF AUTHORIZATION TO PROCEED WITH EXTRA WORK FORM

If a Change Order is necessary to add extra work that was not anticipated to a contract, the Resident Engineer or District Engineer will complete a
Record of Authorization To ProceedWith Extra Work, form 040-002 Rev. 1/22 (Figure 3-1), and submit it to the Chief Construction Engineer. The
form is located in the SharePoint Construction Forms Area.

n Identify the contract number and the project number.
n Identify the Change Order number that will be assigned to the change order.
n Identify the requester of the Change Order. If request is not coming from a Division Head, make sure the requester has the appropriate com-

mitment authority as per the Construction Manual, Chapter 2 - Contract Administration, page 48.
n Date on form should be the date of the Change Order Request Memo from the Division Head.
n Give a detailed description of the additional work and explain why it is necessary.
n Indicate the estimated change in cost to the contract by checking the appropriate box.
n Indicate whether there will be an increase, a decrease, or no change in Working Days by checking the appropriate box.
n Indicate the method of payment by checking the appropriate box or boxes.
n When the form is completed, print the report to a PDF file, and save to the appropriate Contract Files\Contract\05 CO\5.1 CO No. directory.

The file name must contain the contract ID and the Change Order number. Upload the completed form to DocuSign for signatures using the
appropriate template. The Resident Engineer, District Engineer, Construction Engineer must sign. If cost is projected to be more than
$250,000.00 the Director’s Office must sign as well.
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Figure 3-1: Record of Authorization To Proceed With Additional Work Form
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COVER LETTER

Cover Letters are required except when processing an administrative type Change Order. The following is guidance on composing a Change
Order Cover Letter:

n Use Department, District specific letterhead.
n Include the date the letter was composed.
n Address the letter to the Deputy Director-Engineering, ATTN: to the Chief Construction Engineer.
n Include the contract and federal/state project number(s).
n Add the location and project description from the front of the Special Provisions.
n Include the Change Order Reason description and the Reason Type #, e.g., Errors or Omissions - Reason Type 01.
n Clearly explain the change and what it involves for an audience who is seeing it for the first time, e.g., New added work, Specification change

Revising the plans, etc. Can a person without any knowledge of the Change Order understand why the change is needed?
n The main body of the letter should address what and where the problem is and what the solution is if any revised plan sheets have been

provided or new or revised specifications.
n Identify who (the name of the person, title, and Division, e.g., Design, Materials, Construction, District, etc.) requested the Change Order.
n Identify who (the name of the person, title, and Division, e.g., Design, Materials, Construction, District, etc.) was consulted about the Change

Order. Don’t refer to conversations/concurrences if the conversations/concurrences didn’t take place.
n The letter needs to state whether there is an increase or decrease in cost. If no cost increase, state that as well.
n Discuss how the Change Order will be paid, e.g., existing bid items, new items, the total dollar amount, and what Category it will be paid in.
n The letter needs to state whether additional working days are going to be granted. If the Change Order increases or decreases working days

(or milestone dates), a detailed explanation with backup is needed, e.g., schedule impact analysis from the Contractor.
n Third-party agreements should be mentioned if work is being done for a third-party entity and need to be amended if the language does not

exist in the agreement to cover the added expense.
n If the project is a Project of Divisional Interest, PODI, the only way a specification change can be made is if it meets one of three criteria. Use

the following exact language in the letter:
l “The Specification, as written, is impossible or impractical to comply with.”
l “A product of equal in all respects to the one specified can be furnished at a savings to the contract.”
l “A product superior to one specified can be furnished at no increase in cost.”

n If a Prior Change Order has been executed, the cover letter must address the Prior and any changes not addressed in the Prior that are being
covered with the follow-up Change Order.

n The cover letter will be distributed to the DocuSign Distribution list and saved to the Contract Files\05 CO\5.# CO No. directory. The file name
must contain the contract ID and the Change Order number.

COST JUSTIFICATION

Adequate cost justification must be provided with Change Orders except when processing an Administrative type Change Order. Cost jus-
tifications explain why the price is reasonable or justified. Each cost element needs to be assigned to the appropriate category (AEB). The excep-
tion would be Type 27 Overrun and Administrative Type Change Orders. They require a detailed explanation of why the overrun occurred.

The most common methods of cost justification include:

n Reference the historical bid price found in the integrated Project Development (iPD) program. The iPD program is accessed using the E-Bid-
ding log-in link located in the Applications area in SharePoint.

n Similar scope of work on other contracts
n Invoices
n Third Party Quotes from an independent source
n Independent cost analysis (Cost Analysis form) (Figure 3-2)
n The method of payment needs to be identified whether it be force account, agreed lump sum, agreed unit price or individual bid items.
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When preparing a Cost Analysis form for a Change Order, the Resident Engineer should follow these guidelines:

n Use prevailing wage rates for labor and the current Labor Surcharge from when the work is being performed.
n Use EquipmentWatch for hourly equipment rates (attach EquipmentWatch report, refer to Chapter 4, Force Account, in this manual for details)
n Use invoice/quote for materials (attach invoice/quote)
n Ensure the correct markup has been applied. Subcontract work is limited to 5% on pass through work the contractor does not complete.

Labor, Equipment and Material are up to 20% at the RE's discretion during negotiation with the contractor. Refer to Subsections 104.03,
(Scope of Work) Extra Work, and 109.03(d), (Measurement and Payment) Force Account Work (Subcontracted Work), of the Standard Spe-
cifications.

n All cost justification files will be saved to the appropriate Contract Files\Contract\05 CO\5.# CO No directory. The file name must contain the
contract ID and the Change Order number.

Figure 3-2: Cost Analysis Form

CHANGE ORDER AWP ENTRIES

Details for generating and approving a Change Order are found in Chapter 8, Change Orders, of the AWP User Guide With Materials.

The following is guidance for completing ALL Change Orders:

n The person requesting the Change Order will be identified in the Requestor field .
n The Supp Explanation in the Change Order Explanations area should only include changes to the contract. It should not be a repeat of the

cover letter. It should clearly describe the scope of the change and direction to the contractor, including location and limits, specification lan-
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guage change (additions or deletions), plan changes including the plan sheets affected. Include the payment method, such as bid prices,
Force Account, Agreed Prices or Lump Sum. If the scope of the change has multiple elements, describe each element separately.

n The cost increase/decrease with associated quantities must be included.
n Any specification language change (additions or deletions), plan changes including the plan sheets, stations, locations, and Justification for

costs, etc., will be added to the Explanation field in the Change Order item record.
n If additional days are granted, and the contract has lump sum prorated items (traffic control, temporary pollution control, dust control, etc.)

and/or items paid by the day (traffic control supervisor, time related overhead, etc.) the Change Order shall increase these items accordingly.
Guidance can be provided by the Assistant Construction Engineers as needed.

n The impact of time, or added working days, should be stated on the Change Order. If no working days are added, the Change Order should
state so. The explanation of time impact should be addressed on the cover letter, not in the Change Order. An independent analysis to support
the time extension must be performed and a copy of the new schedule will be included in the Change Order supporting documentation.

n The last Change Order Explanation record must include the Accord and Satisfaction Clause on all General Change Orders.
n The last Change Order Explanation record must include the Prior Clause on all Prior Change Orders. The following language must be

included in the Supp Explanation field:
l Change Order #__ will be generated to complete and finalize the quantities and associated payment."

OTHER SUPPORTING DOCUMENTS

The following is a list of supporting documentation/correspondence that must accompany the Change Order when the Change Order is submitted
to the appropriate Assistant Construction Engineer and Construction Admin Services staff for review (as applicable):

n Record of Authorization To ProceedWith Extra Work (form 040-002)
n Email correspondence
n Change Order Request Memo and Construction Division concurrence
n Calculation sheets
n Third Party Agreements
n Independent Cost Analysis
n Late Payroll Determinations
n Affirming Orders
n Failing Test Reports

These files will be saved to the appropriate Contract Files\Contract\05 CO\5.# CO No. directory. The file names must contain the contract ID and
the Change Order number.

CHANGE ORDER EXECUTION WORKFLOW
The following is guidance for executing ALL Change Orders.

1. Determine if the contract is an FHWA Project of Divisional Interest (PoDI) project. If so, then complete the FHWA Pre-Authorization form
(FHWA-1365) as necessary for the Change Order and route through DocuSign for approvals. If not, then proceed to step 2.

2. Create the appropriate supporting documentation required for the Change Order (authorization form, cover letter, cost justification, etc.)
3. Create the AWP Change Order. Refer to Chapter 8, Change Orders, Section, Steps To Create a Change Order, of the AWP User Guide With

Materials.
4. Send an email to the appropriate Construction Admin Services staff requesting the creation of a SharePoint Change Order review directory.
5. Copy all supporting documentation files to the SharePoint review directory. When all files have been copied, email the appropriate Assistant

Construction Chief and the appropriate Construction Admin Services staff letting them know they can start their review.
6. The Construction Division will review the AWP Change Order information and the supporting documentation for the following items and work

with the Resident Engineer on necessary revisions.
a. Assistant Construction Chief review for the following:

i. Request memo from the requesting division with concurrence and guidelines from Construction.
ii. Verify that scope, corresponding days and costs, seem reasonable.
iii. Completeness of contractual documents to include a clearly defined change.
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b. Construction Admin Services staff will review for the following:
i. Verify Change Order type and Change Order reason.
ii. Review for completeness to ensure document meets FHWA requirements.
iii. Review estimate of costs and justification for reasonableness.
iv. If reviewing a Change Order with associated Prior Approval, verify that the dollar amount is accurate.

7. Assistant Construction Engineer will notify the Resident Engineer that the review of all packet information is complete and the Change Order is
ready for processing.

8. Generate the AWP Change Order report. Refer to Chapter 8, Change Orders, Section, Change Order Report Generation, in the AWP User
Guide With Materials. Print the report to a PDF file, and save to the appropriate Contract\Contract Files\05 CO\5.# CO No. directory. The file
name must contain the contract ID and the Change Order number.

9. Log on to DocuSign and create a NEW envelope. Upload the Cover Letter (if applicable), AWP Change Order report and plan sheets. Refer to
the How to Send an AWP Change Order in DocuSign using a Template guide for details.

10. Use the appropriate template.
a. District 1 DocuSign templates:

i. Const Admin - D1, CO, FHWA Funding
ii. Const Admin - D1, CO, State Funding

b. District 2 DocuSign templates:
i. Const Admin - D2, CO, FHWA Funding
ii. Const Admin - D2, CO, State Funding

c. District 3 DocuSign templates:
i. Const Admin - D3, CO, FHWA Funding
ii. Const Admin - D3, CO, State Funding

d. Shared DocuSign templates:
i. Const Admin - D1, D2, D3, CO, Admin Types 25 & 27
ii. Const Admin - D1, D2, D3, CO, Admin Types 28 - 35
iii. Const Admin - D1, D2, D3, CO, FHWA Prior
iv. Const Admin - D1, D2, D3, CO, State Prior

Note: Construction Admin Services staff route the Change Order to the appropriate staff, divisions and FHWA (if appropriate) after the
Resident Engineer has signed.

11. Once the Change Order has been routed through all required signers the originator of the DocuSign envelope will receive an email from
DocuSign. This email contains attached PDF copy of the signed (executed) Change Order. Save the executed (signed) AWP Change Order
PDF file to the appropriate Contract Files\Contract\05 CO\5.# CO No. directory. The file name must contain the contract ID, the Change Order
number, and the executed date.

Note: If this Change Order is part of a Prior, make sure to attach the executed Prior PDF file to the associated Change Order as backup
documentation.

12. Attach the executed AWP Change Order report and Cover Letter (if appropriate) to the AWP Change Order. Refer to Chapter 8, Change
Orders, Section, Approving a Change Order, in the AWP User Guide With Materials.

13. Resident Engineer approves the Change Order. Refer to Chapter 8, Change Orders, Section, Approving a Change Order in the AWP User
Guide With Materials.

Important: When adding a NEW category (AEB) through a Change Order, DO NOT approve the Change Order in AWP until a notification
from Construction Admin Services is received stating that the new category (AEB) has been funded.

Important: If the Approved Change Order added a new bid item and/or increased an existing bid and the item(s) Current Extended Amount
(current quantity x item unit price) is $50,000 or more then the item(s) MUST be marked as a Major item. Refer to the AWP User Guide With
Materials, Chapter 4, Contract Items, Section, Marking a Contract Item As a Major Item, for details.
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Note: Contact the Construction Admin Services Section staff or the Assistant Construction Engineer with questions.

CHANGE ORDER EXAMPLES
Refer to Change Order Examples in the Construction Crew Portal of the Construction Division SharePoint for various examples of completed
Change Orders.

LETTERS OF AUTHORIZATION (LOA)

Occasionally minor construction items, not anticipated in the original scope of a contract, must be completed on a project. These minor con-
struction items are incidental construction items, which do not have bid items, and is a means to compensate the contractor for incidental con-
struction items. The Resident Engineer can pay for these incidental construction items with a Letter of Authorization (LOA).

The following are the Resident Engineer’s limitations on Letters of Authorization:

n The spending limit per incident is set at $15,000.
n The cumulative total of incidental construction items cannot exceed the amount programmed for the contract.
n Multiple LOAs cannot be written to cover the same issue, (i.e., the same thing multiple times or multiple LOAs to achieve one goal).

ESSENTIAL ELEMENTS OF AN LOA
The Letter of Authorization must contain the following information:

n Contract number and project number
n Letter of Authorization number (numbered consecutively beginning with 1)
n Date of authorization
n Reason for work
n Description of work
n Cost of work

l Cost justification for work:
o The Resident Engineer prepares an independent cost analysis of the contractor’s cost estimate and compares the two. Any significant

differences are resolved with the contractor. Refer to the Cost Justification Section in this chapter for additional information on pre-
paring a cost analysis.

o Include the cumulative total of incidental funds used on project, expressed as a dollar amount and cumulative amount of incidental
funds used compared to incidental funds budgeted, expressed as a percentage.

n Signature of contractor and Resident Engineer.

LOA EXECUTION WORKFLOW
1. Complete LOA and all supporting documentation (e.g., Independent Cost Analysis, invoices).
2. Send to HQ Construction Admin Section, requesting a review.
3. Log on to DocuSign and create a NEW envelope. Upload the LOA and supporting documents. Route to the Resident Engineer and Contractor

for signature.
4. Once the LOA has been routed through all required signers, the originator of the DocuSign envelope will receive an email from DocuSign. This

email contains attached PDF files of the signed (executed) LOA and supporting documents. Save the LOA and all supporting documents in
the appropriate Contract Files\Contract\07 Estimates\7.# LOA) directory.

5. The Resident Engineer sends copies of signed LOA and supporting documents to the District and Construction Division.
6. Create a DWR in AWP, Posting to item 7360040 - Incidental Construction, for the amount authorized in the LOA.
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LOA AND SUPPORTING DOCUMENTATION EXAMPLE
The following is an example of an LOA and supporting documentation (Figure 3-12 through Figure 3-14):

Figure 3-3: Example of an LOA
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Figure 3-4: Example of an LOA Cost Analysis Form
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Figure 3-5: Example of an LOA Cost Justification Invoice

Refer to the Construction Administrative Services Document Resources area for an LOA template.
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OVERVIEW

Force Account is the method to track and pay for labor, equipment and/or materials when work cannot easily be quantified during the design
phase. It is also used when the Department and the contractor are unable to come to an agreed price on an item of work. The source doc-
umentation requirement for any work to be paid on a Force Account basis is the Daily Costs of Force Account w Standby (Form No. 040-008).
Refer to Subsection 109.03, (Measurement and Payment) Force Account, of the Standard Specifications for specific requirements relating to force
account.

All Daily Costs of Force Account w Standby forms, Force Account Recap sheets and supporting documentation, (e.g. invoices, payroll records, affi-
davits) will be saved electronically in the appropriate Contract Files\Contract \06 - FA\6.# [Name of the Force Account] directory(ies). Each Force
Account will have a separate directory, (i.e. 6.1 (Name of Force Account), 6.2 (Name of Force Account)).

Note: Forms change periodically, go to the SharePoint Construction Forms Area for the latest version.

GENERAL FORCE ACCOUNT

INSPECTOR ’S RESPONSIBIL IT IES
1. Obtain the Daily Costs of Force Account w Standby form (Figure 4-1).
2. Record the following required information in the Form Header section:

a. Contract number, date performed, Change Order number (if applicable), description of work, category number and item number.
3. Record the following required information in the LABOR Section:

a. The names, classification and hours worked of each person performing work on the force account.
b. Overtime hours will be listed separate from straight time hours.

4. Record the following required information in the EQUIPMENT Section:
a. The year and a complete description of each piece of equipment such as make, model, horsepower, capacity, size, etc., the actual hours

worked, and standby hours.
b. Any equipment attachments and give a description.

5. Record the following required information in the MATERIALS Section:
a. A complete description and the quantities used on the Force Account work. The contractor may provide an invoice for the materials. Turn

the invoice into your Office Engineer with the Force Account sheet.
6. Record the following required information in the APPROVED Section:

a. Review the Force Account form with the Contractor and obtain the Contractor’s signature after the work for the day is completed. Do not
fill in hourly rates, extended amounts, or material prices at this time.

7. Turn the partially completed sheet into the field Office Engineer.

Note: If mistakes are made on a paper form, line through the error and write in the corrected entry. Correction fluid and/or tape is not
allowed.
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Figure 4-1: Example of Inspector’s Entries in the Daily Costs of Force Account w Standby Form

OFFICE ENGINEER ’S RESPONSIBIL IT IES
The Daily Costs Force Account form signed by the Contractor and submitted by the Inspector (Figure 4-1) will be one of the source documents
used to determine the total cost of the Force Account for that day.
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Research and document the additional information on the Daily Costs of Force Account w Standby form (Figure 4-5):

1. Transfer all the Inspector’s entries from the paper form to a new electronic form.
2. Enter the appropriate Report No. in the HEADER Section.
3. Enter the following in the LABOR Section:

a. Use the contractor’s payroll from LCPtracker to obtain the correct hourly rates, remote area pay and vacation rate paid to each person lis-
ted.

b. Determine if the hourly rate on the payroll includes vacation and remote area pay. If the total hours multiplied by the hourly rate equals the
gross pay, then the hourly rate includes vacation and remote area pay, if applicable. The hourly rate is entered on the force account
sheet, leave the vacation and remote area pay columns blank. There is no need to separate the vacation or remote area pay, as long as it
is included.

c. If the total hours multiplied by the hourly rate are less than the gross pay, add the total hours multiplied by the hourly vacation rate from
the fringe benefit statement. If the two amounts added together equal the job gross, record the base rate and vacation rate on the force
account sheet. Some Operating Engineers are paid time and one-half for vacation for overtime hours.

d. In order for the Contractor to be reimbursed for vacation and remote area pay, it must be included in the job gross.
e. Obtain the labor surcharge from the Construction Administrative Services Documentation Resource area on SharePoint. The labor sur-

charge reimburses the Contractor for the percentage paid into FICA, Workman’s Compensation, State and Federal unemployment taxes.
Use the applicable labor surcharge in effect at the time the work was performed.

f. Indicate the amount per hour for fringe benefits obtained from the Fringe Benefit Statement (Form No. 052-062) found in LCPtracker (Fig-
ure 4-2), and the total hours for each labor classification. The fringe benefit rate must be verified either by checking the rates against the
payroll or contacting the Contractor for a breakdown. If the fringe benefits on the form do not match the fringe benefits on the payroll,
verify the correct wage from the Contractor. If the Fringe Benefit Statement is in error, a revised form must be submitted.

Note: Non-union Contractors may not have fringe benefits listed on the Fringe Benefit Statement (Form No. 052-062). In this case,
you would only pay their hourly rate.

g. Obtain subsistence and/or travel expense (if any) from supporting documentation such as receipts and/or invoices must be provided.
h. Make certain that the actual wage rates verified do not include any additives except vacation pay.
i. Print the payroll document as a PDF file and save it to the appropriate Contract Files\Contract\06 - FA directory.

Note: No payment will be made for labor performed on force account until the Contractor certified payrolls are entered in LCPtracker
for the week that the work was performed. Save the certified payroll report to the appropriate Contract Files\Contract\06 - FA dir-
ectory.
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Figure 4-2: Example of Fringe Benefit Statement

4. Enter the following in the EQUIPMENT Section:
a. Obtain the required Force Account Equipment Listing (Form No. 040-033) from the Contractor. This form should include each piece of

equipment utilized on the Force Account (Figure 4-3).
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Figure 4-3: Example of Force Account Equipment Listing form

b. The rates for each type of equipment on a force account will be based on EquipmentWatch calculations. The EquipmentWatch program is
found on the Construction Division’s SharePoint home page under the Construction Division Links area. Refer to the "Using Equip-
mentWatch" on page 4-11 in this chapter, for details on using EquipmentWatch.

c. Record the Adjusted Hourly Rate dollar amount under the Rate column.

Note: If equipment is in Standby mode enter the Standby Rate indicated on the EquipmentWatch, Rental Rate Blue Book report in
the Non-Active Use Rates area. See red boxes in Figure 4-14 and Figure 4-20.

5. Enter the following in the MATERIALS Section:
a. Obtain copies of supplier’s invoices from the Contractor to verify actual costs and quantities of materials used on the force account. To be

eligible for payment, invoices for materials must:
i. Substantiate at least the total quantity of materials to be paid for on the force account.
ii. Be extended to show totals and sales tax.

l The contractor can submit a copy of their Department of Taxation Statement for proof of sales tax paid.
iii. Be dated on or before the date work was performed.

b. Record the invoice number with the materials listed.
c. For materials not specifically purchased for force account work, but are taken from the Contractor’s stock, an affidavit may be supplied in

lieu of an invoice. The affidavit must be signed by the Contractor and notarized. The affidavit must certify that such materials were taken
from stock, that the quantity claimed was actually used, and that the price and transportation claimed represent the actual cost (Figure 4-
4).
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Figure 4-4: Materials Affidavit

d. No payment will be made for materials used on a Force Account until these documents have been supplied to the Resident Engineer.
Freight charges for materials delivered for use on a Force Account will be paid if properly documented and included in the sub-total to
which the markup is applied. State sales tax is to be included for reimbursement if it is properly documented on the materials invoice.

e. Sales tax amounts are not subject to the markup on materials costs. Complete all extensions and total the materials costs. The Con-
tractor's percentage of material costs will be as specified in Subsection 109.03, (Measurement and Payment) Force Account, of the
Standard Specifications.

6. Enter the following in the Signatures and Payment area:
a. The Rates and Extension by line is signed by the person who completed the form. This signature can be obtailed via DocuSign.
b. The form must be checked and signed by someone other than the person who completed the Rates and Extensions. This signature can

be obtained via DocuSign
c. Enter the Estimate number in which the Force Account was paid.
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Figure 4-5: Completed Daily Costs Force Account Form
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7. Scan the Inspector’s handwritten form and save to the Contract Files\Contract\06 - FA\6.# [Name of the Force Account] directory.
8. Obtain handwritten or DocuSogn signatures for the 'Rates and extenstion by' and 'Checked by'.
9. Save the form to the Contract Files\Contract\06 - FA\6.# [Name of the Force Account directory.
10. Email copies of the completed Daily Costs Force Account forms to the contractor. Both forms are the source documentation for payment.
11. Enter the Force Account Daily Total in an AWP DWR posting (Figure 4-6). Refer to Chapter 5, Daily Work Reports in the AWP User Guide

With Materials, for details on DWR postings.

Figure 4-6: Force Account Item DWR Posting

12. Enter the daily totals (labor, equipment, materials) for each Daily Costs Force Account sheet on a Force Account Recap sheet (Figure 4-7)
and save to the appropriate Contract Files\Contract \06 - FA\6.# [Name of the Force Account] directory.

4-10

4

https://www.dot.nv.gov/doing-business/about-ndot/ndot-divisions/operations/construction/awp-user-guide-with-materials
https://www.dot.nv.gov/doing-business/about-ndot/ndot-divisions/operations/construction/awp-user-guide-with-materials


FORCE ACCOUNT

State of Nevada Department of Transportation
AWP Documentation Manual With Materials
April 2023

Figure 4-7: Force Account Recap Sheet

USING EQUIPMENTWATCH

To use the EquipmentWatch program:

1. Go to Construction Division SharePoint homepage. Under Construction Division Links, Click on the EquipmentWatch – Equipment Rental
Rates link (Figure 4-8).

Figure 4-8: EquipmentWatch Link on SharePoint

2. The homepage will open. Check the Rental Rate Blue Book and click the green Search button (Figure 4-9).
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Figure 4-9: EquipmentWatch Homepage

3. There are two options for searching for equipment.
a. Option 1:

i. Enter the type of equipment that you are inquiring about in the Manufacturer and Model boxes and click the Search button (Figure 4-
10).

Figure 4-10: EquipmentWatch Search Area

ii. The Results of the Search display. Click on the equipment item that best matches your inquiry (Figure 4-11).
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Figure 4-11: EquipmentWatch Search Results

iii. The equipment record opens. Select the Year, Axle Configuration and click the Confirm Equipment Configuration button (Figure 4-
12).

Figure 4-12: EquipmentWatch Equipment Configurations

iv. Go to the Costs/Rental Rate Blue Book tab and select Nevada DOT (Figure 4-13). Record the 'Your Adjusted Hourly Rate' amount
on the Daily Costs of Force Account w Standby form in the EQUIPMENT section, under the Rate column (Figure 4-5).

v. Click the Print Report icon (Figure 4-13).
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Figure 4-13: EquipmentWatch Equipment Rates

vi. The Rental Rate Blue Book report opens in a new browser tab. Click the Print icon (Figure 4-14).

Figure 4-14: EquipmentWatch Equipment Rates Report

vii. Print the report to a PDF file, following the browser print options, and save to the Contract Files\Contract\06 - FA\6.# [Name of the
Force Account] directory and click on the Save button (Figure 4-15).
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Figure 4-15: Save As Window

b. Option 2:
i. Use the By Category list. Scroll down to the category of equipment needed (Figure 4-16).

Figure 4-16: EquipmentWatch By Category Search

ii. Check the box for the type of equipment. This will open a By Subtype list. Check the box for the type of equipment (Figure 4-17).
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Figure 4-17: EquipmentWatch By Category & By Subtype Search

iii. The Results of the Search display. Click on the equipment item that best matches your inquiry (Figure 4-18).

Figure 4-18: EquipmentWatch Search Results

iv. The equipment records opens. Select the year and Nevada DOT (Figure 4-19). Record the 'Your Adjusted Hourly Rate' amount on
the Daily Costs of Force Account w Standby form in the EQUIPMENT section, under the Rate column (Figure 4-5).

v. Click the Print Report icon (Figure 4-19).
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Figure 4-19: EquipmentWatch Equipment Rates

vi. The Rental Rate Blue Book report opens in a new browser tab. Click the Print icon (Figure 4-20).

Figure 4-20: EquipmentWatch Equipment Rates Report

vii. Print the report to a PDF file, following the browser print options, and save to the Contract Files\Contract\06 - FA\6.# [Name of the
Force Account] directory and click on the Save button (Figure 4-21).
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Figure 4-21: Save As Window
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OVERVIEW

Removal Items have different documentation requirements for each unit of measure (UOM). All Removal Items must be counted, measured,
and/or calculated prior to or during removal. Documentation examples for a few selected Removal Items are illustrated in this chapter. Some minor
modifications may be required to show the unusual circumstances that may occur with different items, but the general format should be followed. If
there are items which cannot be documented according to the following examples, contact the Construction Admin Services Section for assist-
ance.

INSPECTOR’S RESPONSIBILITIES – REMOVAL ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Structure List-Removals list (Figure 5-1) and/or the Main Structure list, located in the Contract plans, to help identify items, quantities,

descriptions and locations.

Figure 5-1: Example of a Structure List - Removals

n Review the following for accuracy:
l Supplemental Notices
l Special Provisions
l Change Orders

n Turn in ALL Removal Item calculation sheets to the Office Engineer.
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DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 5-2):
l Date
l Weather
l Low Temp and High Temp
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.

Figure 5-2: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on measurements, calculations and/or counts (CANNOT PAY PLAN!).
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.
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NOTES for Removal Item postings:
l If an each item has a specific location/station callout in the plans, then a separate posting will be done. It should NOT be grouped in a post-

ing.
l If each items do NOT have a location/station callout but are grouped in a table or structure list, then they can be combined in one posting.
l Refer to Figure 5-3 through Figure 5-9 for examples of removal item postings with different UOM.

Figure 5-3: DWR Item Posting - Remove CUYD

NOTES for Removal CUYD/CUFT (Figure 5-3):
l Payment for CUYD and CUFT items will be based

on field measure and calculations.
l Calculations for CUYD = L xW x D ÷ 27
l Calculations for CUFT = L x W x D
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 5-4: DWR Item Posting - Remove LFT

NOTES for Remove & Reset EACH (Figure 5-4):
l Payment for Removal and Reset EACH items will

be based on a field count at a Location.
l Pay .5 when item is Removed and .5 when it’s

Reset.
l Location: Enter the Line Designation and Station
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Comments: Indicate whether it is a removal or

reset.
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Figure 5-5: DWR Item Posting - Removal EACH

NOTES for Removal EACH (Figure 5-5):
l Payment for Removal EACH items will be based

on a field count at a Location.
l Location: Enter the Line Designation and Station
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 5-6: DWR Item Posting - Combined EACH

NOTES for Combined EACH (Figure 5-6):
l Payment for Combined EACH items will be based

on field count from Station to Station.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 5-7: DWR Item Posting - Remove LFT

Notes for Removal LFT (Figure 5-7)
l Payment for LFT items will be based on field

measurement.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Add a Comment when the item is completed.

Figure 5-8: DWR Item Posting - Removal MILE

NOTES for Removal MILE (Figure 5-8):
l Payment for Mile and Station Items will be based

on field measure and calculations.
l Reference the Summary of Base and Surface

Quantities and the Typical Sections (2 sheets)
within the Contract plans.

l Calculations for mile = LFT ÷ 5280 (always use
this number)

l Calculations for sta. = LFT ÷ 100 (always use this
number)

l In Location, enter the Line Designation
l In Offset Type, enter the LT, RT, or CL.
l In Station From/To, refer to Contract plans
l Offset Dist., enter if known
l Sig. Fig. = .01
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Figure 5-9: DWR Item Posting - Removal SQYD

NOTES for Removal SQYD (Figure 5-9):
l Payment for SQYD items will be based on field

measurement.
l Calculations for SQYD = (L XW) ÷ 9
l Reference the Summary of Base and Surface

Quantities and the Paving Plan sheets in the Con-
tract plans for removal of bituminous surface
quantities.

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

4. Record the following required information in the New Equipment window (Figure 5-10 and Figure 5-11):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.

Figure 5-10: DWR Equipment Entry
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Figure 5-11: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 5-12 and Figure 5-13):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).

Figure 5-12: DWR Personnel Entry
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Figure 5-13: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When the Sync Data process has completed, the information is uploaded into an AWP DWR, where it is reviewed and Approved for
processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

OFFICE ENGINEER’S RESPONSIBILITIES – REMOVAL ITEMS
n Save Removal Item photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photos directory.
n Review removal item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estimates\7.# Calc

Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).
n Distribute executed copies of Change Orders to Inspectors.

DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
Section, Reviewing a DWR fromMobile Inspector, in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
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l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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EARTHWORK ITEMS
This chapter contains the following sections:

Overview 6-3

Inspector’s Responsibilities – Earthwork Items 6-3

Office Engineer’s Responsibilities – Earthwork Items 6-9
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OVERVIEW

Earthwork Items have different documentation requirements depending on the item. All Earthwork Items may be paid by plan or are measured and
calculated. Documentation examples for a few selected Earthwork Items are illustrated in this chapter. Some minor modifications may be required
to show the unusual circumstances that may occur with different items, but the general format should be followed. If there are items that cannot be
documented according to the following examples, contact the Construction Admin Services Section for assistance.

Prior to excavation operations ensure survey of surfaces are complete in the event of re-measurement and/or re-calculation requests made by the
Contractor or Resident Engineer.

INSPECTOR’S RESPONSIBILITIES – EARTHWORK ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Summary of Earthwork Quantities sheet(s), (Figure 6-1) located in the Contract plans, to help identify items, quantities, descriptions

and locations. When quantity totals on the Summary of Earthwork Quantities sheet do not match quantity totals in the AEB refer to additional
Structure Lists.

Figure 6-1: Example of a Summary of Earthwork Quantities Sheet

n Review the following for accuracy:
l Special Provisions
l Supplemental Notices
l Change Orders
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Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

n Turn in ALL earthwork item calculation sheets to the Office Engineer.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 6-2):
l Date
l Weather
l Low Temp and High Temp
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.

Figure 6-2: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.
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l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

NOTES for Earthwork Item postings:
l Refer to Subsection 203.04.01, (Excavation and Embankment) Measurement, of the Standard Specifications for additional details/re-

quirements on measurement for payment of excavation and embankment items.
l When excavation is utilized to construct embankment, it is only paid ONCE as an excavation item.
l The limit for payment of excavation items are based upon the Standard Plans or plan details. Changes to these limits for contractor con-

venience or methods of construction do not affect quantity for payment.
l The Inspector will base the quantity posted on the percent of earthwork completed for each station per the Contract plans Summary of

Earthwork Quantity sheets. Indicate when a section is completed in the item posting comments.
l Refer to Figure 6-3 through Figure 6-6 for examples of Earthwork Item postings.

Figure 6-3: DWR Item Posting - Earthwork CUYD

NOTES for Earthwork CUYD (Figure 6-3):
l Payment for CUYD item will be based on plan

quantity or field measure and calculations if dif-
ferent than plan.

l Calculation for CUYD if different than plan = L x
W x D ÷ 27

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 6-4: DWR Item Posting - Earthwork CUYD

NOTES for Earthwork CUYD (Figure 6-4):
l Payment for CUYD item will be based on plan

quantity or field measure and calculations if dif-
ferent than plan.

l Calculation for CUYD if different than plan = L x
W x D ÷ 27

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 6-5: DWR Item Posting - Earthwork CUYD

NOTES for Earthwork CUYD (Figure 6-5):
l Payment for CUYD item will be based on plan

quantity or field measure and calculations if dif-
ferent than plan.

l Calculation for CUYD if different than plan = L x
W x D ÷ 27

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 6-6: DWR Item Posting - Earthwork CUYD

NOTES for Earthwork CUYD (Figure 6-6):
l Payment for CUYD item will be based on plan

quantity or field measure and calculations if dif-
ferent than plan.

l Calculation for CUYD if different than plan = L x
W x D ÷ 27

l Pay .5 when item is removed and .5 when it’s
replaced.

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

4. Record the following required information in the New Equipment window (Figure 6-7 and Figure 6-8):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.

Figure 6-7: DWR Equipment Entry
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Figure 6-8: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 6-9 and Figure 6-10):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).

Figure 6-9: DWR Personnel Entry
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Figure 6-10: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When the Sync Data process has completed, the information is uploaded into an AWP DWR, where it is reviewed and Approved for
processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

OFFICE ENGINEER’S RESPONSIBILITIES – EARTHWORK ITEMS
n Save Earthwork Item photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photos directory.
n Review Earthwork Item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estimates\7.#

Calc Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).

DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
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l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

Landscape and Irrigation Items have different documentation requirements for each unit of measure (UOM). All Landscape and Irrigation Item
quantities must be counted, measured, calculated or based on plan. Documentation examples for a few selected Landscape and Irrigation Items
are illustrated in this chapter. Some minor modifications may be required to show the unusual circumstances that may occur with different items,
but the general format should be followed. If there are items which cannot be documented according to the following examples, contact the Con-
struction Admin Services Section for assistance.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

INSPECTOR’S RESPONSIBILITIES – LANDSCAPE AND
IRRIGATION ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Structure List-Landscaping list (Figure 7-1) and/or the Main Structure list, located in the Contract plans, to help identify items, quant-

ities, descriptions and locations.

Figure 7-1: Example of a Structure List- Landscape and Irrigation

n Review the following for accuracy:
l Special Provisions
l Supplemental Notices
l Change Orders
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Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

n Turn in ALL Landscape and Irrigation Item calculation sheets to the Office Engineer.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 7-2):
l Date
l Weather
l Low Temp and High Temp
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.

Figure 7-2: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
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l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-
mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

NOTES for Landscape and Irrigation Item postings:
l If an each item has a specific location/station callout in the plans, then a separate posting will be done. It should NOT be grouped in a post-

ing.
l If each items do NOT have a location/station callout but are grouped in a table or structure list, then they can be combined in one posting.
l Refer to Figure 7-3 through Figure 7-13 for examples of landscape and irrigation item postings with different UOM.

Figure 7-3: DWR Item Posting - Landscape ACRE

NOTES for Landscape ACRE (Figure 7-3):
l Payment for ACRE item will be based on field

measure and Calculations.
l Calculation for ACRE = L xW ÷ 43560 (always

use this number).
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

NOTES for Landscape ACRE (Figure 7-4):
l Payment for ACRE item will be based on field

measure and Calculations.
l Calculation for ACRE = L xW ÷ 43560 (always

use this number).
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l NOTE: Collect seed tag and keep in the office

until Plant Establishment has been achieved.
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Figure 7-4: DWR Item Posting - Landscape ACRE

Figure 7-5: DWR Item Posting - Landscape CUYD

NOTES for Landscape CUYD (Figure 7-5):
l Payment for CUYD item will be based on plan

quantity or field measure and calculations if dif-
ferent than plan.

l Calculation for CUYD if different than plan = L x
W x D ÷ 27.

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

NOTES for Landscape CUYD by Truck (Figure 7-6):
l Payment for CUYD delivered by a truck that isn’t

weighed over a scale will be based on field meas-
ure and calculations.

l State the Truck Number and Number of Loads.
l Calculation for CUYD delivered by a truck that

isn’t weighed over a scale = L x W x D ÷ 27 x the
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Figure 7-6: DWR Item Posting – Landscape CUYD by Truck

# of loads.
l The calculations show the capacity for each truck.

Multiply the number of loads by the truck capacity
to get CUYD’s.

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 7-7: DWR Posting - Landscape EACH Combined

NOTES for Landscape EACH Combined (Figure 7-7)
l Payment for EACH item will be based on field

count.
l This shows an EACH item combined.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

NOTES for Landscape GAL (Figure 7-8):
l Payment for GAL items will be based on field

measurements and calculations.
l Calculations will consist of counting the drums

used or measuring the container and calculating
the quantity when a full drum is not used. If meas-
ured by another device show the calculations on
how gallons were derived.
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Figure 7-8: DWR Item Posting - Landscape GAL

l A photo of a label must be taken and emailed to
the Office Engineer for backup to confirm the
quantity of the container. This photo is saved to
the appropriate Contract Files\Contract\07 Estim-
ates directory.

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Check the Attention Flag to notify the Office

Engineer there’s an email regarding this Item
Posting.

Figure 7-9: DWR Item Posting – Landscape LFT

NOTES for Landscape LFT (Figure 7-9):
l Payment for LFT items will be based on field

measurements.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

NOTES for Landscape LB (Figure 7-10):
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Figure 7-10: DWR Item Posting – Landscape LB

l Payment for POUND (LB) items will be based on
plan quantity or field measurements and cal-
culations if different than plan.

l A photo of a label must be taken and emailed to
the Office Engineer for backup to confirm the
quantity of the container. This photo is saved to
the appropriate Contract Files\Contract\07 Estim-
ates directory.

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Check the Attention Flag to notify the Office

Engineer there’s an email regarding this Item
Posting.

Figure 7-11: DWR Item Posting – Landscape SQFT

NOTES for Landscape SQFT (Figure 7-11):
l Payment for SQFT item will be based on field

measure and Calculations.
l Calculation for SQFT = L x W
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

NOTES for Landscape SQFT (Figure 7-12):

7-9

7



LANDSCAPE AND  IRRIGATION  ITEMS

State of Nevada Department of Transportation
AWP Documentation Manual With Materials

April 2023

Figure 7-12: DWR Item Posting – Landscape SQFT

l Detail Painting is the ONLY SQFT item that can
be paid per plan. Refer to the plan sheet where it
identifies the paid qty.

l Location: Refer to Contract plans
l Sig. Fig. = .01

Figure 7-13: DWR Item Posting – Landscape SQYD

NOTES for Landscape SQYD (Figure 7-13):
l Payment for SQYD item will be based on field

measure and Calculations.
l Calculation for SQYD = L xW ÷ 9
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

4. Record the following required information in the New Equipment window (Figure 7-14 and Figure 7-15):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.
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Figure 7-14: DWR Equipment Entry

Figure 7-15: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 7-16 and Figure 7-17):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).
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Figure 7-16: DWR Personnel Entry

Figure 7-17: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When the Sync Data process has completed, the information is uploaded into an AWP DWR, where it is reviewed and Approved for
processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.
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OFFICE ENGINEER’S RESPONSIBILITIES – LANDSCAPE AND
IRRIGATION ITEMS
n Collect all Material Certifications. Scan and save them to the appropriate Contract Files\Materials\03 Cert & Test Reports\3.# directory. Each

Material Certification must have the contract ID, bid item and represented quantity entered. Hand-written entries are acceptable for the con-
tract ID, bid item and quantity.
l Name the scanned certificate file(s) with the contract ID, Material Code Name and description - CERT (e.g., 03094 M6050001 Plastic Pipe

- CERT.pdf). The Material Code Name and description is found in the NDOT Power BI, AWP Reports, Certification Tracking report.
n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-

ument and Chapter 24, Progress Payments, in this Manual for details.
n Save Landscape and Irrigation items general information photos in the appropriate Contract Files\Contract\ 03 Multimedia\3.# Photos dir-

ectory.
n Save Landscape and Irrigation items Gallon and Pound label photos to the appropriate Contract Files\Contract\07 Estimates directory to con-

firm the quantity of the container.
n Review Landscape and Irrigation item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07

Estimates\7.# Calc Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2017-03-19 KMM).
n Distribute executed copies of Change Orders to Inspectors.

DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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ELECTRICAL ITEMS
This chapter contains the following sections:

Overview 8-3

Inspector’s Responsibilities – Electrical Items 8-3

Office Engineer’s Responsibilities – Electrical Items 8-11
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OVERVIEW

Electrical Items have different documentation requirements for each unit of measure (UOM). All Electrical Items must be counted and measured.
Documentation examples for a few selected Electrical Items are illustrated in this chapter. Some minor modifications may be required to show the
unusual circumstances that may occur with different items, but the general format should be followed. If there are items which cannot be doc-
umented according to the following examples, contact the Construction Admin Services Section for assistance.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

INSPECTOR’S RESPONSIBILITIES – ELECTRICAL ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Schedules found on the Signals and Lighting sheets (Figure 8-1), located in the Contract plans, to help identify items, quantities,

descriptions and locations.

Figure 8-1: Examples of a Schedules Sheets- Electrical Items

n Review the following for accuracy:
l Special Provisions
l Supplemental Notices
l Change Orders

Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

n Turn in ALL electrical item calculation sheets to the Office Engineer.
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DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 8-2):
l Date
l Weather
l Low Temp and High Temp
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.

Figure 8-2: DWR Report Detail Window

3. Record the following required information in the Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.
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NOTES for Electrical item postings:
l If an each item has a specific location/station callout in the plans, then a separate posting will be done. It should NOT be grouped in a post-

ing.
l If each items do NOT have a location/station callout but are grouped in a table or structure list, then they can be combined in one posting.
l Multiple items can be included in one posting as long as the individual locations are listed in the comments. The Location box will contain

the stations that encompass all the locations that are being paid for.
l If there are changes to the Schedules Sheets, enter the Conduit Run, Pull Box No., Pole No., or Cabinet Label/Name, etc., in the Location

box and an explanation of the changes in the Remarks box.
l Refer to Figure 8-3 through Figure 8-11 for examples of electrical item postings with different UOM.

Figure 8-3: DWR Item Posting – Electrical EACH

NOTES for Electrical EACH (Pull Box) (Figure 8-3):
l Payment for EACH items will be based on field

count.
l Location: Enter the Pull Box number.
l Sig. Fig. = .01

Figure 8-4: DWR Item Posting – Electrical EACH

NOTES for Electrical EACH (Pull Box) (Figure 8-4):
l Payment for EACH items will be based on field

count.
l Location: Enter the Pull Box number.
l Comments: Enter an explanation of the changes

if there are changes to the Schedules Sheets.
l Sig. Fig. = .01
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Figure 8-5: DWR Item Posting – Electrical EACH

NOTES for Electrical EACH (Pole) (Figure 8-5):
l Payment for EACH items will be based on field

count.
l Location: Enter the Pole number.
l Sig. Fig. = .01

Figure 8-6: DWR Item Posting – Electrical EACH (Pole)

NOTES for Electrical EACH (Pole) (Figure 8-6):
l Payment for EACH items will be based on field

count.
l Pay 50% (.5) for Base and 50% (.5) for Pole.
l Location: Enter the Pole number.
l Comments: Indicate when the item is completed

(base & pole is installed).
l Sig. Fig. = .01 (when complete)
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Figure 8-7: DWR Item Posting – Electrical EACH (Signal Head)

NOTES for Electrical EACH (Signal Head) (Figure 8-
7):
l Payment for EACH items will be based on field

count.
l Pay 50% (.5) for Base and 50% (.5) for Pole.
l Location: Enter the Pole number.
l Comments: Indicate when the item is completed

(base & pole is installed).
l Sig. Fig. = .01 (when complete)

Figure 8-8: DWR Item Posting – Electrical LFT

NOTES for Electrical LFT (Figure 8-8):
l Payment for LFT items will be based on field

measurements.
l Location: Enter the Conduit Run number.
l Sig. Fig. = .01
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Figure 8-9: DWR Item Posting – Electrical LFT

NOTES for Electrical LFT (Figure 8-9):
l Payment for LFT items will be based on field

measurements.
l Location: Enter the Conduit Run number.
l Comments: Enter an explanation of the changes

if there are changes to the Schedules Sheets.
l Sig. Fig. = .01

Figure 8-10: DWR Item Posting – Electrical LFT

NOTES for Electrical LFT (Figure 8-10):
l Payment for LFT items will be based on field

measurements.
l Location: Enter the Conduit Run number.
l Comments: If there is more than one con-

duit/conductor per run, show the calculation for
total LFT.

l Sig. Fig. = .01
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Figure 8-11: DWR Item Posting – Electrical SQFT

NOTES for Electrical SQFT (Figure 8-11):
l Traffic signs placed on a Pole or Mast Arms are

considered Electrical item that are associated
with the Pole or Mast Arms.

l Multiple sign can be paid for in one posting, if it’s
on the same Pole or Mast Arm.

l Location: Enter the Conduit Run number.
l Comments: Add the Sign Number and convert

the Units from square inches to square feet. L x W
/ 144 (converting inches to feet)

l Sig. Fig. = .01

4. Record the following required information in the New Equipment window (Figure 8-12 and Figure 8-13):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.

Figure 8-12: DWR Equipment Entry

8-9

8



ELECTRICAL  ITEMS

State of Nevada Department of Transportation
AWP Documentation Manual With Materials

April 2023

Figure 8-13: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 8-14 and Figure 8-15):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).

Figure 8-14: DWR Personnel Entry

8-10

8



ELECTRICAL  ITEMS

State of Nevada Department of Transportation
AWP Documentation Manual With Materials
April 2023

Figure 8-15: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When the Sync Data process has completed, the information is uploaded into an AWP DWR, where it is reviewed and Approved for
processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

OFFICE ENGINEER’S RESPONSIBILITIES – ELECTRICAL ITEMS
n Collect all Material Certifications. Scan and save them to the appropriate Contract Files\Materials\03 Cert & Test Reports\3.# directory. Each

Material Certification must have the contract ID, bid item and represented quantity entered. Hand-written entries are acceptable for the con-
tract ID, bid item and quantity.
l Name the scanned certificate file(s) with the contract ID, Material Code Name and description- CERT (e.g., 03904 M6230001 Traffic Sys-

tems - CERT.pdf). The Material Code Name and description is found in the NDOT Power BI, AWP Reports, Certification Tracking report.
n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-

ument and Chapter 24, Progress Payments, in this Manual for details.
n Save Electrical Item photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photos directory.
n Review Electrical Item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estimates\7.#

Calc Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).
n Distribute executed copies of Change Orders to Inspectors.
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DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

Roadway Aggregate and Roadbed Modification (Mod) Items have different documentation requirements for each unit of measure (UOM). All Road-
way Aggregate and Roadbed Mod Item quantities must be measured and calculated. Some minor modifications may be required to show the
unusual circumstances that may occur with different items, but the general format should be followed. If there are items which cannot be doc-
umented according to the following examples, contact the Construction Admin Services Section for assistance.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

Note: Forms change periodically, go to the SharePoint Construction Forms area for the latest version.

Screenings (paid by the ton) shall be documented in the same manner as described and illustrated in this chapter. The type and grade of bitu-
minous material used with the screening will be specified in the contract’s Special Provisions and documentation will depend on the type specified.

INSPECTOR’S RESPONSIBILITIES – AGGREGATE AND ROADBED
MOD ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Typical Sections (the 2 sheet) and the Summary of Base and Surface Quantities (the 3 sheet) in the contract plans, for location and

quantity information.
n Review the following for accuracy:

l Special Provisions
l Supplemental Notices
l Change Orders

Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

AGGREGATE TON ITEMS
n Retrieve all computerized load tickets and review for the following information:

l Date
l Material source
l Material type
l Gross, tare, net weights, and tons
l Cumulative total tons
l Time
l Contract Number

n Turn in ALL computerized load tickets into the Office Engineer.

Note: In situations where computerized load tickets are not available (i.e., cold milled material for base) use volume calculations con-
verted to weights. Refer to Appendix B, Calculation Formulas, in this Manual for details.

RECORD OF DELIVERY – AGGREGATE BASE SPREADSHEET

The Record of Delivery – Aggregate Base spreadsheet (Figure 9-1) is used to track the daily material delivered to the job site. The spreadsheet is
used as part of the source documents for payment.
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1. Open the Record of Delivery – Aggregate Base spreadsheet received in an email from the Office Engineer. Refer to the How to Manage Load
Sheets document located on SharePoint under Construction Administrative Services Documents, Manuals and Guides, EDOC for details on
maintaining the spreadsheet.

2. Record the following information from the computerized load tickets into the appropriate day tab in the spreadsheet:
l Date
l Contract Number
l Item Number
l Description: Item
l Tickets Taken By: Initials or name
l Ticket Number
l Truck Number
l Time: Every fifth load (Optional)
l Station: Beginning and Ending Station for the day and every change in Line Designations. Each station listed must have a line designation

and LT, RT, or CL.
l Tons Delivered: From computerized load ticket, indicate any waste at the end of the day.
l Remarks: Explanations of changes in Line Designations and waste. State the total tons per AEB (category)*.

3. Save and email the completed spreadsheet to the Office Engineer.

Figure 9-1: Record of Delivery – Aggregate Base (Inspector’s Entries)

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR (AGGREGATE TON ITEMS)
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – N/A for ton Items. These posting will be completed by the Office Engineer.
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l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 9-2):
l Date
l Weather
l Low Temp and High Temp
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.

Figure 9-2: DWR Report Detail Window

3. Record the following required information in the New Equipment window (Figure 9-3 and Figure 9-4):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.
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Figure 9-3: DWR Equipment Entry

Figure 9-4: DWR Equipment List

4. Record the following required information in the New Personnel window (Figure 9-5 and Figure 9-6):
l Contractor: Actual contractor performing the work (include subs).
l Type: Details of personnel type (e.g., foreman, laborer, truck driver).
l Number: How many of each title.
l Hours: Total hours worked.
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Figure 9-5: DWR Personnel Entry

Figure 9-6: DWR Personnel List

5. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When the Sync Data process has completed, the information is uploaded into an AWP DWR, where it is reviewed and Approved for
processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS

The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.
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AGGREGATE CUYD ITEMS
n Turn in ALL roadway aggregate item calculation sheets to the Office Engineer.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR (AGGREGATE CUYD ITEMS)
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.

Note: Refer to Steps 1 - 4 in the Daily Work Report (DWR) – Mobile Inspector (Aggregate Ton Items) Section for details on completing
the Report Details, Equipment and Personnel for the aggregate CUYD item(s).

2. Record the following required information in the Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist. Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

Refer to Figure 9-7 for an example of an Inspector’s roadway aggregate CUYD item posting.

NOTES for Roadway Aggregate CUYD (Figure 9-7):
l Payment for CUYD items shall be based on plan

quantity or field measured and calculations if dif-
ferent than plan.

l Calculations for CUYD
= L xW x D ÷ 27

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 9-7: DWR Item Posting – Roadway Aggregate CUYD

3. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS

The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

ROADBED MODIF ICATION TON ITEMS
n Collect a Bill of Lading (B/L) for each delivery of Portland Cement.

l Record the contract ID in the upper right-hand corner.
l Check and initial all weight calculations.
l Turn into the Office Engineer each day.

n Collect a Material Certification for each delivery of Portland Cement.
l Record the contract ID in the upper right-hand corner.
l Turn into the Office Engineer each day.

RECORD OF DELIVERY AND PAYMENT – PORTLAND CEMENT, LIME (COLD RECYCLE)
SPREADSHEET

The Record of Delivery and Payment – Portland Cement, Lime (Cold Recycle) spreadsheet (Figure 9-8) is used to track the Bill of Ladings (B/Ls)
for daily material delivered to the job site. The spreadsheet is used as part of the source documents for payment.

1. Open the Record of Delivery and Payment – Portland Cement, Lime (Cold Recycle) spreadsheet received in an email from the Office Engin-
eer. Refer to the How to Manage Load Sheets document located on SharePoint under Construction Administrative Services Documents,
Manuals and Guides, EDOC for details on maintaining the spreadsheet.

2. Record the following:
l Contract Number
l Item Number
l Description : Item
l Plan Qty.: (tons)
l Inspector: Initials or name
l Date
l Truck No.
l Trailer No.
l Bill of Lading No.
l Tons Delivered
l Tons Waste
l Tons Left in Storage: What is left at the end of the day

Note: The amounts in Tons Left in Storage will automatically be added to the next day’s Tons Used value. If there are any Tons Left in
Storage at the end of the contract, they are considered waste and will be subtracted from the total Tons Used.

l AEB No.: AWP category
l Remarks: leave blank for Office Engineer comments for payment.

9-9

9

https://www.dot.nv.gov/doing-business/about-ndot/ndot-divisions/operations/construction/awp-user-guide-with-materials
https://nevadadot.sharepoint.com/sites/040-Construction/Construction%20Administrative%20Services%20Documents/Forms/AllItems.aspx?id=%2Fsites%2F040%2DConstruction%2FConstruction%20Administrative%20Services%20Documents%2FManuals%20and%20Guides%2FEDOC%2FHow%5Fto%5Fmanage%5Fload%5Fsheets%2Epdf&parent=%2Fsites%2F040%2DConstruction%2FConstruction%20Administrative%20Services%20Documents%2FManuals%20and%20Guides%2FEDOC


ROADWAY AGGREGATES AND ROADBED MODIFICATION  ITEMS

State of Nevada Department of Transportation
AWP Documentation Manual With Materials

April 2023

3. Save the spreadsheet and email to the Office Engineer.

Figure 9-8: Record of Delivery and Payment - Portland Cement (Inspector's Entries)

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR (ROADBED MOD TON ITEMS)
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.

Note: Refer to Steps 1 - 5 in the Daily Work Report (DWR) – Mobile Inspector (Aggregate Ton Items) Section for details on completing
the Report Details, Equipment and Personnel for the roadbed mod ton item(s). The Office Engineer will complete the item postings for ton
items.

2. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When the Sync Data process has completed, the information is uploaded into an AWP DWR, where it is reviewed and Approved for
processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS

The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

ROADBED MOD SQYD AND MILE ITEMS
DAILY WORK REPORT (DWR) – MOBILE INSPECTOR (ROADBED MOD SQYD & MILE ITEMS)
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.

Note: Refer to Steps 1 - 4 in the Daily Work Report (DWR) – Mobile Inspector (Aggregate Ton Items) Section for details on completing
the Report Details, Equipment and Personnel for the roadbed mod SQYD and MILE item(s).

2. Record the following required information in the Item Postings window:
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l Item: Select the appropriate Project/Catg. if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

Refer to Figure 9-9 and Figure 9-10 for examples of an Inspector’s roadbed mod SQYD and MILE item postings.

Figure 9-9: DWR Item Posting – Roadbed Mod SQYD

NOTES for Roadbed Mod SQYD (Figure 9-9):
l Payment for SQYD items will be based on field

measurements and calculations.
l Calculation for SQYD = L xW ÷ 9
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 9-10: DWR Item Posting – Roadbed Mod MILE

NOTES for Roadbed Mod MILE (Figure 9-10):
l Payment for MILE items will be based on field

measure.
l Calculation for MILE = LFT ÷ 5280 (Always use

this number)
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

3. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS

The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

OFFICE ENGINEER’S RESPONSIBILITIES – AGGREGATE AND
ROADBED MOD ITEMS
n Collect all computerized load tickets from the Inspector(s). Only the last ticket is required for documentation.
n Collect all Bill of Ladings. Scan and save them to the appropriate Contract Files\Contract\08 Scale Weights\8.# BL directory. In the case of

Portland Cement the delivery ticket is a combination of the Material Certification and the Bill of Lading. Scan a copy to the appropriate Contract
Files\Contract\08 Scale Weights\8.# BL directory.

n Collect all Material Certifications. Scan a copy of the Bill of Lading and the Material Certification and save them to the appropriate Contract
Files\Materials\03 Cert & Test Reports\3.# directory. In the case of Portland Cement the delivery ticket is a combination of the Material Cer-
tification and the Bill of Lading. Scan a copy to the appropriate Contract Files\Materials\03 Cert & Test Reports\3.# directory. Each Material
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Certification must have the contract ID, bid item and represented quantity entered. Hand-written entries are acceptable for the contract ID, bid
item and quantity.
l Name the scanned certificate file(s) with the contract ID, Material Code Name and description, load number (if applicable) - CERT (e.g.,

03904 M3020130 Type 1 Class B Aggregate Base (ton) Load 1 - 25 - CERT.pdf). The Material Code Name and description is found in the
NDOT Power BI, AWP Reports, Certification Tracking report.

n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-
ument and Chapter 24, Progress Payments, in this Manual for details.

n Save photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photos directory.
n Review item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estimates\7.# Calc Sheets

directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).
n Distribute executed copies of Change Orders to Inspectors.

AGGREGATE TON ITEMS
RECORD OF DELIVERY – AGGREGATE BASE SPREADSHEET

The Record of Delivery – Aggregate Base spreadsheet (Figure 9-11) is used to track the daily material delivered to the job site. The completed
daily spreadsheets are used as the source documents for payment.

1. Email the Record of Delivery – Aggregate Base spreadsheet to the Inspector daily. Refer to the How to Manage Load Sheets document loc-
ated on SharePoint under Construction Administrative Services Documents, Manuals and Guides, EDOC for details on maintaining the
spreadsheet.

2. Save the updated Record of Delivery – Aggregate Base spreadsheet, received in an email from the Inspector, to the appropriate Contract
Files\Contract\08 Scale Weights\8.# directory.

3. Verify and update the spreadsheet in the appropriate day tab:
l Entries match the information on the computerized load tickets.
l Beginning and ending stations with line designations and LT, RT, or CL.
l Totals posted to each AEB (category) add up to the total delivered for the day.
l A time is listed every fifth entry. (Optional)
l Waste was recorded.
l The Remarks are appropriate and clear.
l If the Total Tons box on the spreadsheet does not match the total tons on the final computerized load ticket enter a line through the total

tons on the final ticket and record the number from the Total Tons box.
l Record the OptimumMoisture (located on the Compaction Report Form – No. 040-069) and Actual Moisture (located on the Field Material

Sieve Worksheet – Form No. 040-013) for the day.
l Enter initials in the 'Checked against scale sheet:' box.
l Show the calculations for moisture deductions, if applicable, in the Remarks.

4. Indicate the Dry Aggregate Pay Totals for each AEB (category). These totals will be entered in an DWR item posting in AWP.
5. Save the completed the spreadsheet to the appropriate Contract Files\Contract\08 Scale Weights\8.# directory.
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Figure 9-11: Record of Delivery – Aggregate Base (Office Engineer Entries)

NOTES for Moisture Deduction calculations:
l Moisture tests are required per Section 304, Portland Cement Treated Base, of the Standard Specifications.
l If moisture was not weighed, a note explaining why will be placed on the last computerized load ticket and in the remarks on the Record of

Delivery – Aggregate Base spreadsheet relaying this information.
l Moisture deduction calculations are only completed when the Actual Moisture content of aggregate base is plus one percent of the

OptimumMoisture.
l If a Compaction Report is not run daily, use a Compaction Report that was completed before the date being processed.
l Moisture deductions apply to both Type A and Type B Aggregate.
l Calculations for moisture deductions are shown in Figure 9-11. The following formulas shall be used to arrive at the daily pay total of

aggregate base material when a deduction is necessary.
o Total aggregate = Dry Agg / [1 + (actual moisture% / 100)]
o Dry Agg x [1 + ((optimum% + 1%) / 100)] = Dry Aggregate Pay Total
o For instance, the daily total for AEB (category) #1 is 133.68 tons. Actual Moisture is 6.4% and optimummoisture is 5.2%. The cal-

culated quantity for payment would be: 125.64 x 1.062 = 133.43 Dry Aggregate Pay Total AEB (category) #1.
l If calculations are needed and there are more than one AEB (category) numbers involved, make sure to adjust for the water in each AEB#

as shown in Figure 9-11.
l If a calculation for water deduction is needed, the total tons WILL NOT match the total tons delivered.

LAST COMPUTERIZED LOAD TICKET OF THE DAY

The last computerized load ticket is part of the official contract documentation record for payment.
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1. Copy the following information from the appropriate day tab in the Record of Delivery – Aggregate Base spreadsheet (Figure 9-11) onto the
last computerized load ticket of the day:
l Beginning and Ending stations, making sure all stations are represented and match the spreadsheet.
l Indicate line designation left, right or center line.
l AEB (category) number and total tonnage.
l Cumulative total is circled.
l Waste, even if it is zero, is circled in red.

2. Have the Resident Engineer sign the ticket.
3. Scan and save the ticket into the appropriate Contract Files\Contract\08 Scale Weights\8.# directory.

DAILY WORK REPORT (DWR) – AWP (AGGREGATE TON ITEMS)

When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

INSPECTOR’S DWR
n Verify the following:

l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.

ITEM POSTING DWR
1. Create a DWR in AWP to document the item postings for aggregate ton items:

l In the General tab, enter a Comment related to the item posting.
l Enter an item posting (Figure 9-12) for the aggregate ton item based on the Dry Aggregate Pay Totals for each AEB (category) from the

appropriate day tab(s) in the Record of Delivery – Aggregate Base spreadsheet.

Note: These DWRs can be completed daily, weekly or bi-weekly within the two-week pay period.
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Figure 9-12: Office Engineer’s DWR Item Posting (Agg TON)

NOTES for Aggregate TON (Figure 9-12):
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Material Set: Select appropriate value
l Comments: Reference the Record of Delivery spreadsheet.
l Sig. Fig. = .01

2. Approve the DWR.

TONNAGE ITEM SPREADSHEET BY CUTOFF DATE

The Tonnage Item Spreadsheet by Cutoff Date spreadsheet (Figure 9-13) was created as a useful tool to aid in the tracking and payment of ton
items. The use of this spreadsheet is not required for ton item documentation. The spreadsheet is found in the SharePoint Construction Forms
area. Refer to the Tonnage Items Spreadsheet by Cutoff Date Instructions for details on using this spreadsheet.

1. Open the Tonnage Item Spreadsheet by Cutoff Date spreadsheet.
2. Complete the spreadsheet information for the two-week period prior to the cutoff date.
3. Save the spreadsheet to the appropriate Contract Files\Contract\07 - Estimates directory.
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Figure 9-13: Tonnage Item Spreadsheet by Cutoff Date Spreadsheet

AGGREGATE CUYD ITEMS
DAILY WORK REPORT (DWR) – AWP (AGGREGATE CUYD ITEMS)

When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.

ROADBED MOD TON ITEM
RECORD OF DELIVERY AND PAYMENT – PORTLAND CEMENT, LIME (COLD RECYCLE)
SPREADSHEET

The Record of Delivery and Payment – Portland Cement, Lime (Cold Recycle) spreadsheet (Figure 9-14) is used to track the Bill of Ladings (B/Ls)
for daily material delivered to the job site. The spreadsheet is used as part of the source documents for payment.
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1. Email the Record of Delivery and Payment – Portland Cement, Lime (Cold Recycle) spreadsheet to the Inspector daily. Refer to the How to
Manage Load Sheets document located on SharePoint under Construction Administrative Services Documents, Manuals and Guides, EDOC
for details on maintaining the spreadsheet.

2. Save the updated Record of Delivery and Payment – Portland Cement, Lime (Cold Recycle) spreadsheet, received in an email from the
Inspector, to the appropriate Contract Files\Contract\08 Scale Weights\8.# directory.

3. Verify the following:
l Entries match the information on the Bill of Ladings (B/Ls).
l Plan Qty. (tons)
l Waste and storage was recorded.
l Correct AEB (category)

4. Enter the total Tons Used for each AEB (category) and the payment number in the Remarks section.
5. Save the completed the Record of Delivery and Payment – Portland Cement, Lime (Cold Recycle) spreadsheet, to the appropriate Contract

Files\Contract\08 Daily Scale Weights\8.# directory.

Figure 9-14: Record of Delivery & Payment – Portland Cement (Office Engineer’s Entries)

DAILY WORK REPORT (DWR) – AWP (PORTLAND CEMENT TON ITEMS)

When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

INSPECTOR’S DWR
n Verify the following:

l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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ITEM POSTING DWR
1. Create a DWR in AWP to document the item postings for aggregate ton items:

l In the General tab, enter a Comment related to the item posting.
l Enter an item posting (Figure 9-15) for the Portland Cement item based on the Tons Used for each AEB (category) from the Record of

Delivery & Payment – Portland Cement, Lime (Cold Recycle) spreadsheet.

Note: These DWRs can be completed daily, weekly or bi-weekly within the two-week pay period.

Figure 9-15: Office Engineer’s DWR Item Posting (Portland Cement TON)

NOTES for Portland Cement TON (Figure 9-15):
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Material Set: Select appropriate value
l Comments: Reference the Record of Delivery spreadsheet.
l Sig. Fig. = .01

2. Approve the DWR.
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OVERVIEW

All Plantmix and Recycled Bituminous Surfacing Items must be measured. Documentation examples for a few selected Plantmix and Recycled
Bituminous Surfacing Items are illustrated in this chapter. If there are items which cannot be documented according to the following examples, con-
tact the Construction Admin Services Section for assistance.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

Forms change periodically, go to the SharePoint Construction Forms Area for the latest form available.

HOT PLANT/MARINATION INSPECTOR'S RESPONSIBILITIES –
PLANTMIX SURFACING ITEMS
n Receive a copy of the current Jobmix Formula from the Office Engineer.
n Complete the Daily Plant Inspector spreadsheet (Form No. 040-011A) and attach to the Mobile Inspector Report Details. Refer to Part 3,

Forms, in the Field Testing Guide for details. Contact Construction Division Quality Assurance for assistance.
l Make sure to record ALL Plantmix Wasted in the Report of Asphalt Quantities section of the 040-011A form.

n Collect a Bill of Lading (B/L) (Figure 10-1) for each delivery of asphalt cement and/or mineral filler.
l Record the contract ID in the upper right-hand corner.
l Check and initial all weight calculations.
l Turn into the Office Engineer each day.
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Figure 10-1: Bill of Lading

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR (PLANTMIX SURFACE)
1. Create a DWR in Mobile Inspector (Details only) daily to document the activity being monitored at the plant. Refer to theMobile Inspector User

Guide for details on using this application.
2. Record the following required information in the Report Details window (Figure 10-2):

l Date
l Weather
l Low Temp and High Temp
l Attachments : Attach the completed Daily Plant Inspector spreadsheet (Form No. 040-011A)
l Remarks: Record the following information:

o Checks every hour to determine bit ratio
o Average daily bitumen ratio, calculated from daily totals of mix, aggregate, and asphalt.
o Quantities of material delivered to the plant, plant settings, and moisture corrections.
o Plant production rate and plant operation times, noting any time the plant is not in operation and the reason why.

3. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed and locked the information is uploaded into an AWP DWRwhere it is reviewed and
generated.
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Figure 10-2: DWR Report Detail Window (Hot Plant/Marination Inspector)

DAILY WORK REPORT (DWR) – AWP EDITS

The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

RECORD OF DEL IVERY – ASPHALT CEMENT , MINERAL F ILLER SPREADSHEET
The Record of Delivery – Asphalt Cement, Mineral Filler spreadsheet (Figure 10-3) is used to track the asphalt cement and mineral filler that was
delivered to the project. A separate spreadsheet is used for each type of material. The spreadsheets are used as part of the source documents for
payment.

1. Open the Record of Delivery –Asphalt Cement, Mineral Filler spreadsheet received in an email from the Office Engineer. Refer to the How to
Manage Load Sheets document located on SharePoint under Construction Administrative Services Documents, Manuals and Guides, EDOC
for details on maintaining the spreadsheet.

2. Record the following information from the B/L into the spreadsheet (Figure 10-3):
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l Contract Number
l Description: Material type
l Inspector: Initials or name
l Date
l Bill of Lading No.
l Truck No.
l Trailer No. (if applicable)
l Tons

3. Email the completed spreadsheet to the Office Engineer at the end of each day.

Figure 10-3: Record of Delivery – Asphalt Cement, Mineral Filler

PLANT RECORD SPREADSHEET
The Plant Record spreadsheet (Figure 10-4) is used to track the materials samples taken each day. Refer to Subsection 106.04, (Control of Mater-
ial) Samples and Tests, in the Standard Specifications for details.

1. Open the Plant Record spreadsheet received in an email from the Office Engineer. Refer to the How to Manage Load Sheets document loc-
ated on SharePoint under Construction Administrative Services Documents, Manuals and Guides, EDOC for details on maintaining the
spreadsheet.

2. Record the following information (Figure 10-4):
l Sample No.
l Date
l Time: Mandatory on Plant Record spreadsheet
l Tons Represented
l Inspector’s initials
l Remarks: Add the daily total of wet tons placed

3. Email completed spreadsheet to the Office Engineer or the Crew Lab's Supervior/Lead Tester at the end of each day. Each crew will
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Figure 10-4: Plant Record Spreadsheet

INSPECTOR’S RESPONSIBILITIES – PLANTMIX SURFACING
ITEMS
n Obtain a copy of the Agreement Estimate report to use as a reference to ensure that items and quantities are paid in the correct category

(AEB).
n To help identify paving items, use the Summary of Quantities located in the Contract plans.
n Review the following for accuracy:

l Special Provisions
l Supplemental Notices
l Change Orders

Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

n Complete the Daily Paving Inspector spreadsheet (Form No. 040-011B) and attach to the Mobile Inspector Report Details. It is important that
all information is accurate to what is shown in the Record of Delivery – Plantmix Surface spreadsheet for that day. Refer to Part 3, Forms, in
the Field Testing Guide for details. Contact Construction Division Quality Assurance for assistance.

Note: Make sure to record ALL Plantmix Wasted on the 040-011B form.

n Retrieve all computerized load tickets and review for the following information:
l Date
l Material source
l Material type
l Gross, tare, net weights, and tons
l Cumulative total tons
l Time
l Contract Number
l Pit Number

n Turn in ALL computerized load tickets into the Office Engineer each day.

RECORD OF DEL IVERY – PLANTMIX SURFACE SPREADSHEET
The Record of Delivery – Plantmix Surface spreadsheet is used to track daily material delivered to the job site. The spreadsheet is used as part of
the source documents for payment.
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1. Open the Record of Delivery – Plantmix Surface spreadsheet received in an email from the Office Engineer. Refer to the How to Manage Load
Sheets document located on SharePoint under Construction Administrative Services Documents, Manuals and Guides, EDOC for details on
maintaining the spreadsheet.

2. Record the following information from the computerized load tickets onto the appropriate day tab in the spreadsheet (Figure 10-5):
l Date
l Contract Number
l Item Number
l Description: Item
l Tickets Taken By: Initials or name
l Ticket Number
l Truck Number
l Time: Every fifth load (Optional)
l Station: Beginning and Ending Station for the day and every change in Line Designation. Each station listed must have a line designation

and LT, RT, or CL.
l Temperature
l Tons Delivered: From computerized load ticket, indicate any waste at the end of the day.
l Remarks: Explanations of waste. State the total tons per AEB (category).

3. Email the completed spreadsheet to the Office Engineer at the end of each day.

Figure 10-5: Record of Delivery – Plantmix Surface

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR (PLANTMIX SURFACE)
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – N/A for Plantmix Ton Items. The item posting will be completed by the Office Engineer in AWP.
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 10-6):
l Date
l Weather
l Low Temp and High Temp
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l Attachments: Attach the completed Daily Paving Inspector spreadsheet (Form No. 040-011B)
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.

Figure 10-6: DWR Report Detail Window

3. Record the following required information in the New Equipment window (10-7 and 10-8):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.

Figure 10-7: DWR Equipment Entry
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Figure 10-8: DWR Equipment List

4. Record the following required information in the New Personnel window (Figure 10-9 and Figure 10-10):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).

Figure 10-9: DWR Personnel Entry
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Figure 10-10: DWR Personnel List

5. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS

The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

OFFICE ENGINEER’S RESPONSIBILITIES – PLANTMIX
SURFACING ITEMS
n Save and file the Mix Design(s) to the appropriate Contract Files\Contract\08 Scale Weights\8.# MD directory.
n Collect all Bill of Ladings (B/Ls). Scan and save them to the appropriate Contract Files\Contract\08 Scale Weights\8.# BL directory.

l If the marination is being done for more than one contract make copies of the B/Ls and send them to the other Resident Engineers for the
remainder of the project.

Note: Each contract will be listing the same B/Ls. Communicate with the other office personnel and compare what has been used on
each contract to assure no B/L is being used more than once.

n Collect all Material Certifications. Scan a copy of the Bill of Lading and the Material Certification and save them to the appropriate Contract
Files\Materials\03 Cert & Test Reports\3.# directory. Each Material Certification must have the contract ID, bid item and represented quantity
entered. Hand-written entries are acceptable for the contract ID, bid item and quantity.
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l Name the scanned certificate file(s) with the contract ID, Material Code Name and description, load number (if applicable) - CERT (e.g.,
03904 M3020130 Type 2 Class A Aggregate Base (CUYD) Load 1 - 25 - CERT.pdf). The Material Code Name and description is found in
the NDOT Power BI, AWP Reports, Certification Tracking report.

l If the marination is being done for more than one contract make copies of Material Certifications and send them to the other Resident
Engineers for the remainder of the project.

n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-
ument and Chapter 24, Progress Payments, in this Manual for details.

n Collect all computerized load tickets from the Inspector(s). Only the last ticket is required for documentation.
n The Transmittal for Test Samples and Certifications (Form No. 020-018) shall be completed by the Office Engineer for the Materials Cer-

tifications. If there are any questions concerning this form, contact the Materials Division.
n Save plantmix surfacing item photos in the appropriate Contract Files\Contract\03 Mulimedia\3.# Photos directory.
n Distribute executed copies of Change Orders to Inspectors.

RECORD OF DEL IVERY – ASPHALT CEMENT , MINERAL F ILLER SPREADSHEET
The Record of Delivery – Asphalt Cement, Mineral Filler spreadsheet (Figure 10-4) is used to track the asphalt cement and mineral filler that was
delivered to the project. A separate spreadsheet is used for each type of material. The spreadsheet is used as part of the source documents for
payment.

1. Email the Record of Delivery –Asphalt Cement, Mineral Filler spreadsheet to Hotplant/Marination Inspector daily. Refer to the How to Manage
Load Sheets document located on SharePoint under Construction Administrative Services Documents, Manuals and Guides, EDOC for
details on maintaining the spreadsheet.

2. Review the entries against the B/Ls.
3. Save the updated Record of Delivery –Asphalt Cement, Mineral Filler spreadsheet to the appropriate Contract Files\Contract\08 Scale

Weights\8.# directory.

PLANT RECORD SPREADSHEET
The Plant Record spreadsheet (Figure 10-4) is used to track the materials samples taken each day. Refer to Subsection 106.04, (Control of Mater-
ial) Samples and Tests, in the Standard Specifications for details.

1. Email the Plant Record spreadsheet to the Hotplant/Marination Inspector daily. Refer to the How to Manage Load Sheets document located
on SharePoint under Construction Administrative Services Documents, Manuals and Guides, EDOC for details on maintaining the spread-
sheet.

2. Coordinate with the individual(s) who created the AWP Sample Records for each sample taken to obtain the Sample Record IDs. Enter the
Sample Record IDs into the appropriate Sample No. (Figure 10-11) This is important when calculating liquidated damages.

3. Save the updated Plant Record spreadsheet to the appropriate Contract Files\Contract\08 Scale Weights\8.# directory.

Figure 10-11: Plant Record Spreadsheet
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RECORD OF DEL IVERY – PLANTMIX SURFACE SPREADSHEET
The Record of Delivery – Plantmix Surface spreadsheet (Figure 10-12) is used to track daily material delivered to the job site. The spreadsheet is
used as part of the source documents for payment.

1. Email the Record of Delivery – Plantmix Surface spreadsheet to the Inspector daily. Refer to the How to Manage Load Sheets document loc-
ated on SharePoint under Construction Administrative Services Documents, Manuals and Guides, EDOC for details on maintaining the
spreadsheet.

2. Save the updated Record of Delivery – Plantmix Surface spreadsheet to the appropriate Contract Files\Contract\08 Scale Weights\8.# dir-
ectory.

3. Review the entries in the appropriate day tabs against the computerized load tickets. Ensure that all waste is explained in the Remarks.
4. Enter the Plant Inspectors waste from the Report of Asphalt Quantities on Form No. 040-011A. Provide an explanation for any waste in the

remarks section.
5. Enter initials in the Checked against scale sheet box and save the file.
6. Save the completed spreadsheet (Figure 10-12) to the appropriate Contract Files\Contract\08 Scale Weights\8.# directory and email a copy

back to the inspector.

Figure 10-12: Record of Delivery – Plantmix Surface

DAILY PLANT REPORT OF ASPHALT MIXTURES FORMS
The Daily Plant Inspector form (Form No. 040-011A) and the Daily Paving Inspector form (Form No. 040-011B) are filled out by the Hotplant and
Street Inspectors and are attached to their DWRs for review. Refer to Part 3, Forms, in the Field Testing Guide for details. Contact Construction
Division Quality Assurance for assistance with this form.

1. Email the Daily Plant Inspector form (Form No. 040-011A) to the Hotplant/Marination Inspector daily.
2. Email the Daily Paving Inspector form (Form No. 040-11B) to the Paving Inspector daily.
3. Confirm that all the information is correct by viewing the forms in the DWR Attachments.
4. Compare the stations on the Daily Paving Inspector form with those on the Record of Delivery – Plantmix spreadsheet.

Note: If the jobmix formula is being used on multiple contracts for different Resident Engineers, copies of the completed Daily Plant Inspector
forms must be made and emailed to the other Resident Engineers for the remainder of the contracts. This does not relieve any of the other
documentation requirements.
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LAST COMPUTERIZED LOAD TICKET OF THE DAY
The last computerized load ticket is part of the official contract documentation record for payment.

1. Copy the following information from the appropriate day tab in the Record of Delivery – Plantmix Surface spreadsheet (Figure 10-12) onto the
last computerized load ticket of the day:
l Beginning and Ending stations, making sure all stations are represented and match the spreadsheet.
l Indicate line designation left, right or center line.
l AEB (category) number and total tonnage
l Waste from the Hotplant/Marination Inspector and the Street Inspector, even if it is zero, and circle in red.

2. Have the Resident Engineer sign the ticket.
3. Have the person checking the information on the ticket initial it.
4. Scan and save the ticket into the appropriate Contract Files\Contract\08 Scale Weights\8.# Scale Tic MD directory.

BILL OF LADING CALCULATION SHEET
The Bill of Lading Calculation Sheet (Figure 10-13) verifies there are enough Bill of Ladings (B/Ls) to cover the quantities placed on the contract
based off the mix design (only). Go to the SharePoint Construction Forms, Area: Construction Admin - Payment Forms Area for the latest form
available.

1. Complete the areas in Blue every two weeks, after Bill of Lading (B/Ls) are collected and recorded on the Record of Delivery Asphalt Cement
spreadsheet, and the computerized load tickets are collected and recorded on day tabs of the Record of Delivery – Plantmix Surface spread-
sheet.

2. Save the completed Bill of Lading Calculation Sheet to the appropriate Contract Files\Contract\08 Scale Weights\8.# Scale Tic MD directory.
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Figure 10-13: Bill of Lading Calculation Sheet

Note: It is the responsibility of the Resident Engineer to work with the contractor to have extra and/or missing B/Ls submitted. These B/Ls
must be entered into the Record of Delivery Asphalt Cement spreadsheet.

DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

INSPECTOR’S DWR
n Verify the following:

l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab

n Approve the DWR if everything is correct.
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n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.
The DWR can then be Approved.

n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-
gram on a computer (not the iPAD) to complete the edits.

n Review the edited DWR and Approve.

ITEM POSTING DWR
1. Create a DWR in AWP to document the item postings for the ton items:

l In the General tab, enter a Comment related to the item posting.
l Enter an item posting (Figure 10-14) for the ton item based on the Total Tons for each AEB (category) from the appropriate day tab(s) in

the Record of Delivery – Plantmix Surface spreadsheet.

Note: These DWRs can be completed daily, weekly or bi-weekly within the two-week pay period.

Figure 10-14: Office Engineer’s DWR Item Posting (Plantmix Ton Item)

NOTES for Plantmix TON (Figure 10-14):
l Location: Enter the Line Designation and LT, RT, or CL.
l Comments: Reference the Record of Delivery spreadsheet amounts.
l Material Set: Select appropriate value.
l Sig. Fig. = .01

2. Approve the DWR.
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TONNAGE ITEM SPREADSHEET BY CUTOFF DATE

The Tonnage Item Spreadsheet by Cutoff Date spreadsheet (Figure 10-15) was created as a useful tool to aid in the tracking and payment of ton
items. The use of this spreadsheet is not required for ton item documentation. The spreadsheet is found in the SharePoint Construction Forms,
Area: Construction Admin - Payment Forms Area. Refer to the Tonnage Items Spreadsheet by Cutoff Date Instructions for details on using this
spreadsheet.

1. Open the Tonnage Item Spreadsheet by Cutoff Date spreadsheet.
2. Complete the spreadsheet information for the two-week period prior to the cutoff date.
3. Save the spreadsheet to the appropriate Contract Files\Contract\07 Estimates directory.

Figure 10-15: Tonnage Item Spreadsheet by Cutoff Date Spreadsheet

INSPECTOR’S RESPONSIBILITIES – RECYCLED BITUMINUOUS
SURFACE ITEMS
n Obtain a copy of the Agreement Estimate report to use as a reference to ensure that items and quantities are paid in the correct category

(AEB).
n To help identify paving items use the Summary of Quantities located in the Contract plans.
n Review the following for accuracy:

l Special Provisions
l Supplemental Notices
l Change Orders

Note: When any changes are made to an item reference the Change Order number in the DWR item posting remarks.

n Collect a Bill of Lading (B/L) for each delivery of Lime (Cold Recycle).
l Record the contract ID in the upper right-hand corner.
l Check and initial all weight calculations.
l Turn into the Office Engineer each day.

RECORD OF DEL IVERY AND PAYMENT – PORTLAND CEMENT , L IME (COLD
RECYCLE) SPREADSHEET
The Record of Delivery and Payment – Portland Cement, Lime (Cold Recycle) spreadsheet (Figure 10-16) is used to track the Bill of Ladings
(B/Ls) for daily material delivered to the job site. The spreadsheet is used as part of the source documents for payment.
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1. Open the Record of Delivery and Payment – Portland Cement, Lime (Cold Recycle) spreadsheet received in an email from the Office Engin-
eer. Refer to the How to Manage Load Sheets document located on SharePoint under Construction Administrative Services Documents,
Manuals and Guides, EDOC for details on maintaining the spreadsheet.

2. Record the following (Figure 10-16):
l Contract Number
l Item Number
l Description: Item
l Plan Qty.: (tons)
l Inspector: Initials
l Date
l Truck No.
l Trailer No.
l Bill of Lading No.
l Tons Delivered
l Tons Wasted
l Tons Left in Storage: at the end of the day.

Note: The amounts in Tons Left in Storage will automatically be added to the next day’s Tons Used value. If there are any Tons Left in
Storage at the end of the contract, they are considered waste and will be subtracted from the total Tons Used.

l AEB No: category
l Remarks: leave blank for Office Engineer comments for payment.

3. Email the completed spreadsheet to the Office Engineer.

Figure 10-16: Record of Delivery & Payment – Lime (Inspector’s Entries)

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR (L IME - TON)
n Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.

Note: Refer to Steps 1 through 3 in the Daily Work Report (DWR) – Mobile Inspector (Plantmix Surface) section, in this chapter, for
details on completing the Report Details, Equipment and Personnel for the lime item. The Office Engineer will complete these item post-
ings.
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DAILY WORK REPORT (DWR) – MOBILE INSPECTOR (RECYLED BITUMINOUS -
SQYD)
1. Create a DWR in Mobile Inspector daily to document the activity being mRefer onitored. to theMobile Inspector User Guide for details on

using this application.

Note: Refer to Steps 1 through 4 in the Daily Work Report (DWR) – Mobile Inspector (Plantmix Surface) section, in this chapter, for
details on completing the Report Details, Equipment and Personnel for the recycled bituminous items.

2. Record the following required information in the New Item Postings window (Figure 10-17):
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.
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Figure 10-17: DWR Item Posting – Recycled Bituminous SQYD

NOTES for Recycled Bituminous SQYD (Figure 10-
17):
l Payment for SQYD items will be based on field

measurements and calculations.
l Calculation for SQYD = L xW ÷ 9
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

3. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS

The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

OFFICE ENGINEER’S RESPONSIBILITY – RECYCLED
BITUMINOUS SURFACE ITEMS
n Collect all Bill of Ladings. Scan and save them to the Contract Files\Contract\08 Scale Weigts\8.# Lime BL directory.
n Collect all Material Certifications. Scan a copy of the Bill of Lading and the Material Certification and save them to the appropriate Contract

Files\Materials\03 Cert & Test Reports\3.# directory. Each Material Certification must have the contract ID, bid item and represented quantity
entered. Hand-written entries are acceptable for the contract ID, bid item and quantity.
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l Name the scanned certificate file(s) with the contract ID, Material Code Name and description, load number (if applicable) - CERT (e.g.,
03904 M4040140 Lime (Cold Recycle) - CERT.pdf). The Material Code Name and description is found in the NDOT Power BI, AWP
Reports, Certification Tracking report.

n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-
ument and Chapter 24, Progress Payments, in this Manual for details.

n Save item photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photos directory.
n Review item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estimates\7.# Calc Sheets

directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2017-03-19 KMM).
n Distribute executed copies of Change Ordersto Inspectors.

RECORD OF DEL IVERY AND PAYMENT – PORTLAND CEMENT , L IME (COLD
RECYCLE) SPREADSHEET
The Record of Delivery and Payment – Portland Cement, Lime (Cold Recycle) spreadsheet (Figure 10-18) is used to track the Bill of Ladings
(B/Ls) for daily material delivered to the job site. The spreadsheet is used as part of the source documents for payment.

1. Email the Record of Delivery and Payment – Portland Cement, Lime (Cold Recycle) spreadsheet to the Inspector daily. Refer to the How to
Manage Load Sheets document located on SharePoint under Construction Administrative Services Documents, Manuals and Guides, EDOC
for details on maintaining the spreadsheet.

2. Save the updated Record of Delivery and Payment – Portland Cement, Lime (Cold Recycle) spreadsheet, received in an email from the
Inspector, to the appropriate Contract Files\Contract\08 Scale Weights\8.# Lime directory.

3. Verify the following:
l Entries match the information on the Bill of Ladings (B/Ls).
l Plan Qty. (tons)
l Waste and storage was recorded.
l Correct AEB (category)

4. Enter the total Tons Used for each AEB (category) and the payment number in the Remarks section.
5. Save the completed the Record of Delivery and Payment – Portland Cement, Lime (Cold Recycle) spreadsheet, to the appropriate Contract

Files\Contract\08 Scale Weights\8.# Lime directory.

Figure 10-18: Record of Delivery & Payment – Lime (Cold Recycle) (Office Engineer’s Entries)

DAILY WORK REPORT (DWR) AWP (L IME - TON)
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.
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INSPECTOR’S DWR
n Verify the following:

l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.

ITEM POSTING DWR
1. Create a DWR in AWP to document the item postings for Portland Cement and Lime ton items:

l In the General tab, enter a Comment related to the item posting.
l Enter an item posting (Figure 10-19) for the lime (cold recycle) item based on the Tons Used for each AEB (category) from the Record of

Delivery & Payment – Portland Cement, Lime (Cold Recycle) spreadsheet.

Note: These DWRs can be completed daily, weekly or bi-weekly within the two-week pay period.

2. Approve the DWR.
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Figure 10-19: Office Engineer’s DWR Item Posting (Lime (Cold Recycle) Ton Item)

NOTES for Lime (Cold Recycle) TON (Figure 10-19):

n Station From/To: Refer to Contract plans
n Offset Type: Enter the LT, RT, or CL.
n Offset Dist: Enter if known
n Material Set: Select appropriate value (if applicable)
n Comments: Reference the Record of Delivery spreadsheet.
n Sig. Fig. = .01

DAILY WORK REPORT (DWR) AWP (RECYCLED BITUMINOUS - SQYD)
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

1. Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
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l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

2. Approve the DWR if everything is correct.
3. If there are edits required in the DWR, Reject it.
4. Notify the Inspector who created the DWR there are edits to be completed. The Inspector will be required to log into the AWP program on a

computer (not the iPAD) to complete the edits.
5. Review the corrected DWR and Approve.
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OVERVIEW

All Liquid and Emulsified Asphalt Items have a unit of measure (UOM) of tons or square yards. All Liquid and Emulsified Asphalt Items must be
measured. Documentation examples for a few selected Liquid and Emulsified Asphalt Items are illustrated in this chapter. Some minor modi-
fications may be required to show the unusual circumstances that may occur with different items, but the general format should be followed. If
there are items which cannot be documented according to the following examples, contact the Construction Admin Services Section for assist-
ance.

Theoretical application rates are NOT permitted to be used to determine the total tons placed for payment of all Liquid and Emulsified Asphalt
items.

Forms change periodically, go to the SharePoint Construction Forms area for the latest form available.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

L IQUID ASPHALTS
Liquid Asphalts are typically used for prime coats and curing seals. These items are typically paid for by the square yard.

n Liquid asphalts are also referred to as cut-back asphalts and include MC-70, MC-250, etc.
n Liquid asphalts will be documented in the Record of Delivery—Liquid Asphalt and the Liquid/Emulsified Asphalt Application and Payment

spreadsheets.
n When another material has been approved for use in lieu of the liquid asphalt, there may be different application rates and dilution factors that

must be documented. Make sure to check the contract’s Special Provisions and/or the manufacturer’s recommendation to assure proper
application.

n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Information on Liquid Items are found on the Summary of Quantities sheets in the Contract plans.
n There are 3 ways to document the application of Liquid Asphalt:

l Total delivery (Bill of Lading)
l Weigh Back - Weighing the trucks over the Contractor’s scales
l Gallon Meter - List the following in the Remarks box of the posting tab in the Inspector’s DWR.

o Beginning meter reading
o Ending meter reading
o Gallons used

Note: NDOT is no longer applying a Temperature Volume Correction factor.

n In no case will the Liquid Asphalt pay quantity exceed the total certified asphalt delivered less any material wasted or left in storage.

EMULSIF IED ASPHALTS
Emulsified Asphalts are typically used for tack coats, seal coats, chips seals and cold in place recycle. These items can be paid for by square yard,
tons or they may be incidental to other items of work.

n Emulsified asphalts (CMS-2S, SS-1h, LMCRS-2H, etc.) will be documented in the Record of Delivery—Liquid Asphalt and the Liquid/Emul-
sified Asphalt Application and Payment spreadsheets.

n It is the Inspector’s responsibility to ensure proper dilution and application rates regardless of the item’s UOM.
n Emulsified asphalt is delivered either diluted or undiluted.

l If the emulsified asphalt is delivered diluted, verify the proper dilution ratios are on the bill of lading.
l If the emulsified asphalt is delivered undiluted, use the Oil and Water Check Sheet to verify the correct gallons of water were added.
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Note: The Liquid/Emulsified Asphalt Oil and Water Check Sheet is designed to assist the inspector in determining the correct pound-
s/tons of water added to the oil to get the approved oil/water ratio. Refer to the Liquid/Emulsified Asphalt Oil and Water Check Sheet in
the Fourth tab of the Liquid/Emulsified Asphalt Application and Payment spreadsheet (Figure 11-7).

n Once proper dilution is obtained for the specified application, measurement for payment and application rate can proceed.
n There are 3 ways to document the application of Emulsified Asphalt:

l Total delivery (Bill of Lading)
l Weigh Back - Weighing the trucks over the Contractor’s scales
l Gallon Meter - List the following in the Remarks box of the posting tab in the Inspector’s DWR.

o Beginning meter reading
o Ending meter reading
o Gallons used

Note: NDOT is no longer applying a Temperature Volume Correction factor.

n In no case will the emulsified asphalt pay quantity exceed the total certified asphalt delivered less any material wasted or left in storage.

INSPECTOR’S RESPONSIBILITIES – LIQUID/EMULSIFIED
ASPHALT ITEMS
n Review the following for accuracy:

l Special Provisions
l Supplemental Notices
l Change Orders

n Collect a Bill of Lading (B/L) (Figure 11-20) for each delivery of liquid/emulsified asphalt.
l Record the Contract ID in the upper right-hand corner.
l Check and initial all weight calculations.
l Turn into the Office Engineer each day.

Note: Each B/L for emulsified asphalts must show the weight of raw asphalt separately from the water added or show the mix per-
cent. If the emulsified asphalt is delivered without this information on the B/L, the Resident Engineer shall inform the contractor that it
is unacceptable, and any application shall be done without payment. The B/L must plainly state whether the material was delivered
diluted or undiluted. The Inspector is responsible for documenting (on the B/L) the weight of raw asphalt separately from the water
added.

n Collect a Material Certification (Figure 11-22) for each delivery of Liquid and Emulsified asphalt.
l Record the Contract ID in the upper right-hand corner if you receive a paper copy.
l Turn into the Office Engineer each day.

n It is the Inspector’s responsibility to ensure proper dilution and application rates regardless of the item’s UOM or payment.

RECORD OF DEL IVERY—LIQUID/EMULSIF IED ASPHALT SPREADSHEETS
The Record of Delivery – Liquid Asphalt and Emulsified Asphalt (Diluted/Undiluted) spreadsheets (Figure 11-1 through Figure 11-3) are used to
track the asphalt delivered to the job site. Separate spreadsheets will be provided for liquid asphalts and emulsified asphalts (dilute)/(undiluted).
The spreadsheets are used as part of the source documents for payment.

1. Open the Liquid/ Emulsified Asphalt Application and Payment spreadsheet received in an email from the Office Engineer. Refer to the How to
Manage Load Sheets document located on SharePoint under Construction Administrative Services Documents, Manuals and Guides, EDOC
for details on maintaining the spreadsheet.
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2. Select the appropriate Record of Delivery tab at the bottom of the spreadsheet and record the following:
l Inspector’s initials
l Date delivered (which may not be the same date the load was applied)
l Truck No.
l Trailer No. (if applicable)
l Bill of Lading No.
l Tons delivered
l Remarks

3. Save the spreadsheet(s) and email to the Office Engineer.

Figure 11-1: Record of Delivery – Liquid Asphalt

Figure 11-2: Record of Delivery – Emulsified Asphalt, Diluted

Figure 11-3: Record of Delivery – Emulsified Asphalt, Undiluted

L IQUID/EMULSIF IED ASPHALT APPLICATION AND PAYMENT SPREADSHEET
The Liquid/Emulsified Asphalt Application and Payment spreadsheet (Figure 11-4 through Figure 11-6) is used to track asphalt applications, pay-
ments and oil/water ratios. Each liquid/emulsified asphalt bid item will be documented on a separate spreadsheet. The spreadsheet is used as part
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of the source documents for payment.

1. Open the Liquid/Emulsified Asphalt Application and Payment spreadsheet received in an email from the Office Engineer.
2. Select the appropriate tab at the bottom of the spreadsheet: Prime Coat, tack Coat, or Seal Coat.
3. Record the following

l Contract Number
l Item (Description)
l Item Number
l Dilution % Factor: Enter as whole number (60/40 mix enter as 60)
l Bill of Lading Tons Delivered per day: If item is delivered diluted, enter tonnage per day and place 100 in Dilution % Factor
l Insp: Inspector initials
l Date
l Station to Station: Complete station to station, including line designation and LT, RT, or CL.
l Length: Actual length measured in feet, NOT ‘Station to Station’.
l Width: Actual Width measured in feet, NOT ‘Varies Width’.
l For Total SQYD,Gallons, and App Rate:

o Enter Length, Width and Gallons (Using the digital meter from the truck; take the beginning read minus the ending read for the gallons
placed). If using the Bill of Lading tons or the Weighback tons, the calculation is provided on the Liquid/Emulsified Asphalt and Pay-
ment spreadsheet to determine.

o Once the gallons are determine and entered, the computer will calculate the Tons and the App. Rate column. When entering the gal-
lons per stationing, the App. Rate is calculated for that station only. When there are multiple stations but are only documenting the total
gallons placed for the day on the last line, the spreadsheet will calculate the App. Rate for that last station only however, it will total the
the SQYDs, Gallons, Tons and App. Rate for the entire day at the bottom of the page.

o If at any time the "Total Tons Remaining (Diluted)" number is red, there were not enough Bill of Ladings (B/L) collected to cover the
material places. Obtain more B/L.

o Remarks: Add the Category/AEB of where the material is to be paid in. If paid in more than one Category(ies)/AEB(s) break out how
much are paid in each. If the item is incidental, document how much was incidental. If paid by the SQYD, add the total SQYD per day to
show how much SQYD will be paid on the estimate.

4. Save the spreadsheet and email to the Office Engineer.

Note: Pay will be based on delivery minus waste and/or material left in storage, not based on the application rate. In no case will the liquid
asphalt pay quantity exceed the certified total asphalt delivered, less any wasted material and less any material left in storage.
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Figure 11-4: Liquid / Emulsified Asphalt Application and Payment Sheet (Liquid Asphalt)

Figure 11-5: Liquid / Emulsified Asphalt Application and Payment Sheet (Emulsified Asphalt Diluted)
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Figure 11-6: Liquid / Emulsified Asphalt Application and Payment Sheet (Emulsified Asphalt Undiluted)

NOTES for Emulsified Asphalt item postings only:
l If the total tonnage placed was based off reading the gallon meter, the Inspector must document the beginning and ending meter reading

and the gallons used in the Remarks box of the posting tab in the DWR.
l If the truck sprays completely out, the total tons delivered listed on the Bill of Lading (B/L) must be converted to gallons by applying the for-

mula listed in the top right corner of the spreadsheet. The total gallons must then be documented in the "Gallons" field and the computer
will automatically fill in the Tons field.

l If a weighback is needed and provided, then the total tons placed according to the wieighback must be converted into gallons and doc-
umented in the "Gallons" field.

l If the entire truck was not sprayed out and the contractor does not provide a weighback ticket, or a working gallon meter reading, Liquid-
ated Damages will be assessed per Subsection 109.2, (Measurement and Payment) Scope of Payment, in the Special Provisions.

l It is the Inspector’s responsibility to verify that the application rate falls within an acceptable range according to the Standard Spe-
cifications.

OIL AND WATER CHECK SHEET
When the emulsified asphalt is delivered raw and placed in a tank, obtain a tare weight on the distributor truck before the asphalt and water is
added. When the asphalt is added the truck will be weighed and then weighed again when the water is added. The ratio of oil to water will vary
depending on the specification and the type of material. Make sure to check the Special Provisions to assure the correct ratio is being used. When
the truck is finished spraying for the day the truck will be weighed once again to determine what was placed for the day, as shown below. Use the
Oil and Water Check Sheet to verify dilution rates are correct (Figure 11-7).

Note: Make sure that any water ratio calculations are documented on the Bill of Lading sheets.

Note: Check the Manufacturer’s Recommendation for the specific material and the Special Provisions for the contract to assure the correct
oil/water ratio is being applied.

1. Record the following:
l Contract No.
l Item (Description):
l Item No.
l Ticket No.
l Truck No.
l Gross weight in pounds: (Oil and Water)
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l Tare weight in pounds (Oil)
l Dilution % Factor

2. Save the spreadsheet and email it to the Office Engineer.

Figure 11-7: Liquid / Emulsified Asphalt Oil & Water Check Sheet

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR (L IQUID/EMULSIF IED
ASPHALTS)
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – N/A for Plantmix Ton Items. The item posting will be completed by the Office Engineer in AWP.
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figures 11-8 and 11-9):
l Date
l Weather
l Low Temp and High Temp
l Attachments (N/A) – Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.
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Figure 11-8: DWR Liquid Asphalt (Undiluted) Report Detail Window

Figure 11-9: DWR Emulsified Asphalt (Diluted) Detail Window

3. Record the following required information in the New Equipment window (Figure 11-10 and Figure 11-11):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.
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Figure 11-10: DWR Equipment Entry

Figure 11-11: DWR Equipment List

4. Record the following required information in the New Personnel window (Figure 11-12 and Figure 11-13):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).
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Figure 11-12: DWR Personnel Entry

Figure 11-13: DWR Personnel List

5. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.
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OFFICE ENGINEER’S RESPONSIBILITIES – LIQUID/EMULSIFIED
ASPHALT ITEMS
n Collect all Material Certifications (Cert). Scan and save them to the appropriate Contract Files\Materials\03 Cert & Test Reports\3.# . Each

Material Certification must have the contract ID, bid item and represented quantity entered. Hand-written entries are acceptable for the con-
tract ID, bid item and quantity.
l Name the scanned certificate file(s) with the contract ID, Material Code Name & description, load number (if applicable) - CERT (e.g.,

M7030303A Medium Curing Cutback Asphalt MC-70NV TON, Load 1 - CERT.pdf). The Material Code Name and description is found in
the NDOT Power BI, AWP Reports, Certification Tracking report.

n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-
ument and Chapter 24, Progress Payments, in this Manual for details.

n Save liquid and emulsified asphalt item photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photos directory.
n Review liquid and emulsified asphalt item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07

Estimates\7.# Calc Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).
n Distribute executed copies of Change Orders to Inspectors.

Important: If SS-1h is delivered diluted to the jobsite and the Bill of Lading (B/L) does not show weight of raw asphalt separately from the
water added or the state mix percent, the Resident Engineer will inform the Contractor that it is unacceptable, and any application will be done
without payment. The Inspector is responsible for documenting (on the B/L) the weight of raw asphalt separately from the water added.

Important: If the entire truck was not sprayed out and the contractor does not provide a weigh back ticket, or a working gallon meter reading,
Liquidated Damages will be assessed per Subsection 109.2, (Measurement and Payment) Scope of Payment, in the Special Provisions.

RECORD OF DEL IVERY—LIQUID/EMULSIF IED ASPHALT SPREADSHEET
The Record of Delivery – Liquid Asphalt and Emulsified Asphalt (Diluted/Undiluted) spreadsheets (Figure 11-1 through Figure 11-3) are used to
track the asphalt delivered to the job site. Separate spreadsheets will be provided for liquid asphalts and emulsified asphalts dilute/undiluted. The
spreadsheets are used as part of the source documents for payment.

1. Email the appropriate Record of Delivery—Liquid/Emulsified Asphalt spreadsheet to the Inspector daily. Refer to the How to Manage Load
Sheets document located on SharePoint under Construction Administrative Services Documents, Manuals and Guides, EDOC for details on
maintaining the spreadsheet.

2. Verify the following:
l Each B/L has a contract number that corresponds to the spreadsheet.
l The weight calculations have been checked and initialed.
l There are enough B/Ls to cover what has been applied.

3. Save the completed the spreadsheet(s) (Figure 11-14) to the appropriate Contract Files\Contract\08 Scale Weights\8.# directory.
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Figure 11-14: Record of Delivery – Emulsified Asphalt, Diluted

L IQUID/EMULSIF IED ASPHALT APPLICATION AND PAYMENT SPREADSHEET
The Liquid/Emulsified Asphalt Application and Payment spreadsheet (Figure 11-15 through Figure 11-17) is used to track asphalt applications,
payments and oil/water ratios. Each Liquid/Emulsified Asphalt bid item will be documented on a separate spreadsheet. The spreadsheet is used
as part of the source documents for payment.

1. Email the Liquid/Emulsified Asphalt Application and Payment spreadsheet to the Inspector daily.
2. Verify the following:

l Calculations are correct
l All stationing has a line designation and LT, RT, or CL.
l The application rate is within tolerance.
l There are enough Bill of Ladings (B/L) to cover the tonnage of material being paid.

3. Add the Payment Number.
4. Save the completed spreadsheet(s) to the appropriate Contract Files\Contract\08 Scale Weights\8.# directory.

Figure 11-15: Liquid / Emulsified Asphalt Application and Payment Sheet (Liquid Asphalt)

11-14

11



LIQUID AND EMULSIFIED ASPHALT  ITEMS

State of Nevada Department of Transportation
AWP Documentation Manual With Materials
April 2023

Figure 11-16: Liquid / Emulsified Asphalt Application and Payment Sheet (Emulsified Asphalt Diluted)

Figure 11-17: Liquid / Emulsified Asphalt Application and Payment Sheet (Emulsified Asphalt Undiluted)

DAILY WORK REPORT (DWR) – AWP (L IQUID/EMULSIF IED ASPHALTS)
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

INSPECTOR’S DWR
n Verify the following:

l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-
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gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.

ITEM POSTING DWR
1. Create a DWR in AWP to document the item postings for the Liquid/Emulsified Asphalt ton items:

l In the General Tab enter a Comment related to the item posting.
l Enter an Item Posting (Figure 11-18) for the Liquid/Emulsified Asphalt ton item based on the Liquid/Emulsified Asphalt Application and Pay-

ment spreadsheet.

Note: These DWRs can be completed daily, weekly or bi-weekly within the two-week pay period.

Figure 11-18: Office Engineer’s DWR Item Posting (Liquid/Emulsified Item)

NOTES for Liquid Asphalt TON (Figure 10-18):
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Material Set: Select appropriate value.
l Comments: Reference the Liquid/Emulsified Asphalt Record of Application and Payment spreadsheet.
l Sig. Fig. = .01
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2. Approve the DWR.
3. Generate the DWR.

BILL OF LADING AND CERTIF ICATION FOR LIQUID AND EMULSIF IED ASPHALTS
n Collect all Bill of Ladings (B/Ls) (Figure 11-20), Water Tickets (Figure 11-21) or Weighback Tickets from the Inspectors. Scan and save them

to the appropriate Contract Files\Contract\08 Scale Weights\8.# BL directory.
n Collect all Material Certifications. Scan a copy of the Bill of Lading and the Material Certification and save them to the appropriate Contract

Files\Materials\03 Cert & Test Reports\3.# directory. Each Material Certification must have the contract ID, bid item and represented quantity
entered. Hand-written entries are acceptable for the contract ID, bid item and quantity.
l Name the scanned file with the contract ID, Material Code Name & description - CERT (e.g., 03904 M7030303A Medium Curing Cutback

Asphalt MC-70NV TON - CERT.pdf).

Figure 11-19: Bill of Lading
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Figure 11-20: Bill of Lading Water Ticket
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Figure 11-21: Material Certification
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CONCRETE PAVING ITEMS
This chapter contains the following sections:

Overview 12-3

Inspector’s Responsibilities – Concrete Paving Items 12-3

Office Engineer’s Responsibilities – Concrete Paving Items 12-9
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OVERVIEW

Concrete Paving Items have different documentation requirements for each unit of measure (UOM). All Concrete Paving and related items must
be counted and measured. Documentation examples for a few selected Concrete Paving and related items are illustrated in this chapter. Some
minor modifications may be required to show the unusual circumstances that may occur with different items, but the general format should be fol-
lowed. If there are items which cannot be documented according to the following examples, contact the Construction Admin Services Section for
assistance.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

INSPECTOR’S RESPONSIBILITIES – CONCRETE PAVING ITEMS
n Obtain a copy of the Agreement Estimate report to use as a reference to ensure that items and quantities are paid in the correct category

(AEB).
n Review the following for accuracy:

l Special Provisions
l Supplemental Notices
l Change Orders

n Turn in ALL concrete paving and related item calculation sheets to the Office Engineer.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 12-1):
l Date
l Weather
l Low Temp and High Temp
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.
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Figure 12-1: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

NOTES for Concrete Paving item postings:
l Refer to Figure 12-2 through Figure 12-5 for examples of concrete paving and related item postings with different UOM.
l If a gallon item does not come in small size containers use the application and surface area to calculate the gallons applied. The following

calculation will be documented in the DWR posting:
Vol(gas) = W x L x App Rate
Pay = # gallons
W = #
L = #
App Rate = 1gal/150 SQFT (Per Subsection 409.03.13, (Portland Cement Concrete Pavement) Construction – Curing, of the Standard
Specifications.

l The Inspector will visually make sure the coverage of the cure compound was satisfactory.
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Figure 12-2: DWR Item Posting – Concrete Paving GAL

NOTES for Concrete Paving GAL (Figure 12-2):
l Payment for GAL items will be based on field

measurements and calculations.
l Calculations will consist of counting the drums

used or measuring the container and calculating
the quantity when a full drum is not used. If meas-
ured by another device show the calculations on
how gallons were derived.  

l A picture of a label must be taken and emailed to
the Office Engineer for backup to confirm the
quantity of the container. This photo is saved to
the appropriate Contract Files\Contract\07 Estim-
ates directory.

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Check the Attention Flag to notify the Office

Engineer there’s an email regarding this Item
Posting.

Figure 12-3: DWR Item Posting – Concrete Paving LFT

NOTES for Concrete Paving LFT (Figure 12-3):
l Payment for LFT items will be based on field

measurements.
l No percentages other than 50% for sawing and

50% for sealing will be allowed for payment.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 12-4: DWR Item Posting – Concrete Paving MILE

NOTES for Concrete Paving MILE (Figure 12-4):
l Payment for MILE items will be based on field

measure.
l Calculation for MILE = LFT ÷ 5280 (Always use

this number)
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 12-5: DWR Item Posting – Concrete Paving SQYD

NOTES for Concrete Paving SQYD (Figure 12-5):
l Payment for SQYD item will be based on field

measure and calculations.
l Calculation for SQYD = L xW ÷ 9
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

4. Record the following required information in the New Equipment window (Figure 12-6 and Figure 12-7):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
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l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.

Figure 12-6: DWR Equipment Entry

Figure 12-7: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 12-8 and Figure 12-9):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).
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Figure 12-8: DWR Personnel Entry

Figure 12-9: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.
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OFFICE ENGINEER’S RESPONSIBILITIES – CONCRETE PAVING
ITEMS
n Collect all Material Certifications. Scan and save them to the appropriate Contract Files\Materials\03 Cert & Test Reports\3.# directory. Each

Material Certification must have the contract ID, bid item and represented quantity entered. Hand-written entries are acceptable for the con-
tract ID, bid item and quantity.
l Name the scanned certificate file(s) with the contract ID, Material Code Name & description, load number (if applicable) - CERT (e.g.,

03904 M7010101A Portand Cement Type 1 TON Load 1 - 10 - CERT.pdf). The Material Code Name and description is found in the NDOT
Power BI, AWP Reports, Certification Tracking report.

n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-
ument and Chapter 24, Progress Payments, in this Manual for details.

n Save concrete paving items general information photos in the appropriate Contract Files\Contract\03 Multimedia\3.1 Photos directory.
n Save concrete paving items label photos in the appropriate Contract Files\Contract\03 Multimedia\3.1 Photos directory.
n Review concrete paving and related item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07

Estimates\7.# Calc Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).
n Distribute executed copies of Change Orders to Inspectors.

DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

Structure and Piling Items have different documentation requirements for each unit of measure (UOM). All Structure and Piling Items must be coun-
ted, measured and/or calculated. Documentation examples for a few selected Structure and Piling Items are illustrated in this chapter. Some minor
modifications may be required to show the unusual circumstances that may occur with different items, but the general format should be followed. If
there are items which cannot be documented according to the following examples, contact the Construction Admin Services Section for assist-
ance.

Note: Forms change periodically, go to the SharePoint Construction Forms Area for the latest version.

Per Subsection 200.01.01, (Construction Stakeout) General, of the Standard Specifications, the Contractor will be responsible for stakeout data
on major structures. The Contractor’s stakeout information must be given to the Resident Engineer.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

INSPECTOR’S RESPONSIBILITIES – MAJOR STRUCTURE AND
PILING ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Geometrics, General Notes and Quantities Sheet (Figure 13-1), located in the Contract plans, to help identify items, quantities,

descriptions and locations.

Figure 13-1: Example of a Geometrics, General Notes and Quantities Sheet

n Review the following for accuracy:
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l Special Provisions
l Supplemental Notices
l Change Orders

Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

n Turn in ALL structure item calculation sheets to the Office Engineer.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 13-2):
l Date
l Weather
l Low Temp and High Temp
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.

Figure 13-2: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.

13-4

13

https://nevadadot.sharepoint.com/sites/040-Construction/Construction%20Administrative%20Services%20Documents/Forms/AllItems.aspx?id=%2Fsites%2F040%2DConstruction%2FConstruction%20Administrative%20Services%20Documents%2FManuals%20and%20Guides%2FEDOC%2FMobileInspector%2FMobile%5FInspector%5FUser%5FGuide%2Epdf&parent=%2Fsites%2F040%2DConstruction%2FConstruction%20Administrative%20Services%20Documents%2FManuals%20and%20Guides%2FEDOC%2FMobileInspector


MAJOR STRUCTURE AND PILING  ITEMS

State of Nevada Department of Transportation
AWP Documentation Manual With Materials
April 2023

l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

NOTES for Major Structure and Piling item postings:
l If an each item has a specific location/station callout in the plans, then a separate posting will be done. It should NOT be grouped in a post-

ing.
l If each items do NOT have a location/station callout but are grouped in a table or structure list, then they can be combined in one posting.
l Refer to Figure 13-3 through Figure 13-10 for examples of Structure and Piling Item postings with different UOM.
l If a gallon item does not come in small size containers use the application and surface area to calculate the gallons applied. The following

calculation will be documented in the DWR posting:
o Vol(gas) = W x L x App Rate
o Pay = # gallons
o W= #
o L = #
o App Rate = 1gal/150 SQFT (Per Subsection 409.03.13, (Portland Cement Concrete Pavement) Construction – Curing, of the Standard

Specifications.
l The Inspector will visually make sure the coverage of the cure compound was satisfactory.

Figure 13-3: DWR Item Posting - Structure CUYD

NOTES for Structure CUYD/CUFT (Figure 13-3):
l Payment for CUYD items will be based on plan

quantity or field measurements and calculations if
different than plan. Payment for CUFT items will
be based on field measurements and cal-
culations.

l Calculations for CUYD = L xW x D ÷ 27
l Calculations for CUFT = L x W x D
l Location: Refer to Contract plans
l Sig. Fig. = .01
l In no case will the payment for any area exceed

the net amount without authorized changes
and/or final measurement. When paying for con-
crete, payment will be paid according to the Bill of
Materials (Figure 13-6). If the quantity is different,
then calculations are needed.
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Figure 13-4: DWR Item Posting - Structure GAL

NOTES for Structure GAL (Figure 13-4):
l Payment for GAL items will be based on field

measurements and calculations.
l Calculations will consist of counting the drums

used or measuring the container and calculating
the quantity when a full drum is not used. If meas-
ured by another device show the calculations on
how gallons were derived.

l A picture of a label must be taken and email to
your Office Engineer for backup to confirm the
quantity of the container. This photo is saved to
the appropriate Contract Files\Contract\07 Estim-
ates directory.

l Location: Refer to Contract plans
l Sig. Fig. = .01
l Check the Attention Flag to notify the Office

Engineer there’s email that belong with this Item
Posting

Figure 13-5: DWR Item Posting - Structure LB

NOTES for Structure LB (Figure 13-5):
l Payment for POUND (LB) for Reinforcing Steel is

based on the Bill of Materials (Figure 13-6). If plan
quantity is different, field measurements and cal-
culations (per Subsection 505.04.01, (Reinforcing
Steel) Measurement, of the Standard Spe-
cifications) are required.

l Location: Refer to Contract plans
l Sig. Fig. = .01
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Figure 13-6: Example of a Bill of Materials Sheet

Figure 13-7: DWR Item Posting – Structure SQYD

NOTES for Structure SQYD/SQFT (Figure 13-7):
l Payment for SQYD and SQFT items will be based

on field measurements and calculations.
l Calculation for SQYD = L xW ÷ 9
l Calculation for SQFT = L x W
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 13-8: DWR Item Posting – Piling EACH

NOTES for Piling EACH (Figure 13-8):
l Prepare the Foundation Piling Driving Record

(Form 040-058).
l Payment for EACH item will be based on the

Total Number Placed value from the 040-058
form.

l Location: Refer to Contract plans
l Sig. Fig. = .01
l If there are any questions concerning the Found-

ation Piling Driving Record (Form No. 040-058),
contact Materials Division, Geotechnical Section
for assistance.
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Figure 13-9: DWR Item Posting – Piling LFT

NOTES for Piling LFT (Figure 13-9):
l Prepare the Foundation Piling Driving Record

(Form 040-058).
l Payment for LFT item will be based on the Total

Length for Payment value from the 040-058 form.
l Location: Refer to Contract plans
l Sig. Fig. = .01
l If there are any questions concerning the Found-

ation Piling Driving Record (Form No. 040-058),
contact Materials Division, Geotechnical Section
for assistance.
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Figure 13-10: DWR Item Posting – Drill Shaft LFT

NOTES for Drill Shaft LFT (Figure 13-10):
l Prepare the Drilled Shaft Inspection Report (Form

040-060)
l The LFT for payment is from the Total Length

Paid value that is shown on the 040-060 form.
l Location: Refer to Contract plans
l Sig. Fig. = .01
l If there are any questions concerning the Found-

ation Piling Driving Record (Form No. 040-058),
contact Materials Division, Geotechnical Section
for assistance.

4. Record the following required information in the New Equipment window (Figure 13-11 and Figure 13-12):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.
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Figure 13-11: DWR Equipment Entry

Figure 13-12: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 13-13 and Figure 13-14):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).
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Figure 13-13: DWR Personnel Entry

Figure 13-14: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide for details.
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OFFICE ENGINEER’S RESPONSIBILITIES – MAJOR STRUCTURE
AND PILING ITEMS
n Save all contractor’s survey stakeout data in the Contract Files\Contract\12 Misc\12.# Stakeout Data directory.
n Collect all Material Certifications. Scan and save them to the Contract Files\Materials\03 Cert & Test Reports\3.# directory. Each Material Cer-

tification must have the contract ID, bid item and represented quantity entered. Hand-written entries are acceptable for the contract ID, bid
item and quantity.
l Name the scanned certificate file(s) with the contract ID, Material Code Name & description, load number (if applicable) - CERT

(e.g.,03904 M5050100 Reinforcing Steel - CERT.pdf). The Material Code Name and description is found in the NDOT Power BI, AWP
Reports, Certification Tracking report.

n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-
ument and Chapter 24, Progress Payments, in this Manual for details.

n Save Structure items general information photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photos directory.
n Save Structure items Gallon label photos to the appropriate Contract Files\Contract\07 Estimates directory to confirm the quantity of the con-

tainer.
n Review structure item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estimates\7.# Calc

Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).
n Review the Foundation Piling Driving Records and Drilled Shaft Inspection Reports for accuracy and save electronically in the appropriate

Contract Files\Contract\07 Estimates\7.# Drill Shaft &Piling directory.
n Distribute executed copies of Change Orders to Inspectors.

DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

Drainage andWall Items have different documentation requirements for each unit of measure (UOM). All Drainage andWall Items must be coun-
ted, measured, calculated and/or based on plan. Documentation examples for a few selected Drainage andWall Items are illustrated in this
chapter. Some minor modifications may be required to show the unusual circumstances that may occur with different items, but the general format
should be followed. If there are items which cannot be documented according to the following examples, contact the Construction Admin Services
Section for assistance.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

SURVEY CREW CHIEF'S RESPONSIBILITIES – DRAINAGE AND
WALL ITEMS
n When survey data is used as support for payment, any survey data output/reports from Trimble Business Center (TBC) should be formatted to

accurately represent the points (data) collected and a description of what the data represents.
n Email ALL TBC survey data output/reports to the Office Engineer. Use the naming convention: Stakeout Data YYYY-MM-DD Inspectors Ini-

tials, (e.g. Stakeout Data 2017-03-19 BLF) in the email Subject line.

DAILY WORK REPORT (DWR) – AWP
1. Create a DWR in AWP daily to document the survey activity. Refer to Chapter 5, Daily Work Reports, in the AWP User Guide With Materials

for details.
2. Record the following required information in the General tab (Figure 14-1):

l DWRDate
l Inspector
l Weather
l Low Temp and High Temp
l Remarks: Select the General Remark Type and enter an overview of survey activities for the day Figure 14-2).
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Figure 14-1: Survey Crew Chief DWR General Tab

Figure 14-2: Survey Crew Chief General Remarks Expanded

3. Complete a final review of the DWR, Save and Approve it.

INSPECTOR’S RESPONSIBILITIES – DRAINAGE AND WALL
ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Structure List - Drainage Sheet (Figure 14-3), located in the Contract plans, and the Standard Plans, to help identify items, quantities,

descriptions and locations.
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Figure 14-3: Example of a Structure List – Drainage

n Review the following for accuracy:
l Special Provisions
l Supplemental Notices
l Change Orders

Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

n Turn in ALL Drainage andWall Item Calculation Sheets to the Office Engineer.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 14-4):
l Date
l Weather
l Low Temp and High Temp
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.
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Figure 14-4: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.
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NOTES for Drainage andWall item postings:
l If an each item has a specific location/station callout in the plans, then a separate posting will be done. It should NOT be grouped in a post-

ing.
l If each items do NOT have a location/station callout but are grouped in a table or structure list, then they can be combined in one posting.
l When installing slotted corrugated metal pipe drains and pipes with end sections, care should be taken when measuring for payment. Do

not include the length of the end section in the measurement (refer to the Standard Plans).
l Prior to excavation operations ensure survey of surfaces are complete in the event of re-measurement and/or re-calculation requests

made by the Contractor or Resident Engineer.
l Quantities for structure excavation, granular backfill, concrete, reinforcing steel, and structural steel may be based on planned quantity,

unless the length of pipe or RCB placed differs three feet (3’) or more from plan quantity. All quantities effected by the difference must be
recalculated or prorated based on the original quantities, with an explanation and cross-reference to the DWR Posting of where the item
was either lengthened or shortened three feet (3’) or more. See Appendix B, Calculation Formulas, for examples of calculations and pro-
rations. Example of a structure excavation proration:

Pipe plan = 40 LFT
Pipe field measure = 45 LFT
Structure Excavation plan = 120 CUYD
45 ÷ 40 = 1.125 x 120 = 135 CUYD new quantity for structure excavation

l Refer to Figure 14-5 through Figure 14-12 for examples of Drainage andWall Item postings with different UOM.

Figure 14-5: DWR Item Posting - Drainage and Wall CUYD

NOTES for Drainage andWall CUYD/CUFT (Figure
14-5):
l Payment for CUYD items will be based on plan

quantity or field measurements and calculations if
different than plan.

l Calculations for CUYD = L xW x D ÷ 27
l Calculations for CUFT = L x W x D
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l In no case will the payment for any area exceed

the net amount without authorized changes
and/or final measurement.
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Figure 14-6: DWR Item Posting - Drainage and Wall CUYD

NOTES for Drainage andWall CUYD/CUFT (Figure
14-6):
l Riprap items must be field measured with cal-

culations.
l Calculation for CUYD = L xW x D ÷ 27
l Calculation for CUFT = L x W x D
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 14-7: DWR Item Posting - Drainage and Wall EACH

NOTES for Drainage andWall EACH (Figure 14-7):
l Payment for EACH items will be based on field

count.
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 14-8: DWR Item Posting - Drainage and Wall LFT

NOTES for Drainage andWall LFT (Figure 14-8):
l Payment for LFT items will be based on field

measurements.
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 14-9: DWR Item Posting – Drainage and Wall LB

NOTES for Drainage andWall LB (Figure 14-9):
l Payment for POUND (LB) items will be based on

plan quantity (per Subsection 505.04.01, (Rein-
forcing Steel) Measurement, of the Standard Spe-
cifications or the Standard Plans) or field
measurements and calculations if different than
plan. Include Standard Plan Table reference cal-
louts.

l If a pound item comes in a container or bag, you
must take a picture of the label on the delivered
container and email it to your Office Engineer for
backup to confirm the quantity of the container.

l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Check the Attention Flag to notify the Office

Engineer there’s email that belong with this Item
Posting.
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Figure 14-10: DWR Item Posting – Drainage and Wall LB

NOTES for Drainage andWall LB (Figure 14-10):
l Payment for POUND (LB) items will be based on

plan quantity (per Subsection 505.04.01, (Rein-
forcing Steel) Measurement, of the Standard Spe-
cifications or the Standard Plans) or field
measurements and calculations if different than
plan.

l Give a detailed explanation when payment differs
from plan.

l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Check against Bill of Material in the Standard

Plans.

Figure 14-11: DWR Item Posting – Drainage and Wall LB

NOTES for Drainage andWall LB (Figure 14-11):
l Payment for POUND (LB) items will be based on

plan quantity (per the Standard Plans) or field
measurements and calculations if different than
plan. Include Standard Plan Table reference cal-
louts.

l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 14-12: DWR Item Posting – Drainage and Wall
SQYD/SQFT

NOTES for Drainage andWall SQYD/SQFT (Figure
14-12):
l Payment for SQYD and SQFT items will be based

on field measurements and calculations.
l Items related to sound and MSE walls (walls, con-

crete stain, etc.) that have a UOM of SQYDmay
be paid to plan. If different than plan, calculations
are required.

l Calculation for SQYD = L xW ÷ 9
l Calculation for SQFT = L x W
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

4. Record the following required information in the New Equipment window (Figure 14-13 and Figure 14-14):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.

Figure 14-13: DWR Equipment Entry
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Figure 14-14: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 14-15 and Figure 14-16):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).

Figure 14-15: DWR Personnel Entry
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Figure 14-16: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

OFFICE ENGINEER’S RESPONSIBILITIES – DRAINAGE AND
WALL ITEMS
n Collect all Material Certifications. Scan and save them to the Contract Files\Materials\03 Cert & Test Reports\3.# directory. Each Material Cer-

tification must have the contract ID, bid item and represented quantity entered. Hand-written entries are acceptable for the contract ID, bid
item and quantity.
l Name the scanned certificate file(s) with the contract ID, Material Code Name & description - CERT (e.g., 03904 M6100160 Riprap -

CERT.pdf). The Material Code Name and description is found in the NDOT Power BI, AWP Reports, Certification Tracking report.
n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-

ument and Chapter 24, Progress Payments, in this Manual for details.
n Save emails containing TBC survey stakeout report/data in the appropriate Contract Files\Contract\09 Survey directory.
n Save Drainage andWall items general information photos in the appropriate Contract Files\Contract\03 Mulitmedia\3.# Photos directory.
n Save Drainage andWalll items Pound label photos to the appropriate Contract Files\Contract\07 Estimates directory to confirm the quantity of

the bundle.
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n Review Drainage andWall Item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estim-
ates\7.# Calc Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).

n Distribute executed copies of Change Orders to Inspectors.

DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

Curb and Gutter Items have different documentation requirements for each unit of measure (UOM). All Curb and Gutter Items must be measured,
calculated and/or based on plan. Documentation examples for a few selected Curb and Gutter Items are illustrated in this chapter. Some minor
modifications may be required to show the unusual circumstances that may occur with different items, but the general format should be followed. If
there are items which cannot be documented according to the following examples, contact the Construction Admin Services Section for assist-
ance.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

INSPECTOR’S RESPONSIBILITIES – CURB AND GUTTER ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Structure List, located in the Contract plans (Figure 15-1), to help identify items, quantities, descriptions and locations.

Figure 15-1: Example of a Structure List – Curb and Gutter Items

n Review the following for accuracy:
l Special Provisions
l Supplemental Notices
l Change Orders

Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.
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DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type and hours
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 15-2):
l Date
l Weather
l Low Temp and High Temp
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Verify with the Resident Engineer on what information is required.

Figure 15-2: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.
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NOTES for Curb and Gutter Item postings:
l Reference the Summary of Base and Surface Quantities and the Paving Plan sheets in the Contract plans for curb and gutter bituminous

surface quantities.
l Refer to Figure 15-3 through Figure 15-5 for examples of curb and gutter item postings with different UOM.

Figure 15-3: DWR Item Posting – Curb and Gutter CUYD

NOTES for Curb and Gutter CUYD/CUFT (Figure 15-
3):
l Payment for CUYD items will be based on plan

quantity, field measurements and calculations if
different than plan, or Standard Plan reference
with table callout.

l Calculations for CUYD = L xW x D ÷ 27
l Calculations for CUFT = L x W x D
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 15-4: DWR Item Posting - Curb and Gutter LFT

NOTES for Curb and Gutter LFT (Figure 15-4):
l Payment for LFT items will be based on field

measurement.
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 15-5: DWR Item Posting – Curb and Gutter SQYD

NOTES for Curb and Gutter SQYD (Figure 15-5):
l Payment for SQYD items will be based on field

measurement.
l Calculations for SQYD = (L XW) ÷ 9
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

4. Record the following required information in the New Equipment window (Figure 15-6 and Figure 15-7):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.

Figure 15-6: DWR Equipment Entry
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Figure 15-7: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 15-8 and Figure 15-9):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).

Figure 15-8: DWR Personnel Entry
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Figure 15-9: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

OFFICE ENGINEER’S RESPONSIBILITIES – CURB AND GUTTER
ITEMS
n Collect all Material Certifications. Scan and save them to the Contract Files\Materials\03 Cert & Test Reports\3.# directory. Each Material Cer-

tification must have the contract ID, bid item and represented quantity entered. Hand-written entries are acceptable for the contract ID, bid
item and quantity.
l Name the scanned certificate file(s) with the contract ID, Material Code Name & description, load number (if applicable) - CERT(e.g.,

03904 M7010101A Portland Cement Type 1 - CERT.pdf). The Material Code Name and description is found in the NDOT Power BI, AWP
Reports, Certification Tracking report.

n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-
ument and Chapter 24, Progress Payments, in this Manual for details.

n Save Curb and Gutter Item photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photos directory.
n Review Curb and Gutter Item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estim-

ates\7.# Calc Sheets directory using this naming convention: DWR YYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).
n Distribute executed copies of Change Orders to Inspectors.
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DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

Striping Items have different documentation requirements for each unit of measure (UOM). All Striping Items must be counted or measured and
calculated. Documentation examples for a few selected Striping Items are illustrated in this chapter. Some minor modifications may be required to
show the unusual circumstances that may occur with different items, but the general format should be followed. If there are items which cannot be
documented according to the following examples, contact the Construction Admin Services Section for assistance.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

When an Inspector observes contractor striping testing refer to the AWP Construction Agency View Manual for details on creating the required
Materials Sample Record.

INSPECTOR’S RESPONSIBILITIES – STRIPING ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Striping General Notes, located in the Contract plans (Figure 16-1), to help identify items, quantities, descriptions and locations.

Figure 16-1: Example of Striping General Notes – Striping Items

n Review the following for accuracy:
l Special Provisions
l Supplemental Notices
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l Change Orders

Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

n Turn in ALL Striping Item calculation sheets to the Office Engineer.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 16-2):
l Date:
l Weather:
l Low Temp and High Temp:
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.

Figure 16-2: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
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l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

NOTES for Striping Item postings:
l If an each item has a specific location/station callout in the plans, then a separate posting will be done. It should NOT be grouped in a post-

ing.
l If each items do NOT have a location/station callout but are grouped in a table or structure list, then they can be combined in one posting.
l Refer to Figure 16-3 through Figure 16-6 for examples of Striping item postings with different UOM.

Figure 16-3: DWR Item Posting – Striping EACH

NOTES for Striping EACH (Figure 16-3):
l Payment for EACH items will be based on field

count.
l This example shows an EACH item combined.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 16-4: DWR Item Posting - Striping LFT

NOTES for Striping LFT (Figure 16-4):
l Payment for LFT items will be based on field

measurements.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 16-5: DWR Item Posting – Striping MILE

NOTES for Striping MILE (Figure 16-5):
l Payment for MILE items will be based on field

measurements.
l Calculation for MILE = LFT ÷ 5280 (Always use

this number)
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

16-6

16



STRIPING  ITEMS

State of Nevada Department of Transportation
AWP Documentation Manual With Materials
April 2023

Figure 16-6: DWR Item Posting – Striping SQFT

NOTES for Striping Remove and Reset SQFT (Fig-
ure 16-6):
l Payment for SQFT items will be based on cal-

culation, field measurements, Standard Plans or
the Manual on Uniform Traffic Control Devices.

l Calculation for SQFT = L XW
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

4. Record the following required information in the New Equipment window (Figure 16-7 and Figure 16-8):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.

Figure 16-7: DWR Equipment Entry
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Figure 16-8: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 16-9 and Figure 16-10):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).

Figure 16-9: DWR Personnel Entry
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Figure 16-10: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

OFFICE ENGINEER’S RESPONSIBILITIES – STRIPING ITEMS
n Collect all Material Certifications. Scan and save them to the Contract Files\Materials\03 Cert & Test Reportsdirectory. Each Material Cer-

tification must have the contract ID, bid item and represented quantity entered. Hand-written entries are acceptable for the contract ID, bid
item and quantity.
l Name the scanned certificate file(s) with the contract ID, Material Code Name & description - CERT (e.g., 03904 M6330001 Payment Mark-

ers - CERT.pdf). The Material Code Name and description is found in the NDOT Power BI, AWP Reports, Certification Tracking report.
nn Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-

ument and Chapter 24, Progress Payments, in this Manual for details.
n Save Striping Item photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photos directory.
n Review Striping Item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estimates\7.# Calc

Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).
n Distribute executed copies of Change Orders to Inspectors.
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DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

Guardrail Items have different documentation requirements for each unit of measure (UOM). All Guardrail Items must be counted or measured and
calculated. Documentation examples for a few selected Guardrail Items are illustrated in this chapter. Some minor modifications may be required
to show the unusual circumstances that may occur with different items, but the general format should be followed. If there are items which cannot
be documented according to the following examples, contact the Construction Admin Services Section for assistance.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

SURVEY CREW CHIEF’S RESPONSIBILITIES – GUARDRAIL
ITEMS
n When survey data is used as support for payment, any survey data output/reports from Trimble Business Center (TBC) should be formatted to

accurately represent the points (data) collected and a description of what the data represents.
n Email ALL TBC survey data output/reports to the Office Engineer. Use the naming convention: Stakeout Data YYYY-MM-DD Inspectors Ini-

tials, (e.g. Stakeout Data 2017-03-19 BLF) in the email subject line.

DAILY WORK REPORT (DWR) – AWP
1. Create a DWR in AWP daily to document the survey activity. Refer to Chapter 5, Daily Work Reports, in the AWP User Guide With Materials

for details.
2. Record the following required information in the General tab (Figure 17-1).

l DWR Date
l Inspector
l Weather
l Low Temp and High Temp
l Remarks: Select the General Remark Type and enter an overview of survey activities for the day Figure 17-2).
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Figure 17-1: Survey Crew Chief DWR General Tab

Figure 17-2: Survey Crew Chief General Remarks Expanded

3. Complete a final review of the DWR, lock the report, and Sync Data.

INSPECTOR’S RESPONSIBILITIES – GUARDRAIL ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Structure List (Figure 17-3), located in the Contract plans and the Standard Plans, to help identity items, quantities, descriptions and

locations.
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Figure 17-3: Example of a Structure List – Guardrail

n Review the following for accuracy:
l Special Provisions
l Supplemental Notices
l Change Orders

Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

n Turn in ALL Guardrail Item calculation sheets to the Office Engineer.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 17-4):
l Date:
l Weather:
l Low Temp and High Temp:
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.
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Figure 17-4: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

NOTES for Guardrail Item postings:
l If an each item has a specific location/station callout in the plans, then a separate posting will be done. It should NOT be grouped in a post-

ing.
l If each items do NOT have a location/station callout but are grouped in a table or structure list, then they can be combined in one posting.
l The Design Division’s Standards and Compliance Section shall review the guardrail once it is staked and prior to the Contractor ordering

the material and starting the installation. This will allow changes to be made to the guardrail if the Contract plans are incorrect for the actual
field conditions. On current and future contracts, contact the Standards and Compliance Section to schedule a review.

l The Resident Engineer will contact the Maintenance and Asset Division at the completion of every contract to see if a Guardrail Inventory
Data sheet is required. If the data sheet is required, it will be completed by the Resident Engineer and sent to the Safety Division, with a
copy sent to the Construction Admin Services Section. If there are any questions, contact Maintenance and Asset Division for assistance.

l Per subsection 109.06, (Measurement and Payment) Partial Payment, of the Standard Specifications, partial payment may be made for
guardrail when only the posts have been put in. Therefore, when the guardrail posts are installed, 50% of the guardrail quantity shall be
allowed for payment. The remaining 50% will be paid when the guardrail is complete.
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l After each section of guardrail has been completed the final in-place measurement will be documented.
l Refer to Figure 17-5 through Figure 17-9 for examples of guardrail item postings with different UOM.

Figure 17-5: DWR Item Posting - Guardrail EACH

NOTES for Guardrail EACH (Figure 17-5):
l Payment for EACH items will be based on field

count.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 17-6: DWR Item Posting - Guardrail LFT

NOTES for Guardrail LFT (Figure 17-6):
l Payment for LFT items will be based on field

measurements.
l Pay 50% of the measured length (section) when

the Posts are complete.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 17-7: DWR Item Posting - Guardrail LFT

NOTES for Guardrail LFT (Figure 17-7):
l Payment for LFT items will be based on field

measurements
l Pay 50% of the measured length (section) when

the Rail are complete
l After each length (section) of guardrail has been

completed, the final in-place measurement shall
be documented

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 17-8: DWR Item Posting – Guardrail Remove and Reset
LFT

NOTES for Guardrail Remove and Reset LFT (Figure
17-8):
l Payment for LFT items will be based on field

measurements.
l Guardrail must be Measured before removed
l Pay 50% for removal of the measured length (sec-

tion) when completed.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 17-9: Item Posting – Guardrail Remove and Reset LFT

NOTES for Guardrail Remove and Reset LFT (Figure
17-9):
l Payment for LFT items will be based on field

measurements.
l Pay 50% for reset of the measured length (sec-

tion) when completed.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

4. Record the following required information in the New Equipment window (Figure 17-10 and Figure 17-11):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.

Figure 17-10: DWR Equipment Entry
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Figure 17-11: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 17-12 and Figure 17-13):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).

Figure 17-12: DWR Personnel Entry
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Figure 17-13: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

OFFICE ENGINEER’S RESPONSIBILITIES – GUARDRAIL ITEMS
n Collect all Material Certifications. Scan and save them to the Contract Files\Materials\03 Cert & Test Reports\3.# directory. Each Material Cer-

tification must have the contract ID, bid item and represented quantity entered. Hand-written entries are acceptable for the contract ID, bid
item and quantity.
l Name the scanned certificate file(s) with the contract ID, Material Code Name & description - CERT (e.g., 03904 M6180001 Guardrail -

CERT.pdf) The Material Code Name and description is found in the NDOT Power BI, AWP Reports, Certification Tracking report.
n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-

ument and Chapter 24, Progress Payments, in this Manual for details.
n Save emails containing TBC survey stakeout report/data in the appropriate Contract Files\Contract\09 Survey directory.
n Save Guardrail Items photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photos directory.
n Review guardrail item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estimates\7.# Calc

Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2017-03-19 KMM).
n Distribute executed copies of Change Orders to Inspectors.
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DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

Adjust Valve and Manhole Items have different documentation requirements for each unit of measure (UOM). All Adjust Valve and Manhole Items
must be counted. Documentation examples for a few selected Adjust Valve and Manhole Items are illustrated in this chapter. Some minor modi-
fications may be required to show the unusual circumstances that may occur with different items, but the general format should be followed. If
there are items which cannot be documented according to the following examples, contact the Construction Admin Services Section for assist-
ance.

To ensure the correct number of valves and manholes are being billed to the different entities for payment:

n Review the Agreement(s) with the different entities for the adjusting of valves and manholes for the contract. If you do not have any Agreement
(s), contact Right-of-Way Division for assistance.

n Review the Agreement, contract plan Structure List, and the Agreement Estimate report for the quantity and location of each valve and man-
hole cover.

n Notify the Resident Engineer if a discrepancy is found. The Resident Engineer will notify Right-of-Way Division and the entity of the dis-
crepancy.

n If additional valves or manholes are found in the field, the Resident Engineer will notify the entity. Make sure to note additional adjustments in
the Remarks of the DWR.

n It will be at the discretion of the Resident Engineer to assess if the manhole needs to be adjusted.
n If the station or value in the Agreement does not match the station or value in the field, a reason for the change is required in the Remarks of

the DWR posting.
n If the manhole is a 'Prior Right', state it in the Comments within the DWR item posting.

INSPECTOR’S RESPONSIBILITIES – ADJUST VALVE AND
MANHOLE ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Structure List (Figure 18-1), located in the Contract plans, to help identify items, quantities, descriptions and locations.
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Figure 18-1: Example of a Structure List – Adjust Valve and Manhole Items

n Review the following for accuracy:
l Special Provisions
l Supplemental Notices
l Change Orders

Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

l Valve and Manhole Agreement documents (Figure 18-2 through Figure 18-6).

n Turn in ALL Adjust Valve and Manhole Item calculation sheets to the Office Engineer.
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Figure 18-2: Agreement Summary Sheet
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Figure 18-3: Manhole and Valve Cover Agreement Letter
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Figure 18-4: Manhole and Valve Cover Agreement Letter (Cont.)
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Figure 18-5: Manhole and Valve Cover Agreement Letter (Cont.)
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Figure 18-6: Manhole and Valve Cover Agreement Letter - Utility Locations

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 18-7):
l Date:
l Weather:
l Low Temp and High Temp:
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.

Figure 18-7: DWR Report Detail Window

3. Record the following required information in the NewItem Postings window:
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l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

NOTES for Adjust Valve and Manhole Items:
l Refer to Subsection 609.03.02, (Inlets and Manholes) General – Adjusting Manhole and Valve Covers, of the Standard Specifications for

Methods A, B and C prior to paving.
l Method A - Used when removal of the existing pavement by cold milling is not required. Once all paving is completed, locate and adjust the

cover to the final finished pavement level.
l Method B - Used when removal of the existing pavement by cold milling is required. Before cold milling, lower the cover sufficiently to

accommodate the required pavement removal depth. After the new pavement is placed and completed, locate and adjust the cover to the
final pavement level.

l Method C - Used when the method of adjustment is outside the areas described in Methods A and B, when removal of cold milling and pav-
ing is not used. Method C is paid as either lowered and raised or just raised depending on what is called for in the field.

l Refer to Figure 18-8 through Figure 18-11 for examples of adjust valve and manhole item postings with different UOM.

Figure 18-8: DWR Item Posting - Adjust Valve and Manhole
EACH (Method A)

NOTES for Adjust Valve and Manhole EACH
(Method A) (Figure 18-8):
l Payment for EACH items will be based on field

count.
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Must identify the TYPE, OWNER and

AGREEMENT # of all valve and manhole covers
to be adjusted.
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Figure 18-9: DWR Item Posting - Adjust Valve and Manhole
EACH (Method B)

NOTES for Adjust Valve and Manhole EACH
(Method B) (Figure 18-9):
l Payment for EACH items will be based on field

count.
l Pay .5 when lowered and pay .5 when raised.
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Must identify the TYPE, OWNER and

AGREEMENT # of all valve and manhole covers
to be adjusted.

Figure 18-10: DWR Item Posting - Adjust Valve and Manhole
EACH (Method C)

NOTES for Adjust Valve and Manhole EACH
(Method C – Raised) (Figure 18-10):
l Payment for EACH items will be based on field

count.
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Must identify the TYPE, OWNER and

AGREEMENT # of all valve and manhole covers
to be adjusted.
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Figure 18-11: DWR Item Posting – Adjust Valve and Manhole
EACH (Method C)

NOTES for Adjust Valve and Manhole EACH
(Method C – Lowered and Raised) (Figure 18-11):
l Payment for EACH items will be based on field

count.
l Pay .5 when lowered and pay .5 when raised.
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Must identify the TYPE, OWNER and

AGREEMENT # of all valve and manhole covers
to be adjusted.

4. Record the following required information in the New Equipment window (Figure 18-12 and Figure 18-13):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.

Figure 18-12: DWR Equipment Entry
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Figure 18-13: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 18-14 and Figure 18-15):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).

Figure 18-14: DWR Personnel Entry

18-13

18



ADJUST VALVE AND MANHOLE  ITEMS

State of Nevada Department of Transportation
AWP Documentation Manual With Materials

April 2023

Figure 18-15: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

OFFICE ENGINEER’S RESPONSIBILITIES – ADJUST VALVE AND
MANHOLE ITEMS
n Distribute all Agreement documents to the Inspectors.
n Save the Agreement documents to the appropriate Contract Files\Contract\10 Agreements directory.
n Save Adjust Valve and Manhole Items photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photographs with Descriptions dir-

ectory.
n Distribute executed copies of Change Orders to Inspectors.

DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.
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n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

Miscellaneous Items have different documentation requirements for each unit of measure (UOM). All Miscellaneous Items must be counted or
measured and calculated. Documentation examples for a few selected Miscellaneous Items are illustrated in this chapter. Some minor modi-
fications may be required to show the unusual circumstances that may occur with different items, but the general format should be followed. If
there are items which cannot be documented according to the following examples, contact the Construction Admin Services Section for assist-
ance.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

INSPECTOR’S RESPONSIBILITIES – MISCELLANEOUS ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Structure List, located in the Contract plans (Figure 19-1), to help identify items, quantities, descriptions and locations.

Figure 19-1: Example of a Structure List for Miscellaneous Items

n Review the following for accuracy:
l Special Provisions
l Supplemental Notices
l Change Orders
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Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

n Turn in ALL miscellaneous item calculation sheets to the Office Engineer.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 19-2):
l Date:
l Weather:
l Low Temp and High Temp:
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.

Figure 19-2: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
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l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-
mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

NOTES for Miscellaneous item postings:
l If an each item has a specific location/station callout in the plans, then a separate posting will be done. It should NOT be grouped in a post-

ing.
l If each items do NOT have a location/station callout but are grouped in a table or structure list, then they can be combined in one posting.
l When a miscellaneous item has a UOM of SQYD, there are some cases when the plan quantity can be used for the pay quantity. An

example of this would be the item Plantmixing Miscellaneous in a "contained" area, such as a gore island. In this case, the area would not
be expected to change from the planned dimensions. Using plan quantity will eliminate making the difficult calculations of an irregularly
curved area. This must be stated in the remarks as to why calculations were not done.

l If the final quantity for a lump sum item (excluding 736 items) is under plan quantity, a complete explanation as to why the item is not paid
to plan is required in the Closeout Change Order. Refer to Chapter 10, Change Orders, in the AWP User Guide for details.

l If a gallon item does not come in small size containers use the application and surface area to calculate the gallons applied. The following
calculation will be documented in the DWR posting:

Vol(gas) = W x L x App Rate
Pay = # gallons
W = #
L = #
App Rate = 1gal/150 SQFT (Per Subsection 409.03.13, (Portland Cement Concrete Pavement) Construction – Curing, of the Standard
Specifications.

l The Inspector will visually make sure the coverage of the cure compound was satisfactory.
l Refer to Figure 19-3 through Figure 19-17 for examples of miscellaneous item postings with different UOM.

Figure 19-3: DWR Item Posting – Miscellaneous ACRE

NOTES for Miscellaneous ACRE (Figure 19-3):
l Payment for ACRE item will be based on field

measure and calculations.
l Calculation for ACRE = L xW ÷ 43560 (always

use this number)
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 19-4: DWR Item Posting - Miscellaneous CUFT

NOTES for Miscellaneous CUFT (Figure 19-4):
l Payment for CUFT items will be based on field

measurements and calculations.
l Calculation for CUFT = L x W x D
l Location: Enter the Line Designation and LT, RT,

or CL.
l Sig. Fig. = .01

Figure 19-5: DWR Item Posting – Miscellaneous CUYD

NOTES for Miscellaneous CUYD (Figure 19-5):
l Payment for CUYD items will be based on plan

quantity or field measurements and calculations if
different than plan.

l Calculation for CUYD = L xW x D ÷ 27
l Location: Enter the Line Designation and LT, RT,

or CL.
l Sig. Fig. = .01
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Figure 19-6: DWR Item Posting – Miscellaneous EACH

NOTES for Miscellaneous EACH (Figure 19-6):
l Payment for EACH items will be based on field

count.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 19-7: DWR Item Posting – Miscellaneous EACH

NOTES for Miscellaneous EACH (Figure 19-7):
l Payment for EACH items will be based on field

count.
l Location: Enter the Line Designation and LT, RT,

or CL.
l Sig. Fig. = .01
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Figure 19-8: DWR Item Posting – Miscellaneous LFT

NOTES for Miscellaneous LFT (Figure 19-8):
l Payment for LFT items will be based on field

measurements.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 19-9: DWR Item Posting – Miscellaneous LFT

NOTES for Miscellaneous LFT (Figure 19-9):
l Payment for LFT items will be based on field

measurements.
l 50% of the measured length (section) can be paid

when the posts are completed.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 19-10: DWR Item Posting – Miscellaneous LFT

NOTES for Miscellaneous LTF (Figure 19-10):
l Payment for LFT items will be based on field

measurements.
l When each length (section) of fence has been

completed, record a measurement and indicate
that the section is 100% complete.

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 19-11: DWR Item Posting – Miscellaneous LB

NOTES for Miscellaneous LB (Figure 19-11):
l Payment for POUND (LB) items will be based on

plan quantity or field measurements and cal-
culations if different than plan.

l A photo of a label must be taken and emailed to
the Office Engineer for backup to confirm the
quantity of the container. This photo is saved to
the appropriate Contract Files\Contract\07 Estim-
ates directory.

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Check the Attention Flag to notify the Office

Engineer there’s an email regarding this Item
Posting.
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Figure 19-12: DWR Item Posting – Miscellaneous L.S.

NOTES for Miscellaneous L.S. (Figure 19-12):
l Payment for LUMP SUM items will be based on

plan quantity or percentage and calculations per
category (AEB).

l Calculation for LS = Total $ amount multiplied (X)
the percent (%) of work completed.

l No payment over plan is allowed on Lump Sum
items.

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 19-13: DWR Item Posting – Miscellaneous L.S.

NOTES for Miscellaneous L.S. (Figure 19-13):
l Payment for LUMP SUM items will be based on

plan quantity or percentage and calculations per
category (AEB).

l Calculation for LS = Total $ amount multiplied (X)
the percent (%) of work completed, minus (-) what
has been paid on an earlier payment.

l No payment over plan is allowed on Lump Sum
items.

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 19-14: DWR Item Posting – Miscellaneous MILE

NOTES for Miscellaneous MILE (Figure 19-14):
l Payment for MILE items will be based on field

measurements.
l Calculation for MILE = LFT ÷ 5280 (Always use

this number)
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 19-15: DWR Item Posting – Miscellaneous SQFT

NOTES for Miscellaneous SQFT (Figure 19-15):
l Payment for SQFT items will be based on cal-

culation, field measurements, Standard Plans or
the Manual on Uniform Traffic Control Devices.

l Calculation for SQFT = L XW
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 19-16: DWR Item Posting – Miscellaneous SQYD

NOTES for Miscellaneous SQYD (Figure 19-16):
l Payment for SQYD item will be based on field

measure and calculations.
l Calculation for SQYD = L xW ÷ 9
l Location: Enter the Line Designation and LT, RT,

or CL.
l Sig. Fig. = .01
l Plantmixing Miscellaneous paving is only paid

once. The payment is made on the dense grade,
not open-graded.

Figure 19-17: DWR Item Posting – Miscellaneous STA

NOTES for Miscellaneous STA (Figure 19-17):
l Payment for Station items will be based on field

measure.
l Calculation for STA = LFT ÷ 100 (Always use this

number)
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

4. Record the following required information in the New Equipment window (Figure 19-18 and Figure 19-19).
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l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.

Figure 19-18: DWR Equipment Entry

Figure 19-19: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 19-20 and Figure 19-21).
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).
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Figure 19-20: DWR Personnel Entry

Figure 19-21: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.
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OFFICE ENGINEER’S RESPONSIBILITIES – MISCELLANEOUS
ITEMS
n Collect all Material Certifications. Scan and save them to the Contract Files\Materials\03 Cert & Test Reports\3.# directory. Each Material Cer-

tification must have the contract ID, bid item and represented quantity entered. Hand-written entries are acceptable for the contract ID, bid
item and quantity.
l Name the scanned certificate file(s) with the contract ID, Material Code Name and description, load number (if applicable) - CERT (e.g.,

03904 M4960001 Polymer Concrete - CERT.pdf) The Material Code Name and description is found in the NDOT Power BI, AWP Reports,
Certification Tracking report.

n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-
ument and Chapter 24, Progress Payments, in this Manual for details.

n Save Miscellaneous Items photos in the appropriate Contract Files\Contract\03 - Multimedia\3.1 Photos directory.
n Save Miscellaneous Items Pound label photos to the appropriate Contract Files\Contract\07 Estimates directory to confirm the quantity of the

container.
n Review miscellaneous item calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estim-

ates\7.# Calc Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).
n Distribute executed copies of Change Orders to Inspectors.

DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

Permanent Sign Items have different documentation requirements for each unit of measure (UOM). All Permanent Sign Items must be counted,
measured and calculated, or based on plan. Documentation examples for a few selected sign items are illustrated in this chapter. Some minor
modifications may be required to show the unusual circumstances that may occur with different items, but the general format should be followed. If
there are items which cannot be documented according to the following examples, contact the Construction Admin Services Section for assist-
ance.

When material samples are taken for the Materials Division labs, refer to the AWP Sample Records document for details.

INSPECTOR’S RESPONSIBILITIES – SIGN ITEMS
n Use the Agreement Estimate Report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Sign Summary Lists (Figure 20-1) the Sign Locations (Figure 20-2), located in the Contract plans to, help identify items, quantities,

descriptions and locations.

Figure 20-1: Sign Summary List

Figure 20-2: Sign Locations
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n Review the following for accuracy:
l Special Provisions
l Supplemental Notices
l Change Orders

Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

n Turn in ALL sign item calculation sheets to the Office Engineer.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 20-3):
l Date:
l Weather:
l Low Temp and High Temp:
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.

Figure 20-3: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.

20-4

20

https://nevadadot.sharepoint.com/sites/040-Construction/Construction%20Administrative%20Services%20Documents/Forms/AllItems.aspx?id=%2Fsites%2F040%2DConstruction%2FConstruction%20Administrative%20Services%20Documents%2FManuals%20and%20Guides%2FEDOC%2FMobileInspector%2FMobile%5FInspector%5FUser%5FGuide%2Epdf&parent=%2Fsites%2F040%2DConstruction%2FConstruction%20Administrative%20Services%20Documents%2FManuals%20and%20Guides%2FEDOC%2FMobileInspector


PERMANENT SIGN  ITEMS

State of Nevada Department of Transportation
AWP Documentation Manual With Materials
April 2023

l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

NOTES for Permanent Sign item postings:
l If an each item has a specific location/station callout in the plans, then a separate posting will be done. It should NOT be grouped in a post-

ing.
l If each items do NOT have a location/station callout but are grouped in a table or structure list, then they can be combined in one posting.
l If the message, panel size, sign number and the SQFT match the Sign Summary Sheets in the Contract plans, enter the New/Removal

Sign Number in the Posting Location (Figure 20-5 and Figure 20-6).
l If the message, panel size, sign number and the SQFT DOES NOTmatch the Sign Summary Sheets in the Contract plans, you will need to

document the message, panel size, sign number and the SQFT in the Remarks of your posting with an explanation of the changes in the
Remarks box.(Figure 20-7 and Figure 20-8).

l Refer to Figure 20-4 through Figure 20-8 for examples of sign item postings with different UOM.

Figure 20-4: DWR Item Posting – Sign EACH

NOTES for Sign EACH (Figure 20-4):
l Payment for EACH items will be based on field

count.
l Location: Enter the Sign Station
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 20-5: DWR Item Posting - Sign SQFT

NOTES for Sign SQFT (Figure 20-5):
l Payment for SQFT item will be based on plan

quantity.
l Location: Enter the Sign Number
l Sig. Fig. = .01

Figure 20-6: DWR Item Posting – Sign (Remove or Reset) SQFT

NOTES for Sign (Remove or Reset) SQFT (Figure
20-6):
l Payment for SQFT item will be based on plan

quantity.
l Location: Enter the Sign Number
l Sig. Fig. = .01
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Figure 20-7: DWR Item Posting - Sign SQFT

NOTES for Sign (Remove or Reset) SQFT (Figure
20-7):
l Payment for SQFT item will be based on field

measurements and calculations if different than
plan.

l Calculation for SQFT = L x W / 144 (converting
inches to feet).

l Location: Enter the Sign Station
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Enter the Sign Number, panel size, SQFT and

message in Comments.

Figure 20-8: DWR Item Posting – Sign (Remove or Reset) SQFT

NOTES for Sign (Remove or Reset) SQFT (Figure
20-8):
l Payment for SQFT item will be based on field

measurements and calculations if different than
plan.

l Calculation for SQFT = L x W / 144 (converting
inches to feet).

l Location: Enter the Sign Station
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Enter the Sign Number, panel size, SQFT and

message in Comments.

4. Record the following required information in the New Equipment window (Figure 20-9 and Figure 20-10):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.

20-7

20



PERMANENT SIGN  ITEMS

State of Nevada Department of Transportation
AWP Documentation Manual With Materials

April 2023

l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.

Figure 20-9: DWR Equipment Entry

Figure 20-10: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 20-11 and Figure 20-12):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).
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Figure 20-11: DWR Personnel Entry

Figure 20-12: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.
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OFFICE ENGINEER’S RESPONSIBILITIES – SIGN ITEMS
n Collect all Material Certifications. Scan and save them to the Contract Files\Materials\03 Cert & Test Reports\3.# directory. Each Material Cer-

tification must have the contract ID, bid item and represented quantity entered. Hand-written entries are acceptable for the contract ID, bid
item and quantity.
l Name the scanned certificate file(s) with the contract ID, Material Code Name and description, load number (if applicable) - CERT (e.g.,

03904 M6270001 Permanent Signs - CERT.pdf) The Material Code Name and description is found in the NDOT Power BI, AWP Reports,
Certification Tracking report.

n Create an AWPMaterials Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation doc-
ument and Chapter 24, Progress Payments, in this Manual for details.

n Save Permanent Sign Items photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photos directory.
n Review Permanent Sign Items calculation sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estim-

ates\7.# Calc Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).
n Distribute executed copies of Change Orders to Inspectors.

DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

Hour, Day and Month Items have different documentation requirements for each unit of measure (UOM). All Hour, Day and Month Items must be
counted or measured and calculated. Documentation examples for a few selected Hour, Day and Month Items are illustrated in this chapter. Some
minor modifications may be required to show the unusual circumstances that may occur with different items, but the general format should be fol-
lowed. If there are items which cannot be documented according to the following examples, contact the Construction Admin Services Section for
assistance.

INSPECTOR’S RESPONSIBILITIES – HOUR-DAY-MONTH ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Review the following for accuracy:

l Special Provisions
l Supplemental Notices
l Change Orders

Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 21-1):
l Date:
l Weather:
l Low Temp and High Temp:
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.
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Figure 21-1: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-

mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

Refer to Figure 21-2 through Figure 21-7 for examples of Hour, Day and Month Items postings.
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Figure 21-2: DWR Item Posting – HOUR

NOTES for HOUR (Figure 21-2):
l Payment for HOUR is based on time.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01 (to the nearest one-half (0.50)

hour)

Figure 21-3: DWR Item Posting – HOUR

NOTES for HOUR (Figure 21-3):
l Payment for HOUR is based on time.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = 0.01 (the nearest one-half (0.50) hour)
l When paying Flagger, enter an explanation as to

why the flaggers were required.
l When paying Flagger, enter Flagger name(s) and

check the expiration date on each flagger’s card.
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Figure 21-4: DWR Item Posting – DAY

NOTES for DAY (Figure 21-4):
l Payment for DAY is based on days charged.
l Location: Enter 'Entire Job'
l When paying for Biologist (by the day), it is

acceptable to document up to two weeks (coin-
ciding with each payment cycle) on one posting.
An explanation is required if a day is not charged
in the two-week cycle.

l Sig. Fig. = Significant figure is paid to the whole
number (1.00), unless payment is split between
two AEB numbers, then the significant figure is
(0.50) on each AEB number to equal a whole
number.

Figure 21-5: DWR Item Posting – DAY

NOTES for DAY (Figure 21-5):
l Payment for DAY is based on days charged.
l Location: Enter 'Entire Job'
l When paying for Traffic Control Supervisor (by

the day), it is acceptable to document up to two
weeks (coinciding with each payment cycle) on
one posting. An explanation is required if a day is
not charged in the two-week cycle.

l Sig. Fig. = Significant figure is paid to the whole
number (1.00), unless payment is split between
two AEB numbers, then the significant figure is
(0.50) on each AEB number to equal a whole
number.
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Figure 21-6: DWR Item Posting – MONTH

NOTES for MONTH (Figure 21-6 and Figure 21-7):
l When paying for office space (by the MONTH),

the pay quantity for every other pay cycle shall be
the accumulation of days for that month.

l Location: Enter 'Entire Job'
l Sig. Fig. = Increments of (0.50), or to the whole

number (1.00).
l The beginning and ending dates for the month will

be listed in the posting.

Figure 21-7: DWR Item Posting – MONTH
4. Record the following required information in the New Equipment window (Figure 21-8 and Figure 21-9):

l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.
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Figure 21-8: DWR Equipment Entry

Figure 21-9: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 21-10 and Figure 21-11):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).
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Figure 21-10: DWR Personnel Entry

Figure 21-11: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.
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OFFICE ENGINEER’S RESPONSIBILITIES – HOUR-DAY-MONTH
ITEMS
n Distribute executed copies of Change Orders to Inspectors.

DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

Rent Construction Items have different documentation requirements for each unit of measure (UOM). All Rent Construction Items must be coun-
ted, measured and calculated and/or based on plan. Documentation examples for a few selected Rent Construction Items are illustrated in this
chapter. Some minor modifications may be required to show the unusual circumstances that may occur with different items, but the general format
should be followed. If there are items which cannot be documented according to the following examples, contact the Construction Admin Services
Section for assistance.

INSPECTOR’S RESPONSIBILITIES – RENT CONSTRUCTION
ITEMS
n Use the Agreement Estimate report as a reference to ensure that items and quantities are paid in the correct category (AEB).
n Use the Summary of Construction Signs (Figure 22-1), the Summary of Barricades (Figure 22-2), and/or the Main Structure List, located in the

Contract plans, to help identify items, quantities, descriptions and locations.

Figure 22-1: Summary of Construction Signs
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Figure 22-2: Summary of Construction Barricades

n Review the following for accuracy:
l Special Provisions
l Supplemental Notices
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l Change Orders

Note: When any changes are made to an item, reference the Change Order number in the DWR item posting remarks.

n Turn in ALL Rent Construction Item calculation sheets to the Office Engineer.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
1. Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
l Report Details – daily activities
l Item Postings – item(s) and quantity(s)
l Equipment – type, number and hours used
l Personnel – title and hours

2. Record the following required information in the Report Details window (Figure 22-3):
l Date:
l Weather:
l Low Temp and High Temp:
l Attachments: (N/A) Send ALL photos via email.
l Remarks: Select the appropriate Remark Type. Verify with the Resident Engineer on what information is required.

Figure 22-3: DWR Report Detail Window

3. Record the following required information in the New Item Postings window:
l Item: Select the appropriate Project/Catg., if item is in more than one Project/Catg. – Refer to the AEB report.
l Contractor: ALWAYS the Prime Contractor (Subs are not allowed).
l Qty: Based on plan, measurements and calculations
l Material Set: Select appropriate value (if applicable)
l Location: Line Designation
l Station From/To: Refer to Contract plans.
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist.: Enter if known.
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l Comments: Must show calculations when appropriate, refer to Calculation Sheet when appropriate (refer to Appendix B, Calculation For-
mulas, in this Manual for a Calculation Sheet example), other information relevant to item posting, and explanations when Attention Flag is
checked.

l Attention Flag: Use to bring attention to Resident Engineer and Office Engineer for overruns and plan errors. Must enter Attention Com-
ments.

NOTES for Rent Construction Item postings:
l If an each item has a specific location/station callout in the plans, then a separate posting will be done. It should NOT be grouped in a post-

ing.
l If each items do NOT have a location/station callout but are grouped in a table or structure list, then they can be combined in one posting.
l Refer to Figure 22-4 through Figure 22-8 for examples of Rent Construction Item postings with different UOM.

Figure 22-4: DWR Item Posting – Rent Construction Item EACH

NOTES for Rent Construction Item EACH (Figure 22-
4):
l Payment for EACH items will be based on field

count.
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 22-5: DWR Item Posting - Rent Construction Item EACH

NOTES for Rent Construction Item EACH (Figure 22-
5):
l Payment for EACH items will be based on field

count (this example shows an EACH item com-
bined).

l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01

Figure 22-6: DWR Item Posting – Rent Construction Item LFT

NOTES for Rent Construction Item LFT (Figure 22-
6):
l Payment for LFT items will be based on field

measurements.
l Location: Enter the Line Designation
l Station From/To: Refer to Contract plans
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
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Figure 22-7: DWR Item Posting – Rent Construction Item SQFT

NOTES for Rent Construction Item SQFT (Figure 22-
7):
l Payment for SQFT (Signs only) shall be based on

plan or if different than plan a complete explan-
ation as to how the SQFT were derived or cal-
culations are needed.

l Calculation for SQFT = L x W
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Sign No. must be entered in the Comments (Sign

No. is identification number of the sign as shown
in the Contract plans). The message for the Sign
No. must match the Summary of Construction
Signs sheet (refer to Figure 22-1). If it does not,
an explanation is required.

Figure 22-8: DWR Item Posting – Rent Construction Item SQFT

NOTES for Rent Construction Item SQFT (Figure 22-
8):
l Payment for SQFT (Signs only) shall be based on

plan or if different than plan a complete explan-
ation as to how the SQFT were derived or cal-
culations are needed.

l Calculation for SQFT = L x W
l Location: Enter the Line Designation
l Offset Type: Enter the LT, RT, or CL.
l Offset Dist: Enter if known
l Sig. Fig. = .01
l Sign No. must be entered in the Comments (Sign

No. is identification number of the sign as shown
in the Contract plans). The message for the Sign
No. must match the Summary of Construction
Signs sheet (refer to Figure 22-1). If it does not,
an explanation is required.

4. Record the following required information in the New Equipment window (Figure 22-9 and Figure 22-10).
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Equipment list
l Used: How many of each type.
l Hours Used: Total hours in use.
l Comments: Details of the type of equipment (e.g., diesel, HP, model, make). Include equipment attachment information if applicable.
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Figure 22-9: DWR Equipment Entry

Figure 22-10: DWR Equipment List

5. Record the following required information in the New Personnel window (Figure 22-11 and Figure 22-12):
l Contractor: Actual contractor performing the work (include subs).
l Type: Select from the Personnel list.
l Number: How many of each title.
l Total Hours: Total hours worked.
l Comments: Details of personnel type (e.g., foreman w/name, laborer, truck driver).

Figure 22-11: DWR Personnel Entry
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Figure 22-12: DWR Personnel List

6. Complete a final review of the DWR, lock the report, and Sync Data.

Note: When a Mobile Inspector DWR is completed, locked and Synd Data is completed, the information is uploaded into an AWP DWR,
where it is reviewed and Approved for processing progress payments.

DAILY WORK REPORT (DWR) – AWP EDITS
The Officer Engineer reviews each Inspector's DWRs for required entries and accuracy. If edits are needed on a DWR, the Inspector who created
it may be required to log into the AWP program on a computer (not the iPAD) and complete the edits. Refer to Chapter 5, Daily Work Reports, Sec-
tion, Editing a Mobile Inspector DWR, in the AWP User Guide With Materials for details.

OFFICE ENGINEER’S RESPONSIBILITIES – RENT
CONSTRUCTION ITEMS
n Save Rent Construction Item photos in the appropriate Contract Files\Contract\03 Multimedia\3.# Photos directory.
n Review Rent Construction Item Calculation Sheets for accuracy and save electronically in the appropriate Contract Files\Contract\07 Estim-

ates\7.# Calc Sheets directory using this naming convention: DWR YYYY-MM-DD Inspectors Initials, (e.g. DWR 2016-03-19 KMM).
n Distribute executed copies of Change Orders to Inspectors.

DAILY WORK REPORT (DWR) – AWP
When a Mobile Inspector DWR is locked by an Inspector, the information is uploaded into an AWP DWR. Refer to Chapter 5, Daily Work Reports,
in the AWP User Guide With Materials for details.

n Verify the following:
l Information in the Remarks
l Information in the Contractor On Site tab
l Information in the Contractor Equipment tab
l Information in the Contractor Personnel tab
l Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
l Item quantities
l Quantities in postings are documented to the correct Significant Figure (.01)
l Material Set is correct.
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l Stations and Line Designations in the Locations
l Calculations are correct.
l Comments reference calculation sheets, if applicable.

Note: Length does not always equal the difference between the beginning and ending station. Sometimes there is a curve or an
obstacle that will affect the distance. Always check with the Inspector before assuming the calculations are incorrect.

n Approve the DWR if everything is correct.
n If there are edits required, the Office Engineer may complete them and add a DWR Note with their name, date, and details of the correction.

The DWR can then be Approved.
n If there are edits which need to be completed by the Inspector who created the DWR, the Inspector will be required to log into the AWP pro-

gram on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
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OVERVIEW

This chapter provides guidance for posting quantities on Construction Manager at Risk (CMAR) Contract items and processing the Record of
Authorization of Risk Reserve Expenditure form when a risk is evoked.

CMAR is a contracting tool where the Department hires a contractor and an Independent Cost Estimator (ICE) early in the design phase to assist in
the development of the Contract plans and specifications. The contract amount will be defined by the Guaranteed Maximum Price (GMP), which is
the negotiated itemized dollar amount for the contract. With the contractor (CMAR), ICE and Designer working together, risks can be mitigated
and/or defined by designing to the contractors means and methods. Quantities are paid in full. Potential risk previously identified will have a risk
reserve set aside to quickly resolve the issue if encountered.

CMAR is most beneficial when:

n The design is complex, requiring innovation from sources with specific expertise.
n There is a high coordination requirement with external agencies making cost over-runs and construction schedule a potential risk.
n The project is sequence or schedule sensitive.

INSPECTOR’S RESPONSIBILITIES – CMAR CONTRACT ITEMS

The overall documentation process for the items contained in a CMAR contract is the same as demonstrated in Chapters 4 through 22 in this
Manual. Refer to the appropriate chapter for the documentation requirements for each item and unit of measure (UOM).

The notable difference for an Inspector when documenting the items in a CMAR contract is to remember that an item’s Total Posted amount
CANNOT BE OVER the item’s Authorized (Auth) Quantity (QTY) regardless of actual field measurements and calculations.

DAILY WORK REPORT (DWR) – MOBILE INSPECTOR
n Create a DWR in Mobile Inspector daily to document the activity being monitored. Refer to theMobile Inspector User Guide for details on

using this application.
n Before posting to an item check the Contract Items details (Figure 23-1 and Figure 23-3) for the Auth Qty (Original) and the Total Posted quant-

ities to verify the quantity that has been posted to date, to avoid potential overpayment.

NOTES for CMAR Contract items:

n An item’s Total Posted quantity can be less than the Auth Qty. When this occurs the Office Engineer will create a posting in AWP to add the
additional quantity needed so that the Total Posted equals the Auth Qty.

n Figure 23-2 and Figure 23-4 demonstrate how to document item postings, when the field measurement and the posted quantity are different,
so as not to overrun the authorized quantity.
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Figure 23-1: Mobile Inspector Contract Items Detail

NOTES for Figure 23-1:

n In this example, the Auth Qty is 9,692.00 and the
Total Posted is 7,223.73.

n 9,692.00 – 7,223.73 = 2,468.27
n Based on these amounts the remaining postings

cannot be more than 2,468.27.

Figure 23-2: CMAR DWR Item Posting

NOTES for Figure 23-2:

n Actual measurements and calculations must be
shown in the Remarks.

n ONLY post up to the item’s Authorized Quantity.

Figure 23-3: Mobile Inspector Contract Items Detail

NOTES for Figure 23-3:

n In this example, the Auth Qty is 1,795.00 and the
Total Posted is 1,795.00.

n This item’s Total Posted quantity equals the Auth
Qty. There CANNOT be any additional quantity
postings.
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Figure 23-4: CMAR DWR Item Posting

NOTES for Figure 23-4:

n Actual measurements and calculations must be
shown in the Remarks.

n Enter a zero “0” in the Qty box.

OFFICE ENGINEER’S RESPONSIBILITIES – CMAR CONTRACT
ITEMS

The overall documentation process for the items contained in a CMAR contract is the same as demonstrated in Chapters 4 through 22. Refer to
the appropriate chapter for the documentation requirements for each item and unit of measure (UOM).

The notable difference for items in a CMAR contract is that they are ALL paid to 100% (NO OVERRUNS ARE ALLOWED) except for the Risk
Reserve and Force Account. Uniform Traffice Controll (UTC) will only be paid by the invoice received. All posting adjustments will be completed in
an Office Engineer’s DWR.

DAILY WORK REPORT (DWR) – ITEM ADJUSTMENTS
All items, except for Risk Reserve, must be paid to 100% when the work for that item is complete. DO NOT wait until the Semi-Final estimate to
make the adjusting DWR postings.

1. Go to the AWP Items list (Figure 23-5). Note which items require postings to bring them to 100% complete.

Figure 23-5: AWP Items List
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2. Create a new DWR (Figure 23-6). Refer to Chapter 5, Daily Work Reports, in the AWP User Guide With Materials for details. Add a note in the
Comments field indicating that this DWR is for adjusting item quantities.

Figure 23-6: Office Engineer DWR General Tab (CMAR)

3. Enter an item posting. In the Remarks box enter the Plan Qty (Catg. Auth. Qty) minus the Paid to Date (Catg. Qty. Paid) to show the amount of
the quantity posting (Figure 23-7).
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Figure 23-7: Office Engineer DWR Item Posting Tab (CMAR Item Adjustment)

4. Generate the DWR.

DAILY WORK REPORT (DWR) – RISK RESERVE
1. When the executed Record of Authorization of Risk Reserve form is received from the Resident Engineer, complete an DWR posting (Figure

23-8) to the Risk Reserve Item (6670010) for amount indicated. This item posting can be included in the bi-weekly DWR.
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Figure 23-8: Office Engineer DWR Item Posting Tab (CMAR Risk Reserve)

2. Generate the DWR.

RESIDENT ENGINEER’S RESPONSIBILITIES – RISK RESERVE

The Risk Reserve item will be used when a risk event has been identified. Only the items of work listed in Subsection 667.01.02, (Risk Reserve)
Description – Risk Events, of the Special Provisions can be used for Risk Reserve. The Resident Engineer will discuss the details of the risk event
with the contract’s Project Manager and proceed with the Risk Reserve process.

RISK RESERVE WORKFLOW
1. Upon receiving the contractor’s summary of the risk event, complete the Record of Authorization of Risk Reserve Expenditure (RRE) (Form

No. 040-002CMAR) (Figure 23-9), found in the SharePoint Construction Forms, Area: Construction Admin -Payment Forms, and all sup-
porting documentation (e.g., Independent Cost Analysis, invoices, concurrence with NDOT Project Manager to proceed).

2. Send a copy of the RRE and all supporting documents to the NDOT Project Manager and the Construction Division Assistant Chief for review.
3. Log on to DocuSign and create a NEW envelope using the Const Admin - Risk Reserve Expenditure template. Upload the RRE and sup-

porting documents.
4. Once the RRE and supporting documents have been routed through all required signers the originator of the DocuSign envelope will receive

an email from DocuSign. This email contains attached PDF files of the signed (executed) RRE and supporting documents. Save the RRE form
and all supporting documents in the appropriate Contract Files\Contract\07 Estimates\7.# Directory.

5. When the RRE is complete, have the Office Engineer create an DWR posting (Figure 23-8) to the Risk Reserve Item for the amount author-
ized in the RRE.
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Figure 23-9: RRE (Form No. 040-002CMAR)
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OVERVIEW

This chapter provides guidance for the preparation of supporting documentation (stockpiles, liquidated damages and penalties) for Contractor pay-
ments and creation of the semi-monthly Progress Pay Estimate. The Pay Estimate information is exported to NDOT’s financial system for pro-
cessing the contractor's progress payment.

Forms change periodically, go to the SharePoint Construction Forms Area for the latest form available.

STOCKPILES

Stockpile partial payments may be made for acceptable materials furnished and stored for use on a contract if such storage is within the vicinity of
the job site in the State of Nevada and subject to or under the control of NDOT. This is more commonly referred to as payment for Materials On
Hand. Refer to Subsection 109.06, (Measurement and Payment) Partial Payment, of the Standard Specifications for details.

n The Prime Contractor must submit a signed Request for Payment for Materials On Hand form, (Form No. 040-015) (Figure 24-1), an invoice
(Figure 24-2), material certification(s), all test reports including RAP test reports if applicable, and approved mix design or contractor’s pro-
posed mix design (if applicable) to request a stockpile partial payment. Any subsequent additions to the stockpile must be requested by sub-
mitting a new signed form and additional invoices.

n Partial payments for materials fabricated or manufactured off the job site (pipe, rebar, fence, etc.) shall be allowed at invoice prices, providing
the invoice costs are less than unit bid price for each item.

n Sales tax and freight charges may be included in the adjusted unit price if it is requested and substantiated by an invoice.
n The stockpiled price for reinforcing steel and all guardrail items (guardrail, end anchors, connections, etc.) cannot be greater than 50% of the

bid price for the bid item.
n Payments for reinforcing steel for drilled shafts should not be greater than 50% of the unit bid price for the drilled shafts. If unusually high or

low bid prices for these items are encountered, contact Construction Administrative Services staff on a case-by-case basis.
n Partial payments are not allowed for any perishable items unless allowed in the Special Provisions. This is especially important on the con-

tracts which include planting or beautification items.
n Any Stockpile request submitted, will need contractor informational testing verification from the Construction QA, IA Section and they will have

14 calendar days to approve or reject the request.

RESIDENT ENGINEER ’S RESPONSIBIL IT IES
n When stockpile partial payment is requested but the materials have not been brought to the job site, add a detailed explanation of where the

material is being stored and shipment date if known on the Request for Payment for Materials On Hand form (Figure 24-1).
n Assign an NDOT representative to verify quantity, quality, location, proper storage, acceptability of the material, and the information furnished

with the Contractor's request.
n Determine a percentage of the unit bid price to be paid for the stockpile item if the unit price on the invoice exceeds the unit bid price for any

item.
n Determine if materials included for payment have been incorporated in the work. Material incorporated into the work needs to be reduced from

the stockpile unless there is enough in the item to cover the stockpile.
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Figure 24-1: Request for Payment On Materials on Hand
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Figure 24-2: Request for Payment on Materials On Hand Invoice

OFFICE ENGINEER ’S RESPONSIBIL IT IES
n Save the Material Certification(s) and test report(s) to the appropriate Contract Files\Materials\03 Certs & Test Reports\3.# directory.
n Create a Cert Sample Record for each Material Certification received. Refer to the AWP Cert Sample Record Creation document and Chapter

24, Progress Payments, in this Manual for details.
n Enter the Cert Sample Record ID(s) in the appropriate location on the Request for Payment for Materials On Hand form, (Form No. 040-015)

(Figure 24-1).
n Save the signed Request for Material On Hand form and invoice(s) to the appropriate Contract Files\Contract\07 Estimates\7.# Mat on Hand

directory.
n Prior to creating the bi-weekly estimate (by Friday of the cut-off date) email the Request for Material On Hand form and invoice to the Con-

struction Admin Services Section (const.admin@dot.nv.gov) for review.
n Create the stockpile record using the dollar amount information from the invoice. Refer to Chapter 7, Stockpiles, in the AWP User Guide With

Materials for details. Once a stockpile for an item has been set up it will pay the entire stockpile amount on the next Payment Estimate pro-
cessed. The Stockpile will automatically recover in later Payment Estimate(s) when the associated item has been paid for.

Note: The stockpile must be created and included in a bi-weekly estimate before any DWR postings for the stockpile bid items are made.
AWP will not allow stockpile payment on bid items to exceed plan quantity.
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DAILY DIARIES

A Daily Diary is used to document pertinent daily contract activities and to assess working days for contracts that have an Available Time (Working
Day) Main Site Time. It also incorporates information from Approved DWR’s from Inspectors and the Office Engineer for the corresponding day.

RESIDENT ENGINEER 'S RESPONSIBIL IT IES
n Create and generate one Daily Diary, per day, per contract, prior to the creation of the Payment Estimate. Refer to Chapter 6, Daily Diaries, in

the AWP User Guide With Materials for details.

Note: Make sure that all Inspector’s DWRs for the corresponding day are Approved prior to creating the Daily Diary.

Note: Daily diaries are still required for the months of December, January and February if winter suspension as defined in subsection
108.02 of the Special Provisions, however, no time charges will be entered in the Site Times tab.

OFFICE ENGINEER DWR POSTINGS

OFFICE ENGINEER ’S RESPONSIBIL IT IES
The Office Engineer will make DWR postings for the following items: ALL Ton items, Mobilization, Percentage (prorated) items, Trainee, Time
Related Overhead (TRO), Lump Sum, and items paid by invoices. Multiple postings can be added to one DWR. They can be completed daily,
weekly or bi-weekly within the two-week pay period. Refer to Chapter 5, Daily Work Reports, in the AWP User Guide With Materials for details.

1. Add a DWR in AWP.
a. General Tab:

i. Enter all appropriate information.
ii. Select a Remark Type of General and a Remark related to the item posting(s)

b. Note Tab: Enter a Note if appropriate.
c. Contractors On Site Tab: Select the Prime Contractor and click the Save button.
d. Posting Tab: Enter the appropriate item postings (Figure 24-3) through (Figure 24-7).

2. Approve the DWR.

TON ITEMS

Refer to the Office Engineer’s Responsibilities Sections in Chapters 9, 10 and 11 in this Manual for details and screen shots of the Ton Item DWR
postings.
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MOBILIZATION (L.S.)

Figure 24-3: Office Engineer’s DWR Item Posting (Mobilization L.S.)

NOTES for Mobilization L.S. (Figure 24-3):

n The Exceptions Tab (Figure 24-22), within the Payment Estimate, lists the suggested quantity for mobilization, when appropriate. Refer to
Chapter 9, Payment Estimates, in the AWP User Guide With Materials for details. The quantity suggested is based on the information in Sub-
section 109.06 of the Standard Specifications and the percent complete awarded amount of the contract. This suggested amount must be
entered in the Quantity Posted field.

n Location: Enter ‘Entire job’.
n Sig. Fig. = .01
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PRORATED ITEM (L.S.)

Figure 24-4: Office Engineer’s DWR Item Posting (Prorated L.S.)

NOTES for Prorated L.S. (Figure 24-4):

n The Exceptions Tab (Figure 24-22), within the Payment Estimate, lists the suggested quantity for Percenage (Prorated) items, when appro-
priate. Refer to Chapter 9, Payment Estimates, in the AWP User Guide With Materials for details. The quantity suggested is based on the
information in subsection 109.06 of the Standard Specifications and the percent complete awarded amount of the contract.

n Location: Enter ‘Entire job’.
n Sig. Fig. = .01
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TRAINEE

Figure 24-5: Office Engineer’s DWR Item Posting (Training HOUR)

NOTES for Training HOUR (Figure 24-5):

n Payment for Trainee is based on hours.
n Location: Enter ‘Entire Job’.
n Trainee hours for apprentices will be documented on aWeekly Trainee Report (Form No. 040-042) completed and signed weekly (Figure 24-

6) or a Training Reimbursement Report printed from LCPtracker.
n Comments: Reference the Weekly Trainee Report.
n Reference the 2017 Certified Payroll and Compliance Manual
n Sig. Fig. = 0.01 the nearest one-half (0.30) hour.
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Figure 24-6: Weekly Trainee Report
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TIME RELATED OVERHEAD

Figure 24-7: Office Engineer’s DWR Item Posting (Time Related Overhead DAY)

NOTES for Time Related Overhead DAY (Figure 24-7):

n Payment for Time Related Overhead is based on Days.
n Location: Enter ‘Entire Job’.
n Comments: Reference the time frame and any non-working days.
n Sig. Fig. = .01

ITEMS PAID BY INVOICE
There are three bid items which are paid by invoices received by the crew: 6240130 - Uniformed Traffic Control Officer, 7340224 - Railroad Flag-
ging and Inspection, and 7360020 - Partnering.

UNIFORMED TRAFFIC CONTROL OFFICER

Uniformed Traffic Control Officers are paid using the Nevada Department of Public Safety invoice received from the Prime Contractor. This only
applies to Nevada Highway Patrol Officers.

The Prime Contractor will turn in a copy of the Uniformed Traffic Control Officer invoice (Figure 24-8) they received from the Nevada Department of
Public Safety.
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1. Enter the Contract number and report number sequence (e.g., Report 1 of 5) (Figure 24-8).
2. Enter calculations for a 10 percent markup on the invoice (Figure 24-8).
3. Save the invoice, showing the 10 percent markup, in the appropriate Contract Files\Contract\07 Estimates\7.# Invoices directory.
4. Enter the invoice total with the 10 percent markup in an AWP DWR posting (Figure 24-9). Refer to Chapter 5, Daily Work Reports) in the AWP

User Guide With Materials, for details on DWR postings.
5. Enter the totals for each invoice on an Invoice Recap Tracking Sheet (Figure 24-13). Details on filling out this tracking sheet are found in Sec-

tion, Instructions For completing the Invoice Recap Tracking Sheet, on page 24-18. Save the spreadsheet in the appropriate Contract
Files\Contract\07 Estimates\7.# Invoices directory.

Figure 24-8: Uniformed Traffic Control Invoice With 10% Markup Calculations
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Figure 24-9: Uniformed Traffic Control DWR Posting

Figure 24-10: Completed Invoice Recap Tracking Sheet (Uniformed Traffic Control)
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RAILROAD FLAGGING AND INSPECTION

Qualified railroad flaggers/inspectors are paid using the railroad flagger/inspector service provider invoice received from the Prime Contractor.

The Prime Contractor will turn in a copy of the railroad flagger/inspector invoice (Figure 24-11) they received from the service provider.

1. Enter the Contract number and report number sequence (e.g., Report 1 of 3) (Figure 24-11).
2. Enter calculations for a 5 percent markup on the invoice. (Figure 24-11).
3. Save the invoice, showing the 5 percent markup, in the appropriate Contract Files\Contract\07 Estimates\7.# Invoices directory.
4. Enter the invoice total with the 5 percent markup in an AWP DWR posting (Figure 24-12). Refer to Chapter 5, Daily Work Reports) in the AWP

User Guide With Materials, for details on DWR postings.
5. Enter the totals for each invoice on an Invoice Recap Tracking Sheet (Figure 24-13). Details on filling out this tracking sheet are found in Sec-

tion, Instructions For completing the Invoice Recap Tracking Sheet, on page 24-18. Save the spreadsheet in the appropriate Contract
Files\Contract\07 Estimates\7.# Invoices directory.

Figure 24-11: Railroad Flagger/Inspector Invoice With 5% Markup Calculation
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Figure 24-12: Railroad Flagging and Inspection DWR Posting

Figure 24-13: Completed Invoice Recap Tracking Sheet (Railroad Flagger/Inspector)
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PARTNERING

Partnering is paid using the Partnering invoice received from the Prime Contractor.

The Prime Contractor will turn in a copy of the Partnering Invoice (Figure 24-14).

1. Enter the Contract number and report number sequence (e.g., Report 1 of 1) (Figure 24-14).
2. Save the invoice in the appropriate Contract Files\Contract\07 Estimates\7.# Invoices directory.

Note: No markup is allowed.

3. Enter the invoice total in an AWP DWR posting (Figure 24-15). Refer to Chapter 5, Daily Work Reports) in the AWP User Guide With
Materials, for details on DWR postings.

4. Enter the totals for each invoice on an Invoice Recap Tracking Sheet (Figure 24-16). Details on filling out this tracking sheet are found in Sec-
tion, Instructions For completing the Invoice Recap Tracking Sheet, on page 24-18. Save the spreadsheet in the appropriate Contract
Files\Contract\07 Estimates\7.# Invoices directory.

Figure 24-14: Partnering Invoice
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Figure 24-15: Partnering DWR Posting

Figure 24-16: Completed Invoice Recap Tracking Sheet (Partnering)
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INSTRUCTIONS FOR COMPLETING THE INVOICE RECAP TRACKING SHEET

The Invoice Recap Tracking Sheet (Figures 24-10, 24-13 & 24-16) is a spreadsheet used to track Uniform Traffic Control Officer invoice, Railroad
Flagger and Inspector invoice, and Partnering invoice progress payments. Each bid item will be tracked on a separate spreadsheet. The spread-
sheet is used as part of the source documents for payment. The Invoice Recap Tracking Sheet is located in the SharePoint Construction Forms
Area.

1. Record the following information specific to your contract and invoice:
l Contract #
l Description
l Bid item number
l Category (Catg) # - Change the Catg. # in the YELLOW box (this will update the Catg. Field at the top automatically.) If the contract only

has one Catg. change the other Catg. fields in YELLOW to 00. If there are more Categories than what is provided on the sheet, contact
Construction Admin Services staff.

l Inv. Report #
l TOTAL- quantity to be paid in the correct Catg. Column
l Invoice Date - Date listed on the invoice
l Invoice #
l Payment Amount
l Pay Estimate # the invoice was paid on
l Remarks - when applicable

RIDE PAY ADJUSTMENT

The Ride Pay Adjustment item (7360033 – Ride Incentive/Disincentive) provides an incentive to the contractor to construct a road-way with a ride
surface smoother than the specified Mean Roughness Index (MRI) and has a financial disincentive if the ride surface is rougher than the specified
MRI or if the ride surface contains any localized roughness in excess of the specified maximum allowable International Roughness Index (IRI) val-
ues.

The prime contractor will provide a Profile Summary Report on the MRI and IRI values of the pavement riding surface upon completion of the place-
ment of the open-graded material. The information provided in the summary report in conjunction with the table for the appropriate incent-
ive/disincentive amounts based on MRI values, which can be found in Subsection 403.05.02, (Plantmix Bituminous Open-Graded Surface) Ride
Pay Adjustment, of the Special Provisions, will be used for Ride Pay Adjustments.

Participation in the Construction Division’s Workshop - Introduction to Inertial Profilers, is strongly encouraged to aid in Ride Pay Adjustment pro-
cedures. Contact Construction Division Quality Assurance staff for ALL questions pertaining to Ride Pay Adjustment.

OFFICE ENGINEER ’S RESPONSIBIL IT IES
Upon receiving the Profile Summary Report from the contractor, the following steps must be completed:

1. Obtain the Ride Pay Adjustment Columnar Sheet (Form No. 040-084) (Figure 24-17) from the Quality Assurance Form Area in SharePoint.
2. Use the information in the Profile Summary Report (Figure 24-18) and Table 1 in Subsection 403.05.02, (Plantmix Bituminous Open-Graded

Surface) Ride Pay Adjustment, of the Special Provisions, to fill out the Ride Pay Adjustment Columnar Sheet (Figure 24-17).
3. Create a DWR in AWP to document the Ride Pay Adjustment based on the Payment Total from the Ride Pay Adjustment Columnar Sheet.

Refer to Chapter 5, Daily Work Reports, in the AWP User Guide With Materials for details.
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Figure 24-17: Ride Pay Adjustment Columnar Sheet
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Figure 24-18: Example of a Profile Summary Report

PERCENT WITHIN LIMITS (PWL)

The Percent Within Limits (PWL) specification is included on all contracts that contain 25,000 tons or greater of Type 2 or Type 2C plantmix bitu-
minous surface. Depending on the ability of the contractor to produce a consistent mix that is within specification, the Progress Payment for item,
7360030 - PWL Incentive/Disincentive, provides a financial incentive or disincentive to the contractor.

PWL uses a statistical analysis to determine the consistency of a given lot of the plantmix bituminous surface. The statistical analysis is based
upon the asphalt content, in-place density, and aggregate gradation (1/2 inch for Type 2C or 3/8 inch for Type 2, No. 4, No.10 and No. 200). The
information pertaining to the PWL Specifications can be found in Subsection 401.02.02, (Plantmix Bitumnous Pavements) Compposition of Mix-
tures and Subsection 402.05.02 (Plantmix Bitumnous Pavements) Plantmix Progress Payment Adjustment, of the Special Provisions.

Participation in the Construction Division's Workshop - Percent Within Limits (PWL) Training, is strongly encouraged to aid in the PWL procedures.
Contact Construction Division Quality Assurance staff for ALL questions pertaining to PWL.

OFFICE ENGINEER ’S RESPONSIBIL IT IES
Prior to the production of (Type 2 or Type 2C) plantmix bituminous surface, the following must be completed:

1. Obtain the most current PWL calculation sheet for either Type 2 or Type 2C from the PWL folder of theQuality Assurance Documents Area in
SharePoint.

2. Fill out the required header information on the PWL calculation sheet (Resident Engineer, Contract Number, County, etc.) (Figure 24-19).
a. The Unit price, $/ton is the contract bid price for the Type 2 or Type 2C plantmix bituminous surface.
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3. As the required test reports are received, input the applicable data into the PWL calculation sheet using the rounding convention from each
test report’s cover sheet.
a. Based upon the criteria established in Subsection 402.05.02 of the Special Provisions, assign sublot and corresponding lot numbers to

the applicable test reports.
4. Prior to making the bi-weekly payment, check with the Construction Division’s Quality Assurance Section to ensure the correct Progress Pay

Adjustment (PPA) is being used.
a. The Construction Division’s Admin Services Section will not approve the bi-weekly payment without consent from the Quality Assurance

Section.

Figure 24-19. PWL Calculation Sheet Example

PAYMENT ESTIMATES

The Contractor will be paid for the work performed on a bi-weekly basis using an AWP Payment Estimate. The bi-weekly cut-off date for all estim-
ates is every other Friday. Contact Construction Admin Services staff for cut-off dates.
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An AWP Payment Estimate can include:

n DWR item postings that have not been paid in a prior estimate but are approved. The maximum allowable amount that can be paid for Major
Items (any item over $50,000) based on NDOT’s overrun criteria is $100,000 or 100%. The overrun is calculated at the item's project/category
level.

n Retainage calculations based on NDOT's Standard Specifications
n Liquidated Damages for Main Site Time overages
n Stockpile transactions
n Payment Adjustments (Liquidated Damages or Penalties)
n Other Item Adjustments for Insufficient Materials for items with deficient/missing certifications
n Price Indexes (Fuel and Asphalt Escalations)

The Payment Estimate process also calculates the Site Time charges for the contract. For Working Day Site Times, AWP bases its calculations on
Daily Diary records within the pay period. For Completion Date Site Times, AWP bases the calculations on the date of the estimate.

Liquidated Damages (LDs) to asses overages on the contract's Main Site Time are automatically calculated and assessed by the AWP software in
a Payment Estimate for the following criteria. Refer to Chapter 2, Contract Setup, Site Area, in the AWP User Guide With Materials for details.

n Available Time (Working Day) Contracts: LDs are assessed in a Payment Estimate when the days charged in the RE's Daily Diaries exceed
the days designated in the contract's Main Site Time, Units and Dates Tab, Current Number of Time Units. The amount assessed equals the
number of days exceeded times the Liquidated Damage/Disincentive Rate found in the Rates and Cap Amount Tab in the Main Contracts Site
Time.

n Completion Date Contracts: LDs are assessed in a Payment Estimate when the date entered in the Actual Completion date exceeds the Cur-
rent Completion date in the contract's Main Site Time, Units and Dates Tab. The amount assessed equals the number of days exceeded times
the Liquidated Damage/Disincentive Rate found in the Rates and Cap Amount Tab in the Main Contracts Site Time.

The AWP software allows for Payment Adjustments within a payment estimate (supporting documentation is REQUIRED). These adjustments will
allow NDOT Construction Crews to assess liquidated damages for the following: Environmental issues, Material discrepancies where the item's
unit price is NOT changed, Traffic and Lane Closures, and Penalties for Labor Compliance, thus eliminating the creation and processing of a
Change Order

The AWP software automatically withholds payment on items with deficient and/or missing material certifications. This automatic process uses a
Material Certification Sample, where the crew office creates a Cert Sample Record and attaches a copy of the material certification. This Cert
Sample Record is reviewed and approved by the Material Division, Lab Services (Carson City) staff.

The AWP software automatically calculates Fuel and Asphalt Escalation payment or decrement amounts. The AWP software designates an escal-
ation as a Price Adjustment Index. NDOT's Fuel and Asphalt Escalations will be automatically calculated on each Payment Estimate (starting with
estimate number one).

Important: ALL contracts will use the AWP Payment Estimate Review and Approval process to obtain signatures on Payment Estimates.

OFFICE ENGINEER ’S RESPONSIBIL IT IES
INSPECTOR'S DAILY WORK REPORT (DWR) REVIEW

Prior to adding and processing a Progress Payment Estimate, review and verify all Inspector DWRs for the following. Refer to Chapter 5, Daily
Work Reports, in the AWP User Guide With Materials for details.

n Information in the Remarks (decided on by the Resident Engineer)
n Information in the Contractor On Site tab
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n Information in the Contractor Equipment tab
n Information in the Contractor Personnel tab
n Items are paid correctly according to the contract documents (e.g., plans, supplemental notices, Change Orders).
n Quantities – paid to the correct amount - in the correct category - to the correct Sig. Fig. (.01)

Note: Use the NDOT Power BI Report, Item Posting Tracking- AWP, to aid in tracking item posting quantities. Contact the Construction
Admin Services staff for details on this Power BI report.

n Material Set is correct.
n Stationing and Location – RT, LT or CL, and offset if known. "Quotations" can be around the line designations.
n Comments - contain required info to the bid item; necessary calculations have been referenced and/or made correctly.
n If Comments/Remarks reference a memo or person, include the date of memo, and full name and title of person.
n Approve all DWRs for the cut-off period if everything is correct.
n If there are edits required in the DWR, it can be Rejected and the Inspector will complete the edits, or it can be corrected by the Office Engin-

eer.
n If the DWR is Rejected, notify the Inspector who created the DWR there are edits to be completed. The Inspector will be required to log into the

AWP program on a computer (not the iPAD) to complete the edits.
n Review the edited DWR and Approve.
n If the correction is completed by the Office Engineer a DWR Note must be completed noting the name of the person completing the correction,

the date of the correction, and details of the correction.

Note: Non-Quantity Error in a DWR included in a Payment Estimate.
When a non-quantity error is made in a DWR in the below Tabs/Fields and the DWR has been included in a Payment Estimate, create a DWR
Note in the DWR with specific details of the correction for the error.

l General Tab: Weather, Temperature, Remarks Type or Remarks
l Equipment Tab and Personnel Tab: Number, Hours or Comments (Description and Name)
l Postings Tab: Stationing/Location, Offsets, Line Destination or Comments

Note: Quantity Error in an DWR.
When a quantity error (Only) is made in a DWR and it has been included in a Payment Estimate, a new DWRmust be created to correct the
quantity.

Use the DWR Notes to cross-reference both DWRs.

l In the Note for DWR with the quantiterrory , provide details on the specific error and the following information from the correcting DWR:
Item number and Description, Stationing/Location, Inspector, and the details of the correction that was applied.

l In the Posting comments for the correcting DWR, reference the following information from the DWR were the error occurred: DWR Date,
Inspector, Item Number and Description, Stationing/Location and the details on the specific error and provide details on the correction
applied.

ADDING AND PROCESSING A PROGRESS TYPE PAYMENT ESTIMATE

Refer to Chapter 9, Payment Estimates, in the AWP User Guide With Materials for details.

1. Add the Progress Type Payment Estimate.
2. Review the Draft Payment Estimate and complete the Contract Payment Estimate Summary Tabs as appropriate.
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a. General: Review the Draft Payment Estimate summary information (Figure 24-20).

Figure 24-20. General Tab Details

b. Notes: Enter a Payment Estimate Note as appropriate. .
c. Exceptions Tab: This tab displays payment exceptions, which may prevent the payment estimate's approval. The exceptions require

specific responses depending on the estimate type. Refer to the chart in Figure 24-21. It is strongly recommended to first search the
entire list for all exceptions (Insufficient Materials, Overrun, Missing Percentage of Schedule DWR Item Positing, Pending or Draft Daily
Work Reports, etc.) that must be Resolved and/or-* Acknowledged using the Quick Find search box (Figure 24-22).
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Figure 24-21. Payment Estimate Exception Chart

Figure 24-22. Payment Estimate Exception Tab Details - Quick Find Search Box

With the introduction of Materials functionality, the Payment Estimate Exception list includes exceptions for Insufficient Materials. These
materials exceptions indicate insufficiencies with sampling & testing and certifications. A new filter is available where you can filter on the
Adjustment (Figure 24-23). The only exceptions of this type that WILL be Acknowledged are those where the Adjustment has a value of
'Yes' (Figure 24-23). These exceptions indicate there are insufficient material certifications and payment will be withheld on the item asso-
ciated to the material certification. The Insufficient Materials exceptions where the Adjustment has a value of 'No' indicate that there are
sample/testing insufficiencies (Figure 24-24). These exceptions do NOT affect payments but are listed for information purposes only.
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Figure 24-23. Payment Estimate Exception Tab Details - Insufficient Materials Exceptions, Adjustment = Yes

Figure 24-24. Payment Estimate Exception Tab Details - Insufficient Materials Exceptions, Adjustment = No

Important: When reviewing and resolving Payment Estimate Exception(s), be sure to work with the Resident Engineer to determine
the appropriate response(s) for ALL Payment Estimate Exceptions PRIOR to updating the Payment Estimate Exception Status. If
there are multiple Payment Estimate Exceptions and, for example, one requires an additional DWR be created and/or approved in
order to be included on the Payment Estimate, the Payment Estimate will have to be deleted and all data entered on the Payment
Estimate will be lost. When the new Payment Estimate is created, the Payment Estimate Exceptions which are still unresolved, will
show again and will require re-entry with the appropriate response.

i. Review the Exception by clicking the Expand Chevron found to the left of the Exception (Figure 24-25).

Figure 24-25. Expand Chevron

ii. Click the Expand Text box icon for the Description field to view full details of the Exception (Figure 24-26).
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Figure 24-26. Expand Text box Icon

iii. Provide the Description details (Figures 9-27 & 9-28) to the Resident Engineer in order to determine the action to be taken. The
Exception will need to be resolved (delete the Payment Estimate and make the appropriate change to the contract to resolve the
exception) or Acknowledged according to the Payment Estimate Exception Chart (Figure 24-21).

Figure 24-27. Description Large Text window

Figure 24-28. Description Large Text window

Important: Remember, review ALL Payment Estimate Exceptions PRIOR to continuing on to the next steps.

iv. If there are any exceptions, address each one according to the chart. See Figure 24-21 Payment Estimate Exception Chart.
l Must Resolve:This requires the exception to be resolved at the contract level. The Payment Estimate must be deleted prior to

resolving the issue. Once the issue is resolved, the estimate must be recreated.

l Must Acknowledge: This requires the exception to have a Status set to Acknowledged (Figure 24-29).
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Figure 24-29. Exception Status, Acknowledged

l May Be Left Unresolved: This exception is unique for Insufficient Materials. Only the Insufficient Materials Exceptions where
the Adjustment value is 'Yes' MUST have a Status of Acknowledged (Figure 24-30).

Figure 24-30. Exception Status, Insufficient Materials Where Adjustment = Yes

Note: NDOT will not be using the Overridden Exception at this time.

v. Once the Status has been updated, select the Remarks Type of Acknowledged - Acknowledged Explanation and enter specific
details explaining the recommendation for the Exception in the Remark field (Figure 24-31).

Figure 24-31. Exception Remarks, Acknowledged

vi. Repeat for all exceptions, then click the Save button (Figure 24-32).

24-28

24



PROGRESS PAYMENTS

State of Nevada Department of Transportation
AWP Documentation Manual With Materials
April 2023

Figure 24-32. Contract Payment Estimate Summary Save button

Important: Be sure to resolve ALL exceptions prior to moving forward. If you need to delete the payment estimate and re-cre-
ate it to reevaluate the Estimate Exceptions, you will lose any information entered in the Estimate Exceptions.

d. Time Charges: This tab is used to summarize time charged on this Payment Estimate.
e. Projects: This tab is used to summarize project information on this Payment Estimate.
f. Items: This tab is used to summarize item information on this Payment Estimate.
g. Payment Adjustments:

i. User-Generated Payment Adjustments are used to withhold payment for Liquidated Damages (Environmental, Materials, Traffic
and Lane Closures, and Penalty for Labor Compliance). Refer to the Payment Adjustments To Assess Liquidated Damages and
Penalties Section in this chapter for details on entering these types of adjustments.

ii. System-Generated Payment Adjustments include the retainage information for the Payment Estimate. This information is read-
only.

h. Item Adjustments:
i. User-Generated Quantity-Based Item Adjustments will NOT be used on contracts where materials are set up.
ii. System-Generated Quantity-Based Item Adjustments include: Stockpile, Overrun, Insufficient Materials (Material & Mater-

ialCredit, and Fuel and/or Asphalt Escalation (Price) payments or decrements. This information is Read-Only.
i. Approval Tracking: The Approval Tracking tab will populate after the payment estimate is submitted for approval and will track the AWP

four-level approval process.
3. When all appropriate tabs have been updated and the Payment Estimate has been reviewed, Submit for Approval. This starts the AWP Pay-

ment Estimate approval process, where the federally required signatures are obtained. This approval process goes through four levels: Level
1 - Estimate Generator (the individual who added the Payment Estimate and submitted it for Approval), Level 2 - Estimate Review, Level 3 -
Estimate Approve, and Level 4 - Estimate Final Check (this step is complete by Construction Admin staff). Every level MUST be completed by
a different individual.

4. When Construction Admin staff Approve Level 4 the Payment Estimate changes to the Approved status (the Payment Estimate is completed
at this point) (Figure 24-14). Print the Payment Estimate for Contractor Report (this report contains the electronic signatures obtained during
the four-level approval process) to PDF and save the file in the Contract Files\Contract\07 Estimates\7.# Pay Est Reports directory. The
signed report must be printed and saved PRIOR to the creation of the next Payment Estimate.
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Figure 24-33. Contract Payment Estimate Summary, General tab after Adjustments

PAYMENT ADJUSTMENTS TO ASSESS LIQUIDATED DAMAGES AND PENALTIES

Liquidated Damages and Penalties are defined as justifiable damages to the Department or general public.

Liquidated Damages and Penalties for Environmental, Materials, Traffic and Lane Closures, and Penalty for Labor Compliance are assessed in
the AWP software by adding a Payment Estimate, Payment Adjustment and attaching all supporting documentation in the Payment Adjustment
record.

Refer to Chapter 9, Payment Estimates, in the AWP User Guide With Materials for details. The following steps asume the Payment Estimate has
been added.
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1. Click on the Payment Adjustment Tab.
2. Click on the New button under the User-Generated Payment Adjustments section.
3. Complete the following fields (Figure 24-35):

a. Other Payment Adjustment Type: Select the appropriate type (Figure 24-34).

Figure 24-34. Other Payment Adjustment Types List

b. Amount: Enter the Liquidated Damage or Penalty Amount.
c. Comments: Enter an appropriate comment..

4. Click the Save button.
5. Attach all required supporting documentation (Failing test reports and material worksheets, email corespondence, Nevada Labor Com-

missioner memos, etc.) for this Liquidated Damage or Penalty.
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Figure 24-35. Payment Adjustment Detail

NOTES for Liquidated Damage and Penalty Payment Adjustments.
l Liquidated Damange - Environmental

o Refer to Section 637, (Temporary Pollution Control), of the Special Provisions and the NDOT Stormwater Guidance Manual for Con-
struction Project for details.

o A separate Payment Adjustment must be processed per deficiency per item.
o Call the Stormwater Division for guidance on environmental deficiencies.
o Save all required supporting documentation to the Contract Files\Contract\07 Estimates\7.# LD - Env directory.

l Liquidated Damage -Material *(Examples for failing asphalt and plantmix - Lottman are described in this chapter).
o Refer to Subsection 109.02, (Measurement and Payment) Scope of Payment, of the Standard Specifications for details.
o A separate Payment Adjustment must be completed for each failing material type, but consecutive failures can be assessed on each

material type.
o Save all required supporting documentation to the Contract Files\Contract\07 Estimates\7.# LD Mat directory.

l Liquidated Damage - Traffic or Lane Closure
o Refer to Subsections 108.09, (Prosecution and Progress) Failure to Complete the Work on Time, of the Standard Specifications and

the Special Provisions for details.
o A separate Payment Adjustment must be completed each time additional damages are assessed.
o Save all required supporting documentation to the Contract Files\Contract\07 Estimates\7.# LD - Traffic directory.

l Penalty (Labor Compliance)
o Refer to Nevada Labor Commissioner memo(s) received from the Contract Compliance staff.
o A separate Payment Adjustment must be completed for each wage determination and late payroll determination.
o Save all required supporting documentation to the Contract Files\Contract\07 Estimates\7.# LD Labor directory.
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*EXAMPLE OF LIQUIDATED DAMAGES FOR ASPHALT

Asphalt samples will be taken every 25 tons or any fraction thereof on the last sample of the day. Acual sample size will be determined by total wet
tons (Figure 24-40). When utilizing the LD worksheet to find the total asphalt cement, please enter zero for the moisture. Moisture will remain on
the form for other purposes.

The amount of asphalt samples taken for the day will determine the tons per sample:

From the Job-Mix Formula: Bitumen ratio = 5.0%, Mineral filler = 1.28%, RAP = 0.8% 1+(.05+.0128+.008) = 1.0708
Total wet tons for day = 2200.00 ÷ 1.0708 = 2054.54 Dry tons
PG for the day = 2054.54 × 0.05 = 102.73 tons
Samples taken for the day = 5
Tons per sample = 102.73 ÷ 5 = 20.55
20.55 tons will represent each sample for that day.

If 4 samples were taken, you still need to account for the total PG Asphalt:

Tons per sample = 102.73 ÷ 4 = 25.68
25.68 tons will represent each sample for that day.

This is done on all samples for the day whether they passed or failed.

The items needed to calculate damages for asphalt are:

n The Report of Tests of Asphaltic Cement (Figure 24-36) from the Materials Division shows whether a sample has pass/failed. Failures will
include demerits. The information on top of the form comes from the Transmittal for Asphalt Samples (Form No. 020-016) that was turned in
with the asphalt sample.
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Figure 24-36: Report of Tests of Asphaltic Cement

n Sample numbers 1 thru 7 shown below on the Plant Record spreadsheet, are used in the example on Figure 24-40.

Figure 24-37: Plant Record Spreadsheet

n Record of Delivery - Plantmix Surface Spreadsheet (Figure 24-38) that shows the Total Tons of mix placed on the day the sample(s) failed.
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Figure 24-38: Record of Delivery – Plantmix Surface

n A copy of the applicable JMF (Figure 24-39) for the percent of asphalt and mineral filler.
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Figure 24-39: JMF Mix Design

n The dollar amount per ton from Subsection 402.05.01, (Plantmix Bituminous Surface) Payment, of the Special Provisions.
n The demerit chart in Subsection 109.02, (Measurement and Payment) Scope of Payment, of the Standard Specifications.
n Use the Liquidated Damages for Failing Asphalt Cement Calculation Worksheet (Figure 24-40) found in the SharePoint Construction Admin

Area - Construcution Admin Payment Forms. Complete the cells in Blue. Make sure the asphalt cement for the day and the total tons match. If
the total tons do not match the asphalt cement for the day, an adjustment must be made on as many samples as it takes to get the total to
equal.

n Complete the cells in Blue on Liquidated Damages for Failing Asphalt Cement form (Form No. 040-077) (Figure 24-40). Use one form for each
material. Do not create a separate sheet for each pay period. Fill in the CATG# totals at the bottom when the form is complete or full. The
Grand Total must match the total of all the CATG#s.
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n When all calculations have been completed a letter explaining the Liquidated Damage must be sent to the Contractor, notifying when it will be
deducted from the Progress Payment Estimate. Send a copy to the Construction Division.

n Liquidated Damages for Asphalt Cement Calculation Worksheet and all backup documentation will be saved to the appropriate Contract
Files\Contract\07 Estimates\7.# LD - Mat directory.

Figure 24-40: Liquidated Damages for Failing Asphalt Cement Calculation Worksheet
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Figure 24-41: Liquidated Damages for Failing Asphalt Cement (Form No. 040-077)

*EXAMPLE OF LIQUIDATED DAMAGES FOR PLANTMIX FAILING LOTTMAN

Refer to Subsections 401.02.02, (Plantmix Bituminous Pavements – General) Materials – Composition of Mixtures and 109.02, (Measurement and
Payment) Scope of Payment, of the Standard Specifications for details.

The calculation of Liquidated Damages for Failing Lottman are represented by wet tons per shift.

The items needed to calculate damages for plantmix Lottman are:

n Test result number(s) Lottman Test Report (Figure 24-42) from the Materials Division.
l Original Tensile Strength, PSI
l %Retained Strength

n The Liquidated Damages for Failing Lottman Test Report Calculation Worksheet (Figure 24-43), found in the SharePoint Construction Forms,
Area - Construction Admin - Payment Forms. Complete the blued cells.
l Requirement and Rejection Limit number (by type of material), found in Subsection 401.02.02, (Plantmix Bituminous Pavements – Gen-

eral) Materials – Composition of Mixtures, of the Standard Specifications.

When all calculations have been completed, a letter explaining the Liquidated Damage must be sent to the Contractor, notifying when it will be
deducted from the progress payment. Send a copy of the letter to the Construction Division.
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Liquidated Damages for Failing Lottman Test Report Calculation Worksheet and all backup documentation will be saved to the appropriate Con-
tract Files\Contract\07 Estimates\7.# LD - Mat directory.

Figure 24-42: Lottman Test Report
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Figure 24-43: Liquidated Damage for Failing Lottman Test Report Calculation Worksheet

FUEL ESCALATION - AWP PRICE ADJUSTMENT INDEX

Fuel Escalation is a price adjustment to minimize impact of fluctuations in fuel prices on the Contractor and the Department. Fuel Escalation is only
included on contracts where Fuel Factor Percentage > 1%. Refer to the Contract Special Provisions for the “Fuel Factor Percentage” (Ffp). Refer
to subsection 109.05, (Measurement and Payment) Fuel Escalation, of the Standard Specifications for details.

At the start of the contract, Construction Admin Services staff will set up the contract's Fuel Escalation in AWP. The AWP software designates an
escalation as a Price Adjustment Index. The Price Adjustment Index automatically calculates Fuel Escalation when a Payment Estimate is pro-
cessed. Refer to subsection 109.05, (Measurement and Payment) Asphalt Escalation, of the Standard Specifications for details on how the AWP
software calculates Asphalt Escalation.

Note: The AWP software starts calculating Fuel Escalation (Price Adjustment Index) starting with the first Payment Estimate. Refer to sub-
section 109.05, (Measurement and Payment) Fuel Escalation, of the Standard Specifications for details.

ASPHALT ESCALATION - AWP PRICE ADJUSTMENT INDEX

Asphalt Escalation is an adjustment to minimize the impact of price uncertainty to the Contractor and the Department for “Asphalt Cement” used in
construction contracts. Asphalt Escalation is added to a contract which has 500+ wet tons of dense and/or open-graded plantmix. Asphalt Escal-
ation is assessed on actual tonnage placed and accepted. Refer to subsection 109.04, (Measurement and Payment) Asphalt Escalation, of the
Standard Specifications for details.
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At the start of the contract, Construction Admin Services staff will set up the contract's Asphalt Escalation in AWP. The AWP software designates
an escalation as a Price Adjustment Index. The Price Adjustment Index automatically calculates Asphalt Escalation when a Payment Estimate is
processed. Refer to subsection 109.04, (Measurement and Payment) Asphalt Escalation, of the Standard Specifications for details on how the
AWP software calculates Asphalt Escalation.

Note: The AWP software starts calculating Asphalt Escalation (Price Adjustment Index) starting with the first Payment Estimate. Refer to sub-
section 109.04, (Measurement and Payment) Asphalt Escalation, of the Standard Specifications for details.

EMULSIFIED ASPHALT ESCALATION - AWP PRICE ADJUSTMENT INDEX

Emulsified Asphalt Escalation is an adjustment to minimize the impact of price uncertainty to the Contractor and the Department for “Emulsified
Asphalt” used in accordance with Sections 404, 406, 407, 408, and 418, for the construction of the contract. The quantity of asphalt used in escal-
ation calculations for emulsified asphalt is based upon the minimum residue (MR) percentage with the specified dilution factors for the particular
type of emulsion bid and supplied by the Contractor in accordance with Subsection 703.03.04. Refer to subsection 109.09, (Measurement and Pay-
ment) Emulsified Asphalt Escalation, of the Standard Specifications for details.

At the start of the contract, Construction Admin Services staff will set up the contract's Emulsified Asphalt Escalation in AWP. The AWP software
designates an escalation as a Price Adjustment Index. The Price Adjustment Index automatically calculates Emulsified Asphalt Escalation when a
Payment Estimate is processed. Refer to subsection 109.04, (Measurement and Payment) Asphalt Escalation, of the Standard Specifications for
details on how the AWP software calculates Asphalt Escalation.

Note: The AWP software starts calculating Emulsified Asphalt Escalation (Price Adjustment Index) starting with the first Payment Estimate.
Refer to subsection 109.09, (Measurement and Payment) Emulsified Asphalt Escalation, of the Standard Specifications for details.
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OVERVIEW

Contract Closeout verifies the completion of all the required documents throughout the contract life-cycle to ensure fulfillment of all state and fed-
eral requirements (23CFR 635.123). The guidelines and documentation requirements detailed in this chapter apply to Design-Bid-Build and Con-
struction Manager at Risk (CMAR) contracts, NOT Design-Build contracts.

Timely contract closeout is crucial to the following:

n Release of the Contractor’s retention and bonds allowing the Contractor to pursue future projects.
n Limit Department exposure to potential Contractor issues/claims.
n Ensure the availability and accuracy of contract documents.
n Increase Department efficiency by freeing up critical resources.
n Meet Federal end date and related funding obligations.

Closeout begins when a contract is awarded and continues throughout construction by adhering to the following guidelines:

n Proper contract setup per Chapter 2, Contract Startup, in this Manual.
n Saving contract source documents to the appropriate EDOC Contract Files directory.
n Follow the AWP Sampling and Testing Status Report (STSR):

l Ensure there are adequate Materials Division samples and tests for quantities placed.
l Ensure there are adequate field samples and tests for quantities placed.
l Certificates of Compliance are submitted to the Materials Division when received via Cert Sample Records.

n Review item quantities for accuracy and mark as completed. Refer to Chapter 4, Contract Items, in the AWP User Guide With Materials for
details.

Note: NOTE: Use the NDOT Business Intelligence (BI) Report, Item Posting Tracking, to aid in tracking item posting quantities. Contact
the Construction Admin Services staff for details on this BI report.

n Review payment quantities with contractors bi-weekly.
n Update the As-Built plans as the contract progresses.
n Request a mid-point audit from Construction Admin Section staff.

Note: A Contract Closeout Helpful Hints section is included at the end of this chapter.

CONTRACT CLOSEOUT TASKS

The following is guidance for the Resident Engineer and Office Engineer on the tasks required to closeout construction contracts. All documents
mentioned in the closeout work flow are detailed in the Closeout Documents Section in this chapter.

n Crew Office completes the AWP Semi-Final Payment Estimate. Refer to Chapter 10, Field Closeout, in the AWP User Guide With Materials
for details.

n Resident Engineer adds the Closeout Change Order, balances all Completed Items, and enters detailed Explanations for any balanced item
that is +/- $50,000. This Change Order is left in Draft status and the Resident Engineer contacts Construction Admin staff that it is ready for
their review. Refer to Chapter 10, Field Closeout, in the AWP User Guide With Materials for details.

n Resident Engineer completes the Contract Pickup Memo (Figure 25-4) and the EDOC Crew Checklist for the Final Pickup & Review (Figure
25-5 through Figure 25-7). Email them both to the Construction Admin section at Const.Admin@dot.nv.gov.

n Construction Admin Services staff work with the Resident Engineer/Office Engineer to schedule a date to perform the field (job) pickup.
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n Construction Admin Services staff arrive on-site and work with Resident Engineer and Office Engineer to collect the following:
l Flash drive with file index spreadsheet and relevant EDOC Contract File directories and Materials and Testing Files directories. (Figure 25-

1) Refer to Chapter 2, Contract Startup, in this manual for details. The records in the index spreadsheet need to match the divisions (the dir-
ectory and sub-directory names). It is acceptable to have non sequential sub-directory numbers in the case that a sub-directory was not
needed and was deleted. Do not include empty sub-directories.

Figure 25-1: EDOC Contract Files Required for Pickup

l Original documents that cannot be scanned and saved to the EDOC Contract Files directories.

n Construction Admin Services staff will complete an Item Posting Tracking BI Report noting DWR corrections to be addressed. This BI report
will be sent to the Office Engineer so they can make the required corrections.

Note: During the Contract Closeout process the use of DWR Notes can be used.

Non-Quantity Error in an DWR.
When a non-quantity error is made in a DWR in the below Tabs/Fields and the DWR has been included in a Payment Estimate, create a
DWR Note in the DWR with specific details of the correction for the error.
l General Tab: Weather, Temperature, Remarks Type or Remarks
l Equipment Tab and Personnel Tab: Number, Hours or Comments (Description and Name)
l Postings Tab: Stationing/Location, Offsets, Line Destination or Comments

Note: During the Contract Closeout process the use of DWR Notes can be used.

Quantity Error in an DWR.
When a quantity error (Only) is made in a DWR and it has been included in a Payment Estimate, a new DWRmust be created to correct
the quantity.

Use the DWR Notes to cross-reference both DWRs.
l In the Note for DWR with the quantity error , provide details on the specific error and the following information from the correcting

DWR: Item number and Description, Stationing/Location, Inspector, and the details of the correction that was applied.
l In the Posting comments for the correcting DWR, reference the following information from the DWR were the error occurred: DWR

Date, Inspector, Item Number and Description, Stationing/Location and the details on the specific error and provide details on the cor-
rection applied.
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n When the Resident Engineer determines the contract is substantially complete, he/she will request an on-site review from the District Engin-
eer.

n After completion of the on-site review, if the District Engineer finds the work in compliance, he/she sends the District Acceptance Letter (Figure
25-8) to the contractor and the Construction Division.

n The following items MUST be submitted before Construction Admin Services staff can begin their final payment process:
l Final Payroll Letter (Figure 25-9)
l Material Division’s Acceptance of Contract Letter (Lab Clearance)
l Final Sampling and Testing Status Report (STSR)
l As-Built Plans
l Pit Release (if applicable)
l Material Deposit Usage Report (if applicable) (Figure 25-10)
l Guardrail Inventory Data Sheet (if applicable) (Figure 25-11)
l Contractor Past Performance Rating (CPPR) (Figure 25-12)

Note: Construction Admin Services staff will review all the contract source documentation to ensure it was completed per the require-
ments detailed in this manual.

n When all the required documents have been approved, and accepted by the appropriate division, Construction Admin Services staff will facil-
itate the closeout process and final payment.

CLOSEOUT DOCUMENTS

The following section provides information and guidance to the Resident Engineer on required closeout documents. All closeout forms mentioned
in this section are found in the SharePoint Construction Forms Area.

CLOSEOUT CHANGE ORDER
The Closeout Change Order reconciles (balances) the quantities of all items in a contract. It includes a detailed justification for all items with over-
runs/underruns greater than $50,000/-$50,000. This type of modification will be the last modification prepared by the Resident Engineer after the
Semi-Final Payment Estimate is Approved. Refer to Chapter 8, Change Orders, in the AWP User Guide With Materials for details.

Refer to Change Order Examples in the Construction Crew Portal of the Construction Division SharePoint for various examples of completed
Change Orders.

CONTRACT PICKUP MEMO
The Contract Pickup Memo (Figure 25-2) is the required document to initiate a contract pickup. If there are any questions, contact the Construction
Division.
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Figure 25-2: Contract Pickup Memo

EDOC CREW CHECKLIST FOR THE F INAL PICKUP AND REVIEW
A completed EDOC Crew Checklist with AWPMaterials (Figure 25-3 through Figure 25-5) is required to accompany the Contract Pickup Memo.

n Office Engineer will check all the appropriate boxes. Check the “Yes” box when each item is verified as being complete in accordance with this
Manual. If the item is not applicable, they must check the N/A box.

n Resident Engineer will sign and date (Page 2 of the Checklist) after all items have been verified by the Office Engineer, and documentation is
in accordance with this Manual.

n Construction Admin Section will complete their final closeout audit and resend the Checklist through DocuSign for the Resident Engineer and
District Engineer for final comments, signatures & dates.
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Figure 25-3: EDOC Crew Checklist With AWP Materials for the Final Pickup & Review (Page 1)
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Figure 25-4: EDOC Crew Checklist with AWP Materials for the Final Pickup & Review (Page 2)
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Figure 25-5: EDOC Crew Checklist With AWP Materials for the Final Pickup & Review (Page 3)
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DISTRICT ACCEPTANCE LETTER
The District Acceptance Letter (Figure 25-6) is the notification to the contractor the items of work were found acceptable and completed within sub-
stantial compliance with the Contract Plans and Specifications. This letter, in most cases, includes the Release of Maintenance.

Figure 25-6: District Acceptance and Release of Maintenance
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F INAL PAYROLL LETTER
The Final Payroll Letter (Figure 25-7) is a list of final payroll numbers for the Contractor and all Subcontractors, including the last payroll number
and week ending date. Resident Engineer emails this letter directly to HQ Contract Compliance at
ContractComplianceProjects@dot.nv.gov with a copy to Construction Admin Services staff at Const.Admin@dot.nv.gov. This letter initiates the
Contract Compliance Clearance.

Figure 25-7: Final Payroll Letter
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ACCEPTANCE OF CONTRACT LETTER (LAB CLEARANCE)
The Acceptance of Contract letter (Lab Clearance) is required on every contract. It is the Materials Division acceptance of the materials used on
the contract.

Near the contract completion, the Resident Engineer will contact the Materials Division to make sure all certifications and samples have been
received. If samples were inadvertently omitted, the Resident Engineer must write a memo to the Materials Division explaining the circumstances
and send a copy to the Construction Division. If certifications were not received by the Materials Division, another copy of the certification must be
sent. Contact the Materials Division if there are discrepancies. Compare the Material Division’s Acceptance of Contract letter with failures on the
STSR to ensure all items are addressed.

AWP SAMPLING AND TESTING STATUS REPORT (STSR) FOR CLOSEOUT
The AWP Sampling and Testing Status Report (STSR) will be used to document Material Agency View tests which are deficient in meeting the min-
imum required sampling and testing. A final signed STSR is required on every contract, even if there were no failures. Remarks on the STSR are
required for all Materials Division failures, as well as all field acceptance test failures. For failing materials that are allowed to remain in place, a fail-
ing Remark as to why they were allowed to remain in place will be required. This includes failures for sieves, compaction, plantmix (stability, air
voids, etc.), asphalt, concrete, glass beads, etc., even if there is no means of assessing liquidated damages. Compare the STSR with failures on
the Material Division’s Lab Acceptance of Contract letter to ensure all items are addressed. IA personnel and construction crew personnel should
work together to resolve any current sampling, testing and crew qualification issues. They should also discuss any potential sampling and testing
issues and develop a plan for resolution.

RESIDENT ENGINEER RECONCILIATION FOR THE STSR CLOSEOUT PROCESS
1. All Sample Records for the contract shall have a Sample Status of Complete - Pass, Complete - Fail or Void (only used if a Sample Record

cannot be deleted). Refer to the Field Testing Guide, Section, Preparation for STSR Job Closeout for details.
2. Crew completes the semi-final pay estimate.
3. Resident Engineer (RE) creates the closeout Change Order, updates as appropriate, and notifies Admin Services staff.
4. Admin Services staff approves the closeout Change Order.
5. Admin Services staff sends an e-mail to the RE, QA Headquaters staff (Staff 1, Sup 3 and Manager 1 positions) letting them know to start the

reconciliation for the STSR closeout process.
6. RE generates the STSR for ALL bid items.
7. RE will create failing Sample Records for all “Field” and “FHQ” Agency View tests which have failed to meet the minimum required frequencies

as reported on the STSR. RE will add a Sample Record Test Remark for each failure and Authorize all “Field” Sample Records.
8. RE will send e-mail to Materials Lab Services staff and Cc QA Headquaters staff (Staff 1, Sup 3 and Manager 1 positions) listing all “FHQ”

Sample Records created in step 6. This email must contain the Sample Record IDs, Material Code Name and Material Description.
9. Materials Lab Services staff will forward the email to the appropriate Materials Lab for them to add appropriate Sample Record Test Remarks

and Authorize the "FHQ" Sample Records created in step 6.
10. Once the Materials Division Lab staff have Authorized ALL these Sample Records they will notify Materials Lab Services staff who will in turn

"Reply to All" in the emai from step 4 and state all Sample Records have been Authorized.
11. RE will send an email to the QA/IA Headquaters Staff 2 and Cc the Supervisor 3 and Manager 1 positions letting them know the reconciliation

for the STSR closeout process is completed.
12. QA Headquaters Staff 2 will generate the STSR to review for accuracy and will work with the RE and Materials Division Lab staff for any cor-

rections needed.
13. QA Headquaters Staff 2 will create a PDF of the completed STSR and load into DocuSign for required signatures.
14. QA Headquaters Staff 2 will attach the signed STSR PDF file in the appropriate AWP Contract Materials Acceptance Actions Summary Com-

ponent Attachments.

Refer to the AWP Sampling and Testing Status Report (STSR) User Guide found, in the Construction Crew Portal - Materials User Guides
SharePoint page for details on the RE Reconciliation Process for the STSR Closeout process.
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AS-BUILT PLANS AND SHOP DRAWINGS
As-Built plans are an official record of the project at the time of construction completion. As-Built plans are required for each contract. They can be
completed in hard-copy form (two complete sets) or electronically (PDF format only). They MUST be submitted at the time of the final job pickup. If
the crew decides to complete hardcopy as-built plans, one set is for the Construction Division and one set is for the District Engineer. If the crew
decides to complete a PDF as-build plan, send a copy to the Construction Division and a copy to the District Engineer.

Retain and set aside two sets of the original hard-copy “as-designed” contract plan and the special provisions as “designated As-Built plans” or
save a PDF file of the original contract plan and special provisions. The PDF files are found on the e-Bidding Portal in the Contract Documents tab
for the contract. These are to be modified to show all additions, deletions and other changes made throughout construction. Diagram any physical
changes (e.g., pipe, guardrail, fence, electrical items, typical section changes, Bill of Material, Structure list, etc.). Accurate As-Built drawings are
important for project operation, maintenance, and future modifications, particularly for work completed underground. These modifications are also
reviewed when designing future projects.

NDOT’s Records Management Section scans each set of hard-copy As-Builts, assigning a corresponding bar code for each section. This assists
in the process of recording and storage of files. It is important to submit the As-Built plans properly to ensure accurate record of the drawings.
Ensure ALL pages are accounted for in the “Index of Sheets” before submitting As-Built plans.

The following are formatting guidelines for As-Built plans:

n For hard copy, all changes must be identified and made in BLUE INK on the effected sheet(s), including any construction notes on individual
sheets.

n Electronic copies can use all colors, exept for black, for making changes.
n If sheets are omitted, or there’s a break in the numbering sequence, it needs to be noted on the “Index of Sheets”.
n If sheets are added, they need to be in numerical order and noted on the “Index of Sheets”.
n Use red press board folders with the ACCO fasteners supplied with each folder (posts are not allowed). Each As-Built folder will be less than

2” thick, separate volumes at a section break. (If there are multiple volumes, indicate on the “Index of Sheets” which sections are included in
each volume.)

n Each press board folder shall be identified, with the following information, on the front cover of the As-Built folder:
l As-Built Drawings
l Contract #
l Project #
l Volume # (Volume 1 of 1, etc.)

n If there are additional sheets sent without a specified sheet number, assign a sheet number in the same series of numbers of the work the plan
sheet represents and insert it (e.g., profile, landscape, lighting, etc.). Revise the Index of Sheets accordingly. (This does not apply to a sup-
plemental or revision – see below).

n DO NOT INCLUDE 8-1/2” x 11” sheets.
n If a supplemental or revision sheet is added, REMOVE & REPLACE the original sheet. The revised sheet should show changes in BLUE INK

(hard copy only).
n If there are no field changes to the plans, write No Field Changes on the title sheet inside the front cover.
n If changes were made, the working As-Built plans shall show correct grade, elevations, cross-section, or alignment of roadway, earthwork,

structures or utilities on the appropriate plan sheet.
n Any changes due to Change Orders need to be noted on the effected plan sheets, with the Change Order number referenced. DO NOT insert

a copy of the Change Order in the As-Built plans.
n DO NOT TAPE any changes made on smaller pieces of paper to the plan sheets, as they interfere with scanning the plan sheets.
n When Shop Drawings change any part of the original plans, they need to be incorporated into the As-Built plans.

PIT/PROPERTY OWNER RELEASE
A property owner must submit a Pit/Property Owner Release letter to the Resident Engineer in the case when aggregates or borrow are obtained
from a private property. This letter must indicate the property owner is satisfied with the condition the property was left in at the end of construction
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and releases NDOT from any further liability. The Resident Engineer will send the original letter to Construction Admin Services.

MATERIALS DEPOSIT USAGE REPORT
The Material Deposit Usage Report (Form No. 040-087) (Figure 25-10) will be completed by the Resident Engineer and distributed according to
the distribution list at the bottom of the form at the close of each project. The Material Deposit Usage Report is only required for state pits. Com-
pletely fill out all information.

Figure 25-8: Material Deposit Usage Report

GUARDRAIL INVENTORY DATA SHEET
The Maintenance and Asset Management Division is performing a statewide guardrail inventory. The Resident Engineer will contact the Main-
tenance and Asset Management Division at the completion of every contract to see if a Guardrail Inventory Data Sheet (Figure 25-11) is required.
If the data sheet is required, it will be completed by the Resident Engineer and sent to the Maintenance and Asset Management Division, with a
copy sent to the Construction Division.
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Figure 25-9: Guardrail Inventory Data Sheet

CONTRACTOR PAST PERFORMANCE RATING (CPPR)
The Resident Engineer is responsible to complete a Contractor Past Performance Rating (CPPR) (Form No. 040-044) (Figure 25-12) for the Prime
Contractor upon the completion of work. The rating is a fillable PDF with an automated calculation for the score (rating). There is a "Narrative Rat-
ing" with a 10-point bonus. The intent is to allow the Resident Engineer the flexibility to grant additional points if the contractor has performed well
in an area not already addressed in the CPPR. The use of this narrative rating is not required.
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The CPPR is also used as a tool during execution of contracts to address any shortcomings by the contractor that need to be addressed. If the con-
tractor is struggling to properly execute the contract and work, the contractor should be put on notice that if they do not rectify the situation, it could
lead to poor rating. For example, complete an interim rating and share with the contractor what their potential rating will look like if corrective action
is not taken.

The Resident Engineer will use the DocuSign template, Const Prime Contractor Past Performance Rating, to properly address the distribution
(Resident Engineer, ADE, ACE and Contractor) of the rating. The intent of the template is to insure the rating is distributed to the appropriate Divi-
sions as well as documenting receipt of completion for contract closeout.

The contractor can request a review of the rating by the District Engineer. If this should happen, Construction Admin Services staff will forward the
rating to the District Engineer for the review. If a review is not requested, Construction Admin Services staff will forward the rating to Administrative
Services Division as required.

This report is provided to the Director by Administrative Services Division and is utilized in the evaluation of prequalifications for bidding depart-
ment contracts greater than $250,000.

Use the following guidelines for filling out this form:

n Total # of Change Orders – The number of Change Orders, excluding those that are in a “DELETED” status and the Administrative Types 25
through 35.

n Total Change Order ($) – Exclude the Change Order totals from the Administrative Types 25 through 35.
n Award Amount ($) – The Awarded Price from the Contract Record document found in the E-Bidding Portal.
n Final Payment Amount ($) – The Paid To Date amount from AWP.
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Figure 25-10: Contractor Past Performance Report (Page 1)

CLOSEOUT HELPFUL HINTS

PREPARATION FOR THE FINAL CONTRACT PICKUP
n Crew Office completes the Semi-Final Payment Estimate, per Chapter 10, Field Closeout, in the AWP User Guide With Materials.
n Review EDOC Contract Files and Materials & Testing Files for accuracy of content and formatting.
n Resident Engineer will send the Contract Pickup Memo and a completed EDOC Crew Checklist to the appropriate Construction personnel to

schedule a date for final pickup.
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EDOC CONTRACT FILE DIRECTORIES REQUIRED AT JOB PICKUP

Figure 25-11: EDOC Contract Files Directories for Job Pickup

ITEMS REQUIRED PRIOR TO CONTRACT PICKUP
n Complete the EDOC Crew Checklist with AWPMaterials form.
n Make sure all duplicates of correspondence and paper clips have been removed from the files. All mix designs, JMF, shop drawings, Request

to Sublet, and Subcontract Agreements (Contract Compliance items) are filed in the appropriate Divisions (refer to Chapter 2, Contract Star-
tup), in this Manual.

n Prepare two sets of As-Built Plans (1-set to Dist. & 1- set to HQ)
n Make sure all completed Force Account(s) have been checked by appropriate Construction Division personnel, if required, then scanned into

appropriate Contract Files\06 FA directory.

ITEMS REQUIRED PRIOR TO A REMOTE CONTRACT PICKUP
n The EDOC Contract Files directories with Index spreadsheet copied to a flash drive.
n A copy of the completed EDOC Crew Checklist with AWPMaterials form.
n One set of As-Built Plans (take the other set to District).
n Make sure the Calculation Sheets are scanned into the appropriate EDOC Contract File Division Folder.

ITEMS TO COMPLETE FOR FORCE ACCOUNT
n The following documents must be included with the force account file:

l Force Account sheet(s) (Form No. 040-008)
l Fringe Benefit Statement
l Force Account Equipment Listing (Form No. 040-033)
l Force Account recap (one for each AEB (category))
l Extended Invoices (original or copy) and/or affidavit (original)

n Check the following on Force Account (FA) for Highway Patrol:
l NHP is providing uniformed officers.
l Payment is made on the Force Account (Form No. 040-008).
l Payment is total invoice + 10% and the information is placed in the materials section on the Force Account form (Form No. 040-008).
l Calculations are correct, the invoices have been checked and initialed, and are attached to the completed force account sheet.
l Force Account recap sheet is complete.

n Scan the original Force Account documents into Contract Files\06 FA directory.

ITEMS REQUIRED ON THE LAST SCALE TICKET FOR THE DAY
n Date and Type of material.
n Pit information.
n Contract and category number.
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n Ticket total must be checked, initialed, and circled.
n Stations match the load book and the plant report for the appropriate day.
n Waste must be explained and deducted from the accumulative (ticket) total.
n Waste is recorded and circled in Red, including '0 waste'.
n Total placed must be circled.
n Resident Engineer’s signature, not initials.
n Checker’s initials
n Optimum/actual moistures are shown for base course aggregate and calculations are done if required.

ITEMS TO CHECK ON THE RECORD OF DEL IVERY SHEETS
n Item No., Item, Plan Qty, and the Sig. Fig are complete.
n Verify date is complete.
n Truck and trailer number.
n Bill of Lading number or control number. If a control number is used, make sure it is noted in the Remarks column.
n Tons delivered matches the B/L. On Emulsified (diluted) make sure the tons delivered are shown as raw tons on the Record of Delivery.
n Every load is initialed.

ITEMS TO CHECK ON THE BILL OF LADINGS
n Contract number, delivery date and Inspector’s initials is written in the right-hand corner of the ticket.
n Weights have been checked and initialed.
n Tons delivered matches what is entered on the e-load sheet (Record of Delivery).
n If the B/L for Emulsified (diluted) comes to the job diluted, make sure the B/L states either 60/40 mix or it shows water and oil weights sep-

arately.
n All calculations are checked and initialed.
n The B/L is filed in the Contract Files\Contract\08 Scale Weights directory.

ITEMS TO CHECK ON THE ASPHALT PLANT RECORD
n Item No., Item, and the Sig. Fig. are complete.
n Sample number is listed and matches the Field No. on the Transmittal for Asphalt Sample (Form No. 020-016).
n Complete date and matches the Date Sampled on the Transmittal for Asphalt Sample (Form No. 020-016).
n Time has PM or AM listed with the time.
n Every load is initialed.

VERIFYING SUFF ICIENT B/LS TO COVER PRODUCTION
n Obtain the mix design(s) used.
n Take the percentages on the mix design for the asphalt and mineral filler.
n Enter the oil%, mineral filler %, and RAP% in the worksheet (obtained from SharePoint) to find out how much asphalt and mineral filler was

used, as illustrated in Chapter 10, Plantmix and Recycled Surface Items, in this Manual. Calculations will be based on the total mix. Do not
deduct waste.

n Compare the quantity delivered to the used and see if there is enough B/Ls to cover, if there are not enough B/Ls collected, the Resident
Engineer must contact the Contractor to see if more B/Ls can be submitted. Make sure the new B/Ls are not duplicates and are in the correct
time frame as the paving operation. If no more B/Ls can be collected, then contact the Construction Division to see what the next step will be.

n The total delivered on the Liquid and Emulsified Asphalt will be compared to the total on the e-load sheet (Record of Payment) verify if there
are enough B/Ls to cover what has been used. If there are not enough B/Ls to cover what was used and if no more B/Ls can be collected, then
a deduction by means of an AWP DWR posting stating, “there was not enough B/Ls to cover what was used”. Make sure to take the total raw
tons from the e-load sheet (Record of Delivery) and multiply by the appropriate manufacture recommended dilution factor.

n Gallon meter records and/or weigh-back tickets are required to calculate the app rate used. Verify the weights on the weigh-back tickets are
applied to the correct date.
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l When using the total B/L make sure the tons do not exceed the max that can be paid.
l When reading the gallon meter, a temperature correction factor must be used. Check the factor by using the graph in Chapter 11, Liquid

and Emulsified Asphalt Items, in this Manual.
n Assure the category numbers are correct.
n Station to station does not necessarily equal length. Length must be measured or calculated.
n Width must be measured or calculated (“Varies” is not acceptable).
n Inspector’s initials are required.

ITEM TO CHECK ON LETTERS OF AUTHORIZATION
n The original LOA backup documents are scanned into the appropriate Contract Files\07 Estimates directory.

ITEM TO CHECK ON LIQUIDATED DAMAGE FOR TIME
n Make sure there is a copy of the letter to the Contractor scanned into the Contract Files\07 Estimates directory.

ITEMS TO CHECK ON PRICE ADJUSTMENT LIQ . DAM. FOR ASPHALT
n Obtain the e-load sheet (Record of Delivery), the Plant Record, the scale tickets, the Liquidated Damage e-form obtained from SharePoint,

and the failing test reports from the Lab.
n Compare the failing test report to the plant record to match the field sample number and the date the sample was taken.
n Make sure the Lab Test #, Date Sampled, Sample #, and Demerits compare to the Liquidated Damage spreadsheet. (Print form from

SharePoint).
n Compare the demerits on the Liquidated Damage spreadsheet to the demerits shown in the Silver Book to assure the deduction per ton on the

spreadsheet is correct.
n Calculate how much asphalt was used on the days that had failing asphalt. The percent of asphalt is based off the mix design.
n If there was more than one sample taken on a particular day, take the asphalt used and divide by the number of samples taken to get the ton-

nage each sample represents, whether the sample failed or passed. This will be the quantity used on the Liquidated Damage spreadsheet
under Tons.

n Make sure the Liquidated Damages spreadsheet is complete and the calculations are correct.
n Save the Liquidated Damages spreadsheet with all the backup test reports from the lab in the appropriate Contract Files\Contract\07 Estim-

ates directory.
n Calculate how much asphalt was used on the days that had failing asphalt. The percent of asphalt is based off the mix design.
n If there was more than one sample taken on a particular day, take the asphalt used and divide by the number of samples taken to get the ton-

nage each sample represents, whether the sample failed or passed. This will be the quantity used on the Liquidated Damage spreadsheet
under Tons.

n Make sure the Liquidated Damages spreadsheet is complete and the calculations are correct.
n Save the Liquidated Damages spreadsheet with all the backup test reports from the lab in the appropriate Contract Files\Contract 07 Estim-

ates directory.

ITEMS TO CHECK ON PRICE ADJUSTMENT LIQ . DAM. FOR LIQUID AND
EMULSIF IED ASPHALT
n Obtain the Liquidated Asphalt e-load sheet, the failing test reports from the Lab, and the Liquidated Damage spreadsheet.
n Compare the Lab Test #, Date Sampled, Refinery #, Truck #, Trailer #, and demerits to the Liquidated Damage spreadsheet.
n Compare the demerits on the Liquidated Damage spreadsheet to the demerits shown the Silver Book to assure the deduction per ton on the

Liquidated Damage spreadsheet is correct.
n To check the tons damaged based on what was used of the load. Remember emulsified asphalt is based on diluted tons.
n Make sure the Liquidated Damages spreadsheet is complete and the calculations are correct.
n Save the Liquidated Damages spreadsheet with all the backup test reports from the lab in the Contract Files\Contracts 07 Estimates directory.
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ABBREVIATIONS

Common abbreviations used at NDOT are listed below:
AEB Agreement Estimate Breakout
AP Agreed Price
AWP AASHTOWare Project Construction & Materials™
B/L Bill of Ladings
BMP Best Management Practices
Catg Category (A.K.A. AEB)
CCC Contract Compliance Clearance
CL Center Line
CMP Corrugated Metal Pipe
CP Contract Payment
CPM Critical Path Method
CTB Cement Treated Base
DI Drop Inlet
FA Force Account
FEMA Federal Emergency Management Agency
FHWA Federal Highway Administration
GASB Governmental Accounting Standards Board
GMMS Ground Mounted Metal Supports
GM TS Ground Mounted Timber Supports
HMA Hot Mix Asphalt
LOA Letters of Authorization
LS Lump Sum
LT Left Line
MSDS Material Safety Data Sheet
MEAS Measure
MP Milepost
PBS Plantmix Bituminous Surface
PCCP Portland Cement Concrete Pavement
PoDI Projects of Divisional Interest (Federal)
Pmt Payment (refers to Contractor progress payments)
Qty Quantity
RCB Reinforced Concrete Box
RCP Reinforced Concrete Pipe
RE Resident Engineer
RT Right Line
Sig. Fig. Significant Figure
SID Special Improvement District
STSR Sampling and Testing Status Report
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SWPPP Stormwater Pollution Prevention Plan
UOM Unit of Measure
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VOLUME CALCULATIONS

The below calculations are only used when weights (computerized load tickets) cannot be obtained for an item paid by the ton.

Cubic Yards
Unit Weight* = Pounds per Cubic Foot
Pounds per Cubic Foot X 27 = Pounds Per Cubic Yards
Length’ X Width’ X Depth’/27 = Cubic Yards
Cubic Yards X Pounds per Cubic Yards = Pounds
Pounds/2000 = Tons

Cubic Foot
Unit Weight* = Pounds per Cubic Foot
Length’ X Width’ X Depth’ = Cubic Feet
Cubic Feet X Pounds per Cubic Foot = Pounds
Pounds/2000= Tons

*Unit Weight is based on theoretical or the actual unit weight for the material being placed.
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AREA CALCULATIONS
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Proration Example:
Pipe plan = 40 LFT
Pipe field measure = 45 LF
Structure Excavation plan = 120 CUYD
45 ÷ 40 = 1.125 x 120 = 135 CUYD new quantity for structure excavation
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CALCULATION SHEET

Calculations made for determining pay quantities (final or estimated) for contract items requiring computations too extensive to place in the
remarks section in an DWR, will be made on a Calculation Sheet (Figure B-1). These sheets will be scanned and saved in the Contract Files, Divi-
sion No. 7 - Construction Pay Estimate and Related Data, 7.10 DWR Calc Sheets directory. Name these sheets using this standard naming con-
vention; YYYY-MM-DD.DWR.inspector initials (i.e. 2016-06-07.DWR.ACR.pdf).

Figure B-1: Calculation Sheet
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CONSTRUCTION CREW FORMS

1 = Resident Engineer, 2 = District, 3 = Construction, 4 = Materials, 5 = Contractor

O = Originals, X = Copies

FORMNO REV DATE DESCRIPTION 1 2 3 4 5

018-001 01-20 Construction Site Stormwater Inspection Form (SharePoint Only) O  X

040-000 08-18 Vehicle Weight Limit (SharePoint Only) O X

040-002 01-22 Record of Authorization to Proceed with Extra Work (SharePoint Only) O X X

040-008 04-21 Daily Costs of Force Account w Standby (SharePoint Only) O X

040-009 08-16 Daily Record of Scale Weights (SharePoint Only) O X

040-011A 02-22 Daily Plant Inspector’s Report (SharePoint Only) O

040-011B 02-22 Daily Paving Inspector's Report (SharePoint Only) O

040-012 03-06 Contractor Traffic Log (SharePoint Only) O X

040-015 03-23 Request for Payment for Materials on Hand (SharePoint Only) X O

040-018 08-06 Compaction Report for PBS Drilled Core Data (SharePoint Only) X X O X

040-019 06-05 Dowel Bar Placement Worksheet (SharePoint Only) X X O X X

040-020 01-19 Inventory of Standard Testing Equipment - Construction Field Labs
(SharePoint Only) X X O

040-024 04-05 Concrete Evaporation Rate and Cure Monitoring (SharePoint Only) X X O X

040-025 07-04 Transit Mix Concrete Delivery (Stockroom) O X X

040-027 06-05 Rock Compaction Inspection Report (SharePoint Only) X X O X

040-028 01-22 Safety Inspection Checklist – Contractors Operations (Share-Point 
Only) X O

040-031 05-15 Nuc Gauge Transfer and Packing Form (SharePoint Only) X O

040-033 02-16 Contractor’s Force Account Equipment List (SharePoint Only) O

040-034 12-16 Calculation Sheet (SharePoint Only) O

040-038 03-16 Hotplant Calibration Sheet (SharePoint Only) X X O X

040-040 02-16 Equipment Watch Recap Sheet (SharePoint Only) O

040-042 02-16 Weekly Trainee Report (SharePoint Only) O X

040-044 03-19 Contractor Past Performance Rating (CPPR) (SharePoint Only) X  X O

040-045 07-07 Daily Hotplant Worksheet (SharePoint Only) X O
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1 = Resident Engineer, 2 = District, 3 = Construction, 4 = Materials, 5 = Contractor

O = Originals, X = Copies

FORMNO REV DATE DESCRIPTION 1 2 3 4 5

040-046 11-05 Monthly Summary of Plant Establishment (SharePoint Only) X X O X

040-049 09-96 Haul Ticket (Stockroom) O

040-051 01-97 Field Report for CTB Strength Tests (SharePoint Only) X X O X

040-052 03-97 Daily Report for CTB Mixture (SharePoint Only) X X O X

040-056B 05-15 Workzone Traffic Control Checklist (SharePoint Only) X O X

040-058 11-16 Foundation Piling Driving Record (SharePoint Only) X X O X X

040-059 11-16 Continuous Pile Driving Record (SharePoint Only) X X O X X

040-060 01-17 Drilled Shaft Inspection Report (SharePoint Only) O X X

040-061 02-17 Drilled Shaft Drilling Slurry Inspection Report (SharePoint Only) O X X

040-063 10-20 Pull-Off Test for Polymer Concrete (SharePoint Only) X X O X X

040-064 09-03 Pavement Core Record (SharePoint Only) X X O X

040-067 05-09 Water Volume Calculations for Sand Cone and Meas. Vessel (Hat)
(SharePoint Only) X X O X

040-068 03-09 Sand Density Calculation (SharePoint Only) X X O X

040-077 08-16 Liquidated Damages for Failing Asphalts (SharePoint Only) O X X

040-081 10-16 Calibration of Unit Weight Measure X X O X

040-084 07-20 Ride Pay Adjustment Calc. Sheet (SharePoint Only) X O

040-087 10-08 Material Deposit Usage Report (SharePoint Only) X X O X

040-088 06-16 Daily Biological Field Report (SharePoint Only) X O X

040-090 04-19 Dispute Process Documentation X X O X X

070-052 03-93 NDOT Transmittal (Stockroom)
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INDEPENDENT ASSURANCE FORMS

1 = Resident Engineer, 2 = District, 3 = Construction, 4 = Materials, 5 = Contractor

O = Originals, X = Copies

FORMNO REV
DATE DESCRIPTION 1 2 3 4 5

040-005 01-22 Audit Report Form for Compaction Curve (SharePoint Only) X X O

040-022 01-22 Field Lab Inspection Report (SharePoint Only) X X O

040-055 10-20 Field Lab Safety Equipment Inspection (SharePoint only) X X O

040-071 01-22 Auditor's Report of Concrete Tests (SharePoint Only) X X O

040-072 01-22 Report Form for TwoWay Audits (SharePoint Only) X X O

040-074 10-16 Equipment Repair Form Utilized by the I.A. Lab X X O

040-079 01-22 Visual Audit Report Form (SharePoint Only) X X O

040-085 08-03 Field Lab Inspection (SharePoint Only) X O

040-086 08-03 Nuclear Personnel Inspection (SharePoint Only) X O

040-089 01-22 Visual Audit for Nuclear Density Gauge - Plantmix (SharePoint Only) X X O

040-089A 01-22 Visual Audit for Nuclear Density Gauge - Soils (SharePoint Only) X X O

040-091 01-22 Audit Report form for In-Place Density of Treated and Un-treated Soils and
Aggregates (SharePoint Only) X X O
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