RECORDS AND REPORTS January 2005

1200 GENERAL

This chapter provides guidelines for preparing Department records and reports during the administration of a
typical highway construction project. It is intended to clarify and supplement the information provided in the
standard specifications and the special provisions for each project.

It is recommended that a file index be kept at all field offices if the standard ADOT filing system (FUSS) is not
being used.
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1203 SUSPENSION OF WORK

Section 105.02 of the Standard Specifications gives the Resident Engineer the authority to suspend the work,
wholly or in part, and lists conditions which might justify a suspension. Additional information and
circumstances are in Section 108.08 of this manual.

The Resident Engineer may use a Stop Work Order (ADOT 10-8801) to suspend the work, either partially or
fully (Exhibit 1203-1). The Stop Work Order should be specific as to which items of work are being suspended.
Stop Work Orders are numbered sequentially, beginning with Number 1. Any subsequent Stop Work Orders
related to the same time period shall bear the same number, using a letter suffix (e.g., 1-A, 1-B) to indicate that
the Stop Work Orders are simultaneous. Stop Work Orders have serious consequences and should be utilized
only when absolutely necessary as delays to the Contractor’s operations are potentially very costly.

A project may be partially resumed without having to issue a Resume Work Order (Exhibit 1203-2). Resume
Work Orders are issued when the work is 100% resumed.

The Resident Engineer shall keep a copy of all Stop Work Orders in the project file for documentation
purposes and a copy must be sent to Field Reports.
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ARIZONA DEPARTMENT OF TRANSPORTATION

STOP WORK ORDER
F.A. Project No. _AB-01-1(002) & CD-02(003)  Fund Code Order No. 1
Project Oak Creek Bridge Contractor ABC Construction
Date Effective 11/01/00 Time of Day 7:00 a.m.
Work Stopped 100% [ ] Work Stopped Partial [_]

(Check square applicable)

Reason: All work to stop except traffic control maintenance due to winter shutdown.

If partial shutdown, list items affected on
reverse side or attached sheet.

Resident Engineer

cc: Field Reports

Exhibit 1203-1. Stop Work Order
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ARIZONA DEPARTMENT OF TRANSPORTATION

RESUME WORK ORDER
Project No. EF-04-5(006) & GH-05-6(007) A.F.E. No. Order No. 1
Project Oak Creek Bridge Contractor GHI Construction
Date Effective 4/03/00 Time of Day 7:00 a.m.
Work Resumed 100% [_]

Reason: End of winter shut down.

Resident Engineer

cc: Field Reports

Exhibit 1203-2. Resume Work Order
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1204 WEEKLY TIME REPORTS

1204-1 General

Weekly Time Reports provide an accounting of contract time used and contract time remaining. The
ORG office generates Weekly Time Reports using the CPE computer program (Exhibit 12-16). The
Project Supervisor informs the office staff of the number of days to be charged each week and then
enters this information into the computer to generate the report.

The original Weekly Time Report is signed by the Resident Engineer and sent to the Contractor to
ensure that there is agreement regarding the contract time charges. The Contractor has one week
after receiving the report to protest the time charges.

The first Weekly Time Report must be submitted to Field Reports within a week of the actual start of
work. Also the FINAL Weekly Time Report must be submitted when the project is completed or the
time is no longer being charged to the project.

Weekly Time Reports commence on the official contract start date, determined in accordance with
Standard Specification 108.02, or when the physical work starts, whichever comes first. Contract time
is charged on the official contract start date as noted on the Award Letter.

"Zero" time reports are produced when there is no time charged during a given week, except in the
case of extended periods of time such as seasonal shutdowns. A seasonal shutdown is noted in the
remarks section of the last Weekly Time Report, and the numbering sequence is continued when the
reports are resumed. Notify Field Reports of seasonal shut-down via E-mail.

When the project is accepted as substantially complete, time charges stop and the Final Weekly Time
Report must be submitted to Field Reports. Copies of the first and final Time Report for all phases
should be sent to Field Reports.

1204-2 Working Day Contracts

Contractors are normally charged five days per week regardless of the number of hours or days
worked.

If the Contractor, through no fault of his own, is unable to perform work on the controlling item or items
of work for more than half of the normal working day, no time will be charged for that day.

Since weather days are not charged, the contract time is automatically extended for weather without
requiring a formal time extension. The Weekly Time Report also eliminates the need for weather-
related Stop and Resume Work Orders, except for long periods of interruption in the work such as
winter shutdowns, which still require a Stop and Resume Work Order with a copy sent to Field Reports.
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ARIZONA DEPARTMENT OF TRANSPORTATION

Weekly Time Report
Tracs Number: S000001C Report Number: 43
Project Number; AC*053-2-(25) Org: 8332
Project Description: LINDEN-JCT US 60 Contract Began on;

04/03/00
Gentlemen:
Under the terms of this project it is specified that the work must be completed within 130 working/calendar days.

During the week beginning 10/07/2000

Phase = 01
No. Week Sat Sun Mon Tue Wed Thu Fri  Total
43 10/07/00 0 0 0 0 0 0 0

Remarks:

You will, in accordance with the Standard Specification, be allowed to file written protest setting forth in what
respect, if any, this weekly statement is incorrect, otherwise it shall be deemed to have been accepted as correct.

Codes: Phase 01

1 = Day Charged Contract Days 130

W = Weather Extended Days +17

S = Stop Work Order Subtotal Days 147

H = Holiday Previous Days 110

0 = Weekend This Week 0

X = Other Days Used to Date 110=75%
Remaining Days 37=25%

Resident Engineer

Distribution
Original — Contractor
1 copy - Project File

Exhibit 1204-4-1. Weekly Time Report
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1204-3 Calendar Day Contracts

A calendar day contract specifies the number of calendar days allowed for the work. Every calendar day
(including weekends, holidays, and inclement weather) is charged on the Weekly Time Report, whether the
Contractor works or not, unless the Resident Engineer has suspended work by a Stop Work Order. On special
occasions, when the Resident Engineer wants the Contractor to stop working, he may do it by stopping the
contract time.

1204-4 Fixed-date Contracts

A Fixed Date contract specifies the contract completion date. This date shall be the date on which all work on
the project is required to be substantially completed.

For Fixed Date contracts, time reports need to be completed to maintain internal records for days used.

Construction Manual 1204 - 3



RECORDS AND REPORTS January 2005

1205 TIME EXTENSIONS

ADOQT form, "Request for an Extension of Contract Time," is used to obtain an extension of contract time (See
Exhibit 108.08-1 on 108-19). Either the Resident Engineer or the Contractor can initiate a request for a time
extension.

On calendar day contracts, the Resident Engineer may initiate a request for a time extension if he has
suspended work for reasons beyond the Contractor's control. (On working day contracts, a time extension
would be unnecessary because the suspended days would not be charged.) The Resident Engineer prepares
a Request for an Extension of Contract Time using the information contained in the related Stop and Resume
Work Orders.

The Contractor may also initiate a Request for Extension of Contract Time, for various reasons. See Section
104.02 and Section 108.08 of the Standard Specifications for justification of an extension.

The Contractor submits a request form explaining the reason for the request, accompanied by a revised
construction schedule and any other pertinent supporting information. The request should show the number of
days lost for each reason given. Time is computed to the nearest half day for calendar day contracts and to
the nearest full day for working day contracts. Identify a new completion date on fixed date contracts. The
Resident Engineer analyzes the request and decides whether or not to recommend the time extension,
bearing in mind that any days already granted to the Contractor on a Weekly Time Report are not to be
duplicated on the request for a time extension. The Engineer's recommendations should be detailed and
complete, since they are used by others to evaluate the Contractor's request.

The Resident Engineer forwards the request to the District Engineer for signature. The signed original is
submitted to Field Reports, who then forwards the request to the FHWA on all Federal Aid projects that are not
part of the Certification Acceptance Program. Two fully-executed copies of the request showing the length of
the approved time extension, if any, are returned to the Org, one of which the Resident Engineer sends to the
Contractor. The Org logs any time extension into the project records in the CPE program, which automatically
registers the extension on the Contract Card and the following Weekly Time Reports.
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1206 PLANS AND SPECIAL PROVISIONS REVIEW

The Resident Engineer shall complete a “Project Plan and Specifications Review Form” (see blank forms).
The purpose of this form is to capture potential improvements in contract documents for future construction
projects by providing feedback to the various project development groups based upon specific issues that have
surfaced on current projects. Examples include:

1. Constructability issues include items that may be difficult to construct where an alternate design or
additional information may be appropriate.

2. Clarification of project documents such as plans, Special Provisions, Standard Specifications, and
Standard Drawings.

3. Minor modifications that are not dealt with by a Supplemental Agreement. Issues dealt with by a
Supplemental Agreement do not need to be entered on this form as they will be captured elsewhere.

The Resident Engineer should be thorough and candid in his appraisal of the contract documents. This review
process can help to improve the documents prepared by the Department and Consultants.

The “Project Plan and Specifications Review Form” is to be completed on an as needed basis. As soon as an
issue arises, complete the form and submit a copy to the Value Analysis Section, 206 S. 17" Avenue, Phoenix,
AZ 85007, MD 173A, by FAX (602) 712-3220.
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1208 CLOSE-OUT OF CONSULTANT AND LOCAL GOVT. PROJECTS

When closing out a project administered by a Consultant or a Local Government, the Resident Engineer shall
ensure that the close-out procedures outlined above for ADOT administered projects are followed. The
Resident Engineer should also refer to the “Consultant Construction Management Manual” for additional
guidelines.

At the end of the project, Consultants and Local Governments are required to return all Department property,
project records, computer programs, and purchased equipment and materials. Warranty information and
operations manuals should also be supplied when appropriate. The ADOT Project Monitor must check the
quantity and quality of the transferred materials and records before allowing final payment to the consultant.

The Project Monitor should keep in mind that some materials may be of little value, disposable or depreciated
below salvage range.

The Project Monitor (or the Resident Engineer) shall complete the Consultant Rating Forms, and check the
contract documents for any other final requirements.
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1209 DISPOSITION OF RECORDS

Once final payment is made to the Contractor, the ORG stalff shall carefully pack all project records in boxes
and store them at the District Office. As the boxes are being packed, the following information should be noted
on the outside of the box:

Project name

Project number

TRACS number

Completion date

Resident Engineer

A list of the contents of the box.

ok wn e

Survey books should be submitted separately to the District.

Project records are kept in the records storage area in accordance with ADOT M-MGT-9.03 Records
Destruction Procedure.
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