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MEMORANDUM
TO:  	REGIONAL TRANSPORTATION DIRECTORS, PROGRAM ENGINEERS, REGION BUSINESS OFFICES, PROJECT ACCOUNTING, PMO REPS
FROM: 		STEPHEN HARELSON, CHIEF ENGINEER
		JEFF SUDMEIER, CHIEF FINANCIAL OFFICER
DATE:  		APRIL 24, 2020
SUBJECT: 	PROJECT DEBUDGET AND CLOSURE GUIDANCE
													

The purpose of this memorandum is to detail the revised closure process for construction projects, as well as establish timelines in order to comply with Federal and state standards of project closure within 1 year of substantial completion in compliance with Senate Bill (SB) 16-122. 
KEY TERMS:
Substantial Completion – This will be considered the same as the project final acceptance date. 

Closed – All steps of the closure process are complete, and project has the status of closed in both SAP and FMIS.

Project Final Acceptance Date –– The date the Engineer inspects and determines the work has been satisfactorily completed by the Contractor. At final acceptance, traffic will be in its final configuration/alignment with no further anticipated project impacts to traffic flow. This includes installation of landscape components, but does not include landscape establishment periods. The project final acceptance date can be found in SAP on the project manager custom enhancement tab in CJ20N.
Post Construction Establishment Phase – Formerly known as Landscape Establishment period. Will only be applicable to this process when the work will be completed by the original roadway construction contractor.
KEY GUIDELINES:
Projects need to be closed as quickly as feasible (C.R.S 43-1-123) and within a year of substantial completion (SB 16-122). This applies unless there is a pending legal claim or an unusual circumstance.  In order to comply with the law, CDOT is setting an initial target date of 6 months with the latest closure date of 1 year after substantial completion. The exceptions to 1-year closure rule are:
· Claim: Lien or Lawsuit
· Contractor dispute: Non Legal
· Railroad project 
· Post Construction Establishment Phase
· Other circumstances, approved by the Chief Engineer.
All exceptions need to be reported to the Office of Program Management (PMO) through the Region PMO Representative. A list of projects with exceptions will be maintained as part of the reporting element. 
A project is not considered closed until it goes through every step of the closure process listed below.  It is imperative that all steps be completed in a timely fashion to ensure adequate time for the subsequent steps. This guidance, in conjunction with the Construction Manual, shall be followed in order to maintain the standards on closure. The Construction Manual has processes and escrow procedures for closures held up by labor issues, subcontractor or supplier liens, or when the contractor fails to submit the proper paperwork. The closure process should start immediately after final project acceptance. 
CLOSURE STEPS:
Numbers on the steps listed below are for reference only and do not indicate priority or sequencing, as some steps occur simultaneously. For visualization of steps and process please see the attached process map and schedule. The schedule includes durations for each step, however unless the time is specifically outlined in the law, all durations are simply recommended times in order to complete all closure steps within the allotted 1 year after substantial completion. If you know that you are going past the targeted date by more than 2 months it is a best practice to reach out to your Region PMO Representative and inform them of the delay and the reason for the delay. 
1. Distribute Project Acceptance Letter – Project Engineer  
Preceding Step: None

On the same day the Contractor has satisfactorily completed all work in accordance with the Contract, the Project Engineer will prepare and distribute a Project Acceptance Letter to the
Contractor, Region Finals Administrator, Program Engineer, and Resident Engineer. This establishes the Project Final Acceptance Date. For more information, please see section 120.3.2 of the Construction Manual.

2. Advertise for Final Settlement – Region Finals Administrator & Project Support
Preceding Step: Distribute Project Acceptance Letter

The Region Finals Administrator will send a request to the Division of Project Support to advertise Final Settlement on the same day the Project Acceptance Letter is sent. The advertisement should be posted within 2 business days. and notification of posting sent out. The advertisement must remain posted for at least 10 days per C.R.S. 38-26-107. CDOT typically advertises for 10-15 business days. 

3. Financial Review – Project Engineer & Resident Engineer (New Process)
Preceding Step: Distribute Project Acceptance Letter

Once the Final Acceptance date has been established, the Project Engineer should work with the Resident Engineer to determine the amount of funds necessary to complete the remaining bid items on the project. This would include all remaining payments as well as any potential overruns/underruns and other anticipated budget needs.  Once this number is determined, the amount of funds to retain in the project can be determined based on the following formula:
	
Funds to be retained in the Contractor’s PO = [(budget amount of remaining bid items) x 1.10]

Funds to be retained in the Construction WBS = [(budget amount of remaining bid items) x 1.10] x Current CE/IND rate


Once this determination has been made, a notification shall be transmitted to the Region Business Office and the Finals Administrator to inform them of this amount and request that any funds over this amount remaining in the project be removed by initiating a Partial Debudgeting action (see below).
*Note: This assumes that there are no liens, disputes or claims that would predicate keeping these funds in the project. This notification should not be issued until 30 days after issuing notice of Final Acceptance to the Contractor. 30 days is the time during which a formal dispute can be filed. 

4. Partial Debudget– Business Managers (New Process)
Preceding Step: Financial Review

	Once informed by the Project Engineer or Resident Engineer that a determination has been made that a project has excess funds, the Region Business Office shall prepare a negative funding letter to remove the funds from the project.

5. Provide Remaining Final Documentation – Contractor
Preceding Step: Distribute Project Acceptance Letter

The Contractor needs to submit the remaining final documentation. If contractor does not submit within 30 days of receiving the Project Acceptance Letter, they should receive a written reminder from the Project Engineer. 

6. Prepare Finals Documentation Packages (PE/CRO, Materials) – Project Engineer
Preceding Step: Distribute Project Acceptance Letter & Provide Remaining Final Documentation

The Project Engineer is responsible for gathering all final documentation for submittal to the Finals Administrator. All documents gathered should be forwarded to the Finals Administrator to review within 45 days after issuing notice of Final Acceptance to the Contractor, regardless of whether the packet is complete, along with a listing of documents still pending from the Contractor. The Finals Administrator coordinates with the Civil Rights Office (CRO) regarding the review of final documentation regarding civil rights and labor compliance (DBE goals, ESB goals, OJT, prompt payment, and Contractor certified payrolls). 

7. Review Finals Documentation Package (Materials) & Final Materials Certification Checklist (Form 473) – Final Materials Coordinator
Preceding Step: Distribute Project Acceptance Letter

The Final Materials Coordinator reviews all items in the Finals Documentation Materials Package and fills out form 473. Form 473 is submitted to the Project Engineer.

8. Submit Finals Documentation Packages (PE/CRO, Materials) – Project Engineer
Preceding Step: Prepare Finals Documentation Packages (PE/CRO, Materials

Within 45 days issuing notice of Final Acceptance to the Contractor, the Project Engineer will complete and submit the Finals Documentation Package to the Finals Administrator. If all documentation required for finalization has not been received within 30 days of issuing notice of Final Acceptance to the Contractor, the Project Engineer should send the Contractor a written reminder. If the final documentation is still not received within the 45 days, the Finals Documentation Package should be submitted to the region for review with missing final documentation noted.
9. Complete Final Acceptance Report (SAP form 1212) – Resident Engineer
Preceding Step: Submit Finals Documentation Packages

The Form 1212 is initiated once all of the required documentation and steps and documentation have been received as part of the final acceptance. The workflow is started automatically when the Project Final Acceptance Date is entered. If this is a SiteManager project, the form 1212 would have been started after entering the Project Final Acceptance Date in SiteManager.  If there are multiple project numbers (Combo project), the main SiteManager project automatically starts the 1212 as stated above. 

If the project is not in SiteManager, such as a Local Agency Project, the Project Manager must populate the Project Final Acceptance Date in either Transaction ZJ40LA or the Project Manager Custom Tab in the Project builder transaction (CJ20N) in SAP.
  
Once the Form 1212 is completed, the user status, 1212, shall be entered in Project Builder (CJ20N) for the project. This status is required for future steps in the closure process. 

10. Withhold Funds for submitted Liens – Accounting
Preceding Step: Upon receipt of lien prior to final settlement date (if needed)

Contractor payments cannot be made for amounts subject to pending liens or lawsuits. If there is a lien it is best to wait until 90 days after the Final Settlement date for it to be released before proceeding. The other option is to escrow funds in order to process payment sooner.

11. Release Funds for submitted Liens (Lien Withdrawn or 90 days past, Hold if Lis Pendens)
Preceding Step: Withhold Funds for submitted Liens

If no Lis Pendens is submitted by 5PM on the 90th day past the final settlement date all outstanding liens can be released. Projects Accounting will create a lien release and send it to the Project Engineer, the Finals Administrator, and the Business Office. Once received final payment can proceed. If a Lis Pendens is received, then adequate funds will be held until completion of Lis Pendens and should be escrowed.

12. Review Final Documentation, Prepare Final Estimate, & Prepare Escrow request (if needed) – Finals Administrator
Preceding Step: Submit Finals Documentation Packages & Release Funds for submitted Liens

Review all materials and prepare the Final Estimate.

13. Send Contractor Acceptance of Final Estimate (Form 96) – Finals Administrator
Preceding Step: Final Settlement Date & Review Final Documentation, Prepare Final Estimate, & Prepare Escrow request (if needed)
Prepare the Form 96 with the amounts from the Final Estimate prepared. Send the form 96 to the contractor.

14. Contractor Acceptance of Final Estimate (Form 96) – Contractor
Preceding Step: Send Contractor Acceptance of Final Estimate (Form 96)

The form 96 should be signed by the contractor and returned to the Finals Administrator. If not received, final estimate is run anyway per statement on Form 96.

15. Complete Final Estimate Data (Form 325) & submit Final Estimate – Finals Administrator
Preceding Step: Contractor Acceptance of Final Estimate (Form 96) or 30 days since form 96 was sent to the contractor
Complete the Form 325, finish putting together the finals packet and submit the Final Estimate in SiteManager. If on a Combo project complete the Form 325 for each of the project numbers.

16. Submit request to Escrow Funds (if Needed) – Finals Administrator
Preceding Step: Contractor Acceptance of Final Estimate (Form 96) or 30 days since form 96 was sent to the contractor (concurrent to submit Final Estimate)

In cases where it looks like an extended time is going to be needed to resolve issues you can escrow funds. Allowable reasons for Escrow are:
· Labor Issues
· Subcontractor or Supplier liens or Lis Pendens
· Contractor Failure to Submit Required Forms
Once it is determined that an escrow is needed, fill out and submit the Request for escrow to Projects Accounting with the Final Packet. Make sure to mention the escrow in the email.
For full instructions see the Construction Manual 121.3.4 &121.3.5
17. Review Final Estimate Data (Form 325) & Project Financials in SAP – Projects Accounting
Preceding Step: Submit Final Estimate & Submit request to Escrow Funds (if Needed)

Review the packet and project financials in SAP for accuracy, completeness, and available funds.

18. Approve/Reject Final Estimate – Projects Accounting
Preceding Step: Review Final Estimate Data (Form 325) & Project Financials in SAP

Approve or reject the Final Estimate in SHAXAM, Park in SAP and update the spreadsheet for the regions.

19. Post Final Estimate – Business Manager
Preceding Step: Approve Final Estimate

Review and post the Final Estimate in SAP

20. Send Report of Payment of Final Contract Estimate (Form 326) & Request PO Closure – Projects Accounting
Preceding Step: Post Final Estimate

Once Final Estimate is posted and paid, complete Form 326 and send email requesting the PO be closed.

21. Close PO – Contracts
Preceding Step: Send Report of Payment of Final Contract Estimate (Form 326) & Request PO Closure

Close PO in SRM. Send email saying the PO is closed.


22. Debudget Excess Funds – Business office and OFMB
Preceding Step: Close PO

Once the PO is closed, any excess fund need to be de-budgeted from the project. 
23. Settle Project to Asset or Cost Center – Accounting
Preceding Step: Post Final Estimate

After the Final Expense is paid all costs will be settled to the asset, when applicable.
24. Initiate Project Closure (Step1) (SAP Form 950) Workflow – Business Office
Preceding Step: Debudget Excess Funds

The business office sets the project user status as project closed (PJCL), this initiates the 950 process.

25. Complete 950 Workflow (Step 2) – Project Manager
Preceding Step: Initiate Project Closure (Step1) (SAP Form 950) Workflow

PM selects the reason for closure and marks the checkbox that says to send a copy of the Form 1212 to the Region Business Office and the Finals Administrator. 

26. Complete Project Closure (Step 3) (SAP Form 950) Workflow – Business Office
Preceding Step: 950 Workflow (Step 2)

During this step the Business Office needs to check off that the following have been complete:
· Encumbrances liquidated
· All necessary FI and FM actions taken
· Obligations resolved
· All payables paid
· No retainage outstanding
· No unspent balances
· If escrow required business office has set aside funds
After that they can click Submit to Projects and Grants.
27. Conduct Final Review of Project – Projects and Grants
Preceding Step: Complete Project Closure (Step 3) (SAP Form 950) Workflow

Projects and Grants section will review the project statuses and reconcile the financials on the project.

28. Complete Project Closure (Step 4) (SAP form 950) Workflow & Send Notice to close in FMIS – Projects and Grants
Preceding Step: Conduct Final Review of Project

When all other prior steps are complete Projects and Grants will complete the 950 workflow and email OFMB to close in FMIS.

29. Close in FMIS – OFMB
Preceding Step: Send Notice to close in FMIS

OFMB will send the action to FMIS for project closure.

30. Signed by FHWA (Project Closed) – FHWA
Preceding Step: Close in FMIS

[bookmark: _heading=h.gjdgxs]FHWA will sign the closure action in FMIS and SAP will be updated the following business day.

REPORTING

Final project acceptance is an important indicator that a project is completed and will start the close out process. Projects with final acceptance dates shall be monitored on a monthly basis and tracked via the PMO dashboard.  Key metrics to monitor include days since final project acceptance, remaining budget, and monthly actual costs incurred.  PMO has developed and launched Microsoft PowerBI dashboards for Region use in monitoring closure status for projects that have achieved final project acceptance.  Dashboards also serve to highlight exceptions that may require Region Finals Engineer or Resident Engineer attention.  Finally, exceptions will also escalate for region management attention if/as applicable.  It is the region’s responsibility to ensure that exceptions are addressed in a timely manner. The monitoring and reporting process is illustrated below: 
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The project information list currently includes all projects that were approved for advertisement, ad by “S” (State) and have a final project acceptance date originate from SAP.  This information is planned to be refreshed and published weekly in Microsoft PowerBI project portfolio dashboards (If you need access to the dashboard contact your region PMO Rep).  The project portfolio dashboard contain detailed project level information for monitoring by Region PMO Reps including:
· Project Acceptance Date
· 950 Date
· SAP Closure Date
· Remaining Budgets
· Rationale for project closure issues

Additionally, the Project Portfolio dashboard is available to region management teams for ease of exception identification and follow-up action.  Both dashboards highlight various project closure metrics including: 
· Percent of Projects Closure within a Year
· Number of Days Between Project Acceptance and Project Closure; or
· Number of Days Between Project Acceptance and the Current Date
· Remaining Projects that Need Debudgeting  

Region PMO reps will monitor project closure status on a monthly basis and coordinate with region project staff to identify project level exceptions if/as needed.  Identified exceptions that could result in project closure extending beyond the 1-year target will be identified and escalated for discussion
In addition to the Region PMO Rep’s monthly review process, Executive Management will review aggregated reporting on at least a quarterly basis. This review will include a review of performance and exceptions, and analyze trends. 
ADDITIONAL GUIDANCE

Construction Manual & Bulletins
[bookmark: _GoBack]Field Materials Manual
SB 16-122
SiteManager Condensed Training Guide

RELATED FORMS AND TOOLS

Form 473 M	Form 473 SMM	Form 473 LA  	Form 474	Form 325
Form 96	Finals Schedule Template (Microsoft Project) 
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Project Closure Process Notes (Also see schedule):

(1) Total Timeframe = Target 6 Months Closure of Construction Phase. Required 1 year Project Closure
a. CDOT 2018 Construction Manual 121.3.4 = 6 months- From Project Acceptance date for Construction Phase Closure.
b. CDOT FHWA Stewardship & Oversight Agreement Appendix A Section 9.6 = Target 200 Days Average- SAP #345 “Time to close a project from final acceptance to project closure in Fiscal Management Information System (FMIS) = 200 Days.”
c. C.R.S. 43-1-123 Project Closure and Project Reporting Requirements = 1 year- Statute enacted by SB 16-122. CRS 43-1-123(1) “THE DEPARTMENT SHALL CLOSE EACH TRANSPORTATION PROJECT AND RELEASE ANY MONEY BUDGETED FOR THE
PROJECT AS QUICKLY AS FEASIBLE AND WITHIN ONE YEAR FOLLOWING THE SUBSTANTIAL COMPLETION OF THE PROJECT...” Final Acceptance = Substantial Completion
d. C.F.R. 200.343(g)= 1 year- “The Federal awarding agency or pass-through entity should complete all closeout actions for Federal awards no later than one year after receipt and acceptance of all required final reports.”

(2) Disputes and Claims for Contract Adjustments = Primary Exception to Project Closure Timeframe
a.C.R.S. 43-1-123(1)- “...UNLESS A PENDING LEGAL CLAIM RELATING TO THE PROJECT OR AN UNUSUAL CIRCUMSTANCE BEYOND THE CONTROL OF THE DEPARTMENT UNAVOIDABLY REQUIRES A LONGER TIME TO CLOSE THE PROJECT.”
b. CDOT 2018 Construction Manual 120.3.2(a.)- Project Closure Process should proceed up to preparation of the final estimate and sending of CDOT Form 96.

(3) Advertisement for Final Settlement = 10 Days (Minimum)
a. C.R.S. 38-26-107= 10 Days (Minimum)- CDOT Typically advertises for 10-15 business days.
b. CDOT 2018 Construction Manual 120.3.2- Acceptance letter triggers advertising for Final Settlement.
c. CDOT 2018 Construction Manual 121.3- Advertise for Final Settlement immediately after Project Acceptance.

(4) Supplier/Subcontractor Lien Period = 90 Days
a. C.R.S. 38-26-107= 90 Days- To provide evidence of payment to subcontractor/supplier or subcontractor/supplier to withdraw lien or subcontractor supplier to provide a lis pendens. Only lien amounts that are subject of suit and lis pendens notices
will be withheld beyond 90 days.

(5) Project Engineer Timeframe to Submit Final Documentation = 45 Days
a. CDOT 2018 Construction Manual 121.1.2= 45 days- From Project Acceptance date.

(6) Finals Administrator Review of Final Documentation = 45 Days
a. CDOT 2018 Construction Manual 121.1.3= 45 days- From receipt of documentation from Project Engineer.

(7) Finals Material Certification Checklist (Form 473) = 30 Days

a. CDOT 2020 Field Materials Manual Section Documentation for (Type of Project) Project Materials to Final Materials= 30 calendar days- from Project Acceptance date. 30 days applies to all project types. Completion of Form 473 occurs
upon completion of the Final Documentation review of the project material package. The draft schedule thus reflects 15 days for the PE to submit to the Finals Administrator + 15 days for the Final Materials Documentation Coordinator to complete the
review of the Final materials package and complete the 473.

(8) Contractor Review, Signature and Return of Contractor Acceptance of Final Estimate (Form 96) = 30 Days
a. Contractor Acceptance of Final Estimate (Form 96) = 30Days- Text at top of Form 96 states Contractor has 30 days to sign and return. If the Contractor does not return within 30 days, the Project Closure Process should continue.

(9) Escrow of Project Funds

a. CDOT 2018 Construction Manual 121.3.5 & 109.6.3= The escrowing of funds cannot occur if there are active disputes or claims on the project. For liens, CM sections should discuss the release of funds that are not the subject of suits and lis
pendens notices per 38-26-107. If unresolved labor complaints or supplier lien amounts that are subject of suit and lis pendens notices or the Contractor has not submitted the required forms are the only outstanding items, and the 90 day lien period per 38-
26-107 has expired, the project should escrow associated funds and continue the Project Closure Process.

Project Closure Forms, Letters & Checklists Source Documents SAP Workflows

1. Project Acceptance Letter 1. CDOT Construction Manual Section 121 Final Project Records 1. Final Acceptance Report (SAP Form 1212)-

2. Final Materials Certification Checklist (Form 473) 2. C.R.S. 43-1-123 a. Auto or PM -> RE. Sets SAP user status to 1212 complete.

3. Final Acceptance Report (SAP Form 1212) 3. C.R.S. 38-26-107 b. RE will receive e-mail with 1212 .pdf copy and sends to Finals Administrator.
4. Contractor Acceptance of Final Estimate (Form 96) 4. CDOT FHWA Stewardship & Oversight Agreement Appendix A Section 9.6 )

5. (Fipel Eilineie D (Fo,rm 325) ) 5. CDOT Field Material Manual- Documentation for (Type of Project) Sections e

6. Report of Payment of Final Contract Estimate (Form 326) a. BM->PM->BM->P&G

7. Project Closure (SAP Form 950) b. SAP user status 1212 complete allows BM to change SAP user status to PJCL
8. Project Final Submittal Checklist c. User status set to PJCL initiates 950 workflow.

9. Project Final Materials Submittal Checklist

Primary Project Closure forms listed. Numerous additional supporting forms currently posted SAP workflow instructions (Form 1212 and Form 950).

These workflows based on guidance found in the 2018 Construction Manual (Form 1212) and
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Project: Proj. Code (Proj No.) Proj. Name Closure Schedule

Acknowledgement (Form 326a)
Project Closure (SAP Form 950)
Complete (Does not include BM
Portion)

Project Closed (FMIS)

Project Code: xxxxx
Date: Mon 8/26/19
Run Time: 10:51 AM

ID Task Name Duration
2020
Q4 Ql Q2 Q3 Q4 Ql
0 | R5 Finals_Schedule 261d
1 Post Construction Phase 261d Post Construction Phase
——
2 Project Acceptance 1d Project Acceptance
I NA
3 Project Closed/FHWA Target=6  0d i
Months (CM 121.3.4) Project Closed/FHWA Target = 6 Months (CM 121.3.4) § 2/6
4 Project Closed/State Law Required 0d Project Closed/State Law Required = 1 Year (C.R.S. 43-1-123(1))
=1 Year (C.R.S. 43-1-123(1)) & 8/6
5 Receive Acceptance Notification 1d Receive Acceptailts:jgNotification
6 Request Final Settlement 1d Request Final Settlement Advertisement (CM 120.3.2)/Enter Date in SM
Advertisement (CM 120.3.2)/Enter 8/12
Date in SM
7 Final Settlement Duration (C.R.S. 10d Final Settlement Duration (C.R.S. 38-26-107)
38-26-107) 8/26
8 Final Settlement Date 0d
Final Settlement Date {§—8/26
9 Supplier/Subcontractor Lien Period 90 ed Supplie;/Subcontractor Lien Period (C.R.S. 38-26-107)
(C.R.S. 38-26-107) _6[11/24
10 CRO Submittals (See Project Final 45 ed CRO Submittals Liee Project Final Submittal Checklist)
Submittal Checklist)
11 Complete/turn in Non-Materials 45 ed st)
Docs to Region (See Project Final
Submittal Checklist) - " -
12 Region Review of Non-Materials 45 ed Region Review of Non-Materials Docs ————{Yellow items have sources for their durations
Docs
13 Complete/turn in Materials Docs to 15 ed Complete/turn in Materials Docs to Regjon (See Project Materials Submittal Checklist
Region (See Project Materials 8/23
Submittal Checklist
14 Region Review of Materials Docs & 15 ed Region Review of Materials Docs & Final Ma‘1:'erials Certification Checklist (Form 473) Complete
Final Materials Certification | 9/7
Checklist (Form 473) Complete ® Averages shown, not Targets. Need help with
15 Final Acceptance Report (Form 1d reasonable targets for these tasks.
1212) RE Final Acceptance Report (Form 1212) RE §9/9 __/—. Discuss Hold Period.
16 Prepare Final Estimate & Escrow of 1d
Funds Request Prepare Final Estimate & Escrow of FundsRequest ¥ 11/25
17 Issue Contractor Acceptance of 1d
Final Estimate (Form 96a) Issue Contractor Acceptance of Findal Estimate (Form 96a) §J. 11/26
18 Contractor Review Contractor 30 ed Contractor Review Contractor Acceptance of Final Estimate (Form 96a)
Acceptance of Final Estimate (Form
19 Signed Contractor Acceptanceof 0d Final Payment Made
Final Estimate (Form 96a) Received Signed Contractor Acceptance of Final Estimate (Form 96a) Received
20 Prepare/Send Final Estimate Data 2d Prepare/Send Final Estimate Data (Form 325) & Final Payment Authorizati6n & Escrow Request
(Form 325) & Final Payment
Authorization & Escrow Request
21 Final Payment & Escrow 3d Final Payment & Escrow Acknowledge (Form 326a) Received

Page 1of 1

Resident Engineer: xxxx
Project Engineer: XXXxX
Contractor: xxxxx
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July 2018 Project Final Submittal Checklist

® Any Updates Needed?
Project No: ® Permananent Water Quality
Sub Acct No: As-Constructed Survey?
Reference: Section 121 of the Construction Manual

Incl.

N/A

Submitted
on (Date)

Acceptance Letter- Timely submittal is EMPHASIZED. Itemize all documentation still | |

outstanding from Contractor. Be specific. See Construction Manual (CM) 109.9.1 and
120.3.2 for distribution; Appendix B for example.

CDOT Form 1212 (Final Acceptance Report). Required on ALL projects. RE will | |

complete in SAP. Region Finals office will receive email notification from SAP.

Pay Documentation

3. Engineering Personnel Roster. Must be complete with all project personnel names and| |
initials.

4. =BeeksiElectronic files with CDOT Form 266/DWR's, CDOT Form 7's, and all original | |
source documentation.

5. =Primted/Electronic copies of all tem Summary reports (305's), initialed by the PE/PM. | |

6. Scale Checks and Scale/Weighers Certifications for all weighers, valid during material | |
placement, including concrete scales.

7. ABC, Asphalt & Concrete Scale tickets in envelopes, with totaled tapes or totaled | |
spreadsheet and completed stamp on front of envelope.

8. Haul vehicle ID sheets. (Used to check for overweight loads.) | |

9.  Field Books (Piling, grade stakes, etc.) | |

10. Survey documentation w/ Professional Land Surveyor stamp, signed Survey control | |
data sheets and/or Monumentation records or previously submitted to ROW on

11. Force Account Billings. Please note if still outstanding from Contractor. | |

12. All Change Orders w/ letters of explanation & attachments. Copies of those previously | |
submitted.

13. Seeding Tickets w/ PLS calculations if not submitted with material documentation. | |

14. CDOT Form 105's (Speed Memo), that effect Contractor payments (i.e. work zone | |
violations, deleted/unused items), if not already submitted.

15 Signed copies of First & Last Form 262's/263's (Time Counts), if not already

" submitted.

Water Quality

16. Water Quality Notebook (inspection reports, memos, etc.) turned over to Water Quality| |
Manager on

17. 404 Permit transferred to on . |

18. Final environmental walk-through on . | |

19. CDPHE SCP transferred to maintenance on : | |

B-120
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Any Updates Needed?

Permananent Water Quality As-Constructed Survey?
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® Any Updates Needed?
® Need to remove names and list role/role e-mail

July 2018

LCPtracker/B2G

Civil Rights

20.

21.

22.

23.

24,

25.

Used on
Project

N/A

Submitted
On (Date)

Certified Payrolls- Checked certified payrolls located within LCPtracker. For projects |

not in LCPtracker, paper payrolls are to be checked by PE/PM and submitted with
finals documentation. All Contractors must have a final payroll submitted.

OJT Documentation- CDOT Form 832 (Trainee Status & Evaluation Report), Form 838|

(On the Job Trainee/Apprentice Record) and Form 1337 (Contractor Commitment to
Meet OJT Requirements) uploaded into LCPtracker by Civil Rights Office (CRO). Form
1336 (Waiver Request for Contract's On the Job Training Hours) submitted, if
applicable. If not in LCPtracker, all OJT documentation is required to be accessible
through project files. Copies of the Form 832's and Form 266/DWR showing payments
for OJT to be submitted with finals documentation.

DBE Documentation- DBE commitment and goal via Utilization Plan checked against

payments made to DBE within B2GNow System (B2G). Form 1420 (DBE Participation
Plan Modification Request) and Form 1415 (Commitment Confirmation) submitted, if
applicable. If notin B2G, the Form 1419 (DBE Participation Report) is required to be
accessible through project files.

Sublet Permit Application- CRO will upload all approved Form 205's within B2G. If not |

in B2G, all Form 205's are required to be accessible through project files.

Prompt Payment- PE/PM will monitor audits in B2G. If not in B2G, Form 1418 (Monthly|

Payment Summary) is required for each pay estimate.

Supplier List- Form 1425 (Supplier List) required for all Contractors for supplies in |

excess of $10,000. CRO will upload within B2G. If not in B2G, all Form 1425's are
required to be accessible through project files.

Miscellaneous

26.
27.

28.
29.
30.
31
32.

N/A

Submitted
on (Date)

"As Constructed" plans completed per CM 121.2.3 |

Project Evaluation System form: Send completed form electronically via email to Frank |

Kinder: frank.kinder@state.co.us, Contracts and Market Analysis. Submitted
on

Buy America Certifications received and included in Materials book(s).

Project Diaries (PE, Inspector, Tester)

Traffic Control Notebook

Project Photos (Electronic)

All curb ramps have had as-built data collected and submitted to &reg Martinez/the

Civil Rights Office

Copy of this checklist with Final box to Region Finals Engineer

Date:

Recommend removing Buy America
from this checklist and adding to "
Final Materials Submittal Checklist"

Submitted By:

(Print Name)

(Signature)

B-121
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Recommend removing Buy America from this checklist and adding to "Final Materials Submittal Checklist"





Example Letters, Notices, and Forms July 2016

® Any Updates Needed?

Final Materials Submittal Checklist

. Final Materials Certification Checklist (Form 473)
DEERCR /'_and Explanation of Exceptions (Form 474)

Project Number:

Reference: Field Materials Manual for specification year of the project

Included N/A Needed

-

CDQOT’s Application for Reporting (CAR) = s i
=cheeldist-tharmedidl=-Vith-page-2-Letter of Exceptions with attachments.
2. CAR Owner Acceptance Sampling Checklist (Form 250). Signed.

3. CAR Certification Checklist.
4. CAR Project Independent Assurance Sampling Checklist w/supporting
documentation (Form 379).

5. CAR Incentive/Disincentive Report. (Asphalt, Voids, or Concrete 03).
(Signed Final Report).

6. Other Price Reductions.

7. Random Sample Schedule.

8. CDOT Form 1324 (Evaluation of Materials Testing) per CP 16.

9. PC Data (Contractor’s Notebook(s}).

10. OA Data (Notebook(s) containing Field Materials Work Sheets).

OO0O0O0O000000 O
ODOooooooooot
oooboooodonn

11. Hazardous Material Certification (8106.02b).

Add- Buy America Certification letters and monthly summary reports

Capy of this checklist with Final to Region Materials Documentation Coordinator

Date:
Submitted By:
(Name)
Final Materials Submittal Checklist Rev 07/26/2016 Page 10of 1

B-123
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Final Materials Certification Checklist (Form 473) and Explanation of Exceptions (Form 474)
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Add- Buy America Certification letters and monthly summary reports
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