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OVERVIEW

Adjust Valve andManhole Itemshave different documentation requirements for each unit of measure (UOM). AllAdjust Valve and
Manhole Itemsmust be counted. Documentation examples for a few selectedAdjust Valve andManhole Itemsare illustrated in this
chapter. Someminor modificationsmaybe required to show the unusual circumstances thatmayoccur with different items, but the
general format should be followed. If there are itemswhich cannot be documented according to the following examples, contact the
Construction Admin ServicesSection for assistance.

To ensure the correct number of valvesandmanholesare being billed to the different entities for payment:

n Review theAgreement(s) with the different entities for the adjusting of valvesandmanholes for the contract. If you do not have
anyAgreement(s), contact Right-of-WayDivision for assistance.

n Review theAgreement, contract plan Structure List, and theAgreement Estimate report for the quantityand location of each
valve andmanhole cover.

n Notify theResident Engineer if a discrepancy is found. TheResident Engineer will notifyRight-of-WayDivision and the entityof
the discrepancy.

n If additional valvesor manholesare found in the field, theResident Engineer will notify the entity. Make sure to note additional
adjustments in theRemarksof the IDR.

n It will be at the discretion of theResident Engineer to assess if themanhole needs to be adjusted.
n If the station or value in theAgreement doesnotmatch the station or value in the field, a reason for the change is required in

theRemarksof the IDR posting.

INSPECTOR’S RESPONSIBILITIES – ADJUST VALVE
AND MANHOLE ITEMS
n Use theAgreement Estimate report asa reference to ensure that itemsand quantitiesare paid in the correct category (AEB).
n Use theStructure List (Figure 18-1), located in theContract plans, to help identify items, quantities, descriptionsand 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 SpecialProvisions
l SupplementalNotices
l ContractModifications

Note: When anychangesaremade to an item, reference theContractModification number in the IDR itemposting
remarks.

l Valve andManhole Agreement documents (Figure 18-2 through Figure 18-6).

n Turn in ALLAdjust Valve andManhole Item calculation sheets to theOffice 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.)

Figure 18-6: Manhole and Valve Cover Agreement Letter - Utility Locations
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INSPECTOR DAILY REPORT ( IDR) – MOBILE INSPECTOR
1. Create an IDR inMobile Inspector daily to document the activitybeingmonitored. Refer to theMobile Inspector User Guide for

detailson using thisapplication.
l Report Details– dailyactivities
l ItemPostings– item(s) and quantity(s)
l Equipment – type and hours
l Personnel – title and hours

2. Record the following required information in theReport Detailswindow (Figure 18-7):
l Date
l Weather
l Low and high temperature
l Attachments (N/A) – SendALL photosvia email.
l Remarks–Verifywith theResident Engineer onwhat information is required.

Figure 18-7: IDR Report Detail Window
3. Record the following required information in theNewItemPostingswindow:

l Item
l Proj/Catg –Refer to theAEB report.
l Contractor – ALWAYS thePrimeContractor (Subsare not allowed).
l Qty–Based onmeasurements, calculations, countsand/or plan.
l Location –Must show line designation, LT, RT or CL and offset if known.
l Station From/To –Refer to Contract plans.
l Attention Flag –Use to bring attention toResident Engineer andOffice Engineer for overrunsand plan errors.
l Remarks–Must show calculationswhen appropriate, refer to Calculation Sheet when appropriate (Refer to AppendixB,

Calculation Formulas, in thismanual for aCalculation Sheet example), other information relevant to itemposting, and
explanationswhenAttention Flag is checked.

NOTES for Adjust Valve andManhole Items:
l Refer to Subsection 609.03.02, (InletsandManholes) General – AdjustingManhole andValveCovers, of the Standard

Specifications for MethodsA, BandC prior to paving.
l MethodA - Usedwhen removal of the existing pavement bycoldmilling isnot required. Once all paving is completed, locate

and adjust the cover to the final finished pavement level.
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l MethodB - Usedwhen removal of the existing pavement bycoldmilling is required. Before coldmilling, lower the cover suf-
ficiently to accommodate the required pavement removal depth. After the new pavement isplaced and completed, locate
and adjust the cover to the final pavement level.

l MethodC - Usedwhen themethod of adjustment isoutside the areasdescribed inMethodsAandB, when removal of cold
milling and paving isnot used.MethodC ispaid aseither lowered and raised or just raised depending onwhat is called for
in the field.

l Refer to Figure 18-8 through Figure 18-11 for examplesof adjust valve andmanhole itempostingswith different UOM.

Figure 18-8: IDR Item Posting - Adjust Valve and Manhole
EACH (Method A)

NOTES for Adjust Valve andManhole EACH
(MethodA) (Figure 18-8):
l Payment for EACH itemswill be based on field

count.
l In Location, enter the LineDesignation and LT,

RT, or CL.
l Must identify the TYPE,OWNER and

AGREEMENT # of allmanhole covers to be
adjusted.

l Sig. Fig. =1

Figure 18-9: IDR Item Posting - Adjust Valve and Manhole
EACH (Method B)

NOTES for Adjust Valve andManhole EACH
(MethodB) (Figure 18-9):
l Payment for EACH itemswill be based on field

count.
l In Location, enter the LineDesignation and LT,

RT, or CL.
l Must identify the TYPE,OWNER and

AGREEMENT # of allmanhole covers to be
adjusted.

l Pay .5when lowered and pay .5when raised.
l Sig. Fig. =1 (when complete)
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Figure 18-10: IDR Item Posting - Adjust Valve and Manhole
EACH (Method C)

NOTES for Adjust Valve andManhole EACH
(MethodC –Raised) (Figure 18-10):
l Payment for EACH itemswill be based on field

count.
l In Location, enter the LineDesignation and LT,

RT, or CL.
l Must identify the TYPE,OWNER and

AGREEMENT # of allmanhole covers to be
adjusted.

l Sig. Fig. =1

Figure 18-11: IDR Item Posting – Adjust Valve and Manhole
EACH (Method C)

NOTES for Adjust Valve andManhole EACH
(MethodC – Lowered andRaised) (Figure 18-11):
l Payment for EACH itemswill be based on field

count.
l In Location, enter the LineDesignation and LT,

RT, or CL.
l Must identify the TYPE,OWNER and

AGREEMENT # of allmanhole covers to be
adjusted.

l Pay .5when lowered and pay .5when raised.
l Sig. Fig. =1 (when complete)

4. Record the following required information in theNewEquipment window (Figure 18-12 and Figure 18-13):
l Contractor – Actual contractor performing thework (include subs).
l Type –Detailed description of the equipment (e.g., diesel, HP,model, make).
l Number –Howmanyof each type.
l Hours– Total hours in use.
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Note: An attachment to an equipment’sbase configurationmust have itsown record.

Figure 18-12: IDR Equipment Entry

Figure 18-13: IDR Equipment List
5. Record the following required information in theNewPersonnelwindow (Figure 18-14 and Figure 18-15):

l Contractor – Actual contractor performing thework (include subs).
l Type –Detailsof personnel type (e.g., foreman, laborer, truckdriver).
l Number –Howmanyof each title.
l Hours– Total hoursworked.

Figure 18-14: IDR Personnel Entry
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Figure 18-15: IDR Personnel List
6. Complete a final review of the IDR and lock it.

Note: When aMobile Inspector IDR iscompleted and locked the information isuploaded into a FieldManager IDR,
where it is reviewed and generated for processing progresspayments.

OFFICE ENGINEER’S RESPONSIBILITIES – ADJUST
VALVE AND MANHOLE ITEMS
n Distribute all Agreement documents to the Inspectors.
n Save theAgreement documents to the appropriate EDOCContract Files\Contract Files\DivisionNo. 10 - Agreementsdir-

ectory.
n SaveAdjust Valve andManhole Itemsphotos in the appropriate EDOCContract Files\Contract Files\DivisionNo. 3 - Mul-

timediaRecords\3.# Photographswith Descriptionsdirectory.
n Distribute executed copiesof ContractModifications to Inspectors.

INSPECTOR DAILY REPORT ( IDR) – FIE LDMANAGER
When aMobile Inspector IDR is locked byan Inspector, the information isuploaded into a FieldManager IDR. Refer to Chapter 7,
Inspector DailyReport, in the FieldManager User Guide for details.

1. Verify the following:
l Information inCommentsandRemarks.
l Posting remarksmust contain theOWNER, TYPEandAGREEMENT # of the Adjust Valve andManhole Item.
l Information in theContractor tab (Personnel andEquipment)
l Itemsare paid correctlyaccording to the contract documents (e.g., plans, supplemental notices, ContractModifications).
l Itemquantities
l Quantities in postingsare documented to the correct Significant Figure.
l Stationsand LineDesignations in the Locations
l Calculationsare correct.
l Remarks reference calculation sheets, if applicable.

Note: Use theAgreement documents to verify the information in the posting.

2. Generate the IDR.
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