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OVERVIEW

Contract Closeout verifies the completion of all the required documents throughout the contract life-cycle to ensure fulfillment of all
state and federal requirements (23CFR 635.123). The guidelinesand documentation requirementsdetailed in this chapter apply
toDesign-Bid-Build andConstructionManager at Risk (CMAR) contracts, NOT Design-Build contracts.

Timelycontract closeout is crucial to the following:

n Release theContractor’s retention and bondsallowing theContractor to pursue future projects.
n Limit Department exposure to potentialContractor issues/claims.
n Ensure the availability and accuracyof contract documents.
n IncreaseDepartment efficiencyby freeing up critical resources.
n Meet Federal end date and related funding obligations.

Closeout beginswhen a contract isawarded and continues throughout construction byadhering to the following guidelines:

n Proper contract setup per Chapter 2, Contract Startup, in thisManual.
n Saving contract source documents to the appropriate EDOCContract Filesdirectory.
n Follow theMaterialsSampling and TestingChecklist:

l Ensure there are adequateMaterialDivision samplesand tests for quantitiesplaced.
l Ensure there are adequate field samplesand tests for quantitiesplaced.
l Certificatesof Compliance are submitted to theMaterialsDivisionwhen received.

n Review itemquantities for accuracyandmarkascompleted. Refer to Chapter 5,Workingwith Items, in the FieldManager
User Guide for details.

Note: NOTE: Use theNDOT Business Intelligence (BI) Report, ItemPosting Tracking, to aid in tracking itemposting
quantities. Contact theConstruction Admin Servicesstaff for detailson thisBI report.

n Review payment quantitieswith contractorsbi-weekly.
n Update theAs-Built plansas the contract progresses.
n Request amid-point audit fromConstruction Admin Section staff.

Note: AContract Closeout HelpfulHints section is included at the end of this chapter.

CONTRACT CLOSEOUT WORK FLOW

The following isguidance for theResident Engineer andOffice Engineer on the steps required to closeout construction contracts.
All documentsmentioned in the closeout work flow are detailed in theCloseout DocumentsSection in this chapter.

1. Resident Engineer completes the FieldManager Semi-Final process to include theCloseout ContractModification (Figure 25-
4 and Figure 25-5 ). Refer to Chapter 13, Semi-FinalEstimate Procedures, in the FieldManager User Guide for details.

2. Resident Engineer creates theCloseout ContractModification draft.
3. Resident Engineer completes theContract PickupMemo (Figure 25-6) and theEDOCChecklist for the FinalPickup&Review

(Figure 25-7 through Figure 25-10). Email themboth to theChief Construction Engineer and copy the supervisor of theCon-
struction Admin ServicesSection.

4. Construction Admin Servicesstaff workwith theResident Engineer/Office Engineer to schedule a date to perform the field
(job) pickup.
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5. Construction Admin Servicesstaff arrive on-site andworkwith Resident Engineer andOffice Engineer to collect the following:
l Flash drivewith file indexspreadsheet and relevant EDOCContract File directories (Figure 25-1). Refer to Chapter 2,

Contract Startup, in thismanual for details. The records in the indexspreadsheet need tomatch the divisions (the directory
and sub-directorynames). It is acceptable to have non sequential sub-directorynumbers in the case that a sub-directory
wasnot needed andwasdeleted. Do not include emptysub-directories.

Figure 25-1: EDOC Contract Files Required for Pickup
l Field lab bookswith book listing (8.5 X11) (Figure 25-2 and Figure 25-3)

Figure 25-2: Field Lab Books

Figure 25-3: Field Lab Book Listing
l Original documents that cannot be scanned and saved to theEDOCContract Filesdirectories.

6. When theResident Engineer determines the contract is substantially complete, he/shewill request an on-site review from the
District Engineer.

7. After completion of the on-site review, if theDistrict Engineer finds thework in compliance, he/she sends theDistrict Accept-
ance Letter (Figure 25-11) to the contractor and theConstructionDivision.

8. The following itemsMUST be submitted beforeConstruction Admin Servicesstaff can begin their final payment process:
l FinalPayroll Letter (Figure 25-12)
l MaterialDivision’sAcceptance of Contract Letter (LabClearance)
l Acceptance Test SummarySheet (ATSS)
l As-Built Plans
l Pit Release (if applicable)
l MaterialDeposit UsageReport (if applicable) (Figure 25-14)
l Guardrail InventoryData Sheet (if applicable) (Figure 25-15)
l Contractor Past PerformanceRating (CPPR) (Figure 25-16
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Note: Construction Admin Servicesstaff will review all the contract source documentation to ensure it wascompleted
per the requirementsdetailed in thismanual.

9. When all the required documentshave been approved, and accepted by the appropriate division, Construction Admin Ser-
vicesstaff will facilitate the closeout processand final payment.

CLOSEOUT DOCUMENTS

The following section provides information and guidance to theResident Engineer on required closeout documents. All closeout
formsmentioned in this section are found in theSharePoint Construction FormsArea.

CLOSEOUT CONTRACT MODIFICAT ION
The Closeout Contract Modification (Figure 25-4 and Figure 25-5) reconciles (balances) the quantities of all items in a contract. It 
includes a detailed justification for all items with overruns and under runs of $50,000. This type of modification will be the last 
modification prepared by the Resident Engineer, after the semi-final payment. Refer to Chapter 13, Contract Modifications, in 
the FieldManager User Guide for details.
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Figure 25-4: Closeout Contract Modification (Page 1)
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Figure 25-5: Closeout Contract Modification (Page 2)

CONTRACT PICKUP MEMO
TheContract PickupMemo (Figure 25-6) is the required document to initiate a contract pickup. If there are anyquestions, contact
theConstructionDivision.
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Figure 25-6: Contract Pickup Memo

EDOC CHECKLIST FOR THE FINAL PICKUP AND REV IEW
AcompletedEDOCChecklist (Figure 25-7 through Figure 25-10) is required to accompany theContract PickupMemo.

n Office Engineer will checkall the appropriate boxes. Check the “Yes” boxwhen each item isverified asbeing complete in
accordancewith thisManual. If the item isnot applicable, theymust check theN/A box.

n Resident Engineer will sign and date (Page 3 of theChecklist) after all itemshave been verified by theOffice Engineer, and doc-
umentation is in accordancewith thisManual.

n Construction Admin Sectionwill complete their final closeout audit and resend theChecklist throughDocuSign for theResident
EngineersandDistrict Engineer for final comments, signatures&dates.
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Figure 25-7: EDOC Checklist for the Final Pickup & Review (Page 1)
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Figure 25-8: EDOC Checklist for the Final Pickup & Review (Page 2)
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Figure 25-9: EDOC Checklist for the Final Pickup & Review (Page 3)
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Figure 25-10: EDOC Checklist for the Final Pickup & Review (Page 4)

DISTRICT ACCEPTANCE LETTER
TheDistrict Acceptance Letter (Figure 25-11) is the notification to the contractor the itemsof workwere found acceptable and com-
pletedwithin substantial compliancewith theContract PlansandSpecifications. This letter, inmost cases, includes theRelease of
Maintenance.
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Figure 25-11: District Acceptance and Release of Maintenance

FINAL PAYROLL LETT ER
TheFinalPayroll Letter (Figure 25-12) isa list of final payroll numbers for theContractor and allSubcontractors, including the last
payroll number andweekending date. Resident Engineer submits this letter directly to HQ Contract Compliancewith a copy toCon-
struction Admin Servicesstaff. This letter initiates theEEO clearance.
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Figure 25-12: Final Payroll Letter

ACCEPTANCE OF CONTRACT LETTER (LAB CLEARANCE )
TheAcceptance of Contract letter (LabClearance) is required on everycontract. It is theMaterialsDivision acceptance of the
materialsused on the contract.

Near the contract completion, theResident Engineer will contact theMaterialsDivision tomake sure all certificationsand samples
have been received. If sampleswere inadvertentlyomitted, theResident Engineer must write amemo to theMaterialsDivision
explaining the circumstancesand send a copy to theConstructionDivision. If certificationswere not received by theMaterialsDivi-
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sion, another copyof the certificationmust be sent. Contact theMaterialsDivision if there are discrepancies. Compare theMaterial
Division’sAcceptance of Contract letter with failureson theATSS to ensure all itemsare addressed

ACCEPTANCE TEST SUMMARY SHEET (ATSS )
AnAcceptance Test SummarySheet (ATSS) (FormNo. 040-076) is required on everycontract, even if therewere no failures. It
must list allMaterialsDivision failures, aswell asall field acceptance test failures. For failingmaterials that are allowed to remain in
place, an explanation as towhy theywere allowed to remain in placewill be required. This includes failures for sieves, compaction,
plantmix (stability, air voids, etc.), asphalt, concrete, glassbeads, etc., even if there isnomeansof assessing liquidated damages.
Compare theATSSwith failureson theMaterialDivision’sLabAcceptance of Contract letter to ensure all itemsare addressed.
The originalATSSwill be sent directly to theMaterialsDivision.

Refer to theSharePoint ConstructionDivision page, Acceptance Testing SummarySheet Process, for detailsand a sample ATSS
sheet.

AS -BUILT PLANS
As-Built plansare an official record of the project at the time of construction completion. Two setsof As-Built plansare required for
each contract. TheyMUST be submitted at the time of the final job pickup (one set for theConstructionDivision and one set for the
District Engineer). Diagramanyphysical changes (e.g., pipe, guardrail, fence, electrical items, typical section changes, Estimate of
Quantities, Bill of Material, Structure list, etc.). Theycan be completed in hard copy formor electronically (PDF format only).

Retain and set aside two setsof original “as-designed” contract drawingsand specificationsas “designatedAs-Built plans”. These
are to bemodified to show all additions, deletionsand other changesmade throughout construction. Accurate As-Built drawings
are important for project operation,maintenance, and futuremodifications, particularly for workcompleted underground. These
modificationsare also reviewedwhen designing future projects.

NDOT’sRecordsManagement Section scanseach set of hard copyAs-Builts, assigning a corresponding bar code for each sec-
tion. Thisassists in the processof recording and storage of files. It is important to submit the As-Built plansproperly to ensure accur-
ate record of the drawings. Ensure ALL pagesare accounted for in the “Indexof Sheets” before submitting As-Built plans.

The following are formatting guidelines for As-Built plans:

n For hard copy, all changesmust be identified andmade in BLUE INKon the effected sheet(s), including anyconstruction notes
on individual sheets.

n If sheetsare omitted, or there’sa break in the numbering sequence, it needs to be noted on the “Indexof Sheets”.
n If sheetsare added, theyneed to be in numerical order and noted on the “Indexof Sheets”.
n Print a copyof Estimate of Quantities report from theE-Bidding Portal (11” x17” sheets). Insert into plansbehind the last 3

sheet, usually theGeneralNotes&Summariessheet. Edit the Indexof Sheets, to reflect the addition of sheets (e.g., sheet 3-
3D listed in plans, number theEstimate of Quantitiesas3Eand change the Indexof Sheetsbycrossing out D and addE).

n Update theEstimate of Quantities report (Figure 25-13) in BLUE INK to reflect the changesmade to theAs-Built plans (e.g.,
itemquantity changes, additionsand deletions). Make sure to note associatedContractModification and supplemental inform-
ation.
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Figure 25-13: Estimate of Quantities Report – Updates Included in As-Built Plans
n Use red pressboard folderswith theACCO fastenerssuppliedwith each folder (postsare not allowed). EachAs-Built folder

will be less than 2” thick, separate volumesat a section break. (If there aremultiple volumes, indicate on the “Indexof Sheets”
which sectionsare included in each volume.)

n Each pressboard folder shall be identified, with the following information, on the front cover of the As-Built folder:
l As-Built Drawings
l Contract #
l Project #
l Volume # (Volume 1 of 1, etc.)

n If there are additional sheetssent without a specified sheet number, assign a sheet number in the same seriesof numbersof
thework the plan sheet representsand insert it (e.g., profile, landscape, lighting, etc.). Revise the Indexof Sheetsaccordingly.
(Thisdoesnot apply to a supplemental or revision – see below).

n DO NOT INCLUDE8-1/2” x11” sheets.
n If a supplemental or revision sheet isadded, REMOVE&REPLACE the original sheet. The revised sheet should show

changes in BLUE INK (hard copyonly).
n If there are no field changes to the plans, writeNo Field Changes on the title sheet inside the front cover.
n If changesweremade, theworking As-Built plansshall show correct grade, elevations, cross-section, or alignment of road-

way, earthwork, structuresor utilitieson the appropriate plan sheet.
n Anychangesdue toContractModificationsneed to be noted on the effected plan sheets, with theContractModification num-

ber referenced. DO NOT insert a copyof theContractModification in theAs-Built plans.
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n DO NOT TAPEanychangesmade on smaller piecesof paper to the plan sheets, as they interferewith scanning the plan
sheets.

PIT /PROPERTY OWNER RELEASE
Apropertyowner must submit a Pit/PropertyOwner Release letter to theResident Engineer in the casewhen aggregatesor bor-
row are obtained froma private property. This letter must indicate the propertyowner is satisfiedwith the condition the property
was left in at the end of construction and releasesNDOT fromany further liability. TheResident Engineer will send the original let-
ter to Construction Admin Services.

MATERIALS DEPOS IT USAGE REPORT
TheMaterialDeposit UsageReport (FormNo. 040-087) (Figure 25-14) will be completed by theResident Engineer and dis-
tributed according to the distribution list at the bottomof the format the close of each project. TheMaterialDeposit UsageReport
will be required for allmaterial sources, even if it is obtained froma commercial pit. For Commercial pits, fill out the top portion of
formand indicate “CommercialPit” in theRemarkssection. For state pits, completely fill out all information.

Figure 25-14: Material Deposit Usage Report

GUARDRAIL INVENTORY DATA SHEET
TheMaintenance andAssetManagement Division isperforming a statewide guardrail inventory. TheResident Engineer will con-
tact theMaintenance andAssetManagement Division at the completion of everycontract to see if aGuardrail InventoryData
Sheet (Figure 25-15) is required. If the data sheet is required, it will be completed by theResident Engineer and sent to theMain-
tenance andAssetManagement Division, with a copysent to theConstructionDivision.
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Figure 25-15: Guardrail Inventory Data Sheet

CONTRACTOR PAST PERFORMANCE RAT ING (CPPR)
TheResident Engineer is responsible to complete aContractor Past PerformanceRating (CPPR) (FormNo. 040-044) (Figure
25-16) for the PrimeContractor upon the completion of work. The rating isa fillable PDF with an automated calculation for the
score (rating). There isa "NarrativeRating" with a 10-point bonus. The intent is to allow theResident Engineer the flexibility to
grant additional points if the contractor hasperformedwell in an area not alreadyaddressed in theCPPR. The use of thisnarrative
rating isnot required.
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TheCPPR isalso used asa tool during execution of contracts to addressanyshortcomingsby the contractor that need to be
addressed. If the contractor is struggling to properlyexecute the contract andwork, the contractor should be put on notice that if
theydo not rectify the situation, it could lead to poor rating. For example, complete an interim rating and sharewith the contractor
what their potential ratingwill look like if corrective action isnot taken.

TheResident Engineer will use theDocuSign template, Const PrimeContractor Past PerformanceRating, to properlyaddress the
distribution (Resident Engineer, ADE, ACEandContractor) of the rating. The intent of the template is to insure the rating isdis-
tributed to the appropriate Divisionsaswell asdocumenting receipt of completion for contract closeout.

The contractor can request a review of the rating by theDistrict Engineer. If this should happen, Construction Admin Servicesstaff
will forward the rating to theDistrict Engineer for the review. If a review isnot requested, Construction Admin Servicesstaff will for-
ward the rating to Administrative ServicesDivision as required.

This report isprovided to theDirector byAdministrative ServicesDivision and isutilized in the evaluation of prequalifications for bid-
ding department contractsgreater than $250,000.

Use the following guidelines for filling out this form:

n Total # of ChangeOrders– The number of ContractModifications, excluding those that are in a “DELETED” statusand the
Administrative Types25 through 35.

n TotalChangeOrder ($) – Exclude theContractModification totals from theAdministrative Types25 through 35.
n AwardAmount ($) – TheAwardedPrice from theContract Record document found in theE-Bidding Portal.
n FinalPayment Amount ($) – ThePaid ToDate amount fromFieldManager.
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Figure 25-16: Contractor Past Performance Report (Page 1)

CLOSEOUT HELPFUL HINTS

PREPARAT ION FOR THE FINAL CONTRACT PICKUP
n Resident Engineer completes theSemi-Final estimate processper Chapter 13, Semi-FinalEstimate Process, in the FieldMan-

ager User Guide.
n Review Field LabBooks for formatting andmissing information (e.g., dates, initials, stationing etc.).
n Review EDOCContract Files for accuracyof content and formatting.
n Resident Engineer will send theContract PickupMemoand a completedEDOCChecklist to the appropriate Construction per-

sonnel to schedule a date for final pickup.
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EDOC CONTRACT FILE DIRECTORIES REQUIRED AT JOB PICKUP

IT EMS REQUIRED PRIOR TO CONTRACT PICKUP
n Complete theEDOCChecklist, Field Lab book listing, the bottomof all the field lab books.
n Make sure all duplicatesof correspondence and paper clipshave been removed from the files. Allmixdesigns, JMF, shop

drawings, Request to Sublet, andSubcontract Agreements (Contract Compliance items) are filed in the appropriate Divisions
(refer to Chapter 2, Contract Startup), in thisManual.

n All original test reportshave been sent to theConstructionDivision.
n Prepare two setsof As-Built Plans (1-set to Dist. & 1- set to HQ)
n Make sure all completed ForceAccount(s) have been checked byappropriate ConstructionDivision personnel, if required,

then scanned into appropriate EDOCContract Files\DivisionNo. 6 directory.

IT EMS REQUIRED PRIOR TO A REMOTE CONTRACT PICKUP
n Acomplete BookListing of Field Lab books.
n TheEDOCContract Filesdirectorieswith Indexspreadsheet copied to a flash drive.
n Acopyof the completedEDOCChecklist.
n One set of As-Built Plans (take the other set to District).
n Make sure theCalculation Sheetsare scanned into the appropriate EDOCContract File Division Folder.

IT EMS TO CHECK IN FIE LD LAB BOOKS
n The bottomof the field book is sequentiallynumbered and labeled in blackpermanent inkper the Field TestingGuide
n The bookpagesnumbered sequentially from1 to 80.
n Have a complete title page per the Field TestingGuide.
n Acomplete Indexand Initial keypage per the Field TestingGuide.

l Indexmust show the beginning and ending page for eachmaterial/test.
l Initial keymust have the initials, signature, and title of everyonewho haswritten in the field lab book. The initialsmustmatch

the initialsused in the book.
l Failuresmust be circled inRed.

n There are no dittomarksor lineswith arrowsand there isa date for each entry. These booksare not recapped.

IT EMS TO COMPLETE FOR FORCE ACCOUNT
n The following documentsmust be includedwith the force account file:

l ForceAccount sheet(s) (FormNo. 040-008)
l FringeBenefit Statement
l ForceAccount Equipment Listing (FormNo. 040-033)
l EquipmentWatchRecap sheet (FormNo. 040-040)
l ForceAccount recap (one for eachAEB (category))
l Extended Invoices (original or copy) and/or affidavit (original)

25-21

25



CONTRACT CLOSEOUT

State of NevadaDepartment of Transportation
DocumentationManual

January2019

n Check the following on ForceAccount (FA) for HighwayPatrol:
l Top and bottomportion of the form iscomplete.
l NHP isproviding uniformed officers.
l Payment ismade on the ForceAccount (FormNo. 040-008).
l Payment is total invoice +10% and the information isplaced in thematerials section on the ForceAccount form (FormNo.

040-008).
l Calculationsare correct, the invoiceshave been checked and initialed, and are attached to the completed force account

sheet.
l ForceAccount recap sheet is complete.

n Scan the originalForceAccount documents into EDOCContract Files\DivisionNo. 6 directory.

IT EMS REQUIRED ON THE LAST SCALE T ICKET FOR THE DAY
n Date and Type ofmaterial.
n Pit information.
n Contract and categorynumber.
n Ticket totalmust be checked, initialed, and circled.
n Stationsmatch the load bookand the plant report for the appropriate day.
n Wastemust be explained and deducted from the accumulative (ticket) total.
n Waste is recorded and circled inRed, including '0waste'.
n Total placedmust be circled.
n Resident Engineer’s signature, not initials.
n Checker’s initials
n Optimum/actualmoisturesare shown for base course aggregate and calculationsare done if required.

IT EMS TO CHECK ON THE RECORD OF DELIVERY SHEETS
n ItemNo., Item, PlanQty, and theSig. Fig are complete.
n Load numberscoincidewith the load numberson theB/Ls.
n Verifydate is complete.
n Truckand trailer number.
n Bill of Lading number or control number. If a control number isused,make sure it isnoted in theRemarkscolumn.
n Tonsdeliveredmatches theB/L. OnEmulsified (diluted) make sure the tonsdelivered are shown as raw tonson theRecord of

Delivery.
n Tonsare enteredwith the correct significant figure (.01).
n Every load is initialed.

IT EMS TO CHECK ON THE BILL OF LADINGS
n Contract number, deliverydate and Inspector’s initials iswritten in the right-hand corner of the ticket.
n Weightshave been checked and initialed.
n Tonsdeliveredmatcheswhat isentered on the e-load sheet (Record of Delivery).
n If the B/L for Emulsified (diluted) comes to the job diluted,make sure theB/L stateseither 60/40mixor it showswater and oil

weights separately.
n All calculations are checked and initialed.
n The B/L is filed in the EDOC Contract Files\Division No. 8 directory.

IT EMS TO CHECK ON THE ASPHALT PLANT RECORD
n ItemNo., Item, and theSig. Fig. are complete.
n Sample number is listed andmatches the Field No. on the Transmittal for Asphalt Sample (FormNo. 020-016).
n Complete date andmatches theDate Sampled on the Transmittal for Asphalt Sample (FormNo. 020-016).
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n Time hasPMor AM listedwith the time.
n Every load is initialed.

VERIFY ING SUFFICIENT B/LS TO COVER PRODUCT ION
n Obtain themixdesign(s) used.
n Take the percentageson themixdesign for the asphalt andmineral filler.
n Enter the oil%,mineral filler %, andRAP% in theworksheet (obtained fromSharePoint) to find out howmuch asphalt andmin-

eral filler wasused, as illustrated inChapter 10, PlantmixandRecycled Surface Items, in thisManual. Calculationswill be
based on the totalmix. Do not deduct waste.

n Compare the quantitydelivered to the used and see if there isenoughB/Ls to cover, if there are not enoughB/Lscollected, the
Resident Engineer must contact theContractor to see if more B/Lscan be submitted.Make sure the newB/Lsare not duplic-
atesand are in the correct time frame as the paving operation. If nomoreB/Lscan be collected, then contact theConstruction
Division to seewhat the next stepwill be.

n The total delivered on the Liquid andEmulsified Asphalt will be compared to the total on the e-load sheet (Record of Payment)
verify if there are enoughB/Ls to cover what hasbeen used. If there are not enoughB/Ls to cover what wasused and if no
moreB/Lscan be collected, then a deduction bymeansof a FieldManager IDR posting stating, “therewasnot enoughB/Ls to
cover what wasused”. Make sure to take the total raw tons from the e-load sheet (Record of Delivery) andmultiplyby the
appropriatemanufacture recommended dilution factor.

n Gallonmeter recordsand/or weigh-back ticketsare required to calculate the app rate used. Verify theweightson theweigh-
back ticketsare applied to the correct date.
l When using the totalB/Lmake sure the tonsdo not exceed themax that can be paid.
l When reading the gallonmeter, a temperature correction factor must be used. Check the factor byusing the graph in

Chapter 11, Liquid andEmulsified Asphalt Items, in thisManual.
n Assure the categorynumbersare correct.
n Station to station doesnot necessarilyequal length. Lengthmust bemeasured or calculated.
n Widthmust bemeasured or calculated (“Varies” isnot acceptable).
n Inspector’s initialsare required.

IT EMS TO CHECK ON THE ASPHALT AND FUEL ESCALAT ION
n Make sure a spreadsheet is saved to theEDOCContract Files\DivisionNo. 7 directory.
n Make sure totalsmatchConstructionDivision totals.
n UseMixDesignwhen setting up theAsphalt escalation sheet, NOT JMF.

IT EM TO CHECK ON LETTERS OF AUTHORIZAT ION
n The original LOA backup documents are scanned into the appropriate EDOC Contract Files\Division No. 7 directory.

IT EM TO CHECK ON LIQUIDATED DAMAGE FOR T IME
n Make sure there isa copyof the letter to theContractor scanned into theEDOCContract Files\DivisionNo. 7 directory.

IT EMS TO CHECK ON LIQUIDATED DAMAGE FOR ASPHALT
n Obtain the e-load sheet (Record of Delivery), the Plant Record, the scale tickets, the LiquidatedDamage e-formobtained

fromSharePoint, and the failing test reports from the Lab.
n Compare the failing test report to the plant record tomatch the field sample number and the date the samplewas taken.
n Make sure the Lab Test #, Date Sampled, Sample #, andDemerits compare to the LiquidatedDamage spreadsheet. (Print

form fromSharePoint).
n Compare the demeritson the LiquidatedDamage spreadsheet to the demerits shown in theSilver Book to assure the deduc-

tion per ton on the spreadsheet is correct.
n Calculate howmuch asphalt wasused on the days that had failing asphalt. The percent of asphalt isbased off themixdesign.
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n If therewasmore than one sample taken on a particular day, take the asphalt used and divide by the number of samples taken
to get the tonnage each sample represents, whether the sample failed or passed. Thiswill be the quantityused on the Liquid-
atedDamage spreadsheet under Tons.

n Make sure the LiquidatedDamagesspreadsheet is complete and the calculationsare correct.
n Scan the LiquidatedDamagesspreadsheet with all the backup test reports from the lab in EDOCContract Files\DivisionNo. 7

directory.
n Calculate howmuch asphalt wasused on the days that had failing asphalt. The percent of asphalt isbased off themixdesign.
n If therewasmore than one sample taken on a particular day, take the asphalt used and divide by the number of samples taken

to get the tonnage each sample represents, whether the sample failed or passed. Thiswill be the quantityused on the Liquid-
atedDamage spreadsheet under Tons.

n Make sure the LiquidatedDamagesspreadsheet is complete and the calculationsare correct.
n Scan the LiquidatedDamagesspreadsheet with all the backup test reports from the lab in EDOCContract Files\DivisionNo. 7

directory.

IT EMS TO CHECK ON LIQUIDATED DAMAGE FOR LIQUID AND
EMULS IFIED ASPHALT
n Obtain the LiquidatedAsphalt e-load sheet, the failing test reports from the Lab, and the LiquidatedDamage spreadsheet.
n Compare the Lab Test #, Date Sampled, Refinery#, Truck#, Trailer #, and demerits to the LiquidatedDamage spreadsheet.
n Compare the demeritson the LiquidatedDamage spreadsheet to the demerits shown theSilver Book to assure the deduction

per ton on the LiquidatedDamage spreadsheet is correct.
n To check the tonsdamaged based onwhat wasused of the load. Remember emulsified asphalt isbased on diluted tons.
n Make sure the LiquidatedDamagesspreadsheet is complete and the calculationsare correct.
n Scan the LiquidatedDamagesspreadsheet with all the backup test reports from the lab in theEDOCContract Files\Division

No. 7 directory.
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