DOCUMENTATION REQUIREMENT
SECTION A
FIELD BOOK, LOAD BOOK, SURVEY BOOK,ANDTESTERGS LOG BOOK
NUMBERING SYSTEM

All project field books must be labeled and numbered by field personnel as described
below and illustrated on page 24-2 before the final pickup by Headquarters Construction.

The contract number, book number and subject shall be printed with black ink on the end of
each book as illustrated on page 24-2. Place the book face down in front of you. The end nearest
you is in the proper position to place the number and title.

Books shall be numbered consecutively, starting with the first alignment book being number
one (1). Next shall be all pay books, followed by load books, cross-section books, slope stake
books, and field lab books.

ALIGNMENT

REMOVAL

EARTHWORK

LANDSCAPE AND IRRIGATION
MINERAL FILLER

ASPHALT CEMENT
PORTLAND CEMENT

LIQUID ASPHALT

PCCP

ROADBED MODIFICATION
RECYCLED BIT. SURFACING
MICRO SURFACING

MAJOR STR

PIPE

RCB

MISC STR

RETAINING WALL

SOUND WALL

MSE WALL

MISC

C&G

FENCE

GUARDRAIL
GUIDEPOSTS/OBJECT MARKERS
ELECTRICAL/SIGNAL

RENT CONST SIGNS, ETC
SIGNS (perm & temp)
STRIPING (perm & temp)
LOAD BOOKS (Type I, PBS, Open-Graded, etc)
X-SECTIONS

SLOPE STAKE BOOKS
FIELD LAB BOOKS

If you have already numbered the books as illustrated on page 24-2, and discover at a later
date one has been omitted from the numbering sequence, use a letter designation as illustrated
on page 24-2. Page 24-2 is only an illustration of how the bottom of the books should be
completed. Use the list above to get the books in the proper order for numbering. If you
have any questions, contact Headquarters Construction for assistance.
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DOCUMENTATION REQUIREMENT
SECTION B
FINALING OUT A CONTRACT

Upon completion of the contract, the FINAL field payment shall be prepared by the
Officeperson. Once the FINAL field payment is processed, Headquarters Construction will send
out a CM19I to assist the Resident Engineer in verifying quantities and assuring all items have
been addressed. The Officeperson shall complete the CM19I by verifying each item on the
report and recording where each item was paid, see the illustration of a CM19l Report on page
24-11. The number on the BK/ENV line is the book number, the number below the line in
parentheses is the book total from the recap page, and the number below the book total is the
AEB #. All zero balances that are not explained in a field book must have a complete explanation
for zero balances on the CM19l. If discrepancies are found, please notify Headquarters
Construction and process another FINAL payment. Before entering this payment, please be
sure that all items have been checked for accuracy and all change orders and quantity
adjustments are complete.

Each pay book containing bid items must be totaled by page. The quantity totals, by AEB,
must be documented in the bottom left-hand corner as illustrated on page 24-4. The page totals
(one page per line) are then transferred to the recap (page 75 or as many pages as needed up to
page 80) as illustrated on page 24-5. Blank pages are not totaled or recapped; however, all bid
item pages with a zero pay quantity must be totaled as zero and be included in the recap. Pages
with zero quantities must contain an explanation why this item was not necessary and the
explanation must be initialed. Per the Resident Engineer is not an acceptable explanation. The
person responsible for transferring and checking the information must initial the recap page 75 or
as many pages as needed up to page 80. If the recap is placed on more then one page, make
sure all pages are listed on the index page.

Surveying books (i.e. alignment, cross-section, grades), load books, and field lab books are
not recapped, but shall be checked for title page, index and initial key as described in Chapter 2
(Setting up a Contract, Book Format, etc.).

When totaling the pages, look for missing or incomplete dates, inspectorsoé initials,
significant figures, specific quantities paid to 100%, final totals, measurements and/or calculations
where required and initialed by the checker, etc.

All spreadsheets shall have a final total on all columns except date and payment number.

When the CM19I1 has been completed and all items have been addressed, the Resident
Engineer shall submit a Final Job Pickup Memo, as illustrated on page 24-6, to the appropriate
Construction personnel in either District One or District Two. REMEMBER, no job will be
scheduled for pickup until all change orders have been processed and paid. When the
memo is received a date will be scheduled to have a completed Check List as illustrated on pages
24-7 thru 24-10, a completed CM19I as illustrated on page 24-11, a completed Inventory of Final
Documents form as illustrated on page 24-12, and the items listed on the Inventory of Final
Documents form sent to the appropriate Construction personnel in District One or District Two for
final pickup. The Inventory of Final Documents form will be reviewed by Construction personnel
to assure all items have been received. The Inventory of Final Documents form will be completed
signed, and a copy will be sent back to the Resident Engineer for their records. If there are items
that need to be addressed after the final pickup is completed, a new Inventory of Final Documents
form will be completed and sent to the Resident Engineer along with the items to be corrected.
When the Resident Engineer receives the returned items, the Inventory of Final Documents form
will be reviewed, signed, and the original Inventory of Final Documents form will be sent back to
the Construction personnel performing the pickup. When the items have been addressed a new
Inventory of Final Documents form will be completed and sent back to the Construction personnel
performing the final pickup. This process will continue until the closeout is complete and all items
have been addressed. Rev 10/10

24-3



The Officeperson shall go through the files for the test reports (Compaction, Sieve
Analysis, Plant Reports, etc.) to assure that all the originals were processed correctly. There
should only be the copies of the test reports in the file. If an original is found make sure the report
has been checked, initialed, and signed by the Resident Engineer. Submit the report to the
appropriate District Progress Lab for review. The report will be reviewed and if there are any
errors or omissions the test report will be returned to the crew for corrections. Upon satisfactory

completion, the Progress Lab will then forward the original report to Headquarters Quality
Assurance Office.

Headquarters Construction will review all field books and original source documentation for
the contract including force account sheets. If the force account has federal money, it must be
checked by Internal Audit. As soon as the force account is complete send the original to
Headquarters Construction as stated in Chapter 3, Force Account. Lump sum sheets, trainee
sheets, rent equipment sheets, flagging sheets, scale sheets, bill of ladings, rolls and
CALCULATION book, Source documentation and all correspondence shall be placed in
envelopes by Headquarters Construction and numbered appropriately.

Below is an illustration of a page with an Each item that has quantities in three AEB
numbers.
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PICKUP MEMO 7 illustrated below is an example of a pickup memo.

STATE OF NEVADA
DEPARTMENT OF TRANSPORTATION
CONSTRUCTION DIVISION
MEMORANDUM

DATE: February 10, 2010
TO: Jeff Shapiro, Chief Construction Engineer
FROM: Joe Green, Resident Engineer

SUBJECT: REQUEST FOR FINAL PICKUP - CONTRACT NO. 3247

Contract 3247 is ready for the Final Pickup. Attached please find the completed Check List and
CM19I. Please schedule a Final Pickup at your earliest convenience. If you have any question
regarding this request please contact this office at 702-555-1292.

Thank you for your cooperation in the above matter.

cc: James Dean, District Engineer
File

Rev 11/09

24-6



CHECK LIST FOR THE FINAL PICKUP FOR CONTRACT NO:

FIELD BOOKS YES NO N/A COMMENTS
Title page complete
Index page complete
Initial key complete
Book bottoms are numbered sequentially
Bottom and Title page of a book has 1 of 2 (etc.),
(if there is more than one book with the same title)
Book is recapped
Initials of who checked and transferred quantities
Explanation and initials for zero balances
All zero balances are recapped
There are no ditto marks or lines with arrows
Pages are totaled by AEB numbers
Each entry has an AEB number
Each entry has a complete date
Each entry has an I nspectordés initials
Calculations are done if required
Calculations are checked and initialed
Each entry is paid to significant figures
Stations show left, right, or centerline
Field Lab books are setup properly

SCALE or COMPUTERIZED TICKETS
Moistures are done on base course aggregate
All required info is placed on the tickets
Stations match load book

Stations show left, right, or centerline
Waste or A00 waste is shown
Tickets in order according to the spreadsheet
40-load sheets must have totals every 10" load

Rev 10/10
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LOAD BOOKS YES NO N/A COMMENTS

Title page complete

Index page complete

Book bottoms are numbered sequentially

Bottom and Title page of a book has 1 of 2 (etc.),

(if there is more then one book with the same title)
Beginning and ending stations on each page

If the line changes an equation is required

Time is recorded every fifth load

| nspector and checkerods__initials_ on

each

page

Waste o r fi O ois cwcded ih red

Stations match the stations on the scale tickets

Stations show left, right, or centerline

Ticket numbers are used not load numbers

FORMS
Forms are done in blue or black ink
(excluding scale sheets)

Have all the required signatures

Show AEB numbers

Each AEB listed must be totaled separately

Have totals

Havethe checkeor@ignaturemi t i al_s
Only one type of equipment per form

A detailed location for each flagger

A reason for the flaggers
Dates on forms match dates on spreadsheets

All spreadsheets have final totals

Tickets in order according to the spreadsheet

Lump sum sheets equal 100% for each LS item
Al'l B/ LOs have certs

There are enough B/ LO&s to cover _what

B/ L6s a rDavisidnil2 of tHe contract files

Certs are removed from all B/Ls in Division 12

24-8
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LETTERS OF AUTHORIZATION YES NO N/A

The original lump sum sheet and all backup
is attached to the original L.O.A.

COMMENTS

All copies are removed

L.O.A. must be filed according to AEB numbers

The total dollar amount and percent is correct
and the percent is to the correct significant figure

FORCE ACCOUNT
Must have the following for each Force Account:
Completed F.A. sheet (Form No. 040-008)

Cont r ac tipmendlstinds(orm No. 040-033)

Equipment Recap sheet (Form No. 040-040) or
Equipment Watch Recap sheet (Form No. 040-040)___

Fringe Benefit Statement

Force Account Recap

All invoices

All originals are sent to Headquarters Construction
as soon as completed and a copy is place in Division
6 of the contract files

LIQUIDATED DAMAGES
Oil Damages must be listed on the appropriate
Liquidated Damages Form and failing test reports
must be attached to the LD form

All other damages must have some form of backup
and be filed in Division 7 of the contract files

24-9
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CALCULATION BOOK YES NO N/A COMMENTS
Title page complete
Index page complete
Initial key complete
Each page is cross-referenced to the field book
The books are cross-referenced to the calc page
Each page has all the required information

MISCELLANEQOUS
All paper clips removed and items stapled
All duplicate correspondence have been removed
All copies of mix designs, JMF, change orders,
L.O.A.s, Contract Compliance items, and
shop drawings have been removed
Photos/files are copied to a CD
Contractords*Stakeout Dat a
Two sets of As-Builts *
Final Payroll Letter *
Confidential Past Performance Ratings *
Acceptance Test Summary Sheet *
Pit Release*
Material Deposit Usage Report *
Guardrail Inventory *
Safety Inspection Checklist (Form No. 040-028)*
Acceptance Testing Frequency Report
(Form 040-075)*
Copy of the front cover of the Special Provisions*
Book listing*
Letter of Explanation
District Acceptance

*Items that must be submitted prior to the completion of final pickup. Make sure to copy Headquarters Construction on all items
which have the original going to another department.

All the above items have been checked and verified and documentation is in accordance with the Documentation Manual.

Resident Engineer: Date:
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CM19l11 page 1is illustrated below. This report will be completed before the final pickup
by Headquarters Construction. The Officeperson will show where each item has been paid and
place an explanation by all zero balances not addressed in the field books. See instructions on
page 24-3.

If there are any questions, please call Headquarters Construction.
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