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Update & Reorder of Change Order Sections in Local Agency Manual   

The purpose of this Local Agency Bulletin is to update and provide additional clarification on the approval process and other requirements for change orders on Local Agency projects.  This update also incorporates the most recent FHWA approval requirements from the Construction Manual. Section headings have changed and have been reordered as shown in the following Table. 

Table of Change Order Sections in Local Agency Manual

	Previous Heading
	New Heading

	8.12 Prepare Local Agency Reimbursement Requests
	8.12 Prepare and Authorize Change Orders

	8.13 Prepare and Authorize Change Orders
	8.13 Submit Change Order Package to CDOT

	8.14 Approve All Change Orders
	8.14 Prepare Local Agency Reimbursement Requests



The attachments below contain the changes and are intended to replace pages 8-9 through 8-14, the Table of Contents and the Index in the Local Agency Manual.
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For questions, contact your Local Agency Area Engineer at 303-757-9391.
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Perform Construction Surveying


Construction survey work consists of performing surveying, related computations, and staking necessary for the construction of all elements of the project.


8.9
Monument Right-of-Way


Final monumentation shall be done after the right-of-way is purchased. Right-of-way monuments shall be set at each point designated on the right-of-way plans and in accordance with the Colorado Revised Statutes. This work shall be performed under the direct supervision of a Professional Land Surveyor, registered in the State of Colorado.


8.10
Prepare and Approve Interim and Final Contractor Pay Estimates


The Local Agency Project Engineer shall certify, on each Contractor estimate or billing, that the work has been completed in reasonably close conformity with the plans and specifications.


The Local Agency is responsible for all estimate payments to the Contractor. The Local Agency shall review quantities with the Contractor, and the billing shall address required retainage or securities. Retainage or securities amount will not be less than those 


required by CDOT contracts.  Before payment is made, the Contractor shall submit suitable schedule updates and materials certifications in accordance with the CDOT Standard Specifications.


Contractors are required to pay subcontractors for the items included in the estimate within 7 days of receipt of the payment according to the prompt payment law, CRS 24-91-103( 2).


8.11
Prepare and Approve Interim and Final Utility and Railroad Billings


Verify that the work was performed as stated in the Contract and that the billing is for actual work performed. Refer to the project agreement for billing and payment arrangements. 


8.12 Prepare and Authorize Change Orders


Change orders, also called Minor Contract Revisions (MCRs) and Contract Modification Orders (CMOs), are needed for changes to:  specifications, design, contract time, scope of work, project limits, and typical section, as detailed in Section 120.7 of the CDOT Construction Manual. See Appendix C of the CDOT Construction Manual for example change orders.

The Local Agency shall discuss all change orders with the CDOT Project Manager/Resident Engineer (and with FHWA on full oversight projects), and receive written approval prior to commencing any work, as there are certain Federal Aid requirements that apply to the entire contract (such as Buy America), regardless of the funding source.  On full oversight projects where FHWA determines that the FHWA Operations Engineer needs to sign the Form 90, this signature must be obtained before the work starts.  See Section 120.7.5 of the CDOT Construction Manual for the procedure.  Use of the contingency money (MCR dollars) typically budgeted into the project also requires CDOT Project Manager/Resident Engineer approval. Change orders where work is incorporated into the project prior to CDOT or FHWA approval are subject to a non-reimbursement determination. 

The Local Agency may use its own form or CDOT’s Form 90 for a change order. The change order must provide enough information for the contractor to build the work directed in the change order and establish how the work will be measured and paid. 

The following statement, included in the body of the Form 90 (or equivalent), must be signed by a qualified representative of the Local Agency for all change orders that involve the expenditure of Federal or state funds before the work covered by the change order commences:


Should Federal funds not be available to cover these additional costs, or the FHWA decides not to participate in these costs, the Local Agency agrees to provide the required funds.


The 












(Name of Local Agency)


approves this Change Order No. 

 by signing below.


____________________  ____________________  ________________



Authorized Signature

Title



Date

8.13
Submit Change Order Package to CDOT

The Local Agency will submit the complete and final change order package, consisting of the Form 90 (or equivalent), along with the letter of explanation detailing background, the reason for the change order, price and time justifications, any budgetary implications, and any attachments, for review and signature by CDOT.  This final change order package must be in compliance with Section 120.7 of the CDOT Construction Manual. (See the Form 90 and Explanation Letter Checklists in Appendix A.) Review time by CDOT will vary depending upon the complexity of the change order.  

It is the responsibility of the Local Agency to follow up with the CDOT Project Manager/Resident Engineer and FHWA, if applicable, to obtain the signatures on the original change order.

Once all signatures are completed, the CDOT Project Manager/Resident Engineer will distribute approved change orders as follows:


· Local Agency, original;


· Region Program Engineer/Region Finals Engineer, and

· Contracts and Market Analysis Area Engineer (review and forward to Record Center).


The Local Agency shall forward a copy to the Contractor.

8.14
Prepare Local Agency Reimbursement Requests

Billing charges are submitted once a month or less frequently to the CDOT Project Manager during project construction and at completion. Billing procedures and required documentation will be established during CDOT/Local Agency Agreement negotiations. It will take approximately 45 days for CDOT to review and approve project billings submitted by the Local Agency.


The final bill shall be marked “FINAL.” The Local Agency shall bill for 100 percent of eligible costs noting the percentage of local funding share. CDOT’s Resident Engineer 


will verify the reimbursement according to the established matching ratio specified in the 


Inter-Agency Government Agreement. If applicable, there shall be an itemized list of other miscellaneous project charges; i.e., utility relocation or construction engineering. These charges shall be substantiated by the supporting documentation.


See Appendix B of this Manual for a sample Local Agency billing package.

8.15
Monitor Project Financial Status


The Local Agency shall continually monitor the financial status of the project. If 


additional funds are needed, the Local Agency is responsible for assuring the funds are 


available in as timely a manner as possible. The Local Agency shall provide the 


additional funding unless Federal participation has been approved. See Chapter 3 for additional information on financial responsibility.


8.16
Prepare and Submit Monthly Progress Reports


By the first of every month, the Local Agency shall prepare and submit to the CDOT Project Manager/Resident Engineer an update for every active construction project. The update should include work progress over the past month, percent completed, time 


charged, outstanding issues, and projected completion date of the project.


8.17
Resolve Contractor Claims and Disputes


The Local Agency shall follow the claims procedure established and contained in the construction Contract. The Local Agency can use the CDOT Disputes and Claims

procedure.  Resolution of claims that involve federal participation must be coordinated with CDOT.


All claim payments made shall be documented on a properly executed change order.

8.18
Conduct Routine and Random Project Reviews


CDOT will conduct routine and random project reviews to ensure the project is being administered in accordance with the terms of the Contract and the approved project 


specific agreement between CDOT and the Local Agency. FHWA may participate in these reviews, or conduct their own separate reviews.


8-14

8-13
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Introduction


A task force comprised of staff members from the Colorado Department of Transpor​tation, Local Agencies, the Federal Highway Administration, and a Metropolitan Planning Organization reviewed the processes involved in creating, administering and building Local Agency projects. As a result, the task force revised the CDOT Local Agency Manual.  Changes to chapters 1 through 11 are indicated by a vertical bar in the margin.

The main purpose of the CDOT Local Agency Manual is to assist Local Agency personnel involved in the design, construction, and management of State and Federally funded projects. The Manual is also recommended for CDOT personnel who manage Local Agency projects.


The term “Local Agency” refers to a public agency, local public agency, established publicly owned organization, or private interest that can legally enter into an agreement with CDOT for a transportation project.


All project work shall be done in accordance with State and Federal laws, rules and regulations. 


Format


In the following pages, a flowchart depicts the Local Agency project process. Immediately after that is a copy of the Local Agency Contract Administration Checklist (CDOT Form 1243), which is prepared once a project has been approved for Federal funding. The CDOT Local Agency Manual has been approved to amplify the flowchart and the checklist. Chapter and section numbers of the Manual are consistent with these two exhibits. While the checklist is used to define the actual responsibilities of the Local Agency and CDOT, the information within this Manual is presented as if the Local Agency has been assigned the responsibility. This was done to provide a consistent presentation and should not be taken to infer that responsibility cannot be otherwise allocated.


Revisions 


Suggestions and/or comments for improvement, clarification, correction, and/or inclusion of material in the Manual are welcome. Please forward your comments to the Project Development Branch using the Registration Form and Notice of Needed Corrections in the front of this Manual.


This Manual will be revised as methods, materials, policies, procedures, specifications, and the industry change. 


Availability


The CDOT Local Agency Manual and many of the manuals that it references can be found at http://www.dot.state.co.us/.


Major Changes from the 2002 Manual

Chapter
Revision


Contents
Now lists manual sections as dotted divisions, pages as hyphenated.


1 Has a more comprehensive list of federal and state funded projects.

2 Has a better explanation of the long range plan, TIP and STIP process as of FY07; notes inclusion of LA only funded projects of regional significance in TIP.

3 Notes that State constructed LA projects may budget LA overmatch to the project.


4 Explains budgets vs. encumbrances vs. obligation and authorization of different phases in the project.


5 Describes the consultant selection process with federal aid (FA) projects; reviews evaluation factors and ensuing consultant, with FA language added; spells out survey accuracy; refers to CDOT policy for ADA compliance on FA projects; gives more guidance on public involvement including EJ, types of stakeholder interaction, and web sites.  Refers to the Uniform Act “rules” website and links to ROW Chap 8 for LA projects; defines land dedications; diagrams ROW process; notes new pre-qualifications of FA ROW Agents and Appraisers; describes PS&E package and submittal of it for construction funds authorization.

6 Notes that Title VI assurances must be included in contracts.


7 Defines bid package, advertisement period, and area; gives schedule for award phase documents.


8 Refers to Sec 122 of the Construction Manual, with special emphasis and requirements of project safety; identifies on-line bulletin board posters; notes Construction Inspector Qualification Program requirements; Notes shop drawing approval process; addresses MHTs with horizontal and/or vertical clearance restrictions; requires certifications on materials before payment to contractors; explains LA reimbursement requests; notes that claims involving Federal Aid must be coordinated.


9 Notes that CDOT can either provide the completed Form 250 or a computer program for it; explains prioritized acceptance of manufactured products; explains submittal of HMA job mix formula by LA and issuance of Form 43 by CDOT; replaces CDOT Form 473 with Letter of Materials Certification.

10 Notes Title VI and EJ can get help from Title VI Coordinator, including complaints; EEO and Labor Compliance Verification interviews meet monthly goals.


11 Lists Acceptance letter distribution; requires as built plans be copied to CDOT; explains EEO certification letter; Notes new form 1199 for Materials Documentation; gives better instructions on Forms 1212 and 950 to CDOT RE.


App A
Gives link to CDOT Forms Management for newest versions of forms; identifies which forms are to be filed with CDOT Central Files; requires Form 1313 coversheet for consultant billings.


App B
Gives newer examples, with some names of letters changed; identifies newer CDOT policies impacting LAs.


App D
Includes updated contacts.


App F
Gives complete copy of Construction Documentation letters and forms.

Registration Form and Notice of Needed Corrections


Complete and return this Registration Form to receive revisions to the 2006 CDOT Local Agency Manual. CDOT employees are not required to submit this form since updates will be posted under Public Announcements or by e-mail to Resident Engineers.


Mail or fax to:


COLO DEPARTMENT OF TRANSPORTATION


PROJECT DEVELOPMENT BRANCH


4201 EAST ARKANSAS AVENUE, SUITE 290


DENVER CO  80222-3406


Fax: (303) 757-9820


		Company/Organization Name:      



		Contact Person:      



		Street Address:      



		City:      



		State:      

		Zip Code:      



		Telephone Number:      





		Notice of Needed Corrections:      
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