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OVERVIEW

Thischapter providesguidance for setting up a newlyawarded contract, setting up the field office electronic file system for storing
contract documentation files, obtaining E-Bidding reports to assist in contract bid item review, understanding significant figuresand
obtaining the required safety inspection report.

BEGINNING OF A CONTRACT

At the beginning of a contract, theResident Engineer andOffice Engineer will receive emails containing the following information
necessary for contract documentation startup:

n Notification that the contract hasbeen loaded in FieldManager™. (Construction Admin ServicesSection)
n Asphalt Escalation spreadsheet (when applicable) (Construction Admin ServicesSection)
n FuelEscalation spreadsheet (Construction Admin ServicesSection)
n SteelEscalation spreadsheet (when applicable) (Construction Admin ServicesSection)
n Record of Deliveryspreadsheets (when applicable) (Construction Admin ServicesSection)
n Liquid/Emulsified Asphalt Application andPayment spreadsheet (Construction Admin ServicesSection)
n MaterialsSampling and TestingChecklist (MaterialsDivision)
n Acceptance Testing SummarySheet (ATSS) (ConstructionQualityAssuranceSection)

Other information required for contract startup includes:

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

Each of the above itemswill be explained in detail in the appropriate chapter in thismanual.

F IELDMANAGER INFORMATION
n Enter the following information in FieldManager at the start of a contract. Refer to Chapter 3,Workingwith Contracts, in the

FieldManager User Guide for details.
l Construction StartedDate
l ManagingOfficeManager (Office Engineer)
l TimeChargesStart Date
l Users (Mobile Inspector users)

n Compare the items in the FieldManager MaterialsList with the items in theSampling and TestingChecklist from theMaterials
Division. Refer to Chapter 6,WorkingwithMaterials, in the FieldManager User Guide, for details.

ELECTRONIC ORGANIZATION OF CONTRACT
DOCUMENTATION

All field office records for each contractmust be organized in the standardizedEDOCContract Filesdirectory template. Utilizing
thisdirectory template on each contract will enable crew personnel, headquarterspersonnel, district personnel, FHWA, etc. to loc-
ate contract information consistently.
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The directory template contains the followingmajor file directoriesand file index:

n Contract Files
n Materialsand Testing Files
n XXXXFILE INDEX.xlsx

Each contract will have an electronic file directorywhich contains the contract specificdocuments.Within these file directoriesare
divisionsand associated subdivisionswhich correspond to the variousareaswithin Contract Administration. The subdivisions (sub-
directories) will be set up in accordancewith the contract specificdocuments.

The initialContract FilesandMaterialsand Testing Filesdivisionshave been set upwith subdirectories. These initial subdirectories
are examplesand can be renumbered, renamed, deleted and new subdirectoriescan be added asnecessary, per the contract. It
is acceptable to have nonsequential subdirectorynumbers in the case that a subdirectory isdeleted.

SETT ING UP THE EDOC CONTRACT FILES DIRECTORY TEMPLATE
TheEDOC directory template is set up in a ZIP file (EDOCContracts files.zip) that is in the SharePoint ConstructionCrew Portal,
ConstructionCrewDocuments, area.

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

To set up theEDOCContract Filesdirectory template on a district share drive:

1. Using Internet Explorer, go to theSharePoint ConstructionCrew Portal, ConstructionCrewDocuments, and click theEDOC
Contract Files.zip file (Figure 2-1).

Figure 2-1: EDOC Contract Files.zip
2. ClickonDownload (Figure 2-2).

Figure 2-2: Download the zip file
3. Amessage boxwill open at the bottomof thewindow asking to save the file. Clickon theSave button (Figure 2-3).
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Figure 2-3: Saving the zip file
4. Amessage boxwill open at the bottomof thewindowwhen the file hasdownloaded. Clickon theOpen Folderbutton (Figure

2-4).

Figure 2-4: Viewing the zip file
5. WindowsExplorer will open to the locationwhere the zip file wasdownloaded. This is typically theDownloads location. Double-

clickon theEDOC Contract Files.zip file (Figure 2-5).

Figure 2-5: Opening the zip file
6. ClickonExtract all (Figure 2-6).

Figure 2-6: Extract all files
7. ClickBrowse to select theDestination andExtract Files (Figure 2-7).
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Figure 2-7: Extract Compressed (Zipped) Folders
8. Browse to the location on your District/Crew share drive (Figure 2-9) to extract the directory template (EDOCContractFiles)

and clickOK (Figure 2-8).

Figure 2-8: Select a Destination
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Figure 2-9: District/Crew Share Drives
9. ClickExtract (Figure 2-10).

Figure 2-10: Extract the Zipped File
10. A copystatuswindowwill openwhile the zip file copies (extracts) the files (Figure 2-11).
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Figure 2-11: Copy Status Window
11. When the filesare done copying,WindowsExplorer will open and youwill see theEDOCContract Filesdirectory (Figure 2-

12).

Figure 2-12: EDOC Contract Files Directory
12. Whenmanagingmore than one FieldManager EDOC contract, copy theEDOCContract Filesdirectoryand paste into the

same directory (Figure 2-13).

Figure 2-13 : Copy and Paste EDOC Files Directory
13. Rename theEDOCContract Filesdirectory(ies) byentering the FieldManager Contract ID at the beginning and remove the

wordCopy (if needed) (Figure 2-14).

Figure 2-14: Rename EDOC Files Directory(ies)
14. TheEDOCContract Filesdirectory template contains two subdirectories (theContract Files&Materials&Testing Files) and a

file indexspreadsheet (Figure 2-15). Each subdirectorycontainsadditional subdirectories (Divisions) that are explained in the
following sections.
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Figure 2-15: EDOC Contract Files Subdirectories
15. TheXXXXFILE INDEX.xlsxspreadsheet contains the information that Construction Admin Serviceswill pickup at the time of

contract closeout. Rename this file by replacing theXXXXwith your contract ID. Update the records in this indexso that it cor-
responds to the changesmade to the subdirectorynames in each division on the crew share drive.

CONTRACT FILES – DIVISIONS

TheContract Filessubdirectoryconsistsof 17Divisions (Figure 2-16). Eachwill be explained in the following pages.

Figure 2-16: EDOC Contract Files Subdirectories

DIVISION NO. 1 - INFORMATION FURNISHED AT THE START AND DURING THE CONTRACT

Thisdivision containsdocuments furnished to theResident Engineer at the beginning and during the contract. Figure 2-17 shows
an example of the subdivisionscontained inDivision 1:
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Figure 2-17: Contract Files, Division No. 1

DIVISION NO. 2 - GENERAL CORRESPONDENCE

Thisdivision containscorrespondence relative to the contract. Figure 2-18 showsan example of the subdivisionscontained inDivi-
sion 2.

Figure 2-18: Contract Files, Division No. 2

DIVISION NO. 3 – MULTIMEDIA RECORDS

Thisdivision contains the photographsand videos that relate to a contract. Create subdirectories in this location to organize photos
and videosasneeded. Ensure that the file names for individual photosand/or videosclearly labelwhat theyare. Figure 2-19 shows
an example of the subdivisionscontained inDivision 3.
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Figure 2-19: Contract Files, Division No. 3

DIVISION NO. 4 - CLAIMS

Thisdivision containsclaimsor information concerning claimspertaining to the contract. Figure 2-20 showsan example of the sub-
divisionscontained inDivision 4. Separate file foldersare required for each individual claim.

Figure 2-20: Contract Files, Division No. 4

DIVISION NO. 5 - CONTRACT MODIFICATIONS

Thisdivision contains the FieldManager ContractModification, all supporting documents, and justifications. Figure 2-21 showsan
example of the subdivisionscontained inDivision 5.

Figure 2-21: Contract Files, Division No. 5

DIVISION NO. 6 - FORCE ACCOUNT

Thisdivision contains the originalDailyForceAccount sheets, invoices, fringe benefit statements, force account recap and other
required information described inChapter 4, ForceAccount, of thisManual. Figure 2-22 showsan example of the subdivisionscon-
tained inDivision 6. Separate file foldersare required for each ForceAccount Itemand each individual category.
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Figure 2-22: Contract Files, Division No. 6

DIVISION NO. 7 – PAY ESTIMATES AND RELATED DATA

Thisdivision contains reports related to the bi-weeklyConstruction payestimatesand supporting documentation. Figure 2-23
showsan example of the subdivisionscontained inDivision 7.

Figure 2-23: Contract Files, Division No. 7

DIVISION NO. 8 - DAILY RECORD OF SCALE WEIGHTS

Thisdivision contains theRecord of Deliveryspreadsheets for itemspaid by the ton and theBill of Ladings (B/L) (only) for Asphalts,
PortlandCement, andMineralFiller. A copyof the B/L alongwith the certification and theSample Transmittal for Asphalt (Form
No. 020-016), PortlandCement, andMineralFiller shall be filed inMaterial and Testing Files, DivisionNo. 4, asdescribed in this
chapter. Figure 2-24 showsan example of the subdivisionscontained inDivision 8. Separate file foldersare required for each item.
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Figure 2-24: Contract Files, Division No. 8

DIVISION NO. 9 - SURVEY

Thisdivision containsworksheetsnot used for payment. Figure 2-25 showsan example of the subdivisionscontained inDivision 9.
Separate file foldersare required for each item.

Figure 2-25: Contract Files, Division No. 9

DIVISION NO. 10 – AGREEMENTS

Thisdivision containsagreements received pertaining to utilities, right-of-way, developers, land owners, entities, etc. Figure 2-26
showsan example of the subdivisionscontained inDivision 10. Separate file foldersare required for each item.

Figure 2-26: Contract Files, Division No. 10

DIVISION NO. 11 - REQUEST TO SUBLET/SUBCONTRACT AGREEMENT

Thisdivision contains requests to sublet, subcontract agreements, and anyother correspondence relative to contract agreements.
Figure 2-27 showsan example of the subdivisionscontained inDivision 11. Separate file foldersare required for each sub-
contractor.
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Figure 2-27: Contract Files, Division No. 11

DIVISION NO. 12 – MISCELLANEOUS

Thisdivision contains items thatmaybe necessary to file but are not covered elsewhere. Figure 2-28 showsan example of the sub-
divisionscontained inDivision 12. Separate file foldersare required for each item.

Figure 2-28: Contract Files, Division No. 12

DIVISION NO. 13 – STORMWATER

Thisdivision containsStormwater reportsand information. Figure 2-29 showsan example of the subdivisionscontained inDivision
13. Separate file foldersare required for each item.

Figure 2-29: Contract Files, Division No. 13

DIVISION NO. 14 – RFIS AND PRELIMINARY RFIS (REQUEST FOR INFORMATION)

Thisdivision containscopiesof allRFIs. All originalRFIswill be distributed asnecessary. Figure 2-30 showsan example of the sub-
divisionscontained inDivision 14. Separate file foldersare required for eachRFI.
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Figure 2-30: Contract Files, Division No. 14

DIVISION NO. 15 – SUBMITTALS

Thisdivision containsallSubmittals. One copyof the submittalwill be retained and filed, the rest will be distributed asnecessary.
When the approved/stamped copiesare returned, retain and file one or more asneeded and send the remainder to the contractor.
The submittal isalso filedwith all related backup and correspondence. Figure 2-31 showsan example of the subdivisionscontained
inDivision 15. Separate file foldersare required for each submittal.

Figure 2-31: Contract Files, Division No. 15

DIVISION NO. 16 – SHOP DRAWINGS

Thisdivision containsShopDrawings. One copyof each shop drawingwill be retained and filed. The remainder of the drawingswill
be distributed asnecessary.When the approved/stamped copiesare returned, retain and file one or more asneeded and send the
remainder to the contractor. File all correspondence and related backup documentationwith the shop drawing. Figure 2-32 shows
an example of the subdivisionscontained inDivision 16. Separate file foldersare required for each shop drawing.

Figure 2-32: Contract Files, Division No. 16

DIVISION NO. 17 – PLAN SHEET REVISIONS AND QUANTITY REVISIONS

Thisdivision containsall plan sheetsand quantity revisions. All information in thisdivision shall be used to complete theAs-Built
Plansbefore the final closeout. Figure 2-33 showsan example of the subdivision contained inDivision 17.
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Figure 2-33: Contract Files, Division No. 17

MATERIALS & TESTING FILES – DIVISIONS

TheMaterials&Testing Filesdirectoryconsistsof 12Divisions (Figure 2-34). Eachwill be explained in the following pages. Refer to
theMaterialsSampling and TestingChecklist to assist in setting up the divisions in theMaterial&Testing Filesdirectory. Make sure
to checkwith theMaterialsDivision on items that are added to the contract throughContractModifications to see if samplesor cer-
tificationsare required.

Note: Direct anyquestionsconcerning filing in theseDivisions toConstructionDivisionQualityAssurance staff.

Figure 2-34: EDOC Materials and Testing Files Subdirectories

DIVISION NO. 1 - MATERIALS INSPECTION, SAMPLING & TESTING PACKET AND QPL

Thisdivision contains theMaterials Inspection, Sampling and Testing Packet and theQualified Product List (QPL) received at the
start of a contract from theMaterialsDivision. TheMaterials Inspection, Sampling and Testing Packet and theQPLwill include
important information and should be reviewed upon receipt. Figure 2-35 showsan example of the subdivisionscontained inDivi-
sion 1. Separate file foldersare required for each item.

Figure 2-35: Materials & Testing Files, Division No. 1

DIVISION NO. 2 - DISTRICT AND QUALITY ASSURANCE AUDIT REPORTS

Thisdivision containsall audit results conducted byConstructionDivisionQualityAssurance staff. Figure 2-36 showsan example of
the subdivisionscontained inDivision 1. Separate file foldersare required for each item.
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Figure 2-36: Materials & Testing Files, Division No. 2

DIVISION NO. 3 - SOURCE MATERIALS INFORMATION AND REQUIREMENTS

Thisdivision contains the contractor’s sourcesofmaterialsand deposit information. Figure 2-37 showsan example of the sub-
divisionscontained inDivision 3. Separate file foldersare required for eachmaterial type.

Figure 2-37: Materials & Testing Files, Division No. 3

DIVISION NO. 4 - MATERIALS DIVISION CERTS AND TEST REPORTS

Thisdivision containsmaterial certifications, the emailsapprovingmaterials certifications, and test results to/from theMaterialsDivi-
sion. Figure 2-38 showsan example of the subdivisionscontained inDivision 4. Create separate file foldersbased on the items in
theMaterialsCheckList.

Figure 2-38: Materials & Testing Files, Division No. 4

DIVISION NO. 5 - INTERNAL PROFILE MEASUREMENT RESULTS

Thisdivision containscopiesof profile reportsprovided by the contractor. The original reportsare sent to ConstructionDivision
QualityAssurance. Figure 2-39 showsan example of the subdivisionscontained inDivision 5. Separate file foldersare required for
each item.

Figure 2-39: Materials & Testing Files, Division No. 5
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DIVISION NO. 6 - COMPACTION

Thisdivision containscopiesof field compaction tests (acceptance and informational). The original test reportsare sent to Con-
structionDivisionQualityAssurance. Any retestsshall be attached to the original test to which it pertains. Figure 2-40 showsan
example of the subdivisionscontained inDivision 6. Separate file foldersare required for each type ofmaterial and compaction
requirements. Refer to the Field TestingGuide for numbering of test reports.

Figure 2-40: Materials & Testing Files, Division No. 6

DIVISION NO. 7 - AGGREGATE GRADATION RESULTS

Thisdivision containscopiesof field gradation testsandworksheets (acceptance and informational), including all aggregate sieve
analysiswhether for roadway, stockpilematerialsor concrete aggregates. The original test reportsare sent to ConstructionDivi-
sionQualityAssurance. Figure 2-41 showsan example of the subdivisionscontained inDivision 7. Separate file foldersare
required for each type ofmaterial. Refer to the Field TestingGuidemanual for numbering of test reports.

Figure 2-41: Materials & Testing Files, Division No. 7

DIVISION NO. 8 - PLANT REPORTS

Thisdivision containscopiesof allmixdesigns, jobmix formulas, and theDailyPlant Report of Asphalt Mixtures (FormNo. 040-
011). The original test reportsare sent to ConstructionDivisionQualityAssurance. Figure 2-42 showsan example of the sub-
divisionscontained inDivision 8. Separate file foldersare required for each type ofmaterial. Refer to the Field TestingGuide for
numbering of test reports.

Note: Acopyof allmixdesignsused in the paving operationsshall be filed in the appropriate files in Contract files, DivisionNo.
12 asdescribed in this chapter.
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Figure 2-42: Materials & Testing Files, Division No. 8

DIVISION NO. 9 - STRUCTURE FOUNDATION INSPECTION REPORTS

Thisdivision containscopiesof Foundation Pile DrivingRecords, Pile Load Test Data Sheet, Drilled Shaft InspectionReports, Struc-
ture Foundation InspectionRecords, Cross-hole SonicLoggingSheets, and anyother information relating to pile driving and struc-
ture foundation. The original test reportsare sent to ConstructionDivisionQualityAssurance. Figure 2-43 showsan example of the
subdivisionscontained inDivision 9. Separate file foldersare required for each type ofmaterial.

Figure 2-43: Materials & Testing Files, Division No. 9

DIVISION NO. 10 - CONCRETE REPORTS

Thisdivision containscopiesof the concretemixdesigns, cylinder breaks, and anyother information relating to concrete. Cylinder
breaksare filed by themixdesign number. Figure 2-44 showsan example of the subdivisionscontained inDivision 10. Separate file
foldersare required for each.

Note: File the 7-daycylinder breaks.When the 14-daycylinder break is received, discard the 7-daycylinder breakand
replace it with the 14-daycylinder break.When the 28-daycylinder break is received, discard the 14-daycylinder breakand
replace it with the 28-daycylinder break.
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Figure 2-44: Materials & Testing Files, Division No. 10

DIVISION NO. 11 – PAINT

Thisdivision contains test reportson paint thickness, retro-reflectivity, andmarking film pull tests. Figure 2-45 showsan example of
the subdivisionscontained inDivision 11. Separate file foldersare required for each.

Figure 2-45: Materials & Testing Files, Division No. 11

DIVISION NO. 12 – MISCELLANEOUS

Thisdivision containsanyother items thatmaybe necessarybut are not covered elsewhere in theMaterialsand Testing section.
Figure 2-46 showsan example of the subdivisionscontained inDivision 12. Separate file foldersare required for each item.

Figure 2-46:Materials & Testing Files, Division No. 12

AGREEMENT ESTIMATE BREAKOUT REPORT

TheAgreement Estimate Breakout (AEB) report identifiesconstruction type codes, funding sources, bid itemsand bid itemquant-
itiesbyproject andAEB. In the FieldManager programanAEB is referred to asa category. Categories (AEB) in a contract are
established for each different type of construction (major structure, urban roadway, rural roadway, etc.) and different funding
sources (State - C1C, Federal - C2C, Third Party - C3C, i.e. County, City, Utilities, etc.).

TheResident Engineer will compare theAEB report with the project plans to ensure that the bid itemsand quantities in each cat-
egory (AEB) are correct in the FieldManager program. Figure 2-47 showsan example of the AEB report.

All construction personnelwill be familiar with the AEB report, and are expected to record all quantitiesof itemsused on the contract
according to the category (AEB) shown therein. The category (AEB) numbersassigned byDesign, will be usedwhen documenting
or posting pay items, andmaynot be changed or modified.When an original bid item isnot listed in the correct category (AEB) it will
be added by theResident Engineer in aContractModification. Itemsmust be paid for where theyare placed.When a new category
(AEB) isneeded, theConstructionDivisionwillworkwith the FinancialManagement Budget Division to budget the new category
(AEB). The new category (AEB) is then added to the contract in FieldManager and theResident Engineer isnotified. TheResident
Engineer will then create aContractModification to add the required items to the new category (AEB). Refer to Chapter 3, Con-
tractModificationsand Lettersof Authorization, in thisManual for details.

Note: TheAgreement Estimate report is found on theE-Bidding Portal Intranet in theContract Documents tab.
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Figure 2-47:Example of the Agreement Estimate Breakout Report

ESTIMATE OF QUANTITIES REPORT

TheEstimate of Quantities report identifies the overall quantitiesof the items in a contract.

TheResident Engineer will compare theEstimate of Quantity report with the FieldManager Item list to ensure that the overall quant-
itiesof all the items in a contract are correct. Figure 2-48 and Figure 2-49 show examplesof the Estimate of Quantities report and
the FieldManager ItemList.

In FieldManager, all LumpSum (LS) itemquantitiesare displayedwith the actual dollar amount of the itemand theUnit Price is
alwaysdisplayed as$1.

It is the responsibility of theResident Engineer to update theEstimate of Quantities report as itemquantitieschange or if new items
are added. A copyof this report, with all changesand additions, will be attached to theAs-Built plansat the end of the contract.
Quantitiescan onlybe changed bya supplemental notice or bya contractmodification.

Note: TheEstimate of Quantities report is found on theE-Bidding Portal Intranet in theContract Documents tab.
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Figure 2-48:Example of the Estimate of Quantities Report
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Figure 2-49:Example of the FieldManager Item List

SIGNIF ICANT FIGURES

The following isa list of themethod ofmeasurement and payment that will be used on all items in a contract (Figure 2-50). It is the
responsibility of the Inspector andOffice Engineer to knowwhich itemscan be paid to plan or requiresameasurement and/or cal-
culation.

UOM Sig.
Fig. Requirements                 Remarks

ACRE 0.001 Meas&calcs

*CUFT 0.01 Meas&calcs

*CUYD 0.01 Plan qty,meas&calcs if different then plan qty Cannot payplan on removal items, Riprap itemsor
itemsbeingweighed.

DAY 1

L.S. 0.01 Percentage

EACH 1, 0.5 Counted
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UOM Sig.
Fig. Requirements Remarks

GAL 1 Meas&calcs Must take picture of the container label and email to
theOffice Engineer.

HOUR 1, 0.5

LINFT 1 Meas

MILE 0.01 Meas&calcs

MONTH 0.5 &1.0

POUND 1 Plan qty,meas&calcs if different then plan qty
If an item isdelivered in a container or sack, a picture
of the labelmust be taken and emailed to theOffice
Engineer.

*SQFT 0.01 Meas&calcs

If taking quantities from theStandard Plans for mark-
ing film or sign quantities from theContract Plans,
plan qty. maybe paid. Otherwise, calculationsare
required in theRemarksarea. For signs, the sign num-
ber is required in theRemarksarea.

*SQYD 0.1 Meas&calcs

STATION 0.01 Meas&calcs

TON 0.01 Weighed over scales Scale sheets, delivery tickets, or meas&calcs

*Can payplan on the followingDrainage items: Pipe, RCP,Misc. Structures, Retaining, Sound andMSEWall. Cannot payplan
onRiprap.

Figure 2-50: Significant Figures (Sig. Fig.)

SAFETY INSPECTION CHECKLIST

TheSafety InspectionChecklist (FormNo. 040-028) hasbeen developed to aid inmonitoring safety conditionson a contract.

Note: Formschange periodically, go to theSharePoint Construction Forms,QualityAssuranceArea for the latest version.

TheSafety InspectionChecklist must be completed by the contractor at the start of a contract and turned into theNDOT field office
to be distributed according to the bottomof the form.On contractsof long duration, a new checklist must be completed and sub-
mitted once a year.

All Safety InspectionChecklist formswill be saved electronically in the EDOCContract Files\Contract Files\DivisionNo. 1 - Inform-
ation Furnished at the Start &During theContract\1.# Safety InspectionChecklist directory.
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