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CONTRACT STARTUP

This chapter provides guidance for setting up a newly awarded 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 figures and
obtaining the required safety inspection report.

BEGINNING OF A CONTRACT

Atthe beginning of a contract, the Resident Engineer and Office Engineer will receive emails containing the following information
necessary for contract documentation startup:

Notification that the contract has been loaded in FieldManager ™. (Construction Admin Services Section)
Asphalt Escalation spreadsheet (when applicable) (Construction Admin Services Section)

Fuel Escalation spreadsheet (Construction Admin Services Section)

Steel Escalation spreadsheet (when applicable) (Construction Admin Services Section)

Record of Delivery spreadsheets (when applicable) (Construction Admin Services Section)
Liquid/Emulsified Asphalt Application and Payment spreadsheet (Construction Admin Services Section)
Materials Sampling and Testing Checklist (Materials Division)

Acceptance Testing Summary Sheet (ATSS) (Construction Quality Assurance Section)

Other information required for contract startup includes:

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

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

FIELDMANAGER INFORMATION

m Enter the following information in FieldManager at the start of a contract. Refer to Chapter 3, Working with Contracts, in the
FieldManager User Guide for details.
« Construction Started Date
« Managing Office Manager (Office Engineer)
« Time Charges Start Date
« Users(Mobile Inspector users)

m Compare the itemsin the FieldManager Materials List with the items in the Sampling and Testing Checklist from the Materials
Division. Refer to Chapter 6, Working with Materials, in the FieldManager User Guide, for details.

ELECTRONIC ORGANIZATION OF CONTRACT
DOCUMENTATION

Allfield office records for each contract must be organized in the standardized EDOC Contract Files directory template. Utilizing
this directory template on each contract will enable crew personnel, headquarters personnel, district personnel, FHWA, etc. to loc-
ate contractinformation consistently.
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CONTRACT STARTUP

The directory template contains the following major file directories and file index:

m ContractFiles
m Materialsand Testing Files
m  XXXXFILE INDEX xsx

Each contract will have an electronic file directory which contains the contract specific documents. Within these file directories are
divisions and associated subdivisions which correspond to the various areas within Contract Administration. The subdivisions (sub-
directories) will be set up in accordance with the contract specific documents.

The initial Contract Files and Materials and Testing Files divisions have been set up with subdirectories. These initial subdirectories
are examples and can be renumbered, renamed, deleted and new subdirectories can be added as necessary, per the contract. It
is acceptable to have nonsequential subdirectory numbersin the case that a subdirectory is deleted.

SETTING UP THE EDOC CONTRACT FILES DIRECTORY TEMPLATE

The EDOC directory template is set up in a ZIP file (EDOC Contracts files.zip) that is in the SharePoint Construction Crew Portal,
Construction Crew Documents, area.

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

Tosetup the EDOC Contract Files directory template on a district share drive:

1. Using Internet Explorer, go to the SharePoint Construction Crew Portal, Construction Crew Documents, and clickthe EDOC
Contract Files.zip file (Figure 2-1).

Construction Crew Documents

Mame

@] Construction Contract Closeout ...

W8 ~EDOC Contract Fileszip

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

J Download | [§] Delete [ Copyto

Bl EDOC Contract Files

Figure 2-2: Download the zip file
3. Amessage boxwill open at the bottom of the window asking to save the file. Click on the Save button (Figure 2-3).
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Do you want to save EDOC Contract Files.zip (143 MEB) from nevadadot.sharepoint.com?

Figure 2-3: Saving the zip file

Save Cancel ‘

4. Amessage boxwill open at the bottom of the window when the file has downloaded. Click on the Open Folder button (Figure

2-4).

The EDOC Contract Files.zip download has completed.

Figure 2-4: Viewing the zip file

Open hd Open folder View downloads ‘

5. Windows Explorer will open to the location where the zip file was downloaded. This is typically the Downloads location. Double-

clickonthe EDOC Contract Files.zip file (Figure 2-5).

5 | Downloads

m Home Share Wiew
r

« 4 & » ThisPC » Downloads

A Quick access
¢ EDOC Contract Files.zip
~ [l This PC
B Deskiop
% Documents

> Downloads

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

Compressed FalderTaaly EDOC Contract Files.zip

i -
“ Home Share View Extract

" T
Extract To
= = 4§ » ThisPC » Downloads » EDOC Contract Filesrip »

2 Name

o Quick access
EDOC Contract Files

Figure 2-6: Extract all files
7. Click Browse to select the Destination and Extract Files (Figure 2-7).

Extract
all
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o — -
W/ 1. Extract Compressed (Zipped) Folders
Select a Destination and Extract Files
Files will be extracted to this folder:
Browse to your local share drive Browse...
|
Show extracted files when complete
%

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 click OK (Figure 2-8).

r ~
Select a destination ﬂ

Select the place where you want to extract the selected item(s). Then dick the OK button.

B Desktop
I = Libraries

»

> | & Conner, Steven J

m

48 Computer
b &L, Local Disk (C2)
> l_g, DVD RW Drive (D:) B
Fl 1137903 Const Crew 3 - LV (\\vsne) (E:)

> 4 3529
4 3546
13 3577
2 3589
I 3597
P 3617
3 3618
3 3629 il
To view subfolders, dick the symbal next to a folder. |

b

Figure 2-8: Select a Destination
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District/Crew Share Drives:

District 1
Wivsrt901 Const Crew 1 - LV
Wivsr902 Const Crew 2 - LV
Wivsn903 Const Crew 3 - LV
Wivsr906 Const Crew 6 - LV
Wivsr914 Const Crew 14 - LV
VWivsr915 Const Crew 15 - LV
Vivsr916 Const Crew 16 - LV
Vivsrv926 Const Crew 26 - LV

District 2
Vidatsrv1i040crews\904Crew
idatsrv1i040crews\905Crew
idatsrv1i040crews\907Crew
\idatsrv1i040crews\910Crew
idatsrv1i040crews\911Crew

District 3
\Welkosrvi301 - District Survey - Constr..
Velkosrvi908 - Construction Crew Elko
Vielkosrvi912 - Construction Crew Elko
Vielkosrvi918 - Construction Crew Elko

Ywinsrvi920 Const - Winn

Figure 2-9: District/Crew Share Drives
9. Click Extract (Figure 2-10).

; Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder:

| E Browse...

Show extracted files when complete

Figure 2-10: Extract the Zipped File
10.  Acopy status window will open while the zip file copies (extracts) the files (Figure 2-11).
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4 83% complete - X
Copying 252 items from EDOC Contract Files.zip to KMcDaniel (\DATSR...
83% complete n x

Speed: 429 KB/s

‘—4

MName: Thurnbs.db
Time remaining: About 5 secends
ltems remaining: 44 (139 KB)

._ Fewer details

Figure 2-11: Copy Status Window
11. When the files are done copying, Windows Explorer will open and you will see the EDOC Contract Files directory (Figure 2-

@_E:.-\n,m » Computer » 903 Canst Crew 3 - LV (\hvsrv) (E) »
Fle Edit View Iools Help
Organize » [ Open  Bum  MNewfolder =~ 0 @

G Name ’ Date modified Type Size [E]

.- 318 2/11/2016 11:29 AM  File folder

B Dot 362 9/21/2016 6:30 AM  File folder

93 Recent Places 3630 4/14/2016 249PM File folder

[1J4 EDOC Contract Files 10/3/2016 143 PM__ File folder
Fuel & Aspha Esc. Memas 1/11/2006 LI3PM File folder I

= Libraries

Figure 2-12: EDOC Contract Files Directory
12. When managing more than one FieldManager EDOC contract, copy the EDOC Contract Files directory and paste into the

same directory (Figure 2-13).

Mame

. EDOC Contract Files
. EDOC Contract Files - Copy

Figure 2-13 : Copy and Paste EDOC Files Directory
13.  Rename the EDOC Contract Files directory(ies) by entering the FieldManager Contract ID at the beginning and remove the
word Copy (if needed) (Figure 2-14).
f F — . - i_

@Q'h,- » Computer r 903 Const Crew3 - LV (\hvsny) (E) »

File Edit View Tocls Help

Organize ~  [4/Open  Bum  Newfolder - [ ®
X Favorites Mame Date modified Type Size
B Desktop

3636 EDOC Contract Files
2649 EDOC Contract Files

i Downloads
% Recent Places

4/14/2016 2:49 PM File folder

Figure 2-14: Rename EDOC Files Directory(ies)
14. The EDOC Contract Files directory template contains two subdirectories (the Contract Files & Materials & Testing Files) and a
file index spreadsheet (Figure 2-15). Each subdirectory contains additional subdirectories (Divisions) that are explained in the

following sections.
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Mame

Contract Files
Materials & Testing Files
B35 X300 FILE INDEX xlsx

Figure 2-15: EDOC Contract Files Subdirectories

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

CONTRACT FILES - DIVISIONS
The Contract Files subdirectory consists of 17 Divisions (Figure 2-16). Each will be explained in the following pages.

3636 EDOC Contract Files
. Contract Files

Division No. 1 - Information Furnished at the Start & During the Contract
Division Mo, 2 - General Correspondence
Division Mo. 3 - Multimedia Records
Division Mo, 4 - Claims
Division Mo. 5 - Contract Medification
Division No. & - Force Account
Division Mo. 7 - Construction Pay Estimate and Related Data
Division No. & - Daily Record of Scale Weights
Division No. 9 - Survey

Division Mo, 10 - Agreements

=

Division Mo, 11 - Request to Sublet-5ubcontract Agreement
Division No. 12 - Miscellanecus

Division Mo. 13 - Storrmwater

Division No. 14 - RFI's & Preliminary RFI's

Division Mo, 153 - Submittals

=

Division Mo, 16 - Shop Drawings

Division Mo, 17 - Plan Sheet Revisions & Quantity Revisions

Figure 2-16: EDOC Contract Files Subdirectories

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

This division contains documents furnished to the Resident Engineer at the beginning and during the contract. Figure 2-17 shows
an example of the subdivisions contained in Division 1:
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2 CONTRACT STARTUP

4 | Division Mo, 1 - Information Furnished at the Start & During the Contract
. 11 Agreement Estimate Breakout
. 1.2 Bid Summary Tabulation & Contract Record
. 1.3 Notice of Award of Contract
. 14 Special Provisions (Executed)
. 1.5 Pre-Bid Confrence
. 156 Preconstruction Conference
. 1.7 CPM (sequence of operation)
. 1.8 CPM Monthly Schedule Updates
. 19 CPM Schedule, Misc
. 110 Partnering Informaticn
. 111 Delegation of Superintendent, Signature of Contract Modifications
, 112 Safety Program
. 113 EEO Program
. 114 Dust Permit

Figure 2-17: Contract Files, Division No. 1

DIVISION NO. 2 - GENERAL CORRESPONDENCE

This division contains correspondence relative to the contract. Figure 2-18 shows an example of the subdivisions contained in Divi-
sion 2.

4 “.._-Division Mo, 2 - General C-ﬂ-rrespondence
| 21 To District
. 2.2 From District
> 1 2.3 To Headquarters

» . 24 From Headquarters
) 2.5 To Contractor - (Contractor Mame)
) 2.6 From Contractor - (Contractor Mame)
. 2.7 To-From Designer
. 2.8 To-From Miscellaneous
. 28 To-From Property Owners
. 210 From Utility Companies
;211 Weekly Meeting Minutes
. 212 Customer Service Work Orders
j 213

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

DIVISION NO. 3 - MULTIMEDIA RECORDS

This division contains the photographs and videos that relate to a contract. Create subdirectories in this location to organize photos
and videos as needed. Ensure that the file names for individual photos and/or videos clearly label what they are. Figure 2-19 shows
an example of the subdivisions contained in Division 3.
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4 | Division Mo. 3 - Multimedia Records
. 31 Photographs with Descriptions
3.2 Video with Descriptions

Figure 2-19: Contract Files, Division No. 3

DIVISION NO. 4 - CLAIMS

This division contains claims or information concerning claims pertaining to the contract. Figure 2-20 shows an example of the sub-
divisions contained in Division 4. Separate file folders are required for each individual claim.

4 | Division Mo. 4 - Claims
. 4.1 Motice of Claim by Contractor
. 4.2 Acknowledgement of Contractors Letters of Potential Claim
. 4.3 Contractors Claims for Time Extension
. 4.4 Acknowledgement of Claim for Time Extension
. 4.5 On Project Accident Reports (ex. NHP, Metro, etc.)
o 4.6 Qutside Claim to Contractor
. 4.7 Claim Information from the Attorney Generals Office
. 4.8 Other Correspondence-force account relating to claims

4.9 Conflict Resolution Information

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

DIVISION NO. 5 - CONTRACT MODIFICATIONS

This division contains the FieldManager Contract Modification, all supporting documents, and justifications. Figure 2-21 shows an
example of the subdivisions contained in Division 5.

4 | Division Me. 5 - Contract Moedification
, 51 Contract Modification Mo, 01 -
. 5.2 Contract Modification Me. 02 -
. 5.3 Contract Modification Mo, 03 -
. 54 Contract Modification Mo, 04 -
5.5 Contract Modification Mo, 05 -

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

DIVISION NO. 6 - FORCE ACCOUNT

This division contains the original Daily Force Account sheets, invoices, fringe benefit statements, force account recap and other
required information described in Chapter 4, Force Account, of this Manual. Figure 2-22 shows an example of the subdivisions con-
tained in Division 6. Separate file folders are required for each Force Account ltem and each individual category.
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4 . Division Mo, 6 - Force Account
, 6.1 Remove Portion of Bridge (Catg. #1)
, B.1A Remove Portion of Bridge (Catg, #2)
, 6.2 Cont. Mod. 4 - Extend Pipe
. 6.4 Other as required

Figure 2-22: Contract Files, Division No. 6

DIVISION NO. 7 - PAY ESTIMATES AND RELATED DATA

This division contains reports related to the bi-weekly Construction pay estimates and supporting documentation. Figure 2-23
shows an example of the subdivisions contained in Division 7.

w Division Mo. 7 - Construction Pay Estimate and Related Data
7.1 Construction Pay Estirmate Report
7.2 Incidental Construction (LOA's)
7.3 Requests for Materials on Hand with Invoice
7.4 Asphalt Escalation Spreadsheets
7.5 Fuel Escalation Spreadsheets
7.6 Steel Escalation Spreadsheets
7.7 Liquidated Damages (Materials)
7.8 Liquidated Darmages (Time)
7.9 Liquidated Damages (Wage Complaint)
7.0 Weekly Trainee Reports & Spreadsheet
711 IDR Calculation Sheets
7.12 Drill 5haft and Piling Forms
7.13 PWL Incentive & Disincentive

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

DIVISION NO. 8 - DAILY RECORD OF SCALE WEIGHTS

This division contains the Record of Delivery spreadsheets for items paid by the ton and the Bill of Ladings (B/L) (only) for Asphallts,
Portland Cement, and Mineral Filler. A copy of the B/L along with the certification and the Sample Transmittal for Asphalt (Form
No. 020-016), Portland Cement, and Mineral Filler shall be filed in Material and Testing Files, Division No. 4, as described in this
chapter. Figure 2-24 shows an example of the subdivisions contained in Division 8. Separate file folders are required for each item.
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4 | Division Mo, 8 - Daily Record of Scale Weights
. 81 Misc Weights (Rollers, Trucks, Scale Checks, etc)
, 8.2 Typel Class B Aggregate Base
| 8.3 PBS Type 2 Scale Tickets, Mix Design
. 84 Open Grade Scale Tickets, Mix Design
. 8.5 Mineral Filler BL
. 8.655-1hBL
. BT PGB4-28 NV
. 8.8 Portland Cerment BL
. 8.9 Other as reqired
, 810

Figure 2-24: Contract Files, Division No. 8

DIVISION NO. 9 - SURVEY

This division contains worksheets not used for payment. Figure 2-25 shows an example of the subdivisions contained in Division 9.
Separate file folders are required for each item.

A Division Mo. 9 - Survey
9.1 MDOT Survey Calculations
9.2 Stakeout Data

49,3 Contractor's Info Calculations & MNotes

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

DIVISION NO. 10 - AGREEMENTS

This division contains agreements received pertaining to utilities, right-of-way, developers, land owners, entities, etc. Figure 2-26
shows an example of the subdivisions contained in Division 10. Separate file folders are required for each item.

4 | Division Mo. 10 - Agreements
) 101 (Mame)
;10,2 (Mame)
) 10.3 (Mame)
) 104 (Mame)
) 10.5 (Mame)
) 106 (Mame)

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

DIVISION NO. 11 - REQUEST TO SUBLET/SUBCONTRACT AGREEMENT

This division contains requests to sublet, subcontract agreements, and any other correspondence relative to contract agreements.
Figure 2-27 shows an example of the subdivisions contained in Division 11. Separate file folders are required for each sub-
contractor.
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4 | Diwvision Ne. 11 - Request to Sublet-Subcontract Agreement
) 110 Subcontractor (Mame of Firm)
) 111 Subcontractor (Mame of Firm)
) 11.2 Subcontractor (Mame of Firm)
) 11.3 Subcontractor (Mame of Firm)
) 114 Subcontractor (Mame of Firm)
) 11.5 Subcontractor (Mame of Firm)

Figure 2-27: Contract Files, Division No. 11

DIVISION NO. 12 - MISCELLANEOUS

This division contains items that may be necessary to file but are not covered elsewhere. Figure 2-28 shows an example of the sub-
divisions contained in Division 12. Separate file folders are required for each item.

v Division Mo, 12 - Miscellaneous
12.1 Job Pickup Documents
12.2 M5D5S Sheets
12.3 Traffic Delay Logs
12.4 Work Zone Traffic Control Checklist
12.5 Biclogical Field Reports
12.6 Payrell Related Iterns
12.7 Safety Inspection Checklist

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

DIVISION NO. 13 - STORMWATER

This division contains Stormwater reports and information. Figure 2-29 shows an example of the subdivisions contained in Division
13. Separate file folders are required for each item.

4 | Division Mo, 13 - Stormwater
. 131 Construction Site Stormwater Inspection Report

, 13.2 Correspondence
J 13.3 Stormwater Pollution Prevention Plan (SWPPP)
. 134 Permits

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

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

This division contains copies of all RFIs. All original RF Is will be distributed as necessary. Figure 2-30 shows an example of the sub-
divisions contained in Division 14. Separate file folders are required for each RFI.
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4 | Division Mo, 14 - RFI's & Preliminary RFI's

EEHEERERE AL )
VI142RAE2(______ _____ J
A3 R e J

Figure 2-30: Contract Files, Division No. 14

DIVISION NO. 15 - SUBMITTALS

This division contains all Submittals. One copy of the submittal will be retained and filed, the rest 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.
The submittalis also filed with all related backup and correspondence. Figure 2-31 shows an example of the subdivisions contained

in Division 15. Separate file folders are required for each submittal.

4 | Division Mo. 15 - Submittals
. 151 Submittal Log
, 15.2 - Schedule
J 15.3 - Traffic Control
. 154 - False Work
| 155-
, 156 -
| 15.7 -

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

DIVISION NO. 16 — SHOP DRAWINGS

This division contains Shop Drawings. 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. Figure 2-32 shows
an example of the subdivisions contained in Division 16. Separate file folders are required for each shop drawing.

a If}.i;.;-i-s.-i-on h-lcr. 16 -";f.'lﬂp [.}raw:i.ngs
161 Shop Drawing Log

y 16.2
| 163

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

DIVISION NO. 17 — PLAN SHEET REVISIONS AND QUANTITY REVISIONS

This division contains all plan sheets and quantity revisions. All information in this division shall be used to complete the As-Built
Plans before the final closeout. Figure 2-33 shows an example of the subdivision contained in Division 17.

. Division Mo, 17 - Plan Sheet Revisions & Quantity Revisions
 17.1 Plan Sheets
J 17.2 Quantity Revisions
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Figure 2-33: Contract Files, Division No. 17

MATERIALS & TESTING FILES - DIVISIONS

The Materials & Testing Files directory consists of 12 Divisions (Figure 2-34). Each will be explained in the following pages. Refer to
the Materials Sampling and Testing Checklist to assist in setting up the divisions in the Material & Testing Files directory. Make sure
to check with the Materials Division on items that are added to the contract through Contract Modifications to see if samples or cer-
tifications are required.

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

4 |, 3636 EDOC Contract Files
Contract Files
4 | Materials & Testing Files
» . Division Mo, 1 - Materials Inspection, 5ampling & Testing Packet & QPL
» 1. Division Mo, 2 - District & Quality Assurance Audit Reports
» 1. Division Mo, 3 - Source Materials Information & Requirements
> . Division Mo, 4 - Materials Division Certs 8 Test Reports
» 1. Division Mo. 5 - Profilograph Results
» . Division Mo, 6 - Compaction
> Divisicn Mo. 7 - Aggregate Gradation Results
» |, Division Mo. 8 - Plant Reports
. Division Mo, 9 - Structure Foundation Inspection Reports
> Division Mo, 10 - Concrete Reports
> . Division Mo, 11 - Paint

. Division Mo, 12 - Miscellaneous

Figure 2-34: EDOC Materials and Testing Files Subdirectories

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

This division contains the Materials Inspection, Sampling and Testing Packet and the Qualified Product List (QPL) received at the
start of a contract from the Materials Division. The Materials Inspection, Sampling and Testing Packet and the QPL will include
important information and should be reviewed upon receipt. Figure 2-35 shows an example of the subdivisions contained in Divi-
sion 1. Separate file folders are required for each item.

Division No. 1 - Materials Inspection, Sampling & Testing Packet & QPL
1.1 Materials Checklist
1.2 Qualified Product List (QPL)
1.3 Acceptance Testing Summary Sheet (AT55)

1.4 Contractors Informational's

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

DIVISION NO. 2 - DISTRICT AND QUALITY ASSURANCE AUDIT REPORTS

This division contains all audit results conducted by Construction Division Quality Assurance staff. Figure 2-36 shows an example of
the subdivisions contained in Division 1. Separate file folders are required for each item.
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4 . Division No. 2 - District & Quality Assurance Audit Reports
J 2.1 District Audits
J 2.2 Project Construction Reports (QA Reports)

Figure 2-36: Materials & Testing Files, Division No. 2

DIVISION NO. 3 - SOURCE MATERIALS INFORMATION AND REQUIREMENTS

This division contains the contractor’s sources of materials and deposit information. Figure 2-37 shows an example of the sub-
divisions contained in Division 3. Separate file folders are required for each material type.

4 D.i\..-:is.ion No. 3 S.ource.I;V;Iat.e.riz.lls.l.nformation &'. Requ.irement;s
| ; 31 Typel Class B Aggregate Base )
. 311 Typel Class B Aggregate Base (Information)
. 3.2 Rip Rap Class 150
. 321 Rip Rap Class 150 (Information)
, 3.3 Drain Backfill
. 331 Drain Backfill (Information)

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

DIVISION NO. 4 - MATERIALS DIVISION CERTS AND TEST REPORTS

This division contains material certifications, the emails approving materials certifications, and test results to/from the Materials Divi-
sion. Figure 2-38 shows an example of the subdivisions contained in Division 4. Create separate file folders based on the itemsiin

the Materials Check List.

4 | Division Mo, 4 - Materials Division Certs & Test Reports
. 4.1 Failing Material Tests
>0 4.2 Metal Pipe
. 4.3 Reinforcing Steel
;4.4 PD 76-22NV-Copy of BL and certification
. 4.5 Mineral Filler-Copy of BL and certification

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

DIVISION NO. 5 - INTERNAL PROFILE MEASUREMENT RESULTS

This division contains copies of profile reports provided by the contractor. The original reports are sent to Construction Division
Quality Assurance. Figure 2-39 shows an example of the subdivisions contained in Division 5. Separate file folders are required for

eachitem.

4 Division Mo, 5 - Internal Profile Measurement Results
; 5.1 Dense Grade - Internal Profiler Measurernent

. 5.2 Open Grade - Internal Profiler Measurement

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

This division contains copies of field compaction tests (acceptance and informational). The original test reports are sent to Con-
struction Division Quality Assurance. Any retests shall be attached to the original test to which it pertains. Figure 2-40 shows an
example of the subdivisions contained in Division 6. Separate file folders are required for each type of material and compaction

requirements. Refer to the Field Testing Guide for numbering of test reports.

4 Division Mo, & - Cormpaction
. 5.1 Borrow
) 6.1 Barrow (informational)
. 6.2 Typel Class B Aggregate
, 6.21Typel Class B Aggregate
| 6.3
j 6.31

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

DIVISION NO. 7 - AGGREGATE GRADATION RESULTS

This division contains copies of field gradation tests and worksheets (acceptance and informational), including all aggregate sieve
analysis whether for roadway, stockpile materials or concrete aggregates. The original test reports are sent to Construction Divi-
sion Quality Assurance. Figure 2-41 shows an example of the subdivisions contained in Division 7. Separate file folders are
required for each type of material. Refer to the Field Testing Guide manual for numbering of test reports.

Division Mo, 7 - Aggregate Gradation Results
7.1 Type 2 Class B Aggregate
7.2 Shoulder Material
7.21 Shoulder Material (informational)
7.3 PMA (Type 2C RAP) (Consecutive Numbering)
7.31 PMA (Type 2C RAP) (Consecutive Mumbering)

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

DIVISION NO. 8 - PLANT REPORTS

This division contains copies of all mix designs, job mix formulas, and the Daily Plant Report of Asphalt Mixtures (Form No. 040-
011). The original test reports are sent to Construction Division Quality Assurance. Figure 2-42 shows an example of the sub-
divisions contained in Division 8. Separate file folders are required for each type of material. Refer to the Field Testing Guide for

numbering of test reports.

Note: A copy of all mix designs used in the paving operations shall be filed in the appropriate files in Contract files, Division No.
12 asdescribed in this chapter.
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CONTRACT STARTUP

Division Mo. & - Plant Reports
8.1 Mix Designs
8.2 Jobrmix Formulas
8.3 PBS Type 3
8.4 Rice Test For PBS Type 3
8.3 PBS Type 2 (Completed Mix) (Consecutive Numbering)
8.6 Rice Test for PBS Type 2
8.7 Open-Graded PBS
8.8 Rice Test Open-Graded PBS

Figure 2-42: Materials & Testing Files, Division No. 8

DIVISION NO. 9 - STRUCTURE FOUNDATION INSPECTION REPORTS

This division contains copies of Foundation Pile Driving Records, Pile Load Test Data Sheet, Drilled Shaft Inspection Reports, Struc-
ture Foundation Inspection Records, Cross-hole Sonic Logging Sheets, and any other information relating to pile driving and struc-

ture foundation. The original test reports are sent to Construction Division Quality Assurance. Figure 2-43 shows an example of the

subdivisions contained in Division 9. Separate file folders are required for each type of material.

4 . Division Mo, 9 - Structure Foundation Inspection Reports
, 91 Foundation Pile Driving Record (Form Mo, 040-058)
. 9.2 Pile Load Test Data Sheet
. 9.3 Drilled Shaft Inspection Reports (Form Mo, 040-060)
, 9.4 Others as required

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

DIVISION NO. 10 - CONCRETE REPORTS

This division contains copies of the concrete mix designs, cylinder breaks, and any other information relating to concrete. Cylinder
breaks are filed by the mix design number. Figure 2-44 shows an example of the subdivisions contained in Division 10. Separate file

folders are required for each.

Note: File the 7-day cylinder breaks. When the 14-day cylinder break is received, discard the 7-day cylinder break and
replace it with the 14-day cylinder break. When the 28-day cylinder break is received, discard the 14-day cylinder break and

replace it with the 28-day cylinder break.

4 | Division Mo, 10 - Concrete Reports
, 101 Concrete mix designs
, 10.2 Cylinder breaks-mix design #
10,24 Cylinder breaks-mix design #
. 10.3 Concrete Batch Tickets
. 104 Evaporation Rates
J 10,5 Pull Off Test on Polymer Concrete
, 10,6 Others as required
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Figure 2-44: Materials & Testing Files, Division No. 10

DIVISION NO. 11 - PAINT

This division contains test reports on paint thickness, retro-reflectivity, and marking film pull tests. Figure 2-45 shows an example of
the subdivisions contained in Division 11. Separate file folders are required for each.

4 . Division Mo. 11 - Paint
. 111 Paint Thickness
, 11.2 Retro-Reflectivity Test
. 11.3 Marking Filrn Pull Tests

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

DIVISION NO. 12 — MISCELLANEOUS

This division contains any other items that may be necessary but are not covered elsewhere in the Materials and Testing section.
Figure 2-46 shows an example of the subdivisions contained in Division 12. Separate file folders are required for each item.

4 If}i-r.risiu::rn Nu 12 - Miscél.l.z.meuus
. 121 Others as required

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

AGREEMENT ESTIMATE BREAKOUT REPORT

The Agreement Estimate Breakout (AEB) report identifies construction type codes, funding sources, bid items and bid item quant-
ities by project and AEB. In the FieldManager program an AEB is referred to as a 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.).

The Resident Engineer will compare the AEB report with the project plans to ensure that the bid items and quantities in each cat-
egory (AEB) are correctin the FieldManager program. Figure 2-47 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 Contract Modification. 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 FieldManager and the Resident Engineer is notified. The Resident
Engineer will then create a Contract Modification to add the required items to the new category (AEB). Refer to Chapter 3, Con-
tract Modifications and Letters of Authorization, in this Manual for details.

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

MASTER PROJECT NUMBER:
CONTRACT NC:

FUNCTIONAL CLASS:

PROJECT NUMBER:

LOCATION:

COUNTY:
DEMOGRAPHY:

STATE OF NEVADA PAGE: Pageilof21
DEPARTMENT OF TRANSPORTATION RUN DATE: 071772015
AGREEMENT ESTIMATE RUN TIME 10:43:24AM
60604
3585 PROJECT ID: 60604

Rural Principal Arterial

NHP-395-1(027)

US 395, CARSON CITY FREEWAY, FROM SOUTH CARSON ST TO FAIRVIEW DRIVE, PACKAGE 2B-3. CC
0.05TOCC 3.15

CARSON CITY
URBAN

ROUTE SECTION: US395-1 MILE POST: CC 0.05 TO CC3.15
CONTRACTOR: Road and Highway Builders LLC
DESIGNER: FRED SHAKAL PHOME: (775)888-7593

CONSTRUCTION TYPE CODE: 1000 ROADWAY
BREAKOUT DESCRIPTION: ROADWAY CONSTRUCTION

BREAKOUT NO: 01 Cc2C
FROM STATION: "L" 10+00.00

1480 CONTR COUNTY: CARSON CITY

TO STATIOM: "02" 204+36.90

GASB34: NEW
UNIT
UNIT OF WORK QUANTITY MEAS DESCRIPTION * UNIT PRICE ITEM COST
2010100 1.000 LS CLEARING AND GRUBBING 150,000.00 150,000.00
2020400 841.000 LINFT REMOVAL OF CONCRETE BARRIER RAIL 30.00 25,230.00
2020435 1.000 EACH REMOVAL OF BUILDING 10,000.00 10,000.00
2020530 1000 EACH REMOWVAL OF HEADWALL 3,000.00 3,000.00
2020585 4521.000 LINFT REMOVAL OF FENCE 1.00 4,521.00
2020744 235.000 LINFT REMOVAL OF PIPE a0.00 18,800.00
2020935 1333.000 CUYD REMOVAL OF COMPOSITE SURFACE 60.00 79,980.00

Figure 2-47:Example of the Agreement Estimate Breakout Report

ESTIMATE OF QUANTITIES REPORT

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

The Resident Engineer will compare the Estimate of Quantity report with the FieldManager Item list to ensure that the overall quant-
ities of all the items in a contract are correct. Figure 2-48 and Figure 2-49 show examples of the Estimate of Quantities report and
the FieldManager Item List.

In FieldManager, 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.

Itis the responsibility of the Resident Engineer to update the Estimate of Quantities report as item quantities change or if new items
are added. A copy of this report, with all changes and additions, will be attached to the As-Built plans at the end of the contract.
Quantities can only be changed by a supplemental notice or by a contract modification.

Note: The Estimate of Quantities report is found on the E-Bidding Portal Intranet in the Contract Documents tab.
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2 CONTRACT STARTUP

Nevada Department of Transportation

RTMENT (f Estimate of Quantities Report
ATATION GUarTH=5 Shown are approdmate and suskect b changs
Bid Opaning Dafe:  Apell 02, 2015 01:30 PR Dictriot: DISTRICT 2
Contrast Mumbasr: 3585 Estimais Ranges: R37 $41,000,000.01 o §43,000,000

Looation; WUE 395, CAREOM CITY FREEWAY, FROM S0UTH CARZOMN 3T TO FARRVIEW DRIVE, FACKAGE 2B-3. CC 005 TO CC 3.15

Decoription: CONSTRUCT FOUR LANME CONTROLLED ACCESE FREEWAY TO INCLUDE SIGNS, LIGHTING, EOUND WALLE AND LEA; CONETRUCT
MNTERIM ROADWAY FM JCT LRS00 AND 3R 529 30 CARSO0N 3T TO THE &R S8 3NYDER AVE GRADE SEPARMATEIN

Projest Mo[gl: MHP-335-10027)
Frojeot Funding: FEDERAL

Seq#  ltem Number Unit of Measure Gruantity Description
1 1100100 HOUR 1,000.000 TRAINING (1 TRAIMEE)
2 2010100 LS 1.000 CLEARING AND GRUEBBING
3 2020400 LINFT 841.000 REMCOVAL OF CONCRETE BARRIER RAIL
4 2020435 EACH 1.000 REMCWAL OF BUILDING
] 2020530 EACH 1.000 REMCMAL OF HEADWALL
] 2020585 LINFT 4,521.000 REMCMAL OF FENCE
T 2020744 LINFT 235.000 REMCMWAL OF PIPE
] 2020835 CUYD 1,333.000 REMOWAL OF COMPOSITE SURFACE
o 2020280 SOYD 38,842.000 REMOWAL OF BITUMINOUS SURFACE (COLD MILLING)
10 2021040 EACH 5.000 REMCWAL OF DROP INLET
11 2021111 EACH 1.000 RESET IMPACT ATTENUATOR
12 2021287 LINFT 180,031.000 GRINDING FOR PAVEMENT MARKINGS
13 2021288 SOFT £,800.000 GRIMDING FOR PAVEMENT MARKINGS
14 2021280 LINFT 1,787.000 REMOVE PAVEMENT MARKINGS
15 2021285 SOYD 25700 REMCOVE PAVEMENT MARKINGS
16 2030140 CuYD 1,016,750.000 ROADWAY EXCAVATION
17 2030180 CLYD 17,004.000 DRAINAGE EXCAVATION
Contract Mumber: 3585 Page 1of 10

Figure 2-48:Example of the Estimate of Quantities Report
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CONTRACT STARTUP

Project: |60

ontract
B4C2C

- | Category: I =All= - I

Contractor: | <All=

Find Item Code; |

HOUR

1

2010100
2020400
2020435
2020530
2020585
2020744
2020935
2020990
2021040
202111

2021287
2021288
2021290
2021295
2030140
2030160

CLEARING AMD GRUBBIMG

REMOVAL OF COMCRETE BARRIER RAIL

REMOVAL OF BUILDING

REMOVAL OF HEADWALL

REMOVAL OF FEMCE

REMOVAL OF PIPE

REMOVAL OF COMPOSITE SURFACE

LS.
LFT
EACH
EACH
LFT
LFT
CUYD

REMOVAL OF BITUMIMNOUS SURFACE (COLD MILL SQYD

REMOVAL OF DROP INLET

RESET IMPACT ATTENUATOR
GRIMDING FOR PAVEMENT MARKINGS
GRIMNDING FOR PAVEMENT MARKINGS
REMOVE PAVEMENT MARKINGS
REMOVE PAVEMENT MARKINGS
ROADWAY EXCAVATION

DRAINAGE EXCAVATION

Figure 2-49:Example of the FieldManager Item List

EACH
EACH
LFT.

SQFT
LFT

50D
CUYD
CUYD

51.00000
F3a0.00000
510,000.00000
£3,000.00000
51.00000
$80.00000
B60.00000
£4.00000
51,000.00000
£4,000.00000
50.10000
£1.00000
54.00000
5100.00000
58.00000
F12.00000

150,000.000
841.000
1.000

1.000
4,521.000
235.000
1,333.000
38,682.000
5.000

1.000
189,931.000
8,990.000
1,767.000
25.700
1,016,750.000
17,004.000

SIGNIFICANT FIGURES

The following is a list of the method of measurement and payment that will be used on allitems in a contract (Figure 2-50). Itis the
responsibility of the Inspector and Office Engineer to know which items can be paid to plan or requires a measurement and/or cal-

culation.
Sig. .
uom Fig Requirements Remarks
ACRE 0.001 Meas & calcs
*CUFT 0.01 Meas & calcs
*CUYD [ 0.01 Plan gty, meas & calcs if different then plan gty Qannot Pay plaln on removal items, Riprapitems or
items being weighed.
DAY 1
L.S. 0.01 Percentage
EACH 1,0.5 Counted
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uom ?:g Requirements Remarks

GAL 1 Meas & calcs Must tqke p|dgre of the container label and email to
the Office Engineer.

HOUR 1,0.5

LINFT 1 Meas

MILE 0.01 Meas & calcs

MONTH [0.5&1.0

If an item is delivered in a container or sack, a picture
POUND |1 Plan gty, meas & calcs if different then plan gty | of the label must be taken and emailed to the Office
Engineer.

If taking quantities from the Standard Plans for mark-
ing film or sign quantities from the Contract Plans,
*SQFT 0.01 Meas & calcs plan gty. may be paid. Otherwise, calculations are
required in the Remarks area. For signs, the sign num-
ber isrequired in the Remarks area.

*SQYD 0.1 Meas & calcs

STATION | 0.01 Meas & calcs

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

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

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

SAFETY INSPECTION CHECKLIST

The Safety Inspection Checklist (Form No. 040-028) has been developed to aid in monitoring safety conditions on a contract.

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

The Safety Inspection Checklist must be completed by the contractor at the start of a contract and turned into the NDOT field office
to be distributed according to the bottom of the form. On contracts of long duration, a new checklist must be completed and sub-
mitted once a year.

All Safety Inspection Checklist forms will be saved electronically in the EDOC Contract Files\Contract Files\Division No. 1 - Inform-
ation Furnished at the Start & During the Contract\1.# Safety Inspection Checklist directory.
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