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OVERVIEW

ForceAccount is themethod to trackand pay for labor, equipment and/or materialswhenworkcannot easilybe quantified during
the design phase. It isalso usedwhen theDepartment and the contractor are unable to come to an agreed price on an itemof
work. The source documentation requirement for anywork to be paid on a ForceAccount basis is theDailyCostsof ForceAccount
(FormNo. 040-008). Refer to Subsection 109.03, (Measurement andPayment) ForceAccount, of the Standard Specifications for
specific requirements relating to force account.

AllDailyCostsof ForceAccount forms, ForceAccount Recap sheetsand supporting documentation, (e.g. invoices, payroll
records, affidavits) will be saved electronically in the appropriate EDOCContract Files\Contract Files\DivisionNo. 6 - Force
Account\6.# [Nameof the ForceAccount] directory(ies). Each ForceAccount will have a separate directory, (i.e. 6.1 (Nameof
ForceAccount), 6.2 (Nameof ForceAccount)).

NOTE: Formschange periodically, go to theSharePoint Construction Area: Construction Admin - Payment FormsArea for the
latest version.

GENERAL FORCE ACCOUNT

INSPECTOR ’S RESPONS IBIL IT IES
1. Obtain theDailyCostsof ForceAccount form (Figure 4-1).
2. Record the following required information in the FormHeader section:

a. Contract number, date performed, ContractModification number (if applicable), description of work, categorynumber
and itemnumber.

3. Record the following required information in the LABORSection:
a. The names, classification and hoursworked of each person performingworkon the force account.
b. Overtime hourswill be listed separate from straight time hours.

4. Record the following required information in theEQUIPMENT Section:
a. The year and a complete description of each piece of equipment such asmake,model, horsepower, capacity, size, etc.,

and the actual hoursworked.
b. Anyequipment attachmentsand give a description.

5. Record the following required information in theMATERIALSSection:
a. A complete description and the quantitiesused on the ForceAccount work. The contractor mayprovide an invoice for the

materials. Turn the invoice into your Office Engineer with the ForceAccount sheet.
6. Record the following required information in theAPPROVEDSection:

a. Review the ForceAccount formwith theContractor and obtain theContractor’s signature after thework for the day is
completed. Do not fill in hourly rates, extended amounts, or material pricesat this time.

7. Turn the partially completed sheet into the fieldOffice Engineer.

Note: If mistakesaremade on a paper form, line through the error andwrite in the corrected entry. Correction fluid
and/or tape isnot allowed.
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Figure 4-1: Example of Inspector’s Entries in the Daily Costs of Force Account Form
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OFFICE ENGINEER ’S RESPONS IBIL IT IES
TheDailyCostsForceAccount form signed by theContractor and submitted by the Inspector (Figure 4-1) will be one of the source
documentsused to determine the total cost of the ForceAccount for that day.

Research and document the additional information on theDailyCostsof ForceAccount form:

1. Transfer all the Inspector’sentries from the paper form to a new electronic form.
2. Enter the appropriate Report No. in theHEADERSection.
3. Enter the following in the LABORSection:

a. Use the contractor’spayroll fromLCPtracker to obtain the correct hourly rates, remote area payand vacation rate paid to
each person listed.

b. Determine if the hourly rate on the payroll includesvacation and remote area pay. If the total hoursmultiplied by the hourly
rate equals the grosspay, then the hourly rate includesvacation and remote area pay, if applicable. The hourly rate is
entered on the force account sheet, leave the vacation and remote area paycolumnsblank. There isno need to separate
the vacation or remote area pay, as long as it is included.

c. If the total hoursmultiplied by the hourly rate are less than the grosspay, add the total hoursmultiplied by the hourly vaca-
tion rate from the fringe benefit statement. If the two amountsadded together equal the job gross, record the base rate
and vacation rate on the force account sheet. SomeOperating Engineersare paid time and one-half for vacation for over-
time hours.

d. In order for theContractor to be reimbursed for vacation and remote area pay, it must be included in the job gross.
e. Obtain the labor surcharge from theConstruction Administrative ServicesDocumentationResource area onSharePoint.

The labor surcharge reimburses theContractor for the percentage paid into FICA,Workman’sCompensation, State and
Federal unemployment taxes. Use the applicable labor surcharge in effect at the time theworkwasperformed.

f. Indicate the amount per hour for fringe benefitsobtained from the FringeBenefit Statement (FormNo. 052-062) found in
LCPtracker (Figure 4-2), and the total hours for each labor classification. The fringe benefit ratemust be verified either by
checking the ratesagainst the payroll or contacting theContractor for a breakdown. If the fringe benefitson the formdo
notmatch the fringe benefitson the payroll, verify the correct wage from theContractor. If the FringeBenefit Statement is
in error, a revised formmust be submitted.

Note: Non-unionContractorsmaynot have fringe benefits listed on the FringeBenefit Statement (FormNo. 052-
062). In this case, youwould onlypay their hourly rate.

g. Obtain subsistence and/or travel expense (if any) from supporting documentation such as receiptsand/or invoicesmust
be provided.

h. Make certain that the actualwage ratesverified do not include anyadditivesexcept vacation pay.
i. Print the payroll document asaPDF file and save it to the appropriate EDOCContract Files\Contract Files\DivisionNo. 6

- ForceAccount directory.

Note: Nopayment will bemade for labor performed on force account until theContractor certified payrollsare
entered in LCPtracker for theweek that theworkwasperformed.

Note: If a company isa service provider, theymust complete a service provider formand submit it to Contract Com-
pliance for approval. The service provider shall also provide certified payrolls in LCPtracker. If the company isdoing
force account work, the labor will be based off the certified payrollsand the equipment rateswill be based onEquip-
mentWatch, not an invoice. If there are anyquestionsconcerning the service provider form, contact the Admin-
istrative ServicesDivision’sContract ComplianceSection.
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Figure 4-2: Example of Fringe Benefit Statement
4. Enter the following in theEQUIPMENT Section:

a. Obtain the required ForceAccount Equipment Listing (FormNo. 040-033) from theContractor. This form should include
each piece of equipment utilized on the ForceAccount (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 onEquipmentWatch calculations. TheEquip-

mentWatch program is found on theConstructionDivision’sSharePoint home page under theConstructionDivision Links
area. Refer to "EquipmentWatch ", in this chapter, for detailson usingEquipmentWatch.

c. Record the FHWARate (Hourly) dollar amount under theRate column (Figure 4-5).

Note: Standby time for idle equipment will be paid at 50% of the FHWARate (Hourly).

5. Enter the following in theMATERIALSSection:
a. Obtain copiesof supplier’s invoices from theContractor to verifyactual costsand quantitiesofmaterialsused on the force

account. To be eligible for payment, invoices for materialsmust:
i. Substantiate at least the total quantityofmaterials to be paid for on the force account.
ii. Be extended to show totalsand sales tax.
iii. Be dated on or before the dateworkwasperformed.

b. Record the invoice number with thematerials listed.
c. For materialsnot specificallypurchased for force account work, but are taken from theContractor’s stock, an affidavit may

be supplied in lieu of an invoice. The affidavit must be signed by theContractor and notarized. The affidavit must certify
that suchmaterialswere taken from stock, that the quantity claimedwasactuallyused, and that the price and trans-
portation claimed represent the actual cost (Figure 4-4).
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Figure 4-4: Materials Affidavit
d. No payment will bemade for materialsused on a ForceAccount until these documentshave been supplied to theRes-

ident Engineer. Freight charges for materialsdelivered for use on a ForceAccount will be paid if properlydocumented
and included in the sub-total to which themarkup isapplied. State sales tax is to be included for reimbursement if it is prop-
erlydocumented on thematerials invoice.

e. Sales taxamountsare not subject to themarkup onmaterials costs. Complete all extensionsand total thematerials costs.
TheContractor'spercentage ofmaterial costswill be asspecified in Subsection 109.03, (Measurement andPayment)
ForceAccount, of the Standard Specifications.
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6. Enter the following in theSignaturesandPayment area:
a. TheRatesandExtension by line is signed by the personwho completed the form.
b. The formmust be checked and signed bysomeone other than the personwho completed theRatesandExtensions.
c. Enter the Estimate number in which the ForceAccount waspaid.

Figure 4-5: Completed Daily Costs Force Account Form
7. Save the form to theEDOCContract Files\Contract Files\DivisionNo. 6 - ForceAccount\6.# [Nameof the Force

Account] directory.
8. Scan the Inspector’shandwritten formand save to theEDOCContract Files\Contract Files\DivisionNo. 6 - ForceAccount\6.#

[Nameof the ForceAccount] directory.
9. Email copiesof the completedDailyCostsForceAccount forms to the contractor. Both formsare the source documentation

for payment.
10. Enter the ForceAccount DailyTotal in a FieldManager IDR posting Figure 4-33 showsan example of a ForceAccount IDR

posting). Refer to Chapter 7, InspectorsDailyReports (IDRs) in the FieldManager User Guide, for detailson IDR postings.
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11. Enter the daily totals (labor, equipment, materials) for eachDailyCostsForceAccount sheet on a ForceAccount Recap sheet
(Figure 4-6) and save to the appropriate EDOCContract Files\Contract Files\DivisionNo. 6 - ForceAccount\6.# [Nameof the
ForceAccount] directory.

Figure 4-6: Force Account Recap Sheet

EQUIPMENTWATCH

To use theEquipmentWatch program:

1. Go to SharePoint, clickonConstructionDivision Links, and thenEquipmentWatch –Equipment RentalRates (Figure 4-7).

Figure 4-7: EquipmentWatch Link on SharePoint
2. The homepagewill open (Figure 4-8).
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Figure 4-8: EquipmentWatch Homepage
3. There are two options for searching for equipment.

a. Option 1
i. Enter the type of equipment that you are inquiring in the orange boxaboveStart Your Search (Figure 4-9).

Figure 4-9: EquipmentWatch Search Area
ii. A drop downwill pop upwith itemsmatching the type of equipment entered. Clickon the equipment item that best

matchesyour inquiry (Figure 4-10).

Figure 4-10: EquipmentWatch Search Choices
b. Option 2
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i. Use theByCategory list. Scroll down to the categoryof equipment needed (Figure 4-11). Clickon the >symbol.

Figure 4-11: EquipmentWatch By Category Search
ii. Thiswill open a complete list of equipment in the category (Figure 4-12). Check the box for the type of equipment.

Figure 4-12: EquipmentWatch By Category Search
iii. To further refine the search, use theByManufacturer list (Figure 4-13). Check the box for themanufacturer

needed.

Figure 4-13: EquipmentWatch By Manufacturer Search
4. TheModelResult will open. Clickon the green checkboxunder Costs (Figure 4-14).
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Figure 4-14: EquipmentWatch Model Result
5. On the equipment record, choose theYear of the equipment in the drop-down arrow (Figure 4-15).

Figure 4-15: EquipmentWatch Equipment Record
6. Complete Your Configuration and then clickon theConfirmEquipment Configuration button (Figure 4-16).

Figure 4-16: EquipmentWatch Configuration Confirmation
7. In theSelect Organization drop-down, chooseNevadaDOT (Figure 4-17).

Figure 4-17: EquipmentWatch Select Organization
8. Record the FHWARate (Hourly) dollar amount (Figure 4-18) on theDailyCostsof ForceAccount form in theEQUIPMENT

section, under theRate column.
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Note: TheEquipmentWatch calculationsare based onSubsection 109.03, (Measurement andPayment) Force
Account, of the Standard Specifications formula for calculating hourly rates.

Figure 4-18: EquipmentWatch FHWA Rate (Hourly)

9. Clickon theDownloadReports icon (Figure 4-19) to save and file this report in your EDOCContract Files, Contract
Files, DivisionNo. 6 - ForceAccount directory.

Figure 4-19: EquipmentWatch Report Download
10. In theOpen or SavePop-upmessage box, clickon theOpen button (Figure 4-20).

Figure 4-20: Open or Save Pop-up
11. The report will open asaPDF (Figure 4-21).
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Figure 4-21: EquipmentWatch PDF File
12. Save the file bygoing to File > SaveAs (Figure 4-22).

Figure 4-22: Saving the PDF File
13. Browse to theEDOCContract Files\Contract Files\DivisionNo. 6 - ForceAccount\6.# [Nameof the ForceAccount] directory

and clickon theSave button (Figure 4-23).
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Figure 4-23: Save As Window

UNIFORM TRAFFIC CONTROL OFFICER FORCE
ACCOUNT

UniformedTrafficControlOfficersare paid asa ForceAccount using theDailyCostsForceAccount (FormNo. 040-008). Thisonly
applies toNevadaHighwayPatrolOfficers.

OFFICE ENGINEER ’S RESPONS IBIL IT IES
ThePrimeContractor will turn in a copyof theUniformTrafficControlOfficer invoice (Figure 4-24) they received from theNevada
Department of PublicSafety.

1. Open a newDailyCostsForceAccount form.
2. Enter the invoice amount in theMaterials sectionwith a 10 percentmark-up (Figure 4-25).
3. Once theOffice Engineer’sDailyCostsForceAccount form iscomplete (Figure 4-25):

a. Email copiesof the completedDailyCostsForceAccount form to the contractor.
b. Enter the ForceAccount DailyTotal in a FieldManager IDR posting. Figure 4-33 showsan example of a ForceAccount

IDR posting). Refer to Chapter 7, InspectorsDailyReports (IDRs) in the FieldManager User Guide, for detailson IDR
postings.

c. Enter the daily totals (materials) for eachDailyCostsForceAccount sheet on a ForceAccount Recap sheet (Figure 4-26)
and save to the appropriate EDOCContract Files\Contract Files\DivisionNo. 6 - ForceAccount\6.# [Nameof the Force
Account] directory.

4-16

4

http://www.nevadadot.com/doing-business/about-ndot/ndot-divisions/operations/construction/fieldmanager/fieldmanager-user-guide


FORCE ACCOUNT

State of NevadaDepartment of Transportation
DocumentationManual
January2019

Figure 4-24: Uniformed Traffic Control Invoice

4-17

4



FORCE ACCOUNT

State of NevadaDepartment of Transportation
DocumentationManual

January2019

Figure 4-25: Completed Daily Costs Force Account Form (Uniformed Traffic Control)
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Figure 4-26: Completed Force Account Recap Form (Uniformed Traffic Control)

RAILROAD FLAGGING AND INSPECTION FORCE
ACCOUNT

Qualified railroad flaggers/inspectorsare paid asa force account using theDailyCostsForceAccount (FormNo. 040-008).

OFFICE ENGINEER ’S RESPONS IBIL IT IES
ThePrimeContractor will turn in a copyof the railroad flagger/inspector invoice (Figure 4-27) they received from the service pro-
vider.

1. Open a newDailyCostsForceAccount form.
2. Enter the invoice amount in theMaterials sectionwith a 5%mark-up (Figure 4-28).
3. Once theOffice Engineer’sDailyCostsForceAccount form iscomplete (Figure 4-28):

a. Email copiesof the completedDailyCostsForceAccount form to the contractor.
b. Enter the ForceAccount DailyTotal in a FieldManager IDR posting. Figure 4-33 showsan example of a ForceAccount

IDR posting). Refer to Chapter 7, InspectorsDailyReports (IDRs) in the FieldManager User Guide, for detailson IDR
postings.

c. Enter the daily totals (materials) for eachDailyCostsForceAccount sheet on a ForceAccount Recap sheet (Figure 4-29)
and save to the appropriate EDOCContract Files\Contract Files\DivisionNo. 6 - ForceAccount\6.# [Nameof the Force
Account] directory.
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Figure 4-27: Railroad Flagger/Inspector Invoice
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Figure 4-28: Completed Daily Costs Force Account Form (Railroad Flagger/Inspector)
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Figure 4-29: Completed Force Account Recap Form (Railroad Flagger/Inspector)

PARTNERING FORCE ACCOUNT

Partnering ispaid asa ForceAccount using theDailyCostsForceAccount (FormNo. 040-008).

OFFICE ENGINEER ’S RESPONS IBIL IT IES
ThePrimeContractor will turn in a copyof the Partnering Invoice (Figure 4-30).

1. Open a newDailyCostsForceAccount form.
2. Enter the invoice amount in theMaterials section (Figure 4-31).

Note: Nomarkup isallowed.

3. Once theOffice Engineer’sDailyCostsForceAccount form iscomplete (Figure 4-31):
a. Email copiesof the completedDailyCostsForceAccount form to the contractor.
b. Enter the ForceAccount DailyTotal into a FieldManager IDR posting (Figure 4-33). Refer to Chapter 7, InspectorsDaily

Reports (IDRs) in the FieldManager User Guide, for detailson IDR postings.
c. Enter the daily totals (materials) for eachDailyCostsForceAccount sheet on a ForceAccount Recap sheet (Figure 4-32)

and save to the appropriate EDOCContract Files\Contract Files\DivisionNo. 6 - ForceAccount\6.# [Nameof the Force
Account] directory.
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Figure 4-30: Partnering Invoice
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Figure 4-31: Completed Daily Costs Force Account Form (Partnering)
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Figure 4-32: Completed Force Account Recap Form (Partnering)

Figure 4-33: Force Account IDR Posting (Partnering)
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