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	Contract Finalization Procedure
Resident Engineers Checklist
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	Section  
	[bookmark: Section]     

	Route  
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	Contract No.  
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	Job No.  
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	Project  
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Start of Final Procedures
	Completed by
	

	(Initials)
	
	Date
	

	
	
	     
	1.
	Last Weekly Report showing 100% complete.

	
	
	
	
	

	
	
	     
	2.
	Material Inspection

	
	
	
	
	a) Check with Construction Operations section to insure that list of prefinal contract quantities has been submitted to Bur. of Matls. at 90% complete
b) Resolve all Material Deficiencies

	
	
	
	
	

	
	
	     
	3.
	Complete Fuel and/or Bituminous Adjustment(s) if required by

	
	
	
	
	Contract Special Provision

	
	
	
	
	

	
	
	     
	4.
	Complete Final Papers and turn in completed job box(es) within 6

	
	
	
	
	weeks of reporting 100% complete.  Projects on I.C.O.R.S. are to be checked in the field prior to submitting job box(es) to Schaumburg.



Documentation Checklist
	
	
	     
	1.
	All tonnage item tickets initialed (two set of initials required for 

	
	
	
	
	hand written tickets).

	
	
	
	
	

	
	
	     
	2.
	Weighman accuracy check. 

	
	
	
	
	

	
	
	     
	3.
	Scale data recorded in Quantity Book for all tonnage items

	
	
	
	
	(Dept. of Agriculture ID # and date).

	
	
	
	
	

	
	
	     
	4.
	All IDR’s and documentation sources (field books, calc. sheets, etc)

	
	
	
	
	dated, initialed, checked, and signed.

	
	
	
	
	

	
	
	     
	5.
	“Final Quantity” marked in Quantity Book for each item

	
	
	
	
	(even items zeroed out).

	
	
	
	
	

	
	
	     
	6.
	Bottom line of each Quantity Book page completed.

	
	
	
	
	

	
	
	     
	7.
	Depth Checks

	
	
	
	
	a) Depth checks completed for all items paid by area (i.e. S.Y., S.F., etc.) where depth is specified in item description.
b) Depth checks shown on IDR’s, referenced on IDR’s, or referenced in Quantity Book

	
	
	
	
	

	
	
	     
	8.
	Release of Field Office entered in Diary and same date entered in

	
	
	
	
	Quantity Book.

	
	
	
	
	

	
	
	     
	9.
	Cross reference of final quantities checked to insure item names 

	
	
	
	
	and numbers are posted.

	
	
	
	
	

	
	
	     
	10.
	All items listed on the final pay estimate have a Quantity Book page

	
	
	
	
	completed with Final Quantity entered.
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	Completed by
	

	(Initials)
	
	Date
	N/A
	

	
	
	     
	|_|
	1.
	Final Report of Contract Items (Final Pay Estimate)

	
	
	
	
	
	

	
	
	     
	**
	2.
	BC-71, Final Inspection Report

	
	
	
	
	
	

	
	
	     
	**
	3.
	BC-111, Checklist for Engineer’s Final Pay Estimate

	
	
	
	
	
	

	
	
	     
	|_|
	4.
	BC-2184, Piling Diagram Report

	
	
	
	
	
	

	
	
	     
	|_|
	5.
	BD-757, Test Pile Driving Record

	
	
	
	
	
	

	
	
	     
	|_|
	6.
	Notice of Revised Structural Clearance

	
	
	
	
	

	
	
	     
	|_|
	7.
	Cost Participation Breakdown(s) for municipalities,

	
	
	
	
	
	counties and/or others.

	
	
	
	
	
	

	
	
	     
	**
	8.
	M-411, Report of Net Cost of Section (Auth. summary)

	
	
	
	
	
	

	
	
	     
	**
	9.
	BC-1777, Contractor’s Performance Evaluation

	
	
	
	
	

	
	
	     
	|_|
	10.
	Final Report of Surface Variations

	
	
	
	
	
	

	
	
	     
	|_|
	11.
	BC-981, Agreement on Accuracy of Plan Quantity

	
	
	
	
	
	

	
	
	     
	|_|
	12.
	BC-2027, Price Adjustment of Fuel

	
	
	
	
	
	

	
	
	     
	|_|
	13.
	BC-1909, Price Adjustment of Bituminous Materials

	
	
	
	
	

	
	
	     
	|_|
	14.
	R.E.’s list of special releases required from contractor.

	
	
	
	
	

	
	
	     
	|_|
	15.
	Note to Documentation Section’s Final Pay Estimate

	
	
	
	
	
	and/or any other items pending.

	
	
	
	
	

	
	
	     
	|_|
	16.
	This check sheet.

	
	
	
	
	

	
	Note: < ** > indicates required form on all contracts.



Items to be Included in Job Box(es)
1.	Index of  all items and files included in the job box(es).  This index must be attached to the underside of the lid of each job box.
2.	All files pertaining to the contract, including Bit, P.C.C., and Stone ticket files.  All files should be numbered and listed in the index on the job box lid.  List file number and file title in the Index.
3.	Project Diaries
4.	Backup Tapes (3 sets) for I.C.O.R.S. jobs.
5.	Job Stamp
6.	“As Built” plans.  1.4. size plan with all changes (including final quantities) shown in red.
7.	All Field Books.
8.	Design files.  Including correspondence, calculations, old plans, field books, and project reports.
9.	contract Number and Number of Boxes (i.e. 1 of 2, 2 of 2) must appear on the top, side, and front of each box (3 sides)
Note:  Be certain to get a receipt at the time that the job box(es) are turned in.  Retain the receipt until contractor has received final payment.
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