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Contract Administration

* Recap
 PS&E approved
* ROW Certified
* Construction Authorization
* Advertisement
* Low Bid
* Concurrence in award
* Construction
* Overview and your role as a contract administrator

* Construction Manual

https://connect.ncdot.gov/projects/construction/Pages/Construction-Manual.aspx



https://connect.ncdot.gov/projects/construction/Pages/Construction-Manual.aspx

Local Government Agency Duties

Provide daily contract administration

Provide project documentation in accordance with the Department’s policy and
procedures

Ensure that the private engineering firm utilized for construction admin is
prequalified to perform construction engineering/inspection by NCDOT

Ensure Disadvantaged Business Enterprise(DBE/MB/WB) compliance. Submit DBE-
IS forms with invoices to document DBE

Contact DOT representative prior to agreeing to Supplemental Agreements

Present project invoices to the DOT representative for reimbursement of costs as
included in the Municipal Agreement. Invoices should include appropriate
supporting documentation



DOT Representative Duties - Oversight

Attend Preconstruction Conference and review contract administration and reporting
requirements

Attend Monthly Construction and other regularly scheduled meetings

Ensure the private engineering firm used to perform contract admin is prequalified to perform
Construction Engineering and Inspection by NCDOT. Ensure technicians who perform testing for
project acceptance possess the appropriate certifications

Review project as needed but a minimum of monthly. Pay record documentation, daily inspection
reports, DBE participation, Materials Received Reports, minimum sampling of materials, payrolls,
and Contact change documentation are a few of the items that will be reviewed

Supplemental Agreements must be approved in writing prior to beginning the supplemental work
Review and process invoices submitted by the LGA for reimbursement

Final project review and final inspection



Please invite NCDOT and FHWA to the
preconstruction conference and any other
meeting to discuss the administration of the
project



AGReeseAdT

Subcontracting




Purpose of Subcontract Agreements

 Compliance with Article 108-6 of the Standard Specs for R&S
Subletting of Contract
-Approval of Prime Contactor to sublet work to a Sub
-Approval of Subcontractor to sublet to 2" Tier Sub
-Track Performance of Prime
-are they performing 40% of the original contract

-35% including Specialty items and items sublet to
DBE



Subcontract Approval Form(SAF)

“orm SAF Rev. 24 @ Rev. 04-2019
SUBCONTRACT APPROVAL FORM

Contract Mo F.A No: Subcontract Request Number:

NBS Element: T.LP. No.: County:

APPROVAL IS REQUESTED TO SUBLET THE FOLLOWING ITEMS OF WORK ON THIS PROJECT TO:

Retainage Certification Reporting No.
3ubcontractor Name and Address
Retainage Certification Reporting No.
o
¥ Tier-1 Subcontractor Name and Address
Line Code tem D i Portion| Partial|  S“° Quanti o | GF | DeEMBENNBE DBE/MBEAVBE Subcontract | Total Subcontract
Number &m Descriplion o | or uantty o Unit Price Sublet Amount Unit Price Amount
2nd Tier
ndicates a Portion of Waork (@) Indicates a Partial ltem (4 ) DBE/MBE/WBE Amount} Subcontract Amt|

SUBCONTRACT CERTIFICATION (applies only to Federal projects)
The Contractor / Subcontractor certifies that the subcontract is in writing and that FHWA 1273, "Required Contract Provisions,” and Title VI and
‘ondiscrimination Assurances have been included in the subcontract / 2™ tier subcontract in its entirety.

SUBCONTRACT CERTIFICATION (applies only to State projects)
The Contractor / Subcontractor certifies that the subcontract is in writing and Title VI and Nondiscrimination Assurances have been included in the
subcontract/2™ tier subcontract in its entirety.

Zontractor; APPROVED:

ignature Date

Mtle: Resident Engineer Date
Subcontractor: Approved with the understanding that the Contractor will be responsible for the
3ignature: Date satisfactory performance and completion of the wark in compliance with the
Mitle: terms of the contract and that all payments will be made to the Contractor.

¥ Tier

Subcontractor

Signature: Date

litle:




G' |ﬂ https:/www.ebs.nc.gov/VendorDirectory/detail. htmi?s=fn&f= 0000051428 ML LY || search... L~ | fr 3 o8 @:I
€2 Directory of Firms | Connec.., * ||_|
File Edit View Favorites Tools Help
'-1‘",1_'75 Eic_',rcle&Pedestrian Proje... Division COperations and ... Division Operations and ... € MNCDOT Workplace € MCDOT ? ﬁ - ~ = @ * Page~ Safety > Tools- lﬁlv ”
Physical Address: 150 PINE RIDGE ROAD Prequalified Consultants A
MOUNT AIRY, NC 27030
Firm Mame

Home County & Division:

Contact Name:

Phone:

Fax:

Email:

Reporting Number:
HIiCAMS Vendor Number:

Type of Firm:
(for DBE only)

Certifications:
Prequalification Status:

Construction Work Codes:
(for Prequalified Contractors
only)

SURRY
DIVISION 11

JOANNE CHEATHAM

336-320-3349

336-320-3854
JOANNE@CAROLINAENVIRONMENTALCONTRACTING.COM
51488

2976

Road & Street Construction

DBE, WEBE, HUB
PO Prime Contractor

000200 - CLEARING AND GRUBBING

000225 - ROADWAY GRADING AND EXCAVATION
000310 - PIPE INSTALLATION

000520 - AGGREGATE BASE COURSE

000560 - SHOULDER. CONSTRUCTION

000825 - INCIDENTAL CONCRETE CONSTRUCTION

NCDOT Work Code
MAICS Code

Help

Download Vendor Listings

DBE Directory
SBE Directory

Prequalified Bidders, PO Prime
Contractors, & Subcontractors

Prequalified Consultants

| Contact Form
For questions & feedback about

this area of Connect NCDOT,
contact Confractual Services.

M = ooy




Certified Payrolls

* Weekly submissions by Prime Contractor required for all Federal-Aid
Contracts

* Should include employees name, address, employee id#,
classification, hourly wages paid, hours worked, deductions made and
actual wages paid

 Payrolls should be compared to daily inspection reports for
reasonable accuracy



Wage Rate Interviews

* Minimum of one interview required per calendar quarter

* Must conduct at least one interview with Prime Contractor and all
subcontractors utilized throughout the life of the project

* Compare interview with certified payrolls to ensure consistency



Tracking DBE Utilization

* Participation recorded on DBE-IS form and submitted with each
request for payment

* Non-committed DBE participation should be recorded

* If no work was performed by DBE’s during a billing period, the DBE-IS
Form should be submitted indicating “None” or “0”



nspector’s Daily Report




Getting Paid

* Source Documents for Payment
 Partial Payments(Monthly Estimates)
* Final Estimate

* As-Built Plans



Source Documents

* There will be a source document for each pay item in the contract

* All entries pertaining to pay items should be originally entered in a
bound book(pay record book), ticket book, or on a specified form



Pay Record Books

* All entries & computations are to include sufficient detail so they can
be identified, checked, and verified by others

* There should be no erasures

* The date and initials of the individual making an entry should be
shown for each entry. Entries are made on the date work was
performed so it can be cross-referenced with the diary

* Index of pay items and numbered pages required
* All computations will be checked and initialed

e A list of names & initials of each individual who enters information or
initials entries should be placed in the front of each book



Pay Record Books (cont’d)

* A “remarks” section should be used to provide additional info for the
entry

* Each page should have a “Page Total”
* Each line item should have a “Project Total”
* Document when a line item isn’t used

* If a spreadsheet is being used, changes should be tracked and not just
deleted/corrected

e Save both spreadsheets so changes are easily id’d and noted
e Significant numbers are important



Weigh Tickets

* Used when material is to be paid for on a weight basis
* Scales are to be certified by NC Dept. of Agriculture

* Scales must be operated by a NC Public Weighmaster & a certified
weight certificate must be issued in the form of a ticket

* Tickets for each day should be bound separately with the total for the
day shown on the front cover for each line item

* Upon receipt, inspector should make sure the ticket is legible and the
following info has been listed on the ticket:

* Project number, date and time ticket is issued, gross weight of vehicle, tare
weight of vehicle, net weight of material, location of the quarry/plant, name
of the contractor, stamp or number of weighmaster, and signature/initials of
public weighmaster in ink



Materials Received Reports-
What items are received

 The Material Received Report(MRR-M&T Form 251) should be completed
when any material received on the project is to be incorporated into the
construction on a temporary or permanent basis

* Exceptions-material items that are delivered and accompanied by a ticket
with a Weigh Master stamp, such as quarried materials and asphalt. These
tickets will be placed in a ticket book as the source document for the
project

* The Minimum Sampling Guide(MSG) lists materials that are accepted on
certifications and the type of cert required.

e The MSG link is:

https://apps.dot.state.nc.us/vendor/approvedproducts/MinimumSampling
Guide.aspx.



https://apps.dot.state.nc.us/vendor/approvedproducts/MinimumSamplingGuide.aspx

DEPARTMENT OF TRANSPORTATION
MATERIALS & TESTS UNIT
RALEIGH, NORTH CAROLINA 27607

REPORT OF MATERIAL RECEIVED

Project No.: (1) Report No.: (2) Date Received: (3)
County: (4) Destination (Town or Siding): (5)
Contractor: (6)
(7)
MATERIAL CAR OR INSPECTION | OTHER IDENTIFYING SHIPPED PRODUCER OR | TRANSFERRED
& TYPE, GRADE, OR CLASS TRANSPORT NO. TAG NO. INFORMATION QUANTITY FROM SUPPLIER FROM PROJECT
(8 (9) (10) (11) (12) (13) (14) (15)
L3
(16) (17)
RESIDENT ENGINEER INSPECTOR



Supporting Documentation

* Most materials that are delivered to the project will be accompanied
by a Bill of Lading, invoice, or a packing slip. This documentation
should clearly identify the item as well as the quantity that was
received

* This documentation should indicate the actual producer or
manufacturer of the material being delivered



IANHOLE RINGS & COVERS-CATCH BASIN FRAMES & GRATES-VALVE BOXES-METAL FABRICATION-METAL GRATINGS-AIRPORTGRATINGS-ACCESS DOOR:

FOMER SERVICE ~ CORPORATE

r((i[(US FOUNDRY

336-656-9723 1-800-348-8357
AN EAGLE MANUFAGTURING COMPANY 336-656-9724 USA & CANADA
1-800-527-8380 1-305-884-3253
7123 Brown Summit Road
Brown Summit, NC 27214
Page:

BILL OF LADING SHIP TO:

Ordered Delivered | Unit Weight Bk Order

Weight Raceived By: ate:
Shipped: %94 |prepaid __ Couect_mﬁ_o__ _ C&‘f(bT!’[f

Invoice: ——— | COD Amount: . |PRO Number:

OFFICE

HI CAMS GRAY IRON CASTING ALTERNATE ID INFORMATION

Materials and Test Unit

1801 Blue Ridge Road, Raleigh, N.C. 27607

FOUNDRY US FOUNDRY

CONTRACTOR | 345804
FERGUSON

CLASS 35B

DATE 0717717

PLANT ID c12

NORTH CAROLINA DEPARTMENT OF TRANSPORTATION

NOTE: This form is to accompany all shipments of gray iron castings to NC DOT projects. Gray iron
castings shipped to NC DOT projects without this form or with incomplete forms will not be accepted.

NCDOTSTD | PRODUCER’S ITEM ID CAST DATES OF ALL PARTS USED PRODUCER’S
NUMBER NUMBER INSPECTION ID
669 Ring KL ST
840.54 669-KL 7-5-17 7-5-17
840.54 669-KL 7-5-17 7-5-17




Certifications

* For materials accepted on certification, the Contractor is responsible
for supplying the proper type of documentation required

* The types of material certifications can be found in Section 106-3 of
the NCDOT Standard Specs for Roads and Structures



Pretested Material

* Pretested materials should be clearly marked with a NCDOT approved
stamp/stencil and or an identifying alternate identification number or
lot number

* These items are typically inspected by NCDOT at the manufacturing
facility and include materials like: prefabricated bridges, concrete
pipe, precast drainage structures, and seed



Inspsction Result: Moets Specs. Page 22
North Carolina Department of Transportation oB0s72018
Division of Highways, Materials and Tests Unit
1801 Blue Ridge Rd. Raleigh, NC 27607

Report on Precast Concrete
Report ID: §4043 wes: Report Status: Authorized
Contract: County: Davidson Inspection Date: C/Z92019
Station: RE: Inspector: Brewsr, Joseph A
Location: 11875 NG Huy 150, Winston Salem, NG 21127 Sample From: Plant
: Test Gatogory: Acceptance
Facility: Foltz Concrede - Winston Salem Section: Precast
e Company, Folz Cancrete -pean
Date Date  Age Al
Material Type Matarial Made Tested Tost. Accepted Rejectod Test Result
Procast Goncrete. Precast Manhole - Each 082412019 082972019 § 4000 000 Mosls Specs.
Mannoles.
Concrate
AirContent % Slump Crlinder 1 Cylinder2  Average
50 00 5526 5670 5590

Precast Cancrete Pracast Manhole « Each 052272018 052002019 7 1,000 000 Meats Spacs
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Sampled/Tested for Acceptance after Delivery

e Certain Materials are sampled and tested for acceptance after
delivery to the project. These materials include ready mixed concrete,
corrugated metal pipe and guardrail.

* Ready mix concrete is accepted based on meeting specifications for
fresh concrete prior to placement and the results of 28 day
compressive strength tests.

* Metal products such as corrugated pipe and guardrail are accepted
based on field tests performed by M&T

e Sufficient time should be allowed for the completion of tests prior to
adding additional material that may be compromised by material not
meeting specifications



Final Estimate

 All source documents used for payment, payment adjustments, and
the as-built plans submitted to the Department for checking

* The Department will perform a 100% check of every calculation of
guantities

* The Department will advise the LGA of any changes that are required
prior to payment of the Final Estimate due the Department’s check



As-Built Plans

* A set of plans should be designated for recording construction
changes and completion of items of work

* Plan changes should be kept up to date & the information can be
transferred to a “clean set” to be submitted with the Final Estimate

* Examples: actual pipe lengths, additional drainage structures, final
footing dimensions, etc.

* https://connect.ncdot.gov/projects/construction/Pages/Construction
-Manual.aspx.



https://connect.ncdot.gov/projects/construction/Pages/Construction-Manual.aspx

Supplemental Agreements

 Establish new line item(s) and pricing for “extra work”(Article 104-7)
e Establish revised unit price for “altered work” (Article 104-3)

 Alter quantities of existing contract line items(example plan revisions,
eliminated work, etc.)

* Address time extensions related to the changes



Please don’t...




Process for Executing Supplemental Agreements

* Contact NCDOT representative to review the justification for the SA

* Request pricing from the contractor. Pricing must include a full breakdown
of labor, equipment, and materials. Perform thorough review of prices and
negotlate accordlngly

* Provide draft agreement(Form 880-LG) to the Department for review in MS
Word format

 Once NCDOT has reviewed and made recommendations, have contractor
sign agreement unless the Department requests to make one last cursory
review before contractor execution.

* Transmit original agreement to NCDOT for final approval
* Maintain original executed agreement for your files
e Approval without NCDOT approval could risk forfeiture of FHWA funding



Form 880-LG )
Rev. 2-16-10 ; ‘

NORTH CAROLINA DEPARTMENT OF TRANSPORTATION
SUPPLEMENTAL AGREEMENT or FORCE ACCOUNT DOCUMENTATION

SUPPLEMENTAL AGREEMENT NO: FORCE ACCOUNT DOCUMENTATION NO:

PROJECT NO: FEDERAL AID NO:
COUNTY: CONTRACT NO:
CONTRACTOR:

BASIS OF AGREEMENT BETWEEN
THE NORTH CAROLINA DEPARTMENT OF TRANSPORTATION AND CONTRACTOR

- The Contractor agrees to perform the work described in this St A tin of the payment set
out herein.

N

. The terms and conditions of said contract are hereby ratified and remain in full force and effect except as modified by such
Supplemental Agreement(s) as may heretofore have been entered into between the Department and the Contractor and as
modified by this Supplemental Agreement.

3. All terms and iti of this g are herein set out and there are no agreements relating thereto
not expressed herein.
4. This shall not a release or waiver of any lawful claims that the Contractor has or may

nave against the Department under said contract pursuant to G.S. 136-29 except for the matters specifically covered herein.

In witness whereof, the Department and the Contractor have caused this Supplemental Agreement to be
executed by their duty authorized representatives.

1. Description, location, and justification for change:

2. Estimation of quantities of work resulting from change and the basis of payment:

APPROVAL RECOMMENDED: CONTRACTOR:
BY: BY:

ToEAL ERCY OTTICIAL AUTAORIZED TVE
DATE: DATE:

Line Cods
No.

Description Unit

Negotiated or
Contract Price

Field Change

Qriginal Plan

Quantity Amount

Quantity Amount

APPROVAL RECOMMENDED:

BY:

APPROVAL GRANTED:

BY:

NCDOT ENGINEER

DATE:

NCDOT ENGINEER

DATE:

FORCE ACCOUNT DOCUMENTATION

Documentation of the authorized Force Account work shall be completed for all state and federally-funded
projects

APPROVAL GRANTED:

APPROVAL GRANTED:

Total Field Change Amount:
Supplemental Agreement Net Underrun:

3. Extension of contract time (if applicable):

Total Original Plan Amount:
Supplemental Agreement Net Overrun:

BY: BY:
REFDENT ENGIEER DVTEION ENGREER
DATE: DATE:
FOR CONSTRUCTION AND MATERIALS BRANCH USE ONLY
Approval of the Federal Highway Administration Ois [isnot  requested.

APPROVED with the understanding that Federal participation in this work, the cost of which cannot be met from Federal
aid funds provided for under the now effective project will

Federal aid funds being made available for the project by a modified project agreement, to be executed prior to or

at the final voucher stage

APPROVED: FEDERAL HIGHWAY ADMINISTRATION

REVIEWED: CONSTRUCTION UNIT

BY: BY:
DATE: s
COMMENTS




Description, Location, and Justification for SA

* Article of the Specification that the agreement is written in
accordance with(i.e. 104-7)

* Details about work to be performed(type/scope of work, location)

* Reference to the applicable specification, provision, or detail of
construction.

* Establish new line items covering the work and establish basis of
payment

* Time considerations must be addressed in the agreement

* Discuss all time issues with your NCDOT representative(pro rata or
negotiated days)



Sample description

Supplemental Agreement Number One is written in accordance with
Article 104-7 of the 2018 Standard Specifications for Roads and
Structures and provides compensation for the work associated with
installing and maintaining Silt Fence at various locations throughout the
project. Silt Fence is required to contain disturbed areas adjacent to
Wet Creek as well as to contain stockpiled soil excavated from the site.

All work shall be performed in accordance with the contract, plans, and
Article 1605 of the 2018 Standard Specifications for Roads and
Structures.

Compensation for “Temporary Silt Fence” will be made at the per linear
foot price established herein.




Standard Language for
Time Considerations

* The contract completion date is extended only as allowed in
accordance with article 108-10 of the standard specs in consideration
for performance of the extra work

* The contract completion date is extended
for performance of the extra work

days in consideration



Common pitfalls

* Technicians performing tests and did not have proper certs. Just because
the Firm is on the Approved list does not mean individual techs are
qualified/certified.

* College Degree, EIT, PE does not qualify/certify
* NCDOT certifications are required
* Pay records or Diaries were not used. Need to have a traceable system.

* Testing was not performed adequately. Always easier to test at time of
work that after the fact.

* Supplementals executed without NCDOT concurrence
* No records=no reimbursement



Reimbursements

* Reimbursement is the standard method of payment for federal-aid
projects

* LGA pays for services
e NCDOT reimburses LGA
e FHWA reimburses NCDOT

 Reimbursement requests may be submitted to NCDOT throughout the
progression of the project(at least once every six months). NCDOT
reimburses the percentage of eligible costs up to amount in the
agreement



Post Construction

* LGA acceptance of project submitted to NCDOT

* NCDOT will issue a concurrence in acceptance

* NCDOT will review the final records before final payment request
* Final Reimbursement submitted

* Form 14468B

* LGA will be billed by NCDOT for any charges to the project per
agreement

* Final Voucher



Links

Materials and Tests
https://connect.ncdot.gov/resources/Materials/Pages/default.aspx

Minimum Sampling Guide
https://apps.ncdot.gov/vendor/ApprovedProducts/MinimumSamplingGuide.aspx

NCDOT Standard Specifications for Roads and Structures
https://connect.ncdot.gov/resources/Specifications/Pages/2018-Specifications-and-Special-Provisions.aspx

Records & Reports Section of the Construction Manual:
https://connect.ncdot.gov/projects/construction/Pages/RRMan.aspx?Method=RR-01

Materials Section of the Construction Manual:
https://connect.ncdot.gov/projects/construction/Pages/ConstMan.aspx?Method=CM-10-1000

DBE MBE WBE Replacement Request Form (located in the Construction Manual):

https://connect.ncdot.gov/projects/construction/Construction%20Forms/DBE%20MBE%20WBE%20Replac
ement%20Form%20and%20Instructions.pdf



https://connect.ncdot.gov/resources/Materials/Pages/default.aspx
https://apps.ncdot.gov/vendor/ApprovedProducts/MinimumSamplingGuide.aspx
https://connect.ncdot.gov/resources/Specifications/Pages/2018-Specifications-and-Special-Provisions.aspx
https://connect.ncdot.gov/projects/construction/Pages/RRMan.aspx?Method=RR-01
https://connect.ncdot.gov/projects/construction/Pages/ConstMan.aspx?Method=CM-10-1000
https://connect.ncdot.gov/projects/construction/Construction%20Forms/DBE%20MBE%20WBE%20Replacement%20Form%20and%20Instructions.pdf

More Links

Form DBE-IS:

https://connect.ncdot.gov/business/Turnpike/Documents/Form%20DBE-
1S%20Subcontractor%20Payment%20Information.pdf

Vendor Directory:
https://www.ebs.nc.gov/VendorDirectory/search.html?s=fn&a=new

Vendor Approved Products:
https://apps.ncdot.gov/vendor/approvedproducts/

Vendor Approved Products - Seeds:
https://apps.ncdot.gov/vendor/approvedproducts/Seed.aspx

Qualified Products List:
https://apps.ncdot.gov/products/qpl/
https://connect.ncdot.gov/resources/safety/Pages/ITS-and-Signals-Qualified-Products.aspx



https://connect.ncdot.gov/business/Turnpike/Documents/Form%20DBE-IS%20Subcontractor%20Payment%20Information.pdf
https://www.ebs.nc.gov/VendorDirectory/search.html?s=fn&a=new
https://apps.ncdot.gov/vendor/approvedproducts/
https://apps.ncdot.gov/vendor/approvedproducts/Seed.aspx
https://apps.ncdot.gov/products/qpl/
https://connect.ncdot.gov/resources/safety/Pages/ITS-and-Signals-Qualified-Products.aspx

Questions??

 Contact Information

Donnie Huffines, Division 7 Program Manager
(336) 487-0075 dhuffines@ncdot.gov

Jeff Turner, Division 9 Proposals Engineer
(336) 747-7800 wturner@ncdot.gov



mailto:dhuffines@ncdot.gov
mailto:wturner@ncdot.gov
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