
 

 

 

 

STATE OF OHIO  

Department of Transportation 

 

Construction Administration  

Manual of Procedures 

 

 

 

 

 

 

 

 

Columbus, Ohio 

2017 



 

 

 
 



 

 

 

 

  

2017 Construction Administration Manual of Procedures  

 

Ohio Department of Transportation 

Division of Construction Management 

1980 W. Broad Street 

Columbus, OH 43223 

 

Web address: 

ODOT: www.dot.state.oh.us 

 

To purchase a copy, contact the ODOT Office of Contracts  

at the above address, or by phone at 1-800-459-3778. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

An Equal Opportunity Employer 

http://www.dot.state.oh.us/


 

 

  



 

 

 

 

Table Of Contents 

Forward......................................................................................................................... 1 

Construction Quality Process ...................................................................................... 3 

Project Record Requirements ..................................................................................... 8 

Guidelines For Documentation ................................................................................. 11 

101 Definitions And Terms ........................................................................................ 12 

GENERAL................................................................................................................... 12 
FLEXIBLE PAVEMENT TERMS ..................................................................................... 15 
CONCRETE TERMS ..................................................................................................... 18 
RIGID PAVEMENT TERMS ........................................................................................... 22 
EARTHWORK ............................................................................................................. 26 
LANDSCAPE ............................................................................................................... 31 
DBE / /EEO / PREVAILING WAGE ................................................................................ 32 

105 Control Of The Work .......................................................................................... 37 

OVERVIEW OF CONSTRUCTION CONTRACTS ï GENERAL ODOT ORGANIZATION ......... 37 
ADMINISTRATION OF CONSTRUCTION CONTRACTS AT THE PROJECT LEVEL .............. 41 
105.04 COORDINATION OF THE CONTRACT DOCUMENTS ........................................... 43 
105.07 COOPERATION WITH UTILITIES ...................................................................... 45 
105.13 HAUL ROADS ................................................................................................. 45 
105.16 BORROW AND WASTE AREAS ........................................................................ 46 
105.17 CONSTRUCTION AND DEMOLITION DEBRIS .................................................... 48 

106 Control Of Materials ........................................................................................... 51 

MATERIAL APPROVAL PROCESS ................................................................................. 51 
MATERIAL DOCUMENTATION PROCESS ...................................................................... 52 
INDEPENDENT ASSURANCE SAMPLING ....................................................................... 53 
106.03 SMALL QUANTITIES ....................................................................................... 53 
106.03 TEMPORARY MATERIALS ............................................................................... 54 
106.07 UNACCEPTABLE MATERIAL  ............................................................................ 54 
DELIVERED MATERIAL  .............................................................................................. 55 

107 Legal Relations And Responsibility To Public .................................................. 56 

107.01 LAWS TO BE OBSERVED ................................................................................ 56 
107.10 PROTECTION AND RESTORATION OF PROPERTY ............................................. 57 
107.11 CONTRACTORôS USE OF THE PROJECT RIGHT-OF-WAY OR OTHER 

DEPARTMENT PROPERTY ........................................................................................... 58 

108 Prosecution And Progress ................................................................................... 62 

108.03 PARTNERING .................................................................................................. 62 
108.03.A PROGRESS SCHEDULE ................................................................................. 75 
108.06 DETERMINATION OF A TIME EXTENSION........................................................ 76 



 

 

108.06 DELAYS .......................................................................................................... 79 
108.07 WAIVER OF LIQUIDATED DAMAGES ............................................................... 80 
108.08 TERMINATION BY DEFAULT ........................................................................... 81 
108.09 TERMINATION FOR CONVENIENCE .................................................................. 81 

109 Method Of Measurement And Payment ............................................................ 82 

109.05 CHANGES AND EXTRA WORK ......................................................................... 83 
109.09 ESTIMATES ................................................................................................... 103 
109.11 AND 109.12 PARTIAL AND FINAL ACCEPTANCE ........................................... 110 

200 Earthwork .......................................................................................................... 119 

201 CLEARING AND GRUBBING ................................................................................ 119 
202 REMOVAL OF STRUCTURES AND OBSTRUCTIONS ............................................... 123 
203 ROADWAY EXCAVATION AND EMBANKMENT  .................................................... 157 
204 SUBGRADE COMPACTION AND PROOF ROLLING................................................. 223 
205 CHEMICALLY STABILIZED EMBANKMENT  .......................................................... 240 
206 CHEMICALLY STABILIZED SUBGRADE ................................................................ 245 
208 ROCK BLASTING ................................................................................................ 251 
209 LINEAR GRADING .............................................................................................. 258 

250 Pavement Repairs .............................................................................................. 259 

251 PARTIAL DEPTH REPAIR .................................................................................... 259 
252 FULL DEPTH RIGID PAVEMENT REMOVAL AND FLEXIBLE REPLACEMENT .......... 260 
253 PAVEMENT REPAIR ............................................................................................ 262 
254 PAVEMENT PLANING  ......................................................................................... 263 
255 FULL DEPTH PAVEMENT REMOVAL AND RIGID REPLACEMENT .......................... 265 
256 BONDED PATCHING OF PORTLAND CEMENT CONCRETE PAVEMENT ................... 276 
257 DIAMOND GRINDING PORTLAND CEMENT CONCRETE PAVEMENT ...................... 285 
258 LOAD TRANSFER RETROFIT ............................................................................... 289 

300 Bases .................................................................................................................... 298 

301 ASPHALT CONCRETE BASE ................................................................................ 298 
302 ASPHALT CONCRETE BASE ................................................................................ 300 
304 AGGREGATE BASE ............................................................................................. 303 
305 PORTLAND CEMENT CONCRETE BASE ................................................................ 312 
320 RUBBLIZE AND ROLL ........................................................................................ 313 
321 CRACKING AND SEATING EXISTING PLAIN CONCRETE PAVEMENT ..................... 315 

400 Flexible Pavement .............................................................................................. 317 

401 ASPHALT CONCRETE PAVEMENTS ...................................................................... 317 
407 TACK COAT ....................................................................................................... 348 
408 PRIME COAT ...................................................................................................... 355 
409 SAWING AND SEALING ASPHALT CONCRETE PAVEMENT JOINTS ........................ 357 
410 TRAFFIC COMPACTED SURFACE ......................................................................... 358 
411 STABILIZED CRUSHED AGGREGATE ................................................................... 358 
421 MICROSURFACING ............................................................................................. 358 
422 CHIP SEAL ......................................................................................................... 364 
423 CRACK SEALING, HOT APPLIED ......................................................................... 377 
424 FINE GRADED POLYMER ASPHALT CONCRETE ................................................... 379 
441 ASPHALT CONCRETE ......................................................................................... 382 



 

 

 

 

442 SUPERPAVE ASPHALT CONCRETE ...................................................................... 383 
443 STONE MATRIX ASPHALT CONCRETE ................................................................ 383 
446 ASPHALT CONCRETE ......................................................................................... 384 
448 ASPHALT CONCRETE ......................................................................................... 388 

450 Rigid Pavement .................................................................................................. 392 

451 REINFORCED PORTLAND CEMENT CONCRETE PAVEMENT .................................. 392 
452 NON-REINFORCED PORTLAND CEMENT CONCRETE PAVEMENT ......................... 448 
455 QUALITY CONTROL PLAN , TESTING, AND ASSURANCE FOR QC/QA CONCRETE . 449 

499 Concrete ï General ............................................................................................ 454 

500 Structures ........................................................................................................... 550 

501 STRUCTURES - GENERAL ................................................................................... 550 
502 STRUCTURES FOR MAINTAINING TRAFFIC ......................................................... 555 
503 EXCAVATION FOR STRUCTURES ........................................................................ 556 
504 SHEET PILING LEFT IN PLACE............................................................................ 562 
505 PILE DRIVING EQUIPMENT MOBILIZATION ......................................................... 563 
506 STATIC LOAD TEST ........................................................................................... 563 
507 BEARING PILES ................................................................................................. 571 
508 FALSEWORK AND FORMS .................................................................................. 586 
509 REINFORCING STEEL ......................................................................................... 593 
510 DOWEL HOLES .................................................................................................. 603 
511 CONCRETE FOR STRUCTURES ............................................................................ 605 
512 TREATING CONCRETE ....................................................................................... 638 
513 STRUCTURAL STEEL MEMBERS ......................................................................... 647 
514 PAINTING OF STRUCTURAL STEEL ..................................................................... 666 
515 PRESTRESSED CONCRETE BRIDGE MEMBERS ..................................................... 696 
516 EXPANSION AND CONTRACTION JOINTS, JOINT SEALERS AND BEARING DEVICES

 ............................................................................................................................... 703 
517 RAILINGS .......................................................................................................... 711 
518 DRAINAGE OF STRUCTURES .............................................................................. 714 
519 PATCHING OF CONCRETE STRUCTURES ............................................................. 717 
520 PNEUMATICALLY PLACED MORTAR .................................................................. 719 
522 STRUCTURAL PLATE CORRUGATED METAL STRUCTURES ON FOOTINGS ............ 722 
523 DYNAMIC LOAD TEST ....................................................................................... 723 
524 DRILLED SHAFTS .............................................................................................. 727 
526 APPROACH SLABS ............................................................................................. 738 

600 Incidentals .......................................................................................................... 741 

601 SLOPE AND CHANNEL PROTECTION .................................................................. 741 
602 MASONRY ......................................................................................................... 741 
605 UNDERDRAINS .................................................................................................. 741 
606 GUARDRAIL  ...................................................................................................... 745 
607 FENCE ............................................................................................................... 748 
608 WALKS, CURB RAMPS, AND STEPS ................................................................... 750 



 

 

609 CURBING, CONCRETE MEDIANS, AND TRAFFIC ISLANDS .................................... 751 
610 CELLULAR RETAINING WALLS .......................................................................... 753 
611 PIPE CULVERTS, SEWERS, DRAINS, AND DRAINAGE STRUCTURES ...................... 754 
613 LOW STRENGTH MORTAR BACKFILL  ................................................................. 762 
614 MAINTAINING TRAFFIC ...................................................................................... 763 
615 ROADS AND PAVEMENTS FOR MAINTAINING TRAFFIC ....................................... 766 
616 DUST CONTROL ................................................................................................. 767 
617 RECONDITIONING SHOULDERS ........................................................................... 767 
618 RUMBLE STRIPS ON SHOULDERS ....................................................................... 768 
619 FIELD OFFICE .................................................................................................... 768 
620 DELINEATORS ................................................................................................... 768 
621 RAISED PAVEMENT MARKERS (RPM) ................................................................. 770 
622 CONCRETE BARRIER .......................................................................................... 779 
623 CONSTRUCTION LAYOUT STAKES AND SURVEY MONUMENTS ........................... 781 
624 MOBILIZATION  .................................................................................................. 782 
625 HIGHWAY LIGHTING .......................................................................................... 783 
626 BARRIER REFLECTORS ....................................................................................... 801 
630 TRAFFIC SIGNS AND SIGN SUPPORTS ................................................................. 803 
631 SIGN LIGHTING AND ELECTRICAL SIGNS ........................................................... 825 
632 TRAFFIC SIGNALS AND 633 SIGNAL CONTROLLERS ........................................... 828 
638 WATER MAINS AND SERVICE BRANCHES .......................................................... 866 

640 Pavement Markings ........................................................................................... 867 

641 PAVEMENT MARKINGS ï GENERAL .................................................................... 867 
642 TRAFFIC PAINT  .................................................................................................. 887 
643 POLYESTER PAVEMENT MARKING ..................................................................... 888 
644 THERMOPLASTIC PAVEMENT MARKING ............................................................. 888 
645 PREFORMED PAVEMENT MARKING .................................................................... 889 
646 EPOXY PAVEMENT MARKING ............................................................................ 889 
647 HEAT-FUSED PREFORMED THERMOPLASTIC PAVEMENT MARKING .................... 890 
648 SPRAY THERMOPLASTIC PAVEMENT MARKING .................................................. 890 

650 Roadsides ............................................................................................................ 892 

651 TOPSOIL STOCKPILED ........................................................................................ 892 
652 PLACING STOCKPILED TOPSOIL AND 653 TOPSOIL FURNISHED AND PLACED ..... 892 
654 RENOVATING EXISTING SOIL ............................................................................. 892 
656 ROADSIDE CLEANUP .......................................................................................... 892 
657 RIPRAP FOR TREE PROTECTION ......................................................................... 893 
658 TREE ROOT AERATION ...................................................................................... 894 
659 SEEDING AND MULCHING ................................................................................. 895 
660 SODDING ........................................................................................................... 895 
661 PLANTING TREES, SHRUBS, AND V INES ............................................................. 895 
662 LANDSCAPE WATERING ..................................................................................... 911 
666 PRUNING EXISTING TREES ................................................................................. 912 
670 EROSION PROTECTION ....................................................................................... 913 
671 EROSION CONTROL MATS ................................................................................. 913 



 

 

 

 

Ss 832 Temporary Sediment And Erosion Controls .............................................. 914 

Ss 840 Mechanically Stabilized Earth (Mse) Walls ............................................... 933 

Ss 842 Correcting Elevation Of Concrete Approach Slabs With High Density 

Polyurethane ............................................................................................................. 998 

Ss 847 Bridge Deck Repair And Overlay With Concrete Using Scarification And 

Chipping .................................................................................................................. 1002 

Ss 848 Bridge Deck Repair And Overlay With Concrete Using Hydro-Demolition

 ................................................................................................................................. 1002 

Ss 849 Heat Straightening Of Damaged Structural  Steel ................................... 1015 

S 1015 Compaction Testing Of Unbound Materials ............................................ 1025 

 



 

 

  



Forward 

 

1 

 

 

 

Forward 

The Construction Administration Manual of Procedures (MOP) is a companion 

document to the Construction and Material Specifications (C&MS). The C&MS is 

written to the Contractor and is a contract document included in each construction project 

the Department awards.  The overall role of the MOP is to provide confidence that the 

quality of the workmanship incorporated into highway construction projects conforms to 

the requirements of the plans and specifications.  More specifically, the MOP is used to: 

¶ Describe how to inspect and document the contractorôs work. 

¶ Describe typical construction means and methods to improve inspection. 

¶ Give guidance for directing the contractorôs work when it is required. 

¶ Give background technical information for specific items of work to aid 

understanding. 

¶ Give guidance for resolving issues and problems when an item of work fails 

to perform. 

¶ Ensure consistent construction project management across the state. 

To fully take advantage of the information in the MOP, construction personnel must also 

be familiar with the C&MS, Standard Drawings, and other contract documents.  The 

MOP and C&MS complement each other.  

As the on-site representatives of the Department, the construction personnel are 

authorized to observe all work being performed to ensure compliance with the contract.  

The construction personnel record their observations and inspections to document that 

the work performed meets the contract requirements. This documentation is later used to 

verify that work paid for by the Department was actually performed and acceptable.  The 

documentation may also be used to defend the Department in a dispute or claim.  Written 

documents are valuable resources in a claim, to establish what was done and when, to 

demonstrate that the contractor was given proper instructions, and to demonstrate that 

Department testing was properly performed. The MOP gives guidance to the construction 

personnel as to what information is important to document based on the Departmentôs 

experience as a whole.  Proper documentation thereby helps ensure quality work and 

minimizes the Departmentôs responsibility in a claim. 

The C&MS does not dictate the contractorôs means and method for performing the work.  

However, it helps if the construction personnel are familiar with typical means and 

methods of construction, so that they can recognize unusual construction methods and 

question the contractor about it.  The MOP describes how items of work are typically 

performed and the type of equipment contractors typically use. 

In many places, the C&MS directs the contractor to do work ñas directed by the 

Engineerò.  The MOP provides guidance to the Engineer on how to direct the work for 

many different situations.  The MOP also gives background technical information for 

specific items of work which helps the construction personnel understand the work in 

order to give proper direction.  
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The specifications dictate when items of work are acceptable or not. However, when an 

item of work fails to perform, the specifications generally say to repair or replace the 

item and do not give any details as to how to repair the item.  It would be impractical to 

do this in the specification, because the necessary repair method will depend on the 

reason the item failed to perform, and the specifications cannot anticipate the multitude 

of things that can go wrong.  The MOP gives guidance for resolving issues and problems, 

and it gives examples of typical things that can go wrong with an item of work and some 

of the possible solutions.  It is important that the construction personnel help resolve 

these problems in a timely manner, because the Department shares with the contractor a 

duty to mitigate issues. 

By studying the information in the MOP, the construction personnel can better: 

¶ Understand the work the contractor performs and ensure contract compliance. 

¶ Make appropriate decisions in the field and give proper direction. 

¶ Properly document the work. 

¶ Minimize the Departmentôs responsibility in claims. 

¶ Provide for consistency in construction project management throughout the 

state. 
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Construction Quality Process 

It is the policy of the Ohio Department of Transportation to ensure that projects under its 

jurisdiction are constructed in conformance with the approved plans and specifications, 

i.e. the Contract. One purpose of this manual is to establish a statewide uniform process 

for creating an adequate project record that documents construction project engineering 

and inspection activities. It is the duty of construction personnel to become familiar with 

the contents of this manual in order to provide thorough and accurate inspections of the 

work. 

Unless specifically referenced in the Contract, this manual is not a part of the contract.  

The information contained in the manual does not replace, supersede, or modify any 

contract documents. 

This manual is for use by the Central Office Division of Construction Management, 

District Construction Offices, Local Public Agencies, and other offices or agencies that 

may be involved in the administration of ODOT construction projects.  

Authority:  

23 U.S.C. 114(b) as amended 

Code of Federal Regulations, Title 23-Sections 635 and 637 

Ohio Revised Code (ORC) Section 5501 

References:  

Construction and Material Specifications (C&MS), 2016 edition 

Sampling and Testing Manual, 2016 edition 

Referenced Forms are published at the following websites: 

Office of Materials Management  

Office of Construction Administration   

The hierarchy of construction project oversight is as follows: 

USDOT / FHWA: creates law and general requirements, approves State policies, 

and performs system reviews. 

ODOT Central Office/Lab: creates policy, specifications, performs system quality 

checks (TPRôs/ IAS). 

ODOT District Office : implements policy and administers projects, performs 

project final inspection reviews, reviews documentation for uniformity and content, 

monitors LPA inspection processes. 

Project / Local Office: provides direct project oversight, coordinates project  

documentation, initiates change orders. 

Field staff: inspects and oversees day to day project activities, creates and records 

primary documentation. 

 

 

https://www.law.cornell.edu/uscode/text/23/114
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=322305b94c60ff126522472648980f42&mc=true&n=sp23.1.635.a&r=SUBPART&ty=HTML#se23.1.635_1105
http://www.ecfr.gov/cgi-bin/text-idx?SID=1d1539aefd0b8f7a2b6c45e1ce3b4c20&mc=true&node=pt23.1.637&rgn=div5
http://codes.ohio.gov/orc/5501
http://www.dot.state.oh.us/Divisions/ConstructionMgt/Materials/Pages/TE_Forms.aspx
http://www.dot.state.oh.us/Divisions/ConstructionMgt/Admin/Pages/InspectionForms.aspx
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Background And Purpose:   

The Ohio Department of Transportation is authorized to construct, reconstruct, widen, 

resurface, maintain, and repair the state system of highways and the bridges and culverts.  

Projects are designed and contract documents created that are fundamentally based on 

the concept that the project features will be constructed as designed and specified. 

The Department provides project oversight in accordance with Federal and State 

requirements for project funding, as well as provide documentation of conformance with 

the contract and units of work completed for payment. The C&MS states: ñThe 

Department shall have the discretion to dictate the level of inspection for any item of 

work. The Contractor bears sole responsibility for the quality of work and compliance 

with the contract regardless of the Departmentôs level of inspection.ò The C&MS also 

states: ñAny action or inaction of the Inspector does not constitute a waiver of the 

Departmentôs right to pursue any and all legal remedies for defective work or work 

performed by the Contractor in an unȤ workmanlike manner.ò 

It is important to note that construction quality is considered separate from material 

quality. Material quality documentation is required regardless of the inspection priority 

or documentation frequency assigned. Typical inspection priorities and documentation 

frequencies are established to provide a consistent approach that project construction 

staff can use to identify critical attributes and establish frequencies for documentation of 

the quality of work in progress. The goal is to provide enough project oversight along 

with accurate and timely documentation while utilizing engineering and inspection staff 

in the most efficient manner.   

Engineering and inspection staff will provide documentation for Quantity for Payment, 

as well as the Quality of Materials, and the Quality of Construction according to this 

manual.  Together with the Contractors Quality Control, these provide the Quality 

Assurance and Acceptance procedure for the ODOT Construction program. 

Construction Inspection Process:   

1. Quantity for Payment  

a. The Contract documents denote the project pay items (proposal line 

numbers), as well as the units to be used for payment. 

i. Units that are denoted as discreet parts (CY, SF, FT, EA. 

Days, Mgal, etc.) are measured and paid accordingly. 

ii. Units that are denoted as Lump Sum are measured and 

paid as work progresses on the item, according to the 

contract documents. 

b. Quantity for Payment will be determined and documented for every 

proposal line number. 

c. Quantity for Payment will be determined and documented on 

standard forms as required:  

i. Length, 

ii. Area, 

iii.  Volume, 

iv. Each, Day, Month, Lump Sum, Other, 

v. Some items may require special forms for quantity 

documentation, special forms will listed on the Division of 

Construction Management Forms website. 
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2. Quality of Materials 

a. The Quality of Materials will be determined and documented as 

denoted in the Contract Documents, and the Sampling and Testing 

Manual. 

b. The Contract documents (specifically Section 700 of the C&MS), 

denote the minimum requirements for sampling materials. These are 

Contract requirements, and generally describe material approval 

processes for the following: 

i. Qualified Products and other Approved products Lists 

ii. Sampling requirements 

iii.  Sampling frequency 

iv. Field and Laboratory test requirements 

v. Notifications required 

c. The Sampling and Testing Manual describes the acceptance 

sampling and testing procedures. 

i. Qualified Products List 

ii. Approved List 

iii.  Dispute Resolution processes 

iv. Independent Assurance Program 

v. Forms to be used for sample and testing submissions 

vi. Sampling frequency, lot size representations. 

d. The Quality of Materials will be documented on the appropriate 

testing forms listed on the Office of Materials Management website 

or SiteManager as denoted. 

 

3. Quality of Construction 

a. The Quality of Construction will be determined and documented 

according to the individual requirements outlined in this manual. 

These are intended to provide guidance to inspection staff in the 

following areas: 

i. Areas of construction activity that require higher levels of 

inspection, 

ii. specific construction details to witness and document, 

iii.  measurements, or performance tests to be performed, 

iv. Contractor submissions, and other notifications that may 

be required, 

v. general contract administration guidance. 

b. The Quality of Construction will be documented on Quality 

Checklists. 

c. The Quality Checklists will describe the minimum construction 

attributes to be documented.  Additional quality of construction 

information should be included on the checklists to denote pertinent 

findings. 

d. Individual Quality Checklist requirements are denoted in the online 

Priority Table and will be completed based on the prioritization 

given in Section 4. 

 

4. Prioritization of Inspection Activities 

a. Quantity for Payment requirements will be documented for every 

project pay item in the Contract.  
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b. Quality of Material requirements will be documented for every 

project pay item in the contract according to the Sampling and 

Testing Manual and Contract requirements. 

c. Quality of Construction requirements will be prioritized and 

documented according to the Inspection Priority Table listed on the 

Construction website: 

www.dot.state.oh.us/Divisions/ConstructionMgt/ 

d. Inspection Priority is divided into the following groups: 

 

Level 1 ï Full time inspection. Inspection performed continuously 

while the item is actively under construction. This level of inspection 

is required for items where the consequence of failure could result in 

a catastrophic, life-threatening safety hazard.  

 

Level 2 ï Intermittent inspection. Inspection performed on an as 

needed basis, normally once per day, but focusing on initial setups 

and critical attributes when the item is actively under construction. 

This level of inspection is specified for items where the consequence 

of failure would directly affect environmental compliance, or where 

repair would delay the project or cause safety considerations. This 

priority level also includes items that require multi-activity 

construction processes. Inspection may occur as interim activities in 

the construction process are completed and before being covered or 

hidden by subsequent operations..  

 

Level 3 ï End product Inspection. Does not require inspection and 

construction quality documentation while the item is actively under 

construction, but inspection must be completed before the project is 

accepted. This level of inspection is specified for items where the 

consequence of failure is considered minimal in terms of Project 

performance. Generally, inspection may be completed by 

observation of the end product.  

5. Documentation Requirements 

a. Documentation of conformance with contract requirements will be 

made on the standard forms as listed on the Construction website: 

www.dot.state.oh.us/Divisions/ConstructionMgt/ 

b. Documentation is part of the official project record and will be 

maintained as required by the FHWA in the following areas as 

appropriate: 

i. On the Sharepoint project website, 

ii. in the SiteManager database system, 

iii.  in an authorized e-document management system, 

iv. in an organized paper, or other filing system as authorized 

by the Division of Construction. 

c. Inspection Documentation Frequency is divided into the following 

groups: 

Level 1 ï Minimum once per day. Construction quality 

documentation frequency is typically required on a daily basis during 

active work specific to the item. 

file://///itcfs007/odrive/Construction/2016%20MOP/Sections/www.dot.state.oh.us/Divisions/ConstructionMgt/
http://www.dot.state.oh.us/Divisions/ConstructionMgt/
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Level 2 ï Minimum once per Item. Construction quality 

documentation frequency is required at major intervals in the 

construction process of the item (e.g. prior to being covered or 

hidden by subsequent work) and shall not occur less than once during 

the Project. 

Level 3 ï Minimum once per group of similar items. Construction 

quality documentation is required once per Project for all similar 

items (e.g., all shrubs, all traffic symbolsé). 

 

d. Documentation will be either entered directly into a computer 

system by the inspector who performed the inspection/test so that 

their digital signature is retained, or a completed form that includes 

the inspectors scanned signature is made part of the project record. 

 

e. Construction Project records will be retained according to the 

official Document Retention Schedule on file with the Department 

of Administrative Services.   
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Project Record Requirements 

The construction personnel will  set up a records system to adequately record and 

permanently store project records. Project record keeping is required to be 

contemporaneous with the project activity.  All project records with the exception of hard 

copies of weight tickets, concrete tickets, asphalt tickets, etc. shall be stored on the ODOT 

Construction Website.   

Instructions for creating and updating the Construction Project Web Site are located 

online here: 

http://construction.dot.state.oh.us 

Records may be created by either scanning or photographing signed hand-written 

documents or creating properly signed electronic documents (XLS, PDF, DOC files, etc.) 

Daily work reports, and other project information should be entered into the SiteManager 

system as required for project payments etc.  Quality / Quantity documentation should 

NOT be entered on the SiteManager daily work report remarks section, but should be 

entered on the appropriate standard forms and properly filed by Item. 

The project records will  include the following, as applicable: 

 

Folder Name Sub-Folder 

Name 

Contents 

Change Orders  Sub folders of COôs by Number  - as 

below 

### CO Signed  

CO Documentation  - Including any 

newly created references documentation 

Preliminary Approval Docs 

Correspondence 

Contract 

Documents 

 Sub folders ï as below 

Proposal Proposal / Scope 

Addenda Each Addenda 

Signed Contract Contract 

Supp Specs As listed on Title Sheet 

CA-D-10A/B/C Contractor Signature forms 

CA-D-21 

Waivers 

Waiver of Liquidated damages forms 

Environmental Permits, Asbestos, borrow / waste, NOI, 

SWPPP 

Schedules Initial schedule and updates 

PE Submittals / 

Shop Drawings 

Preliminary and Shop drawings 

DB Submittals Submittals / Approvals 

Correspondence  Sub folders ï as below 

Outlook All project correspondence 

CIN_YYMMDD_TITLE   

for correspondence IN 

http://construction.dot.state.oh.us/SitePages/Home.aspx
http://construction.dot.state.oh.us/SitePages/Home.aspx
http://construction.dot.state.oh.us/
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COU_YYMMDD_TITLE          

for correspondence OUT 

RFI Email, scanned letters 

DWR IDR   YYMMDD ï XXX  (inspector initials) 

EEO DBE  Sub folders ï as below 

CUF Commercial Useful Function 

documentation 

BBS Bulletin board information 

Estimates  Sub folders ï as below 

### Estimate Number 

Estimate 

Line Item adjustments 

Material Control Report 

CA-D-11, Contractor Progress Payment 

Certification 

Finalization  Audit 

C85/Letter 

Final Acceptance 

Final Packet 

Final Quantities 

Material Certification  

Payroll Certification 

Affidavits 

Punch List 

CA-D-12, Contract Compliance 

Certification 

Issues Claims  Sub folders ï as below 

Crash Reports OH-1 forms, photos, Emergency 

Reports 

C95 

Documentation 

Contractor Performance documentation 

Proposal Line 

Items 

 Sub folders ï as below 

#### Proposal Line Number  

Delivered material invoices 

Field calculations 

Material quality test reports 

Pictures (if applicable) 

Quantity Documentation form ï 

Summary sheet 

Quality Documentation forms as 

required 

QPL sheets 

Materials  Sub folders ï as below 

Project QCPôs Aggregate ï Nuclear gauge reports 

Asphalt ï Core reports 

Asphalt ï TE reports 

Concrete - TE reports 

Earthwork density / moisture reports 

Asphalt 



Project Record Requirements 

 

10 

 

Test Lab 

Reports 

Concrete 

Steel 

Media  Sub folders ï as below 

Pictures Labeled and dated Photos 

Newspaper 

articles 

Scanned or PDF  

PIO Information  Statements, video releases 

Haul roads video Before and after construction drive 

through for each designated haul road  

Meetings  Sub folders ï as below 

Pre-construction PRE_YYMMDD_TITLE 

Progress PRG_YYMMDD_ TITLE 

Post-

construction 

POST_YYMMDD_ TITLE 

Misc. /General  Sub folders ï as needed  

VECP All correspondence and approval docs 

Utility  Utility agreements /  correspondence 

Right of way ROW / Owner correspondence  

Other  -  

to be titled 

accordingly 

As needed 
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Guidelines for Documentation 

Documentation consists of the properly recorded information necessary to verify the 

quantity and the quality of the work items. Documentation should be created at the same 

time as, and coordinated with, the construction progress. 

To meet the requirements for payment on Federal-Aid and State projects, the following 

two conditions must be met: 

¶ The final quantity has been determined in accordance with the specifications 

and the necessary weight tickets, measurements, calculations, etc. are validated 

properly. 

¶ The Work has been completed in conformance with the Contract. This shall 

be documented in accordance with this manual and filed as part of the Project 

Record in the Projectôs Construction Web Site.  It is required that 

documentation include the following three items: 

o Justification for the quantity of completed Work. 

o Documentation that the Work is constructed in accordance with the 

Contract. 

o Documentation that the Material incorporated is in accordance with 

the Contract. 

Documentation shall be validated in every case on standard forms, that include the  

following identifiers: 

¶ Date 

¶ Project Number (or PID) 

¶ Proposal Line Number 

¶ Subject 

¶ Location 

¶ Signature or Initials of the inspector (or captured inspectors login credentials)  

Standard Forms are generally divided into four groups:  

¶ Administrative and daily activities 

¶ Quantity for Payment 

¶ Quality of Materials and Sampling  

¶ Quality of Construction  

The forms on the Departments website or via mobile entry are the most current version 

of standard forms and shall be used exclusively on all current projects. 

www.dot.state.oh.us/Divisions/ConstructionMgt/ 

An automated Department wide forms system may be used, and the documentation 

stored in the project record as required. 

http://www.dot.state.oh.us/Divisions/ConstructionMgt/
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101 Definitions and Terms 

General 

Definitions for most terms are found in the Construction and Material Specifications. 

Special terms used in this manual are defined in this section. 

ACFA  - Actual Cost of Force Account. 

Blue Book - Rental Rate Blue Book for Construction Equipment. 

Construction Monitor  - The DCA appointed ODOT employee responsible for primary 

construction administration coordination with the LPA and its designated employees, 

engineers, and contractors on Local let projects. 

Contract Limits - The amount a contract pay item may be increased or the cost of a new 

item of work that may be added to a project without competitive bidding or Controlling 

Board review.  ORC 5525.14 sets these limits as: 

 Original Contract Price  Contract Limits 

 $500,000 or lower   $25,000 

 $500,001 to $2,000,000  5% of Total Contract Price 

 Over $2,000,000   $100,000 

Conversion - The adaptation of one unit of measure to another unit of measure.  

CPM Schedule - The type of progress schedule outlined in Proposal Note 107 that 

delineates a critical path of work from the start of the project to the end of the project. 

Critical Path  - The critical path is defined as the longest path of activities in the project 

that determines the project completion date. The activities that make-up the critical path 

of activities are the ñCritical Activities.ò 

DCA - District Construction Administrator. 

DDD - District Deputy Director.  

Density - The relation of weight to volume. The greater the weight to a given volume, 

the greater the density. 

Documentation - Recording and filing evidence regarding the project materials or work 

as performed and witnessed by project personnel. 

ECFA - Estimated Cost of Force Account. 

Elevation - The height as measured from a predetermined point denoted in the plans. 

Engineerôs Punch List ï The written list created by the Project Engineer or Project 

Supervisor of items not yet completed by the Contractor and those needing corrective 

work.  

Estimate - The District authorization of monetary payment compensating the Contractor 

for work in place or stored materials following Contractor certification to the Engineer 

that the work for which the progress payment is being made was performed in accordance 

with the contract.  
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EWCO - Extra Work Change Order. 

Final Estimate - The District authorization of monetary payment compensating the 

Contractor to the final value of the contract following the final inspection and acceptance 

of the project in accordance with current policies. The Final Estimate is signed by the 

District Construction Administrator.  

Final Inspection Date - The date the Final Inspector physically inspects the project. This 

date is entered into SiteManager.  

Final Inspection Punch List - Written list, by the Final Inspector, of deficiencies found 

during the Final Inspection.  

Final Measurements - A legal term used in ORC 5525.14 which means an increase in 

an original bid  item that was required to accomplish the originally planned work within 

the original work limits, but resulted in a payment on the bid item that exceeded the 

Contract Limits.  Change orders for Final Measurements are not subject to Controlling 

Board approval, but must be reported quarterly to the Controlling Board.  Final 

Measurements are not limited to pay quantities determined during finalization, but may 

occur any time during the project. 

Final Package - Information submitted by the District to Central Office Capital 

Accounting that includes the transmittal IOC, Final Estimate, Final Report, and 

Summation of Extra Work Items. 

Final Payment - The payment that is released when all the requirements of C&MS 

Section 109.12 have been fulfilled and the FHWA final voucher is issued. 

Final Report - The document submitted by the District to Central Office Capital 

Accounting documenting the modifications to the original contract amount and certified 

by the District Construction Administrator and District Deputy Director. 

Force Account - Payment for work directed by the Engineer based on the actual cost of 

labor, equipment, materials furnished, overhead, and profit in accordance with C&MS 

Section 109.05. 

Inspection - Examination by observation, measurement, or testing to determine that 

materials and work are in conformance with the contract. 

Inspectorôs Daily Report - A form used by an inspector to document the activities 

performed by a Contractor.  The Inspector Daily Report is a standard Form. 

Interim Completion Date - The date, as shown in the Contract Documents, on which a 

portion of the work contemplated, shall be completed. 

Lane or Traffic Lane - A strip of pavement of specified width, usually 12 feet (3.6 m). 

Lien - A Public Improvement Lien [ORC Section 1311.25]; the right to withhold 

payment from the Contractor as security for a debt to a material supplier, laborer, or 

subcontractor.  

Local Public Agency (LPA) - Any other state agency, local political subdivision, board, 

commission, or other governmental entity identified under the Ohio Revised Code 

Section 5501.03, Paragraph C as being eligible for assuming the administrative 

responsibilities for Department improvement projects known as LPA or Local Let 

projects.  
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NHS - National Highway System. The system of roadways so designated by the National 

Highway Systems Act of 1995.   

Pay Item - A specifically described unit of work for which a price is provided in the 

contract. 

Physical Work Complete Date - Last day of work by the Contractor, including work to 

complete the Final Inspectorôs Punch List.  If there were no Punch List items, then this 

date is the same as the Final Inspection Requested Date.  This date is entered into 

SiteManager KETRK (Keycode 160). 

Progress Samples - Samples taken by Laboratory or project personnel not engauged in 

job control sampling. Samples are obtained at random from materials delivered for 

incorporation in the work to provide an independent spot check on the reliability of the 

results obtained in job control sampling and testing. 

Project - The specific section of the highway together with all appurtenances and 

construction to be performed thereon under the contract. 

Project Engineer - Also called the Engineer. The person representing the Department 

who is charged with the overall responsibility at the project site for seeing that 

construction is in conformance with plans and specifications and that all checks for job 

control and validation of pay items are documented and filed properly.  

PWC - Physical Work Completed. 

RFI - Request for Information. 

RWCO - Regular Work Change Order. 

SiteManager - The Department-wide computer system for administration of 

construction projects. 

Standard Drawings - The Standard Construction Drawings issued by the Department. 

State Final Acceptance Date - The date of the Final Estimate Letter to the Contractor. 

This date represents that the requirements of ORC 5525.16, CFR 23 part 635, and C&MS 

109.12 have been met. This date is entered into SiteManager KETRK (Keycode 370).  

Time Extensions - Change in the contract provision that stipulates the date by which the 

work must be complete.  (Previously known as Postponement of Contract Completion 

Dates). 

Tolerance - The allowable limits of variation from a specified measurement. 

Transition  - The distance in which a change is made gradually from one pavement cross-

section to another. 

Verification  - The steps necessary to determine that the work or materials described are 

in conformance with plans and specifications. 

Workday  - A calendar day that the Contractor normally works. 
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Flexible Pavement Terms 

Aggregate - Mineral material, such as sand, gravel, crushed stone, slag, or combinations 

hereof. 

Asphalt Concrete - A mixture of aggregate and asphalt binder.  Types of asphalt 

concrete are 301, 302, 442, 446, and 448. 

Batch Plant - A plant in which dry, hot aggregate and asphalt material are proportioned 

in fixed or batched quantities into a pugmill (mixer) for mixing.  Then the resulting 

asphalt concrete is either batched directly into a haul truck or stored in a storage bin for 

later use. 

Asphalt Concrete Base - A type of asphalt concrete which is used as a base course in 

the construction of a pavement.  Two types of asphalt concrete base are 301 and 302. 

Asphalt Binder- A thermoplastic binding material obtained as a residue in the 

distillation of petroleum, which may contain additives to enhance performance. 

Bleeding - The rising of an excess of asphalt material to the surface of an asphalt concrete 

mixture. 

Checking - Short transverse cracks, 1 to 4 inches (25 to 100 mm ) in length and 1 to 3 

inches (25 to 75 mm) apart, which develop in the surface of the asphalt concrete mat 

during the compaction process. 

Choke - Aggregate used for the purpose of filling the surface voids of a coarse aggregate 

mixture. 

CMS - Cationic medium setting emulsion.  See the definition for emulsion. 

Coarse Aggregate - Aggregate which is retained on the No. 4 (4.75 mm) sieve. 

Compaction - A consolidation or compression of materials resulting in an increase in 

density of the materials. 

Compression Rolls - The compaction load of a steel wheel roller, expressed in pounds 

per inch (kN/m), which is defined as the weight of the roller divided by the combined 

width of all the drums on the roller.  The compression rolls requirements for rollers are 

specified in 401.13.  

Course - A layer or layers of a given material or mixture placed as a part of the pavement 

structure. 

Cross-Section - In the field, elevations taken along a line at right angles to the centerline.  

On a drawing, a profile of the existing ground at right angles to the centerline.  The 

drawing of an earthwork cross-section also shows the shape of the finished excavation 

or embankment at the same point.  A roadway cross-section shows the thickness and 

width of the pavement courses. 

Cross-Slope - The transverse slope of the pavement, either crown or superelevation.  See 

section 401.19 for details on checking the cross-slope of a pavement. 

Crown - The height of the center of the roadway surface above a straight line drawn 

between its edges.  See section 401.19 for details on checking the crown of a pavement. 

file:///C:/Documents%20and%20Settings/2008CMS/real%202008/300/301.htm
file:///C:/Documents%20and%20Settings/2008CMS/real%202008/300/302.htm
file:///C:/Documents%20and%20Settings/2008CMS/real%202008/400/442.htm
file:///C:/Documents%20and%20Settings/2008CMS/real%202008/400/446.htm
file:///C:/Documents%20and%20Settings/2008CMS/real%202008/400/448.htm
file:///C:/Documents%20and%20Settings/2008CMS/real%202008/300/301.htm
file:///C:/Documents%20and%20Settings/2008CMS/real%202008/300/302.htm
file:///C:/Zack/2008CMS/real%202008/400/401.htm%23a_401_13
file:///C:/Documents%20and%20Settings/kbraden/400%20Flexible%20Pavement/401/400-401%20ASPHALT%20CONCRETE%20PAVEMENTS%20-%20GENERAL.htm%23a_401_19
file://///itcfs032/construc$/Brent/2009%20MOP/Table%20of%20Contents/400%20Flexible%20Pavement/401/400-401%20ASPHALT%20CONCRETE%20PAVEMENTS%20-%20GENERAL.htm%23a_401_19
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Cut Back Asphalt - Asphalt binder which has been rendered fluid by fluxing it with a 

light volatile petroleum distillate.  Upon exposure to atmospheric conditions, the volatile 

distillate evaporates, leaving only the asphalt cement which reverts to its original semi-

solid condition.  Cut back asphalts are classified as rapid curing (RC), medium curing 

(MC), or slow curing (SC). 

Degradation - A reduction in aggregate particle size due to breakage and water. 

Density - The ratio of the weight of a given material to its volume. 

Drum Mix Plant  - A continuous production plant in which cold aggregate is 

proportioned and dried in the first half of a drum and then mixed with bituminous 

material in the second half of the drum.  Then the resulting asphalt concrete is stored in 

a storage bin for later use. 

Emulsion (Asphalt) - A suspension of extremely small droplets of asphalt in water in 

the presence of an emulsifying agent, which usually is a type of soap.  Upon exposure to 

atmospheric conditions, the water evaporates, leaving only the asphalt cement which has 

been modified by the emulsifying agent.  Emulsions are classified as rapid setting (RS or 

CRS), medium setting (MS or CMS), or slow setting (SS or CSS).  The letter ñCò in front 

of an emulsion type (CRS, CMS, or CSS) denotes a cationic (positively charged) 

emulsion.  If the emulsion type does not start with the letter ñCò (RS, MS, or SS), the 

emulsion is anionic (negatively charged) or non-ionic (neutral charge).  If the emulsion 

type is followed by an ñhò (SS-1h, CMS-2h, etc.), the emulsion was made from a harder 

base asphalt cement. 

Fat Spots - See the definition of bleeding. 

Fine Aggregate - Aggregate which passes the No. 4 (4.75 mm) sieve. 

Flushing - The drawing of asphalt material to the surface of an asphalt mixture due to 

the action of traffic. 

Gradation - The classification of different sizes of aggregate within a given size of 

aggregate as determined by sieve tests. 

Grade - The rate of change of the profile elevations.  See section 401.19 for details on 

checking the grade of a pavement. 

JMF  - See the definition of job mix formula. 

Job Control - Inspection and testing conducted to determine compliance of the materials 

and work with the contract requirements. 

Job Mix Formula  - The mix composition of an asphalt concrete approved by the 

Laboratory.  The job mix formula (JMF) of a mix can be obtained from the ñBCJMFò 

screen in the TAS portion of SiteManager.  The JMF number of the mix needs to be 

known to use the ñBCJMFò screen. 

Keying - The interlocking of aggregate particles by compaction. 

Laboratory  - The Office of Materials Management of the Departmentôs Central Office 

in Columbus, which is also known as the Central Test Lab. 

Marshall Mix Design - Volumetric mix design procedure used to establish the optimum 

asphalt binder content for an asphalt concrete.  The procedures for designing a mix using 

file://///itcfs032/construc$/Brent/2009%20MOP/Table%20of%20Contents/400%20Flexible%20Pavement/401/400-401%20ASPHALT%20CONCRETE%20PAVEMENTS%20-%20GENERAL.htm%23a_401_19
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the Marshall mix design are contained in 441.02 and the Asphalt Institute Manual Series 

No. 2. 

Mineral Filler  - Limestone dust, Portland cement, or other inert mineral matter.  The 

specifications for mineral filler are contained in 703.07. 

NAPA - National Asphalt Pavement Association. 

NCAT  - National Center for Asphalt Technology. 

Odometer - An instrument used for measuring traveled distance. 

Oscillating Wheel - The vertical movement of pneumatic tire rollerôs wheels over 

irregularities in the surface on which the roller is operated, providing a kneading action. 

PG (Asphalt) Binder - An asphalt binder which has been graded by the PG Binder 

system.  An asphalt binder has to be modified with an additive to meet some of the PG 

Binder grades.  An example of a PG Binder Grade is PG 64-28.  An example of a 

modified PG Binder Grade is PG 70-22M (See Asphalt Binder). 

Placement Rate - The placement of paving materials on the basis of a given weight and 

area covered.  Placement rate is described in detail in section 401.21. 

Plant - The plant where aggregate and asphalt material are mixed together or the plant 

which produces the aggregate or the asphalt material. 

Pneumatic Tire Roller - A roller with three to five rubber tires mounted on two tandem 

axles.  The wheels that the tires are mounted to oscillate, which means they are capable 

of moving up and down independently of each other.  The pneumatic roller compacts a 

pavement using the combined force of weight and the kneading action of the oscillating 

wheels.  The specifications for a pneumatic tire roller are contained in 401.13. 

Prime Coat - An application of asphalt material made on the surface of a pavement layer 

for the purpose of binding the surface particles together.  The specifications for a prime 

coat are contained in 408. 

Profile - A line on a drawing which shows elevation of points along a selected route.  A 

profile usually shows both ground elevations and grade-line elevations.  See Section 

401.19 for details on checking the profile of a pavement. 

RAP - The abbreviation for reclaimed asphalt pavement, which comes from reclaimed 

asphalt concrete pavement.  The specifications for the use of RAP is contained in 401.04 

and 441.03. 

Raveling - The loss of aggregate from the surface of an asphalt mixture due to a lack of 

adequate compaction, segregation of the mixture, moisture damage, high dust content, or 

a lack of PG binder for binding the aggregate particles together. 

Screed - A rectangular trowel on an asphalt paver used to cut off the asphalt mixture at 

the desired thickness, to smooth the surface, and consolidate the material. 

Screenings - This is No. 10 size gravel, stone, or air-cooled slag.  The specifications for 

screenings are contained in 703.10. 

Segregation - The separation of the coarse and fine particle sizes in an aggregate or 

asphalt mixture. 

file:///C:/Zack/2008CMS/real%202008/400/441.htm%23a_441_02
file:///C:/Zack/2008CMS/real%202008/700/703.htm%23a_703_07
http://www.hotmix.org/
http://www.ncat.us/
file:///C:/Documents%20and%20Settings/kbraden/400%20Flexible%20Pavement/401/400-401%20ASPHALT%20CONCRETE%20PAVEMENTS%20-%20GENERAL.htm%23a_401_21
file:///C:/Zack/2008CMS/real%202008/400/401.htm%23a_401_03
file:///C:/Zack/2008CMS/real%202008/400/408.htm
file:///C:/Documents%20and%20Settings/kbraden/400%20Flexible%20Pavement/401/400-401%20ASPHALT%20CONCRETE%20PAVEMENTS%20-%20GENERAL.htm%23a_401_19
file:///C:/Zack/2008CMS/real%202008/400/401.htm%23a_401_04
file:///C:/Zack/2008CMS/real%202008/400/441.htm%23a_441_03
file:///C:/Zack/2008CMS/real%202008/700/703.htm%23a_703_10
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Shoving - The plastic deformation or displacement in an asphalt mixture in the direction 

of traffic movement. 

Steel Wheel Roller - A roller which compacts asphalt concrete with static steel drums.  

Types of steel wheel rollers are the three-wheel roller, tandem roller, trench roller, and 

vibratory roller. 

Strike Off  - A blade used to cut off material at the desired elevation or thickness. 

Superelevation - The difference in elevation between the inside and outside edges of a 

roadway on a horizontal curve.  See section 401.19 for details on checking the 

superelevation of a pavement.  

Superpave - Mix design procedure, which establishes material properties of an asphalt 

concrete mix by using a gyratory compactor and material requirements. 

Surface Texture - A term used to describe the appearance of the surface of a pavement 

course such as sandy, coarse, open, dense, uniform, etc. 

Surface Treatment - See the definitions for chip seal, prime coat, or tack coat. 

Tachometer - An instrument for measuring the speed of rotation. 

Tack Coat - An application of asphalt material made on a pavement surface for the 

purpose of bonding the existing course to the overlying course.  The specifications for a 

tack coat are contained in 407.  Tack coats are described in Section 6. 

Tandem Roller - A steel wheel roller with two drums mounted on tandem axles, which 

compacts a pavement using the force of the rollerôs weight.  The specifications for a 

tandem roller are contained in 401.13. 

Three-Wheel Roller - A steel wheel roller with three drums, two drums mounted on the 

rear axle and a smaller drum mounted on the front tandem axle, which compacts a 

pavement using the force of the rollerôs weight.  The configuration of the drums on a 

three-wheel roller allows it to compact longitudinal joints without interfering with traffic 

in the adjacent lane.  The specifications for a three-wheel roller are contained in 401.13. 

Vibratory Roller  - A steel wheel roller with one (single drum) or two (double drum) 

drums, which compacts a pavement using the combined force of weight and the vibration 

of the drum or drums.  The specifications for a vibratory roller are contained in 401.13. 

Viscosity - Resistance to flow in a liquid.  The higher the viscosity, the greater the 

resistance to flow. 

Yield - The area of a surface covered by a given quantity of material measured in square 

yards (square meters). 

Concrete Terms 

Absorption - The soaking up of moisture (water) by aggregate. 

Admixture  - A substance other than cement, water, or aggregate added to a batch of 

fresh concrete to alter one of the normal properties of concrete. 

Aggregate - Mineral material, such as sand, gravel crushed stone, slag, or the 

combinations thereof, with which cement or bituminous material is mixed to form a 

file:///C:/Documents%20and%20Settings/2008CMS/real%202008/400/401.htm%23a_401_19
file:///C:/Zack/2008CMS/real%202008/400/407.htm
file:///C:/Zack/2008CMS/real%202008/400/401.htm%23a_401_13
file://///itcfs032/construc$/Zack/2008CMS/real%202008/400/401.htm%23a_401_13
file://///itcfs032/construc$/Zack/2008CMS/real%202008/400/401.htm%23a_401_13
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mortar or concrete. "Fine Aggregate" may be considered as the material that will pass a 

1/4-inch screen and "coarse aggregate" as the material that is retained thereon. 

Aggregate Base - The layer of specified, compacted material placed on the subgrade to 

serve as a base for pavement. 

Agitation  - Slow stirring or turning over of freshly mixed concrete to keep it in workable 

condition until placed into forms. 

Air Entrained Cement - Cement into which the air entrainment admixture has been 

incorporated at the cement plant when the cement was ground. 

Batch - The combination of amounts of cement, aggregate, water, and admixture which 

will be mixed at one time in a mixer. 

Batching Operation - Proportioning and assembling the materials which will comprise 

one batch. 

Batching Plant - The plant either on or off the work site where the materials are 

assembled by batches for the mixer. Water and admixtures usually are added as the batch 

is introduced into the mixer. 

Batch Weights -The individual weights of the cement, aggregate, and water used in each 

batch of concrete. Aggregate is adjusted for moisture content and specific gravity. 

Bleeding - Flow of water to the surface of freshly placed concrete. 

Bulkhead - A partition made of timber, concrete, or steel plate between stockpiles to 

prevent their intermingling. 

A temporary form placed at the completion of a portion of concrete structure or 

pavement, or whenever production is interrupted for an extended period of time. 

Cement - A mixture of clay, limestone, and other selected materials heated to high 

temperature to form clinker. The clinker is then ground into powder. When mixed with 

water, it forms a paste to surround and bind the aggregate into a solid and durable mass. 

Charging - Filling. Charging a mixer is placing the ingredients for concrete into it. 

Compacted - Made denser. When a material is compacted, the particles are forced 

together more tightly so that a given weight of material takes up less space. 

Concrete Control Inspector - The Inspector at the job site who is responsible for the 

necessary inspections and tests to ensure concrete meeting specifications. 

Counters - Meters on mixers which show the number of revolutions. Transit mixers may 

have two counters - one for mixing speeds and one for agitation speeds. 

Cure - The treatment given concrete to ensure sufficient water and heat necessary for 

chemical action so that concrete attains the strength and durability for which it was 

designed. 

Entrained Air  - Millions of microscopic voids introduced into concrete through an 

admixture to permit the cured concrete to undergo freezing and thawing without damage. 

Entrapped Air  - Large air bubbles which enter concrete through mixing or handling. 

Being undesirable, they can be removed by vibrating, spading, or rodding. 
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Falsework - The bracing supporting concrete structural forms which are removed after 

the concrete has cured sufficiently to support its own weight. 

Finishing - Shaping the surface of cement that is not shaped by forms. Also, it includes 

filling visible voids in the concrete after the forms are removed. 

Footer - The concrete pad which spreads the load of a structure over an area of 

supporting earthwork. 

Forms, Report - Printed sheets of paper which contain blank spaces for filling in desired 

information. 

Forms, Structural - Molds of rigid material for receiving plastic concrete which will 

cast it to a specified shape and dimension. 

Gradation - The classification of different sizes of aggregate within a given size of 

aggregate as determined by sieve tests. 

High-Early -Strength Concrete - Concrete made with a special cement (Type III) that 

reaches design strength and hardness in considerably shorter time than concrete made 

with regular Portland cement. 

Honeycombing - Large voids in the concrete which are due to inadequate spading or 

consolidating. 

Intermingling  - The unintentional dilution of one size of aggregate by aggregate of a 

different size as a result of improper storage or careless handling. 

Job Control  - Steps taken to keep quality and quantity of materials and work on a project 

within the specifications and plans. 

Mixing  - Combining the ingredients of a batch of concrete into a homogenous mass 

through raising and dropping action of a revolving drum.  Specifications cover the rate 

and number of revolutions which are acceptable for proper mixing. 

Moisture Content - The percentage by weight of water contained in aggregate as 

compared to the same aggregate in a completely dry condition. 

Mortar  - A mixture of water, sand, and cement. Mixed with coarse aggregate, this mortar 

completely envelopes each particle of coarse aggregate to form concrete. 

Paved - An area covered with a hard surface to support traffic or material storage. 

Plant Bins - Bins at the hatching plant for temporary storage of aggregate and cement 

for use in proportioning concrete batches. 

Proportioning Concrete - Determination of the amount of each ingredient used in a 

class of concrete with adjustments as determined by tests called for in the specifications. 

Retarder - An admixture placed in concrete which slows the setting of the concrete. 

Rodding - Consolidation of a concrete mix sample by the repeated insertion of the 

prescribed steel tamping rod. 

Saturation - Condition of aggregate when it is completely soaked and will not absorb 

additional water. 

Scaling - Peeling away of small amounts of surface concrete. 
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Segregation - The unintentional separation of the larger pieces of aggregate from the 

smaller pieces within one size of aggregate or within a mixture of sizes in fresh concrete. 

Set or set-up - A stage reached by freshly placed concrete as it hardens and can no longer 

be worked or shaped. 

Sieve Analysis - Determination of the gradation of an aggregate sample by passing 

through a series of screens with specified openings and weighing the separated particle 

sizes. 

Slump - A measure of the consistency and workability of plastic concrete. 

Spading - Repeatedly inserting a flat steel blade edgewise into fresh poured concrete for 

consolidation and to drive out entrapped air, particularly where the concrete meets the 

forms or imbedded objects. 

Spading Blade - A small steel blade about the size of a nail file used in making Chace 

air determinations. 

Spading Tool - A tool resembling a garden hoe with the blade straightened out in line 

with the handle which is used for consolidating concrete. 

Spalling - The breaking away of hardened parts of concrete from the main body at 

surface points. 

Specific Gravity - The ratio of weight of any volume of a substance to the weight of an 

equal volume of water. 

Stabilize - To make or hold steady and prevent fluctuations. 

Stockpile - A large amount of aggregate placed in a pile for storage until ready for use. 

Strike Off  - Using a straightedge to scrape off excess concrete which may protrude above 

the mold or forms. 

Subgrade - The portion of a roadbed upon which the pavement structure and shoulders 

are constructed. 

Testing Equipment - That equipment furnished to the project for conducting field tests. 

Test Weights - Ten 50-pound (22.7 kg) steel weights that must be readily available for 

checking weighing devices at concrete plants. 

Ticket - A form record of quality, quantity, and other pertinent information which may 

accompany a shipment of construction materials to the project. 

Validation  - The signature or initials of an authorized individual on any form or ticket 

denoting that the information is as stated. 

Verification  - The steps necessary to determine that the work or materials described are 

in conformance with plans and specifications. 

Water-Cement Ratio (W/C) - The proportion of an amount of water to the specified 

amount of cement used to produce concrete. Such amount of water is the sum of the 

calculated amount of water contained in the aggregates, plus all the water added both at 

the plant and at the site, less the calculated amount of water absorbed by the aggregates. 
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Yield - A check on the mix design made by dividing the total batch weight by the 

determined unit weight, weight per cubic yard (weight per cubic foot). The actual volume 

thus obtained is compared to the design volume. 

Rigid Pavement Terms 

Admixture  - A substance other than cement, water, or aggregate added to a batch of 

fresh concrete to alter one of the normal properties of concrete. 

Aggregate - Mineral material, such as sand, gravel, crushed stone, slag, or the 

combination thereof, with which cement is mixed to form a mortar or concrete. ñFine 

aggregateò may be considered as the material that will pass a 4.75 mm (No. 4) screen 

and ñcoarse aggregateò as the material that is retained thereon. 

Batch - The combination of amounts of cement, aggregate, water, and admixture which 

will be mixed at one time in a mixer. 

Batching Plant - The plant either on or off the work site where the materials are 

assembled by batches for the mixer.  Water and admixtures usually are added as the batch 

is introduced into the mixer. 

Beam, Test - A beam of specified size molded on the job and later broken in a testing 

machine to determine the flexural strength of the concrete. 

Bleeding - Flow of water to the surface of freshly placed concrete. 

Cap - A short tube, closed at one end, placed on the oiled end of a dowel in an expansion 

joint to provide space for movement of the dowel in hardened concrete. A stop in the 

tube prevents it from being pushed all the way onto the dowel before the concrete 

hardens. 

Cement - A mixture of clay, limestone, and other selected materials heated to high 

temperature and ground into powder.  When mixed with water, it forms a paste to 

surround and bind the aggregate into a solid and durable mass. 

Contraction Joint  - A joint which controls the location of a transverse crack and permits 

the slab to contract and expand with changes in temperature. 

Construction Joint - A joint formed in concrete pavement at the end of the dayôs 

production or any time production is interrupted for 30 minutes or longer. 

Core - A cylinder of concrete cut from pavement with a hollow drill. Cores are 4 inches 

(200 mm) in diameter and are used to check the thickness and strength of the concrete. 

Course - The depth of concrete pavement obtained in one pour. 

Crown - The height of the center of the roadway surface above a straight line drawn 

between its edges. 

Cure - The treatment given concrete to ensure sufficient water and heat necessary for 

chemical action so that concrete attains the strength and durability for which it was 

designed. 

Curing Membra ne - A compound sprayed over the exposed surface and edges of newly 

placed concrete to prevent the evaporation of water during curing. 
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Cylinder  - A test sample of concrete molded into a cylinder 12 inches (600 mm) high 

and 6 inches (300 mm) in diameter, to be sent to the Laboratory for determination of 

strength and density. 

Deformed Bar - A steel bar which has projections on its surface for increasing the bond 

between the concrete and the bar. 

Density (Soil) - The density of soil is its weight-volume relationship, which usually is 

expressed in pounds of soil per cubic foot (kilograms of soil per cubic meter). 

Dowel or Dowel Bar - A smooth steel bar extending across a concrete joint to transfer 

the applied load, prevent future misalignment of the slab, and permit movement at the 

joint. 

Dowel Assembly - A cage or basket used to hold dowels in position during placement of 

concrete. 

Edging - Rounding the edges of concrete pavement and hand-formed joints while the 

concrete still is workable, using an edging tool of specified radius. 

Elevation or Grade - The height as measured from a predetermined point denoted in the 

plans. 

Expansion Joint - A joint adjacent to a bridge or intersection to absorb expansion of 

concrete pavement and prevent expansive pressure on the bridge or intersecting 

pavement. 

Fine Grading - Removing approximately 1 inch (25 mm) of the primary subbase and re-

rolling to bring to exact grade upon which the concrete pavement is placed. 

Finishing - Shaping the surface of concrete that is not shaped by forms.  Also, it includes 

filling visible voids in the concrete after the forms are removed. 

Finishing Machine - A machine, which screeds, and a float for performing the final 

grade and smoothness of the concrete pavement to meet the requirements. 

Float - A straight piece of wood or metal used to smooth the surface of plastic concrete. 

Small hand-held floats are called paddle floats. 

Forms, Pavement - Metal plates secured together and to the subbase for shaping the 

sides of the pavement and controlling alignment, grade, and thickness.  Also, the forms 

serve as a track for paving equipment. 

Grade (noun) - See Elevation. 

Grade (verb) - To add or remove earth to obtain a desired level or slope. 

Hand Finishing - Manually correcting irregularities left by the finishing machine, or 

performing those functions which cannot be accomplished by machine, such as edging 

or forming of joints. 

Head - The roll of plastic concrete which forms ahead of a screed plate. 

Honeycombing - Large voids in the concrete which are due to inadequate spading or 

consolidating. 

Hook Bolt - A short steel bar with hooked ends joined by a threaded connection.  Used 

to fasten a concrete slab to another, which is constructed beside it later. 
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Inspection - Examination by observation, measurement, or tests to determine that 

materials and work are in conformance with specifications. 

Joint Lock - The device at each end of a section of paving form for attaching the sections 

together. 

Job Control - Steps taken to keep quality and quantity of materials and work on a project 

within the specifications and plans. 

Joint Sealer - A compound for preventing entrance of water and solid particles into a 

joint. The sealer may either be preformed or liquid. 

Laitance - An accumulation of fine particles on the surface of freshly placed concrete 

occurring when there is an upward movement of water through the concrete due to the 

presence of too much mixing water or excessive vibration. 

Lane or Traffic Lane - A strip of pavement of specified width, usually 12 feet (3.6 

meters). 

Longitudinal Joint  - A joint which extends lengthwise on the roadway, parallel to the 

centerline. 

Mesh - A fabric of steel wires welded together at their intersections for placement in 

concrete pavement as distributed reinforcement. 

Mesh Installer - A machine for imbedding wire mesh into freshly placed concrete 

pavement. 

Mortar  - A mixture of water, sand, and cement.  Mixed with coarse aggregate, this 

mortar completely envelopes each particle of coarse aggregate to form concrete. Also, 

mortar is used to fill honeycombing which becomes apparent upon removal of forms. 

Oscillating - To swing back and forth, operating between fixed limits, such as the 

movement of a screed on a finishing machine. 

Pin Template or Template - A device used to check the surface of the subbase. 

Raveling - Slightly disturbing the surface of concrete pavement adjacent to sawing of a 

joint. 

Random Cracks - Cracks which appear in concrete pavement due to contraction in the 

early stages of curing and follow no set pattern. 

Rigid Pavement Inspector - An authorized representative of the Engineer to make 

detailed inspections and documentation of contract performance as it pertains directly to 

concrete paving operations. 

Sawing - Using a circular saw to cut a groove in the surface of the pavement to control 

the location of transverse cracks. 

Scaling - Peeling away of small amounts of the concrete surface. 

Screed - A long metal plate moved across the surface of freshly placed concrete with a 

sawing motion to consolidate the concrete and rough finish it approximately to grade. 

Segregation - The unintentional separation of the larger pieces of aggregate from the 

smaller pieces within one size of aggregate or within a mixture of sizes of fresh concrete. 
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Shim - A thin piece of stone, wood, or other material used to raise the object resting on 

it to the desired elevation. (Not permitted in adjusting forms to grade). 

Slab - A continuous portion of concrete paving bounded by joints and/or the edge of the 

pavement. 

Slip Form Paving - Concrete paving by use of a machine carrying its own forms between 

which low slump concrete is compacted sufficiently to retain its shape after the machine 

has progressed onward. 

Slump - Measured in millimeters (inches) on a vertical axis. The amount that a sample 

of fresh poured concrete, which has filled a standard inverted cone, will sink down after 

the cone has been removed.  A measure of the consistency and workability of concrete. 

Spading - Repeatedly inserting a flat steel blade edgewise into fresh poured concrete for 

consolidation and to drive out entrapped air, particularly where the concrete meets the 

forms or imbedded objects. 

Spalling - The breaking away of hardened parts of concrete from the main body at 

surface points. 

Spreader - A machine which distributes fresh concrete generally over the area between 

the forms. 

Station Marker  - A numeral impressed into the surface of newly finished concrete 

pavement and located at specified longitudinal intervals near the edge of the roadway for 

purposes of future location references. 

Straightedging - Placing a 10 foot (3.0 meter) straightedge on the finished pavement 

surface to determine if the surface is within tolerance. 

Strike Off  - Using a straightedge to scrape off excess concrete which may protrude above 

the mold or forms. 

Subbase - The layer of specified, compacted material placed on the prepared subgrade 

to serve as a base for pavement. 

Subgrade - The portion of a roadbed upon which the pavement structure and shoulders 

are constructed after it is prepared. 

Surge - The rise in the surface of plastic concrete following the release of compaction 

after the screed has passed over it. 

Texturing  - Slight roughening of the finished surface of concrete pavement to provide 

greater safety through increased traction to the tires of vehicles which will pass over it. 

Thin-Bonded Patching - Repairing concrete pavement only to the depth of unsound 

concrete rather than the full-depth of the pavement. 

Tie Bar - A deformed dowel or hook-bolt placed across longitudinal joints of concrete 

pavement near middle-depth to tie the slabs together and hold the joint closed. 

Tying - Wiring together overlapped mesh that is hand-tied by use of rings similar to hog 

rings. 

Tolerance - The permitted variation from a specified condition. 
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Traction Speed - The rate of forward movement parallel to the centerline by the paving 

equipment. 

Transverse - A theoretical line running perpendicular to the longitudinal or centerline 

of a roadway. 

Validation - The signature or initials of an authorized individual on any form or ticket 

denoting that the information is as stated. 

Vibrator  - A device for pulsating fresh concrete so that entrapped air is released, and the 

concrete settles uniformly about reinforcement and to the forms. 

Wearing Plate - A small plate which drags over the top of the pavement forms or 

adjacent paving to control the height of the screed plate. 

Windrow  - An accumulation of material as a result of rolling up or sliding off to the 

side. Applies here to loose material just inside of the forms left by the subgrader in the 

fine grading operation. 

Yield - A check on the mix design made by dividing the total batch weight by the 

determined weight per unit volume. The actual volume thus obtained is compared to the 

design volume. 

Earthwork  

Aggregate Correction Method - A method of compaction testing that modifies the one 

point proctor method. It accounts for the material retained on the 3/4-inch sieve. 

Atterberg Limits  - The moisture content of a soil at certain stages of soil behavior. 

Balanced Project - A project where the amount of embankment is required 

approximately equal to the amount of excavation. 

Benching - The excavation of the existing embankment steps into a slope where new 

embankment is being placed on the slope.  The benching connects the new embankment 

and the existing soil in the slope. 

Blasting - The use of explosives to fracture rock or shale. 

Borrow  - Material obtained from approved sources that are required for the construction 

of the embankment. 

Canvas Shroud - A canvas curtain used to control dust during the spreading operation. 

Cement - A burned and pulverized chemical that that reacts with silty and granular soils. 

Centrifugal Force - The roller force or load on a base course or material that adds the 

weight and the vibration energies.  

Checking - The cracking of a base course or stabilized subgrade due to over rolling. 

Clearing - Cutting down trees and brush. 

Compaction - Increasing the density of soil by mechanical means, involving the 

expulsion of excess air. 

Compaction Equipment - Equipment used to compact materials. 
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Consolidation - The removal of water from a soil over time to increase its strength. 

Construction Underdrains - Sacrificial underdrains placed to drain the subgrade. 

Contractor Designed Chemically Stabilized Subgrade - Tests performed by the 

Contractor to determine the optimum percentage of chemical (cement, lime, or lime kiln 

dust) that will stabilize the soil. 

Curing  - The act of ensuring that the lime or cement stabilized soil is wet for at least five 

days. 

Deflections or Rutting - The vertical movement of the subgrade during proof rolling. 

Density - The proportion of soil mass or weight to the volume of the soil. It is commonly 

expressed in pounds per cubic foot. 

Depth Checks - The measuring of the thickness of the base course or embankment 

material. 

Disking - The act of using a disk to break up a material so that it may dry. 

Dozer - A machine that pushes and levels material. 

Drainage - Constructing the embankment to drain the water away as fast as possible. 

Drainage Blanket - A system of coarse aggregate, fabric and pipe that is designed to 

drain large areas of the slope. 

Dry Density ï The density of a soil that uses only the weight of the soil. The density of 

the soil when the soil is completely dry.  

Drying  - The act of lowering the moisture content of a material by disking, plowing, or 

other means. 

Earth Moving Equipment  - Equipment used to move earthen materials. 

Earthwork Volumes - The calculation of a three dimensional earthwork quantities. 

Electronic Grade Control - Controls on construction equipment that controls the grade. 

Embankment - A structure consisting of suitable materials and constructed in lifts to a 

predetermined elevation and cross-section. 

End Area - The cross-sectional area on the plans that represents a two dimensional plane. 

End Dumping - The direct loading of the base or embankment material from the truck 

to the subgrade or foundation. 

Excavation - The removal of materials to predetermined elevations and cross-sections. 

Excavator - A machine that removes material with a bucket. 

Fine Grading - The act for trimming the surface to meet the specification tolerances. 

Finished Surface - The top of the base or subgrade materials that has been fine graded 

or trimmed. 

Footed Rollers - Rollers that knit the materials together. Primarily used for clayey 

materials. 

Foundation - The location at the base of an embankment. 
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Gradation - The level of coarseness or fineness of a soil, referring to soil sizes. 

Grader - A machine used to level surfaces. 

Grading - The act of leveling the embankment surface to drain. 

Granular Material Types  - Granular Materials in Item 203 that have specific gradations 

to perform certain engineering functions. 

Grubbing  - Clearing by digging up roots and stumps. 

Hydrated Lime - A finer form of lime. 

Ingots - Heavy concrete weights in the proof roller. 

Iron Slags - Air -Cooled Blast Furnace slag (ACBF) and Granulated slag (GS). 

Lift Thickness - The thickness of the material when placed on a horizontal surface. 

Lime - A by-product of limestone that reacts with clayey soils. 

Liquid Limit  - Moisture content at which a soil passes from a plastic to a liquid state. 

Moderately Soft Foundation - A foundation that is constructible with moderate changes 

to embankment construction techniques. 

Moisture Content - The amount of water in a given soil expressed as a percent of the 

materialôs dry weight. 

Moisture Density Curve - A plot of the moisture content verses the weight of a soil. 

This plot determines their relationship. 

Natural Granular Materials  - Broken or crushed rock, gravel, sand, durable siltstone, 

and durable sandstone placed in 8-inch (200 mm) loose lifts. 

Natural Soils - All natural earth materials, organic, or inorganic resulting from natural 

processes, such as weathering, decay, and chemical action. 

Nuclear Gauge - A device that uses nuclear radiation to determine the soilsô density and 

moisture content. 

Ohio Typical Density Curves - Curves that were developed in the 1930ôs and 40ôs that 

represent all the types of soils in the state. They are used with the one-point proctor 

method to pick the correct curve during compaction testing. 

One Point Proctor Method - a method that determines the compaction of a soil. It 

requires making a proctor and using the Ohio Typical Density Curves to pick the correct 

curve. 

Optimum Moisture  - The water content at which the maximum dry density can be 

achieved by compacting an embankment material. 

Partial Excavation Method - The act of removing only a portion of the soft material. 

Plastic Limit  - The moisture content at which the material breaks apart at a 1/8-inch 

diameter. Indicates how much clay is in the material. The moisture content at which a 

soil changes from a semi-solid to a plastic state. 

Plasticity Index - The higher the PI, the more clay in the material. The numerical 

difference between the liquid limit and plastic limit. 
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Power Driven Mixer - A big roto-tiller used to mix the soil and the lime. 

Prime Coat - An asphalt emulsion used to keep the lime soil moist for the cure period. 

Proctor Hammer - A device that is used to compact a soil in a proctor mold. It weighs 

5.5 pounds, compacts the soil 25 times for each soil lift in the proctor. The soil is placed 

in the proctor mold in three lifts. 

Proctor Test ï a procedure that uses a standard, compactive effort to determine or pick 

a soil moisture density curve. 

Proof Rolling - The use of heavy rollers to test the subgrade stability. 

Quick Lime - A coarser and more concentrated form of lime. 

Random Material - Mixtures of suitable materials that can be placed in 8-inch (200 mm) 

loose lifts. 

Rectangular Foot - A footed roller with rectangular feet. 

Recycled Materials - Fly ash, bottom ash, foundry sand, recycled glass, tire shreds, 

RPCC, or RACP 

Recycled Portland Cement Concrete (RPCC) - Recycled Portland cement concrete 

blended with natural soil or granular material. 

Reclaimed Asphalt Concrete Pavement (RACP) - Recycled asphalt pavement blended 

with natural soil or granular material. 

Rock - Sandstone, limestone, dolomite, glacial boulders, brick, and RPCC too large to 

be placed in an 8-inch (200 mm) loose lift. 

Rock or Shale Subgrade Excavation - The 24 inches that is excavated below the 

pavement for drainage and uniform support. 

Roller Pass - One pass over a given location. 

Sand Blanket - The sand that is placed to drain the underlying soft material. 

Saturated Embankment - Embankment that is full of water to the point of being 

unstable. 

Scale ï A weight measuring device used during compaction testing. 

Scalping - Removal of remaining roots, sod, grass, agriculture crop, sawdust, and other 

vegetation so that the soil is completely exposed; however, topsoil should not be 

removed. 

Scraper Plate - A device that is used to establish a location for the nuclear gauge. 

Segregation - The separation of fine and coarse material in a base course. 

Self-Propelled Spreading Machine - A piece of equipment that receives the base course 

from the truck and spreads it evenly on the subgrade. 

Settlement - The compression of a soil into a more stable condition. 

Severely Soft Foundation - Low lying areas with high or standing water that are not 

constructible with soil or standard construction techniques.  
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Shale - Laminated material with a finely stratified structure formed by the natural 

consolidation of a clay or silt. The material is sometimes cemented together. 

Shale Compaction Testing ï Compaction testing that uses a Bucket test to determine 

what compaction test to perform on a particular shale. 

Sheepsfoot - An old footed roller that has 10 percent coverage per pass. 

Side Drainage - Any ditches that drain the embankment away from the embankment 

construction. 

Side Slopes - The embankment slopes that are perpendicular to the roadway (usually 2:1 

slopes). 

Slag Materials - Residual material from making iron or steel that must meet the 

requirements in 703.16. 

Slide Repair - An area to be excavated for replacement. 

Soil Classification - AASHTO classification of a soil determined from the gradation and 

characteristic of the different materials. 

Spreading - Moving material in preparation for compaction. 

Spring Drains - A system of coarse aggregate, fabric, and pipe that is designed to drain 

small areas of the slope. 

Standard Count- a procedure performed on a nuclear gauge to ensure that the readings 

are accurate. 

Steel Slags - Open Hearth (OH) slag, Basic Oxygen Furnace (BOF) slag, Electric Arc 

Furnace (EAF) slag, or Granulated slag. 

Steel Wheeled Roller - Uses a drum with 100 percent coverage with one pass. Can be 

used with or without vibration. Used for granular and silty materials. 

Stock Pile - A pile of material that has or will be approved by the Test Lab. 

Straightedge - A piece of lumber with a level on it to check the grade. 

Subgrade Compaction - The compaction of the top 12 inches of the subgrade. 

Suitable Material - Natural soil, natural granular material, granular material types, slag 

material, brick, shale, rock, random material, or other materials that are appropriate for 

use in embankment construction. 

Tamping Foot - A footed roller that has 40 percent coverage with one pass and is highly 

productive. Can be used for soil, rock, or shale.  

Test Rolling - The use of a proof roller to test the stability of the subgrade prior to 

undercutting or stabilizing the subgrade. Used when spot locations are detailed in the 

plans. 

Test Section Method - A compaction method that uses the relative density between two 

nuclear gauge readings to determine the materials potential maximum density. 

Test Section Method A - A compaction method that uses the relative density between 

two nuclear gauge readings to determine the materials potential maximum density. It is 

used when the material has a definitive moisture density curve. 

file:///C:/Zack/2008CMS/real%202008/700/703.htm%23a_703_16


101 

 

31 

 

Test Section Method B - A compaction method that uses the relative density between 

two nuclear gauge readings to determine the materials potential maximum density. It is 

used when the material does ónotô have a definitive moisture density curve. A field test 

section moisture density curve is developed with this method. 

Test Section Method C - A compaction method that uses the relative density between 

two nuclear gauge readings to determine the materialôs potential maximum density. It is 

used when the material is highly variable.  

Total Excavation Method - Removing all of the soft material. 

Waste - Excess material removed from the project limits. 

Watering - The act of adding moisture to a material for proper compaction. 

Weak Plane - An area in the embankment where the soil is weak and could slide apart. 

Wet Density - the density of the soil that includes the weight of water and soil. It is also 

expressed as the total weight of the soil. 

Zero Air Void Curve  - A theoretical line that is used to ensure that the nuclear gauge 

readings are not dramatically incorrect. It plots the moisture density curve without the 

voids. 

Landscape 

Amendments - Mixed with the soil removed from the plant hole. To improve the soil 

texture or pH, add organic material. Sphagnum peat moss, shredded pine bark, yard waste 

compost, and sand are all accepted amendments. 

Backfill  - This soil and amendment mixture is placed back into the hole after the plant 

has been set (see C&MS 661.11). 

Balled and Burlapped - This is one kind of method for digging field-grown plants with 

the ball of earth still intact in which they are growing. Can be supported by a wire basket 

and/or burlap and laced with bailing twine. Often denoted as B&B in plan notes.  

Bare Root - Plants shipped by this method are done so without the soil from which they 

were grown. This type of plant can be seedlings, perennials, roses, fruit trees, etc. Roots 

should be white and unbroken. 

Caliper - This is measured as the width of a single stem plant. See Page 6 for instructions 

on how to measure. 

Competing Leaders - Found at the top most branch. This condition is where the main 

stem (leader) has been cut or broken and has continued to grow into two main stems. One 

stem should be removed to eliminate the potential for future problems. 

Conifer - Cone-bearing plants, mostly evergreen, but not always. 

Crown - The upper part of a tree, also called the canopy. 

Deciduous - Term used to describe plants which lose their leaves at the end of a growing 

season. This typically occurs in the fall. 
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Fertilizer  - A natural or synthetic material added to or spread on soil to increase its 

fertility. The three numbers indicate its percentage of ingredients. In order, these numbers 

are nitrogen, phosphorus, and potassium. 

Foliage - This is the leaf structure of a plant, such as needles or deciduous leaves (can be 

composted).  

Herbicide - A natural or synthetic product typically used to eradicate weeds. Product 

should be applied by a licensed applicator and as directed by the manufacturerôs label. 

Mulch  - Placed on top of the plants rootball. Mulch keeps the ground cool, retains 

moisture, prevents heaving, and breaks down providing nutrients to the root system. 

Multi -stem - Having two or more main stems; defined as clump or shrub form. 

Root Crown - This is the union between the roots and the stem. Care should be taken 

not to bury this union with soil when planting. 

Single Stem - Also called the central leader or trunk, tapers gradually from root crown 

to top. 

Shrubs - Usually multi-stemmed with numerous side branches, can be evergreen or 

deciduous. 

Tree Wrap - Placed around a deciduous tree trunk to protect it from frost cracking, 

sunscald, or insect damage. 

DBE / /EEO / Prevailing Wage  

Administering Agency - Any department, agency and establishment in the executive 

branch of government, including and wholly owned Government corporation, which 

administers a program involving federally and State assisted construction contracts. 

Affirmative Action  - The efforts exerted toward achieving equal opportunity through 

positive, aggressive, and continuous results oriented measures to correct past and present 

discriminatory practices and their efforts on the conditions and privileges of employment.  

These measures include but are not limited to recruitment, hiring, promotion, upgrading, 

demotion, transfer, termination, compensation, and training. 

A good faith effort to eliminate past and present discrimination in all federally assisted 

programs, and to ensure future nondiscriminatory practices. 

Apprentice - A person employed and individually registered in a bona fide 

apprenticeship program registered with the U.S. Department of Labor, Employment and 

Training Administration, Office of Apprenticeship Training, Employer and Labor 

Services, or with a State Apprenticeship Agency recognized by the Bureau, or (ii) A 

person in the first 90 days of probationary employment as an apprentice in such an 

apprenticeship program, who is not individually registered in the program, but who has 

been certified by the Office of Apprenticeship Training, Employer and Labor Services 

or a State Apprenticeship Agency (where appropriate) to be eligible for probationary 

employment as an apprentice. 
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Apprentice Permit - a permit issued by the Union to authorize a person desiring to 

achieve journey-person status to obtain skilled craft experience under supervision of a 

full journey-person. 

Apprenticeship Program - A bona fide training program, registered with the Ohio State 

Apprenticeship Council, aimed at developing the skill level of a person until the person 

reaches full journey-person status (generally four years).  The training includes both 

school and hands on study of the craft. 

Area-wide Plans - An Affirmative Action plan to increase minority utilization of crafts 

in a specified geographical area pursuant to ñExecutive Order 11246" or taking the form 

of an ñImposedò Plan. 

Area workforce - Employees at all Federal-Aid, Federal or non-Federal projects in a 

specific geographical area as determined under CFR 23; Part 230.409(b)(9). 

Bid Conditions - Contract provisions, which have been issued by the Ohio Department 

of Transportation, Office of Contracts.    

Commercially Useful Function - Responsible for execution of the work of the contract 

and is carrying out its responsibilities by actually performing, managing, and supervising 

the work involved.  To perform a CUF the DBE must also be responsible, with respect 

to material and supplies used on the contract, for negotiating price, determining quality 

and quantity, ordering the materials and installing (where applicable) and paying for the 

material itself. 

Conciliation Agreement - Agreement arrived by the Reviewing agency and the 

contractor, which outlines steps the contractor will take to bring his/her firm into 

compliance. 

Construction Work  - The construction, rehabilitation, alteration, conversion, extension, 

demolition, or repair of buildings, highways, or other changes or improvements to real 

property, including facilities providing utility services.  The term also includes the 

supervision, inspection, and other onsite functions incidental to the actual construction. 

Contractorsô Workforce - All employees on the payroll of and who are directly 

supervised by the contractor. 

Corrective Action Plan - A contractorôs unequivocal written and signed commitment 

outlining actions taken or proposed within the time limits and goals, where appropriate 

to correct, compensate for, and remedy each violation of the equal opportunity 

requirements as specified in a list of deficiencies. 

Disadvantaged Business Enterprise (DBE) - Small business as defined in ñAppendix 

Bò of Subpart D, Part 23, Title 49, Code of Federal Regulations, which is owned and 

controlled by persons who are citizens or lawful permanent residents of the United States, 

and who are members of a disadvantaged group including Black Americans, Hispanic 

Americans, Native Americans, Asian-Pacific Americans, and other individuals found on 

a case by case basis to be socially and economically disadvantaged. 

Discrimination - A distinction in the treatment of a person based on race, color, religion, 

sex, national origin, age (40-70 years), or disability. 

The act (or action) whether intentional or unintentional through which a person of the 

United States, solely because of race, color, religion, sex, or national origin, has been 
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otherwise subjected to unequal treatment under any program or activity receiving 

financial assistance from the Federal Highway Administration under Title 23 U.S.C. 

District Equal Employment Opportunity Contract Coordinator (DEEOCC)  - A 

Federal or State employee regularly employed and experienced in civil rights policies, 

practices, procedures, and equal opportunity compliance review and evaluation 

functions. 

Equal Employment Opportunity  - The absence of partiality or distinction in 

employment treatment, so that the right of all persons to work and advance on the basis 

of merit, ability and potential is maintained. 

Equal Opportunity Clause - The contract provisions set forth in CFR Chapter 60-1.4(a) 

or (b), as appropriate. 

Equal Opportunity Compliance Review - An evaluation and determination on non-

exempt direct Federal, Federal-Aid or State contractor, or sub-contractorôs compliance 

with equal opportunity requirements.  

Equal Opportunity Requirements - A general term used throughout this document to 

mean all contract provisions relative to equal employment opportunity (EEO), sub-

contracting and training. 

Fringe Benefits - Includes medical or hospital care, pensions on retirement or death, 

compensation for injuries or illness resulting from occupational activity, or insurance to 

provide any of the foregoing: unemployment benefits, life insurance, disability 

insurance, sickness insurance,  accident insurance, vacation or holiday pay.  Also 

includes defraying costs of apprenticeship or other similar programs or other bona fide 

fringe benefits. Fringe benefits do not include benefits required by other federal, state, or 

local law.  

Good Faith Effort Deficiency - A contractor may be found in noncompliance when 

compliance review findings indicate that good faith effort actions taken, or lack thereof, 

by the contractor have not resulted in the employment of minorities and females in the 

workplace. 

Good Faith Effort  - Affirmative action measures designed to implement the established 

objectives of an Affirmative Action Plan. 

Home Office Workforce - Employees at the physical location of the corporation, 

company, or other ownership headquarters or regional managerial offices, including 

ñwhite collarò personnel (managers, professional, technicians and clerical) and any 

maintenance of service personnel connected thereto. 

Imposed Plan - An affirmative action requirement for a specified geographical area 

made mandatory by OFCCP, and in some areas by the courts. 

Journeyman - A person who is capable of performing all the duties within a given job 

classification or craft. 

Minority  - A person who is a citizen or lawful permanent resident of the United States, 

and who is Black, Hispanic, Pacific Islander, Asian American, Native American or 

Alaskan Native. 

New Hires - An individual who has a break in service (not on an employerôs payroll) for 

a period of 12 months or longer and the person affected is not a salaried employee, but 
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belongs to a union craft.  Individuals compensated for training or incidental work which 

does not cause a break in unemployment compensation, i.e., paid by voucher check or 

petty cash, are considered new hires if the individualôs break in service is 12 months or 

longer.  The time frame for a new hire shall be associated with the first project worked 

for that contractor regardless of whether it is public or private. When reporting new hires 

the contractor shall identify that employee as a new hire on that specific project only. 

Subsequent work, barring a break in service of 60 days or more, would not qualify the 

employee as a new hire for that contractor. 

On-The-Job-Training  - A program that includes the training and upgrading of 

minorities and females toward journey-person status. 

Paper Deficiency - Any deficiency which can be corrected and verified by the reviewer 

within 10 days of the Exit Conference (i.e., EOE tagline, EEO/Sexual Harassment policy 

corrections). 

Permit Person - A person signed with the Union who receives full benefits, but is in pre 

full member status, earning journeymanôs wages working for a specific time period 

(generally 78 weeks) after which the permit person is sold full membership.   

Persons/Protected Class - Where designation of persons by race, color, national origin 

is required, the following designations ordinarily may be used:  "Black Americans," 

which includes persons having origins in any of the Black racial groups of Africa; 

"Hispanic Americans," which includes persons of Mexican, Puerto Rican, Cuban, 

Dominican, Central or South American, or other Spanish or Portuguese culture or origin, 

regardless of race; "Native Americans," which includes persons who are American 

Indians, Eskimos, Aleuts, or Native Hawaiians; "Asian-Pacific Americans," which 

includes persons whose origins are from Japan, China, Taiwan, Korea, Burma 

(Myanmar), Vietnam, Laos, Cambodia (Kampuchea), Thailand, Malaysia, Indonesia, the 

Philippines, Brunei, Samoa, Guam, the U.S. Trust Territories of the Pacific Islands 

(Republic of Palau), the Commonwealth of the Northern Marianas Islands, Macao, Fiji, 

Tonga, Kiribati, Tuvalu, Nauru, Federated States of Micronesia, or Hong Kong; 

"Subcontinent Asian Americans," which includes persons whose origins are from India, 

Pakistan, Bangladesh, Bhutan, the Maldives Islands, Nepal or Sri Lanka.  

Prevailing Wages - Means the basic hourly rate of pay, any contribution irrevocably 

made by a contractor or subcontractor to a trustee or to a third person pursuant to a bona 

fide fringe benefit fund, plan, or program, and the rate of costs to the contractor or 

subcontractor which may be reasonably anticipated in providing bona fide fringe benefits 

to laborers and mechanics pursuant to an enforceable commitment to carry out a 

financially responsible plan program, which was communicated in writing to the laborers 

and mechanics affected. Prevailing Wage Exemptions: The following work types are 

exempt from the payment of prevailing wages: mowing, herbicidal spraying, trash pick-

up in maintenance yards, center line survey, sign inventory, tree trimming and tree 

removal (with no construction to follow). 

Project Workforce - Employees at the physical location of the construction activity. 

Show-cause Notice - A written notification to a contractor, based on the determination 

of the reviewer (or in appropriate cases by a higher level authority), that the contractor is 

in noncompliance with the equal opportunity requirements.  The notice informs the 

contractor of the specific basis for the determination and provides the opportunity with 

30 days from the receipt to present an explanation as to why sanctions should not be 

imposed. 
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Site of Work - The physical place or places where the building or work called for in the 

contract will remain and any other site where a significant portion of the building or work 

is constructed, provided that such site is established specifically for the performance of 

the contract or project. Job headquarters, tool yards, batch plants, borrow pits, etc., are 

part of the site of the work, provided they are dedicated exclusively, or nearly so, to 

performance of the contract or project and provided they are adjacent or virtually adjacent 

to the site of the work. 

Not included in the site of the work, are permanent home offices, branch plant 

establishments, fabrication plants, tool yards, etc., of a contractor or subcontractor whose 

location and continuance in operation are determined wholly without regard to a 

particular Federal or federally assisted contract or project. In addition, fabrication plants, 

batch plants, borrow pits, job headquarters, tool yards, etc., of a commercial or material 

supplier, which are established by a supplier of materials for the project before opening 

of bids are not on the site of the work.  Such permanent, previously established facilities 

are not part of the site of the work, even where the operations for a period of time may 

be dedicated exclusively, or nearly so, to the performance of a contract.  

Trainee - A person who receives on-the-job training, whether through an apprenticeship 

program, or other programs approved or accepted by the Federal Highway 

Administration, and/or the appropriate State agency.  

Unified Certification Program (UCP) - The UCP is a unified directory including all 

certified DBE firms who are available for the entire State of Ohio. The main advantages 

for the DBE firms are: one certification will enable them to be eligible to fulfill DBE 

goals set on any project with any governmental agency receiving Federal Transportation 

funding in Ohio; and the DBE firms will also have more visibility due to the unified 

state-wide directory. 

Virtually Adjacent  - All work areas located within a 1-mile radius of the project site 

will be considered to be virtually adjacent. 
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105 Control of the Work  

Overview of Construction Contracts ï 

General ODOT Organization 

 

Central Office 

District Construction needs to communicate with the Central Office on many issues.  The 

primary contacts for construction related issues are within the Division of Construction. 

The Table of Organization for ODOT is shown below.   

www.dot.state.oh.us/policy/Pages/ODOTTableofOrganization.aspx 

 

The Central Office Division of Construction responsibilities include policy and standard 

procedure development, support services, and quality assurance. More specifically, its 

role is to: 

¶ Work with other offices to develop specifications and policies that apply to the 

day-to-day operations at the project level. 

¶ Act as a liaison with other offices, the various trade organizations, and FHWA 

on matters concerning ODOT's specifications, policies, and procedures. 

¶ Act as a consultant to the Districts in matters concerning contract 

administration. 

¶ Provide training to the Districts in contract administration. 

¶ Review and report the effectiveness of various construction methods and 

materials and provide advice on their use. 

¶ Conduct Quality Assurance Reviews (QAR)  and Technical Process Reviews 

(TPR) to ensure that ODOT's policies, procedures, and specifications are being 

followed uniformly. 

http://www.dot.state.oh.us/policy/Pages/ODOTTableofOrganization.aspx
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¶ Develop the performance measures by which the Districts are judged. 

¶ Conduct the administrative closing of contracts. 

¶ Provide support to the Districts, and other ODOT Divisions. 

The responsibilities described above are of a general nature. The Division of 

Construction also has some specific approval functions that relate directly to the District.  

They are as follows: 

¶ Answer legal questions and provide dispositions regarding claims. 

¶ Answer pre-bid questions. 

¶ Testify and report extra work to the State Controlling Board. 

¶ Create and publish the Construction and Material Specifications along with the 

quarterly publication of all other specifications. 

¶ Track and report on change orders and provide feedback to Production Offices. 

¶ Test materials and maintain the Departments various materials lists 

¶ Develop specifications, including research and new product review. 

¶ Estimate analysis of trends, bid review, and provide change order support.  

As mentioned above, the Division of Construction is responsible for the Office of 

Construction Administration, the Central Laboratory and the Office of Estimating.  The 

Office of Construction Administration has experts in the areas of concrete, asphalt, 

traffic, bridges, contracts, and scheduling who can provide advice to the Districts and 

initiate specification or policy changes.  

The Division of Construction Management Policies and Standard Procedures can be 

found online at the following website:  

www.dot.state.oh.us/Divisions/ConstructionMgt/Pages/ConstructionPolicies.aspx 

 
District 

All District responsibilities begin with the District Deputy Director (DDD). The DDD, 

through the District Construction Administrator, is responsible for the administration of 

all contracts sold for the construction, reconstruction, and maintenance of the highway 

system within the District. 

While Central Office's responsibilities are primarily program / systemic in nature, the 

District's responsibilities focus on direct project administration. The following is a 

summary of various District responsibilities required by state policies and procedures as 

they relate to contract administration: 

¶ Ensure that all work done on each project is performed in accordance with the 

project's requirements (plans, proposal, specifications, supplemental 

specifications, special provisions, etc.) 

¶ Approve all change orders that do not require approval by the Director as 

defined in Section 109 of this Manual. 

¶ Approve all time extensions and waivers. 

¶ Review the contractor/subcontractor certified payrolls for compliance with the 

contract requirements. 

¶ Review the Contractor's performance and compliance with the contracts Equal 

Employment Opportunity requirements. 

¶ Approve all estimates for work completed on the projects. 

http://www.dot.state.oh.us/Divisions/ConstructionMgt/Pages/ConstructionPolicies.aspx
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¶ Perform the final inspection and approve the final inspection report. 

¶ Review the project records to ensure that all requirements have been met. 

¶ Monitor Local Participating Agency (LPA) projects to ensure compliance with 

FHWA requirements. 

¶ Prepare and approve the Final Package on the project. 

¶ Issue the final acceptance letter and submit the finalized project to the Auditor. 

In addition, the District is responsible for the following general project requirements and 

responsibilities: 

¶ Provide a description of the work through the plans, proposal, specifications, 

supplemental specifications, and special provisions. 

¶ Provide a method to pay for completed work. 

¶ Provide a project site with full access for the Contractor to begin work. This 

includes right-of-way purchases and utility relocations. 

¶ Furnish an adequate and trained inspection/engineering force at the project 

level. 

¶ Secure good workmanship by the Contractor. This involves the monitoring, by 

the project staff, of all operations for compliance with the documents described 

above. 

¶ Arrive at decisions in a thoughtful manner with due consideration of all facts 

involved. 

¶ Make decisions in a timely manner to avoid undue delay. 

¶ Promptly pay the Contractor for completed work. 

¶ Monitor the Contractor's compliance with the legal aspects of the contract, 

such as prevailing wage and equal employment opportunity requirements. 

¶ Review the Contractor's work zone traffic control to ensure the public can pass 

through the work zone with the least amount of interference. 

¶ Respond to any complaints or questions in a timely manner. 

Almost everything done at the project level affects another party. Because of this, the 

project personnel are constantly subject to pressures from outside sources. Always be 

mindful of the needs of these parties, the effects of the project on them, their relationship 

to the project and their effect on the project.  

District Construction Administrator  

The general responsibilities and requirements assigned to each District rest in the hands 

of the District Construction Office and specifically the District Construction 

Administrator (DCA). This person, with the approval of the District Deputy Director, is 

responsible for the administration of the contracts involving the construction, 

reconstruction, and maintenance of the District's highway system as well as local projects 

involving state and federal aid on the state's system. The DCA is responsible for 

assigning personnel to projects for contract administration. In addition, the DCA will 

work to resolve any issues that arise on these projects at the lowest possible level. 

County Manager 

Each county is under the supervision of a County Manager. The County Manager will be 

involved with all work within the county and will ultimately be the owner of the 

construction end product.  
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Other Agencies 

Although the primary parties to any contract administered by ODOT are the Contractor 

and ODOT, other political subdivisions may also be involved either directly or indirectly. 

During the administration of each project, these relationships should be recognized and 

addressed. 

Federal Highway Administration 

The Federal Highway Administration (FHWA) is involved in many projects 

administered by ODOT. Federal funds are available for many programs and are utilized 

by both ODOT and local political subdivisions for improvement to their roadway 

systems. Their involvement varies with the type of project and its location on the National 

Highway System (NHS). FHWA's philosophy for review of federal aid projects has 

evolved over the years and now is as follows: 

¶ Major projects on the National Highway System will continue to receive the 

most attention from FHWA. FHWA will be involved from preliminary design 

to finalization. This will include periodic reviews to monitor the project's 

progress and participation in the final inspection. 

¶ FHWA, with the advent of MAP-21, has taken a step back in the tight oversight 

that had existed on all federal aid projects. On most federal aid projects, both 

with ODOT or local participation, FHWA has minor on-site participation. 

FHWA does not get involved with the project specifically, but expects ODOT 

to administer these projects in accordance with the plans and specifications and 

then certify that this has been done. 

¶ FHWA will still participate in reviews of ODOTôs policies, procedures, and 

specifications. At the project level, this may involve a review of an individual 

process (paving, traffic control, etc.) that is also being studied statewide. 

Local Participating Agency 

Many contracts involve direct local participation. The Local Participating Agency (LPA) 

will provide funds for their portion of the contract and the remainder of the funds may 

be provided by either FHWA or ODOT or both. These projects may be administered by 

the Local or the Department.  If the Local administers the project, the Department will 

monitor the project through the District Construction Monitor.  See the Locally 

Administered Transportation Project Manual of Procedures for guidelines.   

If ODOT administers the project, the LPA will still have to live with the project after 

completion. Therefore, with this in mind, ODOT should invite the LPA to the 

preconstruction meeting and all progress meetings.  In addition, ODOT should keep the 

LPA informed about all changes to the contract.  This is especially true when dealing 

with changes requiring large increases in the local participation. 

The LPA must be involved in the final inspection.  Additionally, the LPA must give their 

final approval and acceptance to the project. 
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Administration of Construction Contracts at 

the Project Level 

In order to implement both the letter and spirit of any contract, it is necessary to have 

clearly defined lines of authority and communication between ODOT and the Contractor. 

This section will present a framework to establish these lines. 

The purpose of this section is to give guidance to the project personnel on how to 

administer the physical work of the contract.  

 
Authority / Responsibilities of the Engineer 
(105.01) 

The Engineer is in charge of all details on the assigned project. The Engineer is the direct 

representative of the Department and has immediate charge of engineering details of each 

construction project.  The Engineer is responsible for the administration and satisfactory 

completion of the project.  The Engineer has the authority to reject defective work, 

suspend work being improperly performed, and order the replacement of defective 

material. 

It is important to note that the Engineerôs acceptance does not constitute a waiver of the 

Departmentôs right to pursue any and all legal remedies for defective work or work 

performed by the Contractor in an unworkmanlike manner. 

The Engineer is responsible for the following: 

¶ Assignment of the inspection duties at the project level. 

¶ Instruction of the inspection force in the requirements of the project and the 

items being constructed including: 

o Addenda, proposal and supplemental specifications, and equipment 

(e.g., concrete testing kit). 

¶ Review of materials to be incorporated in the work. This may involve rejection 

of materials.   

¶ Timely payment for work performed by performing the following activities: 

o Input daily diaries on SiteManager, review estimates, verify payrolls, 

and obtain approval of sampled materials. 

¶ Determining the need for change orders within the scope of the contract. 

¶ Monitoring the project and discussing progress schedule with Contractor's 

Superintendent. 

¶ Maintaining project records: 

o Construction Daily Work Report, CA-D-3 or 4. 

o Work performed. Contractor's equipment, materials, and significant 

events of the day. 

o Job correspondence. 

o Letters from contractors, utility companies, and other public 

agencies, as well as any correspondence from District or internal 

agencies. 

o Minutes from project progress meetings, including who attended, 

items discussed, and resolutions to problems. 

file:///C:/Documents%20and%20Settings/2009%20Forms%20Booklet/PDF%20Files/CA-D-3.pdf
file:///C:/Documents%20and%20Settings/2009%20Forms%20Booklet/PDF%20Files/CA-D-4.pdf
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o Other pertinent documents. 

o Shop drawings, working drawings, and erection procedures. 

¶ Addressing and resolving job site problems in a timely manner. 

¶ Providing the Contractor with specific information regarding the usage of 

contingency quantities or "as directed" items. 

¶ Reporting to District Construction Administrator any major change in 

conditions, traffic accidents, or status of project. 

¶ Determining final quantities, ensuring the Contractor completes the Punch List 

items, completing project files, and scheduling final inspection. 

 

Authority/Responsibilities of the Inspector (105.09) 

The Inspector is the front line ODOT representative at the project level.  The Inspector 

has authority to inspect all work performed and materials used. The Inspector also has 

authority to reject non-conforming materials and to suspend operations until problem is 

resolved by Engineer. The Inspector can neither alter the contract nor issue orders 

contrary to the contract. 

The Inspector is responsible for the following: 

¶ Inspection of all work performed. This inspection will be done in accordance 

with ODOT policies and this manual and includes daily record keeping. 

¶ Reporting quantities of work satisfactorily completed in the units established 

by the contract. 

¶ Data entry into SiteManager, Inspector's Daily Work Report, completion of 

required Quantity and Quality forms, drawings of work performed. 

¶ Inspecting and sampling the materials incorporated into the work. 

¶ Rejecting unsuitable work and suspending the offending operation until the 

issue is resolved by the Engineer or DCA.  Offending work will be monitored 

and corrective actions denoted on the Quality forms. 

¶ Inspection of the material incorporated into the project. 

¶ Being familiar with manuals and specifications of items of work being 

inspected. 

¶ Communicating daily issues to the Engineer. 

¶ Communicating with Contractor to ensure proper installation of work. 

The Inspector cannot waive the Departmentôs right to pursue any and all legal remedies 

for defective work or work performed by the Contractor in an unworkmanlike manner.  

 

Authority/Responsibilities of the Contractor  

The Contractor's Superintendent is responsible for the work.  He/she must be capable of 

reading and thoroughly understanding the plans and specifications and be experienced in 

the work. There will be only one superintendent who shall have full authority to execute 

instructions of the Engineer and shall be in charge of all construction operations 

regardless of who performs the work. 

The Engineer should know if the Superintendent can agree to extra work, get the 

equipment needed to get the job done, and know if they can follow through with final 

quantities agreed on. 
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The Contractor must provide a superintendent on the project at all times.  The 

Superintendent is responsible for all aspects of the work, irrespective of the amount of 

work subcontracted. 

The Contractor bears sole responsibility for the quality of work and compliance with the 

contract regardless of the Departmentôs level of inspection. 

The Contractor is responsible for the following: 

¶ In order to submit a bid that adequately reflects the conditions of the contract, 

the Contractor must research all aspects of the contract, such as visiting the 

project site, understanding the plan notes, and reviewing all plan requirements. 

¶ The Contractor must notify ODOT of the project's starting date and keep 

ODOT informed of the proposed schedule of operations. This allows ODOT 

to anticipate engineering and inspection needs and therefore, efficiently 

manage staff. 

¶ The Contractor must provide a list of material suppliers. ODOT will review 

the proposed list and obtain required samples. The list should be submitted 

early to avoid delays associated with sampling and testing. 

¶ The Contractor must carry out the work on the project in a diligent manner 

utilizing adequate labor. 

¶ In order to manage the project efficiently and to avoid project related problems, 

the Contractor must be aware of all federal, state, and local laws that apply. 

Many of the legal requirements of the contract are addressed in the proposal, 

but the Contractor must also be aware of other regulations, such as safety, 

which is not thoroughly detailed in ODOT's specifications, but is extremely 

important. ODOT requires the Contractor to protect and indemnify ODOT 

from all claims and liability resulting from negligence or willful violations. 

¶ When open to traffic, the Contractor must maintain the project in order to 

permit the public to move safely through. This includes using clean, readable 

signs, traffic control devices, and maintaining the project free of debris. 

¶ Once notified of problems, the Contractor must respond quickly to correct the 

problem. This is extremely important when public safety is involved. 

105.04 Coordination of the Contract 

Documents  

Contract documents are prepared to promote agreement between the various parts of the 

plans and specifications that control the work. In case of disagreement between the plans 

and specifications, the following will govern in descending order: 

¶ Addenda 

¶ Special provisions/proposal 

¶ Plans 

¶ Calculated Dimensions 

¶ Scaled Dimensions 

¶ Supplemental Specifications 

¶ Standard Specifications 
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The Contractor shall take no advantage of any apparent error or emission in the plans or 

specifications. In the event the Contractor discovers such an error or emission, the 

Contractor shall immediately notify the Engineer. 

 
Proposal 

The proposal details numerous bidding, EEO, regulatory, special issues, and general 

requirements of the contract.  The proposal may include details for incentives and 

schedule requirements.  It also includes a list of bid items (Proposal Line Items) with 

associated quantities as well as wage rates that are in effect for the project.  The proposal 

language overrules all plan and specification items.  

 

Plans 

The plans show details of structures, the line, grades, typical cross-sections of the 

roadway, and the location and design of structures. The Contractor shall, at all times, 

keep one set of project plans available at the project site. No changes shall be made to 

the plans except as approved by the Engineer. 

 

Working Drawings 

The plans shall be supplemented by working drawings when required to control the work 

adequately. Working drawings shall be furnished by the Contractor. Working drawings 

shall not be prepared until the applicable field and plan elevations, dimensions, and 

geometries have been verified by the Contractor. Specific items of work shall require 

working drawings. These requirements are stated in the specification section that is 

applicable to the item of work. See table below for typical examples of number of copies 

and where to submit the different types of working drawings. 

 

 

Item Drawing Copies Destination 
501.05 Structural steel and other metal items, prestressed 

concrete members, precast concrete structural elements 
joint sealing devices and other similar items requiring 

either shop or field fabrication 

3 Central 

Office 

630 Overhead sign support 2* District 

630 Roadside sign support 2* District 

632 Signal poles 2* District 

632 Traffic signal heads 2* District 

*  Certified Working Drawings Section 625.06, 630.03 

 
Construction and Material Specifications 

Sections 200 thru 600 of the Construction and Material Specifications are used to obtain 

the workmanship compliance required for each item. These specifications are typically 

arranged in the following manner: 
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¶ Description 

¶ Materials 

¶ Construction Requirements 

¶ Method of Measurement 

¶ Basis of Payment 

Section 700 of the Construction and Material Specifications describes the material 

requirements.   

Supplemental Specifications (SS) are stand-alone specifications that usually have their 

own pay items.   

The SS800 is a specification called out on every project that provides corrections, 

revisions, and updates to the Construction and Material Specifications. 

105.07 Cooperation with Utilities 

Utilities will be encountered on most construction projects. The proposal will include a 

utility note that designates the utility names and times that they will be relocated.  The 

plans should include the detailed locations of the utility changes. If the utility owners fail 

to relocate or adjust utilities as provided for in the contract documents and the Contractor 

sustains losses that could not have been avoided by the judicious handling of forces, 

equipment, and plant, or by reasonable revisions to the schedule of operations, then the 

Engineer will adjust the contract by change orders.  Change orders associated with 

utilities should properly denote one of the following reasons codes: 

14,  Utility Relocation Delay. 

15,  Improperly Located Utility. 

16,  Unknown Utility. 

17,  Delay Caused For Reasons Other Than Utilities. 

 

105.13 Haul Roads 

Prior to hauling equipment or materials, the Contractor will provide written notification 

to the Engineer of the specific roads or streets on the haul route.  The following procedure 

should be followed: 

¶ The Contractor requests, through ODOT, that certain local roadways be used 

for hauling material and equipment to and from the project. 

¶ ODOT reviews the request and contacts the LPA. 

¶ If there is no objection by ODOT or the LPA, the roadway is designated as a 

haul road. 

¶ The roadway's condition is reviewed prior to hauling. 

¶ If, during the course of the project, the roadway becomes dangerous, ODOT 

will have the Contractor repair it. 

¶ Once the project is completed, the condition is reviewed again. 
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¶ The roadway will be restored to its original condition either through the 

contract or by other means. 

 

105.16 Borrow and Waste Areas 

The purpose of this section is to establish uniform practices for administering borrow 

and waste areas on or off the right-ofïway.  It is the Departmentôs policy to approve 

requests to locate borrow and waste areas providing that: 

¶ The location would not adversely affect the highway. 

¶ The material is disposed of legally. 

¶ The disposal minimizes the Departmentôs future liability. 

¶ All environmental laws are observed. 

¶ The offsite locations are serving the public and land owners best interest. 

¶ The areas are restored according to the contract. 

Material from outside the right-of-way used in embankment construction is considered 

to be borrow even though it is not paid for as borrow.  Therefore, this section applies to 

all borrow and waste areas, including areas from which material is furnished and paid for 

under ñ203 Embankment,ò as well as areas from which material is furnished and paid for 

under ñ203 Borrow.ò 

Requests from the Contractor to locate borrow and waste areas shall be directed to the 

Engineer, who shall either approve or disapprove the request.  Action on each request 

shall be based on the information contained in the plan submitted by the Contractor, 

approvals from other ODOT Offices, certifications from environmental consultants, and 

other supplemental information available to the Engineer.  

See Section 107.10 for criteria for evaluating borrow and waste environmental and other 

significant issues. 

General Approval 

Specific considerations, which are made a part of the general conditions for approval 

include, but are not limited to the following: 

1. All of the general information listed in A through G of 105.16 is addressed in 

the Contractorôs submittal. 

2. For borrow and waste areas which will not become ponds when the work is 

completed: 

a. The area shall be graded to ensure positive drainage. 

b. Restoration of all borrow and waste areas shall include cleanup, 

shaping replacement of topsoil, and establishment of vegetative 

cover by seeding, and mulching according to 659. 

3. For pits which will become ponds when the work is completed: 

a. In general, ponds are not considered objectionable, and often are 

considered highly desirable by property owners and persons engaged 

in conservation of natural resources and wildlife.  The creation of 

additional ponds from borrow pits can provide enhanced 

file:///C:/Documents%20and%20Settings/kbraden/My%20Documents/107/107%20Legal%20Relations%20and%20Responsibility%20to%20Public.htm%23_107.10_Protection_and
file:///C:/Zack/2008CMS/real%202008/100/105.htm%23a_105_16
file:///C:/Documents%20and%20Settings/2008CMS/real%202008/600/659.htm
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environmental benefits providing that they are constructed properly 

to avoid shallow stagnant water and are left in a condition to present 

an aesthetically pleasing appearance.  If the pond is on the right-of-

way, then approval should be sought from the County Manager and 

District Production since the District may not want to take the long-

term responsibility for the pond. 

4. Borrow Pit Final Grading: 

a. The tops of the pit slope shall be at least 25 feet (8m) from the 

highway right-of-way.  This distance may be increased if there are 

slope stability or erosion problems.  Twenty-five feet (8m) has 

worked well in the past. 

b. Borrow pit slopes adjacent to the highway shall not be steeper than 

3 to 1, and all other borrow pit slopes shall not be steeper than 2 to 

1. 

c. The borrow pit must be left in a condition satisfactory to the Engineer 

to blend with adjacent topography when the work is completed. 

Stability and Settlement Concerns 

Slope stability problems resulting from borrow and waste area construction is the sole 

responsibility of the Contractor.  The Department is keenly interested in the Contractorôs 

filling and cutting operations.  The Department must assess the potential for settlement 

and future slides. The proper design and construction of the borrow and waste areas are 

provided in 105.16 and references in the Location and Design Manual. 

Most of the stability and settlement issues can be evaluated by using the following 

general guidance: 

1. If the material is placed according to C&MS, use a maximum slope of 2:1.  Use 

a 3:1 slope if the embankment is higher than 30 feet (9 m). 

2. Only end dump in nonstructural locations.  Use a 4:1 slope if the material is 

end dumped.  These areas may need to be re-graded at some future time.  Large 

settlements should be anticipated if the material is end dumped in lifts greater 

than 3 feet (1 m). 

3. Areas with soft foundations should be closely evaluated when the fill height is 

greater than 20 feet (6.1 m). 

4. If the off-site location exceeds the above criteria, or when constructing a non-

structural fill, then the property owner should be explicitly told in the 

agreement with the Contractor.  The borrow or waste agreement must explicitly 

state that the property owners know that these location may settle and 

potentially slide.  If this is not explicitly stated, then the public may be misled 

in believing that the final fill will be stable.  The Department has a stake in 

making sure that the property owner is not misled. 

5. For proposed locations in the right-of-way that exceeds the above criteria or 

looks suspicious, contact the District Geotechnical Engineer or the Office of 

Geotechnical Engineering. 

 

file:///C:/Documents%20and%20Settings/2008CMS/real%202008/100/105.htm%23a_105_16
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105.17 Construction and Demolition Debris  

The EPA regulates materials that come from structure removal, pipe removal, clearing 

or grubbing, and tree and brush removal operations. The EPA encourages the reuse of 

construction materials.   

The OAC 3745-37, OAC-3745-400, and ORC Chapter 3714 regulate the use and disposal 

of this material.  The law is governed by the OEPA or the Local Boards of Health, 

whichever has jurisdiction.  The law governs the debris from construction sites that are 

not covered under solid or hazardous waste or other regulations.  Use the following links: 

http://codes.ohio.gov/orc/3714 

http://codes.ohio.gov/oac/3745-27-01 

By the EPA definition, construction and demolition debris is the material resulting from 

the alteration, construction, destruction, rehabilitation, or repair of any manmade 

physical structure.  Those materials are those structural and functional materials 

comprising the structure and surrounding site improvements (e.g., fences, sidewalks).  

The definition identifies structures that are included and materials that comprise the 

structure, which are considered debris.  Any materials that are removed prior to 

demolition or are not part of the structure and surrounding site will not be considered 

debris. 

The contract documents may require TCLP (Toxicity Characteristic Leaching Procedure) 

testing of the debris prior to transport and disposal. 

Debris does not include materials identified or listed as solid wastes, infectious wastes, 

or hazardous waste.   

The rule identifies other process materials (e.g., mining operations, non-toxic fly ash, 

etc.) that are not debris.   

The legal removal and disposal of all of the following materials are the responsibility of 

the Contractor.  The specifications have been radically changed to address these issues. 

All parties to the project should monitor the Contractorôs work to minimize the 

Departmentôs future liability. 

Clean Hard Fill  

Clean hard fill material (asphalt millings) or Portland cement concrete material (or 

mixtures of these materials with soil, aggregate etc.) coming from pavement or structural 

removal operations.  Clean hard fill may be used as: 

¶ Fill, recycled, or taken to an approved Construction and Demolition Debris 

Site.  

¶ Fill on or off the project provided the material is acceptable under Item 203.  If 

the material is being used as fill off the site, the OEPA or local board of health 

in the area of the filling operations needs written notification seven days prior 

to the filling operation.  See the definition of ñon-site.ò 

¶ These materials cannot be indiscriminately piled up and left.  These materials 

must be placed in fill areas not in disposal piles. 

http://codes.ohio.gov/oac/3745-37
http://codes.ohio.gov/oac/3745-400
http://codes.ohio.gov/orc/3714
http://codes.ohio.gov/orc/3714
http://codes.ohio.gov/oac/3745-27-01
file:///C:/Documents%20and%20Settings/kbraden/200%20Earthwork/203/203%20Roadway%20Excavation%20and%20Embankment.htm
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¶ May be taken to a recycling operation for recycling and storage.  Storage must 

be less than two years. 

Construction Debris 

Construction Debris such as wood, plaster, etc. in whole or mixed with clean hard fill.   

These materials are: 

¶ Usually associated with building debris. 

¶ Do not meet the 203 embankment specifications and cannot be used in fill 

operations. 

¶ Must be taken to an approved construction demolition debris site or licensed 

solid waste disposal facility. 

Landscape Wastes 

This law also regulates the disposal of landscape waste that result from roadway clearing 

and grubbing operations.  Landscape wastes include brush, trees, stumps, tree trimmings, 

branches, weeds, leaves, grass, shrubbery, yard trimmings, crop residue, and other plant 

matter, excluding soil and garbage.  The Department of Agriculture and the local 

authorities regulate the transportation of this waste to prevent the spread of the Emerald 

Ash Borer and the Asian Longhorned Beetle. 

These wastes may be re-used by: 

¶ Constructing a wildlife habitat according to published guidelines from the 

Ohio Division of Wildlife, U.S. Fish and Wildlife Services, or Natural 

Resources Conservation Services.  This is subject to local board of health or 

local OEPA approval. 

¶ Chipping waste into mulch and using or donating it for use on- or off-site. 

¶ Selling or donating the waste for non-burial beneficial purposes. 

¶ Using the waste for any beneficial use or re-use approved by the local OEPA 

Offices or the local board of health. 

¶ Using the waste as fill material on-site from which the waste was generated. 

Item 203, Embankment, does not allow these wastes in embankments or 

structural areas.  On-site placement is permitted in non-structural areas. OEPA 

guidance for on-site means any location on the right-of-way.  This can be 

outside the construction limits or even on other state owned properties.  If large 

amounts of these wastes are to be generated, then the Designer may provide 

specific right-of way locations to dispose of these wastes. Refer to 105.16, 

Borrow and Waste, in this manual. 

All landscape wastes associated with ODOT projects are required to be disposed of at an 

appropriate landfill.   

These wastes may be disposed of by: 

¶ Open burning (requires special permitting of OEPA, local authorities, special 

equipment, and site management). 

¶ Composting at an OEPA registered composting facility. 

¶ Sending material less than 4 inches (10.6 cm) in size to a sanitary landfill and 

materials greater than 4 inches (10.6 cm) in size to a construction and 

file://///itcfs032/construc$/Brent/2009%20MOP/Table%20of%20Contents/200%20Earthwork/203/203%20Roadway%20Excavation%20and%20Embankment.htm
file://///itcfs032/construc$/Brent/2009%20MOP/Table%20of%20Contents/200%20Earthwork/203/203%20Roadway%20Excavation%20and%20Embankment.htm
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demolition debris landfill.  Leaves cannot be taken to a construction and 

demolition debris landfill. 

Portland Cement Concrete Waste 

In recent years, we have increased the amount of Portland cement concrete waste that is 

wasted on and off the right-of-way.   

Large accumulation of Portland cement concrete waste can cause high pH runoff in the 

range of 11 to 12.  Runoff with a pH of 12.5 is considered a hazardous waste.  

Uncontrolled disposal of Portland cement concrete waste can cause significant 

environmental degradation in the ground water and surrounding water bodies.   

The potential for environmental problems are a function of the availability of water, 

geometry of the flow net, permeability of the material, and the distance to a water body 

or ground water. 

To minimize these potential future environmental problems, in 105.17, the following is 

required (see Figure 105.17.A): 

¶ Mixing of the inner core of the Portland cement concrete waste with at least 30 

percent soil.   

¶ Covering the mixed Portland cement concrete waste with 3 feet (1 m) of soil 

on the top and 8 feet (2.4 m) on the sides. 

¶ Placing and compacting the Portland cement concrete waste according to 

203.06.D. 

 
 

Figure 105.17.A - Typical drawing of the wasting of portland cement concrete 

waste 
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file:///C:/Documents%20and%20Settings/kbraden/200%20Earthwork/203/203%20Roadway%20Excavation%20and%20Embankment.htm%23a_203_06
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106 Control of Materials 

Control of Material (Quality of Materials) provides that all materials are to be inspected, 

tested, and in compliance with the specifications prior to incorporation into the work.  

Minimum requirements for sampling materials are given in C&MS section 700, Material 

Details, and outlined in the Sampling and Testing Manual.  Project personnel must ensure 

that all materials received are properly identified with the Project number and Proposal 

Line number. Samples of materials taken to meet these requirements are called 

Acceptance samples or Job Control samples (JCTL).  Job control samples also include 

samples taken as judged necessary to determine continued compliance of materials 

previously approved.  These samples always represent a defined quantity of material.   

Advance notice by the Contractor of the intended source of supply for specified materials 

is required to permit sampling and testing of the materials.  Systematic record keeping is 

necessary to furnish documentation that this has been accomplished.  The minimum 

requirements for the necessary records are stated under the individual items of work 

covered in this manual, and in the Sample and Testing Manual.   

The following examples identify the various methods of testing and / or accepting 

materials on the project. 

¶ Physical sampling and testing of project-made materials. 

o Asphalt, Concrete. 

¶ Electronic TE-24, material comes from pretested stock or from a Certified 

Supplier (Certified List) . 

o Concrete pipe, Guardrail, High strength bolts. 

¶ Approved List for pre-qualified materials: 

o Trackless tack, Work zone items, Noise barriers. 

¶ Materials from manufacturers certified test data: H Piles, Casing Pipe. 

¶ Qualified Product List (QPL) materials / manufacturers have met preapproval 

requirements. 

o Curing compound, Fire hydrants, Bridge paint, Asphalt primer. 

 

Material Approval  Process 

The District Construction Administrator will determine the extent of application of 

responsibilities for material compliance based on project staffing level and/or expertise. 

It may be applied on either a wholesale or project-by-project basis. 

The Engineer may approve certain materials as listed below and may modify the project 

bill of materials. Materials that may be approved include: 

¶ Any materials that are on Approved or Qualified Products lists. 

¶ Materials provided by a certified supplier. 

¶ Temporary applications. 

¶ Any materials accepted as "small quantities" per C&MS section 106.03. 

District Testing will perform the following functions: 
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¶ Sample, test, review, and authorize samples for which the Engineer does not 

have the authority to approve. 

¶ Provide advice to Engineer concerning material requirements. 

¶ Perform independent reviews of material certifications by Engineer using 

current guidelines for documentation of final quantities. 

¶ Perform quality assurance reviews on active construction projects to ensure 

compliance with material approval requirements. 

 

Material Documentation Process 

Documentation of the Departments approval of all material incorporated into the work is 

required.  Payments to the Contractor via estimates may only be made when the 

SiteManager Material Control report is compared to the estimate, and material 

deficiencies are corrected. 

Document Material Quality in SiteManager or on appropriate forms in the following 

areas as per the Sampling and Testing Manual: 

¶ Materials approved by Engineer. 

o Project personnel will complete appropriate documentation (SiteManager 

or TE 30, etc.) create sample IDs and assign materials to the proposal line 

numbers. 

o The Engineer must review and authorize/approve all samples. 

¶ Materials approved by District Testing or the Office of Materials Management. 

o Project personnel will complete appropriate documentation (TE 31 

physical sample), create sample ID's, and assign approved material to 

appropriate proposal line numbers. 

o The Engineer must review all documentation for completeness, and 

approve as necessary. 

o The District Testing Engineer or the Office Materials Management, as 

appropriate, will review the documentation, conduct testing on samples, 

and authorize materials. 

¶ Material finalization and certification: 

o As final quantities are determined, the Engineer, using the C&MS, will 

ensure that the material requirements are met. 

o The District Testing Engineer, in conjunction with the Documentation 

Team, will perform a review of the material requirements using the same 

guidelines as required for final quantities. 

o Confirm that the Disposition of Not Approved Materials, Form TE-206 

has been completed as necessary 

o Confirm that the Certification of Temporary Materials, from the Sampling 

and Testing Manual, 106.03 Appendix A, has been completed as 

necessary. 

o After all final quantities and material issues are resolved, a Final 

Certification of Materials Letter is prepared.  A sample form can be found 

in Supplement 1102 Appendix D.  

o The Material Certification Letter is signed by the Engineer, District 

Engineer of Tests and the District Construction Administrator. This letter 
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will be directed to the Division Administrator of the Federal Highway 

Administrator for Non-Certification Acceptance Projects (CAP) or to the 

project file for all other projects. 

 

Independent Assurance Sampling 

The Sampling and Testing manual describes IAS in a systematic approach as follows: 

¶ Yearly QARs or Technical Process Reviews (TPRs) of District laboratories to 

evaluate equipment calibrations and ODOT laboratory technician processes 

¶ Yearly round robin testing for aggregate, asphalt and concrete. This round 

robin process includes District laboratories as well as private laboratories 

performing aggregate, asphalt and concrete laboratory tests (whether quality 

control or acceptance) for the Department 

¶ Yearly validation of each technician used by the Department whether they are 

internal technicians, private test lab technicians, a supplierôs technicians or 

contractorôs technicians 

o The initial target is to establish procedures that would cover 100% of the 

operating technicians for the year. 

o For IAS testing of technicians, the year is January 1 thru December 31. 

¶ In addition, ODOT employs a Project Approach through District notification 

for IA random sampling for specific material types that exceed a Central 

Laboratory determined quantity on a per project basis.  

106.03 Small Quantities 

 Before accepting a material as a small quantity, the Engineer will evaluate:  

¶ whether the item meets the requirements of Item 106.03,  

¶ does not exceed 10% of the total quantity required for the specific construction 

item, and  

¶ is not a critical structural or highway safety item.  

Materials meeting all three of the above criteria may be accepted as small quantities. The 

maximum small quantity percent may be increased to 20% with the approval of the 

District Construction Administrator. For a construction item with a minimal quantity, the 

10% limit will not apply if the other requirements are met.  

Small quantities will be documented in SM. Project records should include at least type, 

source, quantity, and any delivery tickets or documentation provided to the Engineer used 

as evidence for acceptance. 
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106.03 Temporary Materials 

This section establishes general requirements for control, acceptance and documentation 

of temporary construction items and any associated materials to assure safety, quality 

and durability. 

The Engineer will evaluate temporary construction and material items according to 

106.03 as follows: 

¶ The Engineer will document temporary items by including in the project file: 

o Type 

o Source 

o Quantity 

o Any delivery tickets or documentation provided to the Engineer used as 

evidence for acceptance. 

o Certification showing compliance with NCHRP 350 or permitted usage 

of inventory items. 

¶ Treat the following temporary construction and material items as permanent 

items and follow standard acceptance procedures using SiteManager to 

document acceptance of these items.  

o Temporary concrete pavement items  

o Temporary asphalt pavement items  

o Temporary structure items  

o Any other temporary item that will be permanently incorporated into the 

completed project. 

 

¶ The Engineer may document inspection and acceptance of temporary items by 

entry into the Daily Diary. Any accompanying documentation or required 

certifications will be maintained in a file for the applicable pay item. 

 

¶ If the Engineer has accepted temporary items by the above procedures without 

issuing a TE-30 to the District Lab, then at the conclusion of the project, the 

Engineer will complete and submit to the District Testing Engineer the form 

ñCertification of Temporary Materialsò.  The ñCertification of Temporary 

Materialsò form is included in Appendix A of Item 106.03 in the Sampling and 

Testing Manual. 

 

106.07 Unacceptable Material  

The District Construction Administrator will determine if any unacceptable material may 

remain in place. In the event that unacceptable materials are incorporated into the work, 

these materials must be monitored to determine if they will function properly in the 

judgment of the Engineer. If so, the Engineer must follow the process to modify the 

contract to allow these materials to remain in place. See Non-Specification Material 

Supplement 1102. 

http://www.dot.state.oh.us/Divisions/ConstructionMgt/Materials/2016-Sampling-and-Testing-Manual/2010STM/106.03temps.pdf
http://www.dot.state.oh.us/Divisions/ConstructionMgt/Materials/2016-Sampling-and-Testing-Manual/2010STM/106.03temps.pdf
http://www.dot.state.oh.us/Divisions/ConstructionMgt/Materials/2016-Sampling-and-Testing-Manual/2010STM/106.03temps.pdf


106 

 

55 

 

Delivered Material 

Materials must be approved prior to any payment being made.  Materials being delivered 

are subject to inspection or testing at any time, and should at a minimum be inspected for 

general conformance prior to payment, preparation or use. Any material which has been 

tested and accepted at the source of supply may be subjected to a check test after delivery 

or a minimal visual inspection. 
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107 Legal Relations and Responsibility to 

Public 

107.01 Laws to be Observed 

Prevailing Wage on Federal Contracts 

The Davis-Bacon Act, 40 U.S.C. 3142 et seq., as amended, requires that each contract 

over $2,000 to which the United States or the District of Columbia is a party for the 

construction, alteration, or repair of public buildings or public works shall contain a 

clause setting forth the minimum wages to be paid to various classes of laborers and 

mechanics employed under the contract. Under the provisions of the Act, contractors or 

their subcontractors are to pay workers employed directly upon the site of the work no 

less than the locally prevailing wages and fringe benefits paid on projects of a similar 

character. The Davis-Bacon Act directs the Secretary of Labor to determine such local 

prevailing wage rates. 

In addition to the Davis-Bacon Act itself, Congress has added prevailing wage provisions 

to approximately 60 statutes which assist construction projects through grants, loans, 

loan guarantees, and insurance. These "related Acts" involve construction in such areas 

as transportation, housing, air and water pollution reduction, and health. If a construction 

project is funded or assisted under more than one Federal statute, the Davis-Bacon 

prevailing wage provisions may apply to the project if any of the applicable statutes 

requires payment of Davis-Bacon wage rates. 

The geographic scope of the Davis-Bacon Act is limited to the 50 States and the District 

of Columbia. The scope of each of the related Acts, however, is determined by the terms 

of the particular statute under which the Federal assistance is provided. For example, 

Davis-Bacon prevailing wage provisions would apply to a construction contract located 

in Guam or the Virgin Islands funded under the Housing and Community Development 

Act of 1974, even though the Davis-Bacon Act itself does not apply to Federal 

construction contracts to be performed outside the 50 States and the District of Columbia. 

 

Prevailing Wage on State Contracts 

Ohio Revised Code Chapter 4115 requires prevailing wages be paid on state funded 

public improvement projects that reach the threshold level for the project.  Thresholds 

are adjusted biennially by the Director of the Ohio Department of Commerce and can be 

found on the ODOTôs prevailing wage webpage. 

 

Non-Discrimination Requirements 

The following federal laws are in effect: 

¶ Civil Rights Act of  1964, Title VI ïDiscrimination by Government Agencies 

¶ Civil Rights Act of  1964, Title VII - Discrimination by Employers 

¶ Americans with Disabilities Act of 1990 ï Discrimination based on Disabilities  
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EEO / DBE Requirements 

The Division of Opportunity, Diversity, & Inclusion shall ensure uniform administration 

of applicable Equal Employment Opportunity (EEO) policies for ODOTôs statewide 

EEO contract compliance program and Disadvantaged Business Enterprise (DBE) 

Program as it applies to ODOT highway construction projects in accordance with Code 

of Federal Regulations (CFR) 23, Part 230, Subparts A-D and CFR 49, Part 26, Subparts 

A-F. 

Specific requirements and training are available at the Division of Opportunity, 

Diversity, & Inclusion website here: 

www.dot.state.oh.us/Divisions/ODI/Pages/default.aspx 

 

107.10 Protection and Restoration of Property 

All properties to be utilized by the Contractor outside the project right-of-way must be 

cleared for all environmental resource impacts prior to the start of work. The project 

right-of-way consists of the right-of-way the project is being constructed upon. 

Environmental resource features pertinent to the construction activity should be shown 

in the contract documents. The Contractor is responsible for evaluating all impacts on 

environmental resources outside the project right-of-way. 

Environmental resources include, but may not be limited to: 

1. Cultural resources. 

a. Buildings, structures, objects, and sites eligible for or listed on the 

National Register of Historic Places.  

b. Historic or prehistoric human remains, cemeteries, and/or burial sites 

(pursuant with ORC 2909.05 and 2927.11). 

2. Ecological resources. 

a. Wetlands. 

b. Streams. 

c. Wooded areas with trees to be removed in excess of 8 inches 

diameter at breast height. 

3. Public lands. 

a. Lands meeting the criteria of 49 U.S.C. 303, 23 CFR 771.I35: 4(f). 

b. Lands meeting the criteria of 16 U.S.C. 4601-4, 36 CFR59.1: 6(f). 

4. FEMA mapped 100 year floodplains.   

5. Hazardous waste areas. 

All areas proposed to be utilized by the Contractor outside the project construction limits 

shall be reviewed by environmental contractor(s) that are prequalified by the Department 

for each environmental resource.  Have the consultant(s) certify that the proposed site to 

be utilized for the Contractor will not impact:   

¶ Cultural resources. 

¶ Ecological resources. 

¶ Public lands.  

http://www.dot.state.oh.us/Divisions/ODI/Pages/default.aspx
http://codes.ohio.gov/orc/2909.05
http://codes.ohio.gov/orc/2927.11
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¶ FEMA mapped 100 year floodplains.   

¶ Hazardous waste areas.  

Provide all documentation and the consultant certification to the Departmentôs Office of 

Environmental Services. 

107.11 Contractorôs Use of the Project Right-

of-Way or Other Department Property  

General 

This section compiles the requirements for sections 104.03 Rights in and Use of 

Materials Found on the Work, 105.16 Waste and Borrow Areas, and 105.17 Construction 

and Demolition Debris.  

All of the environmental requirements in 105.16 Waste and Borrow Areas and 105.17 

Construction and Demolition Debris apply to on-site locations.  The exceptions to these 

requirements are detailed in 105.16 Waste and Borrow Areas of this manual.  

 
Borrowing and/or Wasting on the Right-of-Way 
(107.11.A) 

Under 104.03, Rights in and Use of Materials Found on the Work, the Contractor has the 

right to all materials found in the contract work.  However, the Contractor does not have 

the right to materials outside the plan work.  For example, the Contractor does not have 

the right to rock found outside the cross-section work.  On the other hand, if the 

Contractor finds rock within the cross-section, they can use the rock for other items of 

work.  

In order for the Contractor to have the ñfee freeò right to the material, the Designer needs 

to detail borrow and/or waste areas in the plans prior to bid.  If the locations are not 

shown and the Contractor receives approval to borrow and/or waste on ODOT property, 

then a charge of $ 0.50 per cubic yard will be assessed.  When borrow and/or waste areas 

are shown on the plans, there is not a charge for the material. 

This requirement was put into the specifications to even the bidding for all contractors. 

Approval for Borrowing and/or Wasting on the Right of Way  

All borrow and waste location requests on the right-of-way need the District Office of 

Planning and Engineering approval.  The guidance document for the approval can be 

found at the following link: 

www.dot.state.oh.us/Divisions/Engineering/Roadway/DesignStandards/roadway/Pages

/locationanddesignmanuals.aspx 

 

The District Office of Planning and Engineering will look at the following during the 

approval process: 

file:///C:/Zack/2008CMS/real%202008/100/104.htm%23a_104_03
file:///C:/Documents%20and%20Settings/kbraden/My%20Documents/105/105%20%20Control%20of%20The%20Work.htm%23_105.16__Borrow
file:///C:/Documents%20and%20Settings/kbraden/My%20Documents/105/105%20%20Control%20of%20The%20Work.htm%23_105.17__Construction
file://///itcfs032/construc$/Brent/2009%20MOP/Table%20of%20Contents/100%20General/105/105%20%20Control%20of%20The%20Work.htm%23_105.16__Borrow
file://///itcfs032/construc$/Brent/2009%20MOP/Table%20of%20Contents/100%20General/105/105%20%20Control%20of%20The%20Work.htm%23_105.17__Construction
file://///itcfs032/construc$/Brent/2009%20MOP/Table%20of%20Contents/100%20General/105/105%20%20Control%20of%20The%20Work.htm%23_105.16__Borrow
http://www.dot.state.oh.us/Divisions/Engineering/Roadway/DesignStandards/roadway/Pages/locationanddesignmanuals.aspx
http://www.dot.state.oh.us/Divisions/Engineering/Roadway/DesignStandards/roadway/Pages/locationanddesignmanuals.aspx
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¶ Safety grading and clear zone. 

¶ Sight distances. 

¶ Future expansion. 

¶ Environmental regulations (404, 401, NPDES, etc.), (See Environmental 

Approval in 105.16, Waste and Borrow Areas, of this manual). 

¶ Public commitment. 

¶ Effects on utilities. 

¶ Stability (See Stability and Settlement in 105.16, Waste and Borrow Areas, of 

this manual). 

As this process evolves, there may be changes to this criterion. 

 
Portable Plants within the Project Limits (107.11.B 
&107.11.C) 

The use of ODOT property for portable plants is restricted under this section of the 

specifications.  Production may detail potential locations on the plans.  If the locations 

are detailed on the plans, then the location is fee free.  If the location was not shown in 

the plans and the site is approved by the District for use, then the Department will 

consider this change a Value Engineering Change Proposal. 

There are four requirements detailed in C&MS 107.11.C that must be met by the 

Contractor.   

¶ The Contractorôs efforts to comply with the noise ordinances (107.11.C.1) 

need approved by the District Environmental Coordinator. 

¶ The EPA permits (107.11.C.2) need approved by the District Environmental 

Coordinator.   

¶ The written certification that the plant will supply material only for the project 

(107.11.C.3) must be submitted to the Engineer. 

¶ The traffic plan (107.11.C.4) needs approved by District Planning and 

Engineering. 

 

Equipment Storage and Staging (107.11.D) 

The ñfee freeò use of project right-of-way for staging, equipment storage, and/or office 

site is granted in this section. 

The only restrictions are that these locations do not interfere with the work and are not 

otherwise restricted in the contract documents. 

 

Checklist for Waste and Borrow Sites (105.16, 
105.17 and 107.11) 

The project personnel  must review and document submissions made by the Contractor.  

References to the appropriate laws, specifications, and proposals and plan notes or details 

file://///itcfs032/construc$/Brent/2009%20MOP/Table%20of%20Contents/100%20General/105/105%20%20Control%20of%20The%20Work.htm%23_105.16__Borrow
file://///itcfs032/construc$/Brent/2009%20MOP/Table%20of%20Contents/100%20General/105/105%20%20Control%20of%20The%20Work.htm%23_105.16__Borrow
file:///C:/Zack/2008CMS/real%202008/100/107.htm%23a_107_11
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for all the submissions are required.  Specifications or other requirements waived by the 

Engineer shall be recorded.  

Regulated waste work may be inspected and documented by the District Environmental 

Coordinator (DEC), District Hazardous Waste Coordinator (DHWC), or Regulated 

Waste Project Engineer (RWPE).  Inspection required by these individuals is denoted 

below. 

In addition, clearances or reviews that need to be performed by other offices or 

individuals in the Department will be denoted.  This includes the District Office of 

Production (DOP) and the Office of Geotechnical Engineering (OGE). 

1. Contractors Waste and Borrow operational plan approval. 

2. Stability and settlement (OGE). 

3. NPDES permit and erosion control (DOP). 

4. 404 and 401 permit or evaluation (DEC). 

5. Floodplain clearance (DEC). 

6. Cultural resource clearance (DEC). 

7. Open burning permit (DEC). 

8. Any disposal requiring manifesting (DEC, DHWC, or RWPE). 

9. Construction and demolition debris. 

a. Determination if clean, hard fill or construction debris. 

b. Quantities and locations of material leaving and filling on the site. 

c. Seven day notice to the local board of health or OEPA. 

d. Record quantities going to the C & D landfills. 

i. Manifest properly (DEC, DHWC, or RWPE) 

10. Landscape Wastes. 

a. Record quantities and locations of materials leaving and buried on-

site. 

b. Record what happened to the rest of the material. 

c. Recycled.  

d. Reused. 

i. Manifest Properly (DEC, DHWC, or RWPE). 

11. Open Burning. 

a. Obtain a copy of the permit. 

b. Is the smoke causing a hazard? 

c. Is the burning at the correct time?  

d. Is an air curtain used? 

e. Are there any fire hazards? 

12. Proper disposal of concrete waste. 

a. Three-foot cover on-top. 

b. Eight-foot cover on the sides. 

c. Core mixed with 30 percent soil. 

d. Is the fill stable? 

13. Contractor use of the right-of-way. 

a. Approval (DOP). 

b. All clearances. See No. 3 through 7 above. 

c. Fifty cents a cubic yard or free. 

d. Portable plant approval (DOP). 

14. Cross-section the site if required for payment. 

a. Wasting. 

b. Borrowing. 
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15. Ownerôs permission statement. 

a. Material not the Departments. 

b. ODOT not a part of the agreement. 

c. ODOT held harmless. 

16. Restoration. 

a. Temporary BMP removal. 

b. Site clean-up. 

c. Final acceptance. 
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108 Prosecution and Progress 

The purpose of this section is to discuss tools available to the Department for use in 

tracking the Contractor's progress and timely completion of the project. 

Following the signing of a contract for a construction project, the District will contact 

the Contractor and schedule a Preconstruction Meeting. On or about the time, a 

Preconstruction Meeting is scheduled, an Engineer will be chosen by the Department for 

that project. 

 Once the Engineer is chosen, it is the responsibility of that individual or team to review 

all of the project documents and terms of the contract prior to the Preconstruction 

Meeting. Special attention must be paid to the following items: 

¶ Plan Notes. 

¶ Completion date. 

¶ Interim completion dates. 

¶ Special uses of "As per Plan" reference items. 

¶ Proposal notes and supplemental specifications. 

¶ Phasing requirements. 

¶ Special provisions. 

¶ Addenda. 

A check of the status of utility relocation (must be performed immediately as to avoid 

delays to the start of the project). 

108.03 Partnering 

The purpose of Partnering is to develop a proactive effort and spirit of trust, respect, and 

cooperation among all stakeholders in a project.  Project personnel are to adopt the 

Partnering concepts on each project.  Self-facilitated Partnering is the standard on all 

Projects and is to be performed by the Engineer and Contractor.  Once the contract is 

awarded, the DCA, or designee will initiate Partnering activities by discussing with the 

Contractor how Partnering will be implemented on the Project. At this stage, the DCA, 

the Engineer, and Contractor will identify and define major issues and project concerns 

and share relevant information to help determine the scope of the partnering efforts and 

to establish the agenda for the Preconstruction Meeting.   Partnering will be an important 

part of the Preconstruction Meeting and shall have its own agenda with specific time set 

aside to develop the necessary partnering protocols. 

 
108.02.A Preconstruction Meeting 

The Contractor will contact the District to schedule a preconstruction meeting following 

the signing of a contract and before beginning work. The purpose of the Preconstruction 

Meeting is to review the various items of work as set forth in the detailed construction 

plans, bid proposal, specifications, and the Contractor's work schedule and to establish 

the Partnering relationship among project personnel. Those items to be discussed are the 

necessary utility adjustments, availability of right-of-way, maintenance of traffic, and the 

Department's responsibility for the interrelated activities so that all concerned might have 
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a better understanding of the problems involved and thus be able to coordinate the 

project. 

The rationale of employing a thorough Preconstruction Meeting is pervasive as regards 

claim avoidance in that it seeks to uncover problems at a time when there is the greatest 

flexibility available for their solution and with the least disruption to the project. It is 

designed to create, for all parties, an overview of the conduct of the work and flush out 

any misconceptions or erroneous assumptions.  By including Partnering as an important 

piece of the Preconstruction Meeting, the environment of open communication, trust, and 

cooperation necessary for effective and efficient contract performance is established.   

Understandings reached at meetings of this nature have resulted in improved relations 

and coordination of interrelated activities by all concerned. 

The Preconstruction Meeting really is the place to establish communication, voice and 

discuss intentions, discuss concerns, and lay out the road map and rules for the conduct 

of the project. 

A preliminary study of the project shall be made in advance of the meeting in order that 

the pertinent problems involved are known.  Also, prior to the meeting, the DCA shall 

coordinate with the Contractor to determine whether the Initial Partnering Session will 

be a component of the Preconstruction Meeting or held as a separate session. 

After the Contractor has contacted the District Construction Administrator about setting 

up the Preconstruction Meeting, both parties shall invite all important stakeholders to the 

Preconstruction Meeting, including but not limited to: 

¶ Subcontractors. 

¶ Key suppliers. 

¶ State personnel, including the Engineer and staff, Utilities Coordinator, EEO 

Coordinator, Design Engineer, Traffic Engineer, Test Engineer, Public 

Information Office, County Manager, District Environmental Coordinator, and 

all parties involved with the preparation of the plans. 

¶ Utility companies with facilities located within the right-of-way, including all 

railroads and local park boards. 

¶ Maintaining agency. 

¶ Regional Transit Authority. 

¶ Parties funding project including FHWA/County/Local. 

At the Preconstruction Meeting, the Project Engineer must obtain a list of contacts for all 

parties involved with the project. This list will be useful in the future for timely resolution 

of problems which surface during the project construction. These contacts should also be 

invited to attend the progress meetings held on-site once the project begins. 

Ensure that required items listed in C&MS 108.02, which the contractor needs for the 

Preconstruction Meetings, are obtained and reviewed in addition to the items below: 

¶ List of haul roads. 

¶ Executed contractor signature authorization form (CA-D-10). 

An agenda should be used at every Preconstruction Meeting.  It is recommended that the 

standard Preconstruction Meeting Agenda/Minutes form be utilized and formatted as 

needed for each project.  The checklist below represents the more common items that 

should be included in the agenda. 
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Review of planned project work: 

¶ Right-of-way issues. 

¶ Utility relocations. 

¶ Railroad coordination, including any agreements between the Contractor and 

a railroad.      

¶ Any pending change orders or contemplated extra work. 

 Information from the Contractor: 

¶ State, in general, work procedures, type of equipment to be used, and the 

number of working shifts to be used.  

¶ State the haul roads (C&MS Section l05.l3) and waste and borrow areas 

(C&MS Section l05.16) to be used. 

¶ Submit documentation itemizing the payroll taxes that the project will incur 

under C&MS l09.04.A and 109.05.C.2 if extra work is added to the project. 

¶ Submit documentation stating the method of paying fringe benefits to workers 

required by prevailing wage law. 

¶ Requests for clarification of any questionable aspects of the contract or project 

site conditions.  

Documentation of the Preconstruction Meeting: 

¶ A list of meeting attendees and their affiliation. 

¶ Written minutes using Preconstruction Meeting Agenda/Minutes.  

¶ A tape recording of the conference can be used as a back-up.  

¶ Record the date of the Preconstruction Meeting in SiteManager Key 

Dates/Critical Dates screen. 

Preconstruction Meeting EEO /DBE /Prevailing Wage Requirements  

The District Contractor Compliance Officer (CCO) or a designee is expected to attend 

all pre-construction meetings regarding the status of the project.  The District CCO or a 

designee should obtain a copy of the sign-in sheet from each meeting for documentation 

of attendance. 

Pre-Construction Meetings are the first contact ODOT has with the contractor with 

respect to a specific project.  They are held prior to the beginning of a construction 

project, and are attended by a representative of the prime contractor, representatives of 

ODOT (usually an engineer), CCO for DBE/Prevailing Wage, Right-of-Way, Project 

Personnel, any interested landowners, utility companies, and subcontractors.  During this 

meeting all expectations of the contractor are discussed along with any special issues 

concerning the project. 

It is important during this meeting to direct the contractor to the wage rate link in the 

proposal, all the requirements of payroll submittal and the bulletin board on the project, 

as well as informing the contractor that Prevailing Wage and Commercially Useful 

Function interviews will be taking place at the project site. Also, it must be documented 

that this information was given to the contractor in the form of a packet in the meeting 

minutes. 

The following items must be included in the preconstruction packet: 

¶ Statement of Compliance Form 
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¶ All applicable posters 

¶ Prevailing Wage Guidelines 

¶ Blank Federal/State Payrolls 

¶ Blank C-92 (optional) 

¶ The posters and wages from the proposal.  The contractor is responsible for 

inserting the company EEO Policy and name and phone number of the EEO 

officer. 

¶ A summary of the DBE requirements as outlined in the contract. 

¶ Contractorôs guideline for participation in the ODOT OJT Program. 

CCOs will advise the prime contractor at the Pre-Construction Meeting to maintain and 

make available to ODOT, when so requested, records substantiating the performance of 

a CUF by a DBE contractor and supplier as part of the contractorôs compliance.  

Contractor records, which may be reviewed to substantiate CUF, include, but are not 

limited to: 

¶ Contracts, subcontracts, or rental agreements 

¶ Delivery tickets 

¶ Invoices 

¶ Bills of Lading 

¶ Lease agreements 

¶ Hauling tickets 

¶ Contractorôs daily trucking records 

¶ Canceled checks 

¶ Bank records 

¶ Equipment titles of ownership 

¶ Material/supply agreements  

¶ Payroll records 

The District Contractor Compliance Officers (CCOs) must monitor the progress of the 

project for Prevailing Wage Compliance and DBE participation. Use of the CRL system 

will assist in identifying the DBEs affirmed for each project.  The monitoring effort is 

accomplished in conjunction with the Project Field Engineers, Project Managers, and 

Highway Technicians, who have daily contact with the contractor and subcontractors, 

monitoring monthly payments, completing one CUF Form per DBE subcontractor and 

Prevailing Wage (PW) Interview Forms - (if necessary) on the prime and subcontractor 

employees,  and observations by the Project personnel, recorded on Daily Work Reports.  

The CCOs will be able to determine if the prime is utilizing an identified DBE and if the 

DBE subcontractor is providing a CUF as required by 49 CFR, Subtitle A, Part 26.55, 

while comparing the forms to the Certified Payroll and Daily Work Reports.  If red flag 

problems are identified, the Construction Project Personnel shall notify the Contractor 

Compliance Officer for further disposition and review. 

Bulletin Board 

ODOT is required to ensure that the Project Bulletin Boards are placed on the project site 

and are in a location easily accessible to both the contractor employees and the general 

public.  For mobile operations (i.e. guardrail, line striping, crack sealing), the bulletin 

board information may be kept on the outside of the foremanôs vehicle, not inside the 

cab, and/or the staging area provided that the general public and all employees have safe, 

easy access to the material. 
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The following resources are available on the Division of Opportunity, Diversity and 

Inclusion website here: 

www.dot.state.oh.us/divisions/odi/ 

¶ Commercially Useful Function Form 

¶ Prevailing Wage Interview Form 

¶ State Contractor Compliance Summary Requirements  

¶ State Poster Checklist 

¶ State Preconstruction Checklist 

¶ Federal Poster 

¶ Federal Preconstruction Checklist 

 

108.02.B Initial Partnering Session 

The DCA or designee, the Engineer, and the Contractor will jointly conduct the 

Partnering meeting.  The meeting will cover administrative requirements.  Document the 

meeting minutes on the Initial Partnering Session Agenda/Minutes form. The Engineer 

and the Contractor should review the list of stakeholders and send an invitation to all 

stakeholders involved in the project.  At this session, all parties should: 

¶ Discuss and obtain agreement on the meaning of any ambiguities identified in 

the contract documents include the proposal, any special provisions, and any 

general plan notes.  

¶ Establishment of an RFI process, specifically to whom an RFI must be 

addressed, acceptable format (letter, e-mail), and standard response time. 

¶ Empower the district staff to quickly resolve issues in steps l or 2 of the Dispute 

Resolution and Administrative Claims Process.                                                                                                  

¶ Review the chains of commands of the Department and Contractor. 

¶ Obtain understanding and agreement that ignoring an issue or making no 

decision is not acceptable. 

¶ Individuals are not expected to make a decision with which they are 

uncomfortable, but should escalate upward in the dispute resolution process. 

¶ Both parties should agree to finalize-as-you-go. 

¶ Obtain contact information for all stakeholders. 

Distribute the meeting minutes to all stakeholders for review and commitment to the 

plans developed. 

 
PN 111 Facilitated Partnering 

Proposal Note 111 sets forth the requirements and compensation for Facilitated 

Partnering.  Facilitated Partnering is used on select projects that are typically over $5 

million, complex in nature, project duration over a year, a high diversity of stakeholders, 

pubic involvement, coordination issues, and a high extent of utility and railroad 

involvement. 

With input from the Engineer, select a partnering facilitator from the ODOT prequalified 

list located on the Division of Construction Managementôs Partnering website. Ensure 

the Facilitator teaches all partnering sessions according to the Departmentôs Partnering 

Facilitator Standards and Expectations manual. 

http://www.dot.state.oh.us/divisions/odi/
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Payment 

¶ A Special Item, Lump Sum, will be furnished in the Proposal to pay for the 

services of the facilitator. 

¶ Submission for Compensation. The facilitator shall submit to the Contractor 

actual invoice costs. 

¶ Facilitator Compensation. After a review and verification by the Contractor 

and Department of the facilitatorôs submission for compensation, the 

Contractor shall pay the facilitator the fees earned. 

¶ Contractor Reimbursement. The Department and the Contractor shall bear the 

costs and expenses of the facilitator and venue equally. 

¶ The facilitator chosen by the Department and the Contractor shall be 

compensated at a maximum rate of $3,500 for the Initial Partnering Session.  

¶ The facilitator shall be compensated at a rate maximum rate of $1,500 for the 

Partnering Update Sessions. 

¶ If the Departmentôs costs of the Facilitated Partnering item exceed the fixed 

amount, the Department will continue to pay its share of the actual invoice 

costs of the item by processing a change order. 

Specific attention should be paid to coordinating the Partnering Specifications in C&MS 

108.02, Dispute Review Board (PN 108), and/or the Dispute Review Advisor (PN 109) 

processes in order to maximize the effectiveness of the Partnering efforts. 

 

108.02.C Progress Meeting 

Progress meetings are very productive tools for enhancing communication, discussing 

issues, and solving problems, thus, furthering progress on the project. The Engineer must 

invite the appropriate personnel to attend the progress meetings. The status of the project 

must be discussed with the Contractor.  Before the progress meetings, the Engineer 

should prepare an agenda.  An agenda should cover all items pertinent to the success of 

the project and be similar in format to the standard Progress Meeting Agenda/Minutes 

form. Agenda items to be considered include: 

¶ The Partnering relationship on the project. 

¶ The progress towards the goals established in the Preconstruction Meeting. 

¶ Report any issues that have been discovered on the project and how resolution 

has been approached, including timing with respect to the raising and 

consideration of the claims at all levels. 

¶ Report the implementation plans for risk mitigation and opportunity 

enhancement. 

¶ Identify additional risks and opportunities. 

¶ Develop any additional, necessary strategies to improve project performance. 

Report all findings in the project minutes with copies sent to the senior personnel team 

for the review.   

 
108.02.D Post-Milestone Meeting 

Contemplate holding a Post-milestone Meeting as a separate meeting on any multi-year, 

multi-phase project or projects with critical items of work or milestone dates.  Review 
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the schedule with the Contractor and determine whether or not a Post-Milestone Meeting 

should be held separately from a regularly scheduled Progress Meeting.  In cases where 

Post-Milestone Meetings are held, coordinate with the Contractor to develop an agenda 

and consider reviewing the goals set forth at the Initial Partnering Session.  Review the 

stakeholders list for the project to and consider inviting all parties.  

 

108.02.E Partnering Monitoring 

Consistently monitor the progress of the Partnering Relationship based on the goals 

decided during the Initial Partnering Session.  Determine whether to use the standard 

survey available online through the Division of Construction Managementôs Partnering 

website or to develop a different measure. The standard survey title, ñPartnering 

Monitoring Survey,ò can be found at the following link: 

http://www.surveymonkey.com/s/ODOT_Partnering_Monitoring_Survey 

When project personnel choose to utilize the standard survey, the Engineer should 

coordinate with the Central Office Partnering Coordinator to ensure the results are 

distributed for review at the Progress Meetings. 

 
108.02.F Mitigation and Notice 

As issues arise throughout the course of the work, all parties have the shared contractual 

and legal requirement to mitigate the issue, whether caused by the Department, 

Contractor, third-party, or intervening event. 

Most construction contracts, including ODOTôs, include a requirement for the Contractor 

to provide prompt notice of circumstances that may require a revision to the contract 

documents. This notice of the existence of a potential change to the contract is required 

before the Contractor begins any changed or extra work. Failure to give prompt notice 

could defeat an otherwise properly documented claim. 

The purpose of requiring early notice is so the owner has the option of proceeding with 

the work, redesigning the work, and/or otherwise reducing the effect of a claimed event. 

Early notice allows the owner the opportunity to begin keeping careful and specific 

records of the Contractorôs activities, manpower, equipment, and materials which are 

related to the claim. 

 
108.02.G Dispute Resolution and Administrative 
Claims Process 

General 

ODOT, by the nature, volume, and complexity of the work which it does, is subject to 

claims by Contractors who perform the work. Documents that make up the contract 

consist of the proposal, specifications, and the plans, which together are referred to as 

the stated terms.  There are certain terms which are not stated in the contract documents. 

These are known as implied terms. For instance, there is an implied warranty that the 

plans and specifications are free from defects, and unless otherwise stated, there will be 

http://www.surveymonkey.com/s/ODOT_Partnering_Monitoring_Survey
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safe and continuous access to all areas within the project's boundaries. Claims arise from 

both stated and implied terms. 

Issues, Disputes, and Claims 

The words issue, dispute, and claim are often used interchangeably, but the words, as 

used in ODOT contract language, do have different meanings. An issue is defined as a 

vital or unsettled matter, which arises during the course of the work and can be caused 

by the Department, Contractor, third-party entity, or some other intervening 

circumstance.   A reasonable attempt must be made to resolve all issues according to all 

legal and contractual requirements.  An issue rises to the level of a dispute when all 

efforts to mitigate have led to each party having a difference of opinion on the matter.   

A dispute is a disagreement and/or a difference of opinion between ODOT personnel and 

the Contractor. A dispute  matures into a claim when an issue in dispute cannot be 

resolved at the Project or District level. A dispute officially becomes a claim when the 

Contractor files a Notice of Intent to File a Claim or a Notice of Intent to Appeal to the 

Dispute Review Board. At this time, the Contractor will be asked to certify the claim. 

The Contractor must certify under oath, by signing in front of a notary, that the claim is 

made in good faith, is accurate and complete, and represents the actual costs incurred 

both in time and money. 

On Federal Oversight projects, once the dispute becomes a claim, ODOT is responsible 

for providing all subsequent documentation involving that claim to the Federal Highway 

Administration. The Departmentôs Claims Coordinator is responsible for these 

submittals. 

Who Can File a Claim? 

The only entity that can assert a claim against the Department is the Prime Contractor.  

If the project is being performed by a joint venture, then only the joint venture can assert 

a claim.  Do not discuss a dispute with a subcontractor without having the Contractorôs 

responsible representative present. 

Elements of a Claim 

Every claim has two distinct elements:  

¶ Entitlement is the theory under which the Contractor asserts the claim. 

Examples include differing site conditions, conflict between plans and 

specifications, delays, etc. 

¶ Damages are the monetary and/or time impacts incurred by the Contractor, 

which are a direct result of the claim event. 

Types of Claims 

Certain types of disputes by their nature are those which are most likely to result in a 

claim. The most common claims deal with: 

¶ Interpretation of contract documents (102.05, 102.07, 104.01, 105.01, 105.04). 

¶ Differing site conditions (102.05, 102.07, 104.02.B). 

¶ Extra work (104.02.F, 109.05). 

¶ Repair of defective work/material (105.01, 105.03, 105.10, 105.11, 106.07, 

107.15). 
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¶ Suspension of work/failure to continue work (104.02.C, 104.02.G.3, 108.05, 

108.08). 

¶ Acceleration (109.06). 

¶ Significant changes in the character of the work (104.02.D, 104.02.E). 

¶ Interference by/cooperation with third-party (105.07, 105.08, 107, 108.04). 

¶ Inspection (over/under) (105.01, 105.03, 105.09, 105.10, 105.11, 106.03, 

106.07, 109.12). 

¶ Inefficiencies (109.07). 

¶ Quantity variations (102.04, 109.01, 109.04). 

¶ Delays (108.06, 109.05.D). 

Proof of Claim 

The Contractor has the burden of proving both entitlement and damages. If the Contractor 

cannot prove entitlement, the claim must be denied. Likewise, if the Contractor proves 

entitlement, but cannot prove that it incurred any cost and/or time impacts, the claim 

must be denied. 

Claim Cost Approaches 

Contractors utilize various approaches to present the damages associated with a claim. 

Below are the most common: 

¶ Total Cost: In this method the Contractor submits the total cost to perform the 

work. This method presupposes that there are no contractor inefficiencies or 

unanticipated contractor costs. ODOT rarely accepts this approach. 

¶ Modified Total Cost: In this method the Contractor submits his total cost to 

perform the work and then deducts an agreed upon contractor inefficiency. A 

little better than the total cost method, but still not ODOT friendly. 

¶ Force Account (Time and Materials) (109.05 C): Based on actual records and 

actual contractor costs. Cumbersome to assemble and check, but has a certain 

essential fairness built in. Mark-ups and determination of costs defined in the 

specifications. 

¶ Measure Mile: Force Account records are kept for a specified length of time 

and the cost is calculated. This production rate and cost is then assumed 

constant throughout the rest of the work. Applicable only when a large quantity 

of similar extra work is to be done for an extended period of time. 

¶ Agreed Unit Price/Agreed Lump Sum (109.04 B): Uses unit prices agreed upon 

by the Contractor and ODOT. Good for ODOT since ODOT has large amounts 

of data concerning unit prices. The Office of Estimating is available to provide 

expertise on work items not available in database. 

Analyzing a Claim 

The following step-by-step process should be used to analyze a claim. 

¶ Did the Contractor give the required Early Written Notice (108.02.F)? 

ENTITLEMENT: 

¶ What is the Contractorôs theory of entitlement? 

¶ What do the contract documents say? 

¶ Determine the actual sequence of events giving rise to the claim. 

¶ Identify each specific claim issue.  
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¶ What is the position of both sides on each issue? 

¶ If delay related: 

o Did the claim circumstance delay work on the critical path 

(108.06.A)? 

o Is it an excusable or non-excusable delay (108.06.B through 

108.06E)? 

o Is it a compensable or non-compensable delay (108.06.B through 

108.06.E)? 

o Were any of the delays concurrent (108.06.F)? 

DAMAGES: 

¶ Has the Contractor proven the damages directly relate to the issue being 

claimed? 

¶ Do ODOT records agree with the Contractorôs submitted documentation? 

¶ Does the Contractorôs cost submittal meet the guidelines for extra work 

(109.05)? 

¶ Are the damages reasonably in line with industry standard costs for the same 

work? If not, is there a reason why? 

¶ Did the Contractor mitigate the monetary and time damages? 

Importance of Project Documentation 

It is impossible to overemphasize the need for consistent, complete, and accurate project 

documentation. Contemporaneous records, documents written at the time of the event, 

normally carry more weight in claims decision-making than records written up at the 

time the claim is submitted for analysis. Project documentation must be clear and legible, 

written in real time, be a regular practice, and be sufficiently detailed to describe the 

writerôs thoughts. Examples of project documentation that are routinely used to support 

a claim position include pre-bid, pre-construction, and progress meeting minutes; daily 

diaries; force account records; idle equipment records; correspondence, including e-

mails; RFIôs; transmittals/submittals; project schedule and changes; phone 

conversations; and photos and videos.  

Claim Avoidance 

Claim avoidance, at its most basic level, is accomplished by removing or lessening the 

factors which contribute to claims. Discussed below are some of the methods used by the 

Department: 

¶ Prequalification and post project assessment of contractors: 

o Qualified, capable contractors with the resources (i.e., qualified 

superintendents, capacity to maintain schedule, quality work) to 

undertake a project can lessen the factors which lead to claims. 

¶ Constructability Review: The Department has instituted Constructability 

Reviews which occur at the District level. The review team is generally 

designated by the DCA. The review team will:  

o Review general notes and special provisions. 

o Review plans. 

o Personnel should walk the project paying particular attention to: 

Á Right of way encroachment or obstructions. 

Á Utilities. 

Á Drainage. 
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Á Pavement or bridge condition (i.e., heaving, cracking, 

deterioration). 

Á Sediment and erosion problems and other geological 

features. 

Á Stream and stream diversions. 

Á Railings and signs. 

Á Joint conditions. 

Á Impact on signals. 

Á Quantities. 

o Listen to operations personnel. They know existing problems. 

o Look for the obvious discrepancies in location, missing information, 

obstructions, conditions, or quantities. 

¶ Change Order Review: At the time a change order is written, its creator is 

required to choose a reason code for each reference item included on that 

change order. If the chosen reason code is (Plan) Error or Omission, the change 

order is targeted for review by the Departmentôs Change Order Review Team. 

This team reviews these change orders for recurring problems, recommends 

steps for correction, and provides this information to the District Planning and 

Engineering Office. This team also identifies changes caused by plan errors or 

omissions on which ODOT may pursue compensation for the cost of the 

required change from the designer of the plan. 

¶ Claims Tracking: Disputes and claims are studied by ODOT, enabling 

clarification and/or correction of the contract documents in order to avoid 

future disputes and claims. 

Claims Management  

The Department takes a proactive approach which seeks to avoid disputes and claims. In 

the event disputes or claims do arise, orderly procedures are in place to assist with 

managing the claims. 

ODOTôs Dispute Resolution and Administrative Claims Process is a step-by-step 

sequence of events which occur following the Contractorôs Early Notice submittal 

described in C&MS 108.02.F. This notice is required when the Contractor discovers a 

circumstance that may require a revision to the contract documents or may result in a 

dispute. 

C&MS 108.02.G sets forth the details of each of the three steps of the Dispute Resolution 

and Administrative Claims Process. These three steps include On-Site Determination, 

District Dispute Resolution Committee, and Directorôs Claims Board. C&MS 108.02.G 

also sets forth specific submittal timeframes at each step which must be met by both the 

Contractor and ODOT personnel to move a dispute toward resolution. These timeframes 

are included as recognition that: (1) the Contractor deserves timely responses and (2) it 

is easier to resolve a dispute when the events are clear in everyoneôs mind rather than 

allowing an issue to remain until the finalization stages of a project.  

The Dispute Resolution and Administrative Claims Process (C&MS 108.02.G) is the 

default process and is included on all projects except those that use the Dispute Review 

Board Process (PN108) or utilize a Dispute Review Advisor (PN 109).  The applicable 

process must be followed by the Contractor in order to seek additional compensation or 

contract time. 
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Dispute Resolution Board Process (PN 108) 

The Dispute Resolution Board (DRB) Process is used on select projects that are typically 

over $20 million and/or of a highly technical nature.  Proposal Note 108 (PN 108) 

provides that a Dispute Resolution Board (DRB) be established prior to the start of 

construction of a project and exists through the life of that project. A DRB is comprised 

of three members, each with a minimum of 10 yearsô experience in construction, contract 

administration, and dispute resolution techniques. One member is chosen by the 

Contractor, one member is chosen by ODOT, and those two members choose the Chair 

of the Board. members.  

The DRB conducts quarterly meetings and is provided monthly progress meeting 

minutes, project schedule updates, and any other information it requests to keep up-to-

date on the progress of the project. The DRB may also conduct a hearing at the third step 

in the Dispute Resolution Board Process and provide recommendations to the Director 

of ODOT as to the disposition of that claim. 

PN 108 sets forth the details of each of the three steps of the Dispute Resolution Board 

Process. These three steps include On-Site Determination, District Dispute Resolution 

Committee, and the Dispute Resolution Board. PN 108 sets forth specific submittal 

timeframes at each step which must be met by both the Contractor and ODOT personnel 

to move a dispute toward resolution.  

The DRB may also be asked by mutual agreement of both parties to render an Advisory 

Opinion. An Advisory Opinion may be used to provide the parties with a preliminary 

assessment of the merits of each partyôs position in a dispute based upon the information 

presented. The process is meant to be expedient, primarily oral, and will not prejudice a 

future formal DRB hearing of the dispute.  

The expectations and responsibilities of the Contractor, ODOT and the DRB as well as 

the compensation of the DRB members are included in the Dispute Resolution Board 

Three Party Agreement. This contract is signed by ODOT, the Contractor, and all three 

DRB members prior to the first DRB quarterly meeting. 

Payment 

Á A Special Item, Lump Sum, and Dispute Resolution Board will be furnished 

in the Proposal to pay for the services of the DRB members.  

Á Monthly, the Chair shall submit to the Contractor the billable time and travel 

expenses for each board member. 

Á The Contractor will pay the DRB membersô invoices. The Contractor will then 

submit the paid invoices to the ODOT Project Engineer for reimbursement 

payment under the above referenced pay item. 

Á Under the Special Item described above, the Contractor will be reimbursed 100 

percent of the costs associated with the quarterly meetings. The Contractor and 

the Department will bear 50 percent of the costs associated with the 

development and issuance of Step 3 proceedings or advisory opinions. 

Á The ODOT Project Engineer will review each paid invoice. All billable time is 

to be at the rates agreed to in the Third Party Agreement and travel expenses, 

if applicable, are to be in accordance with Ohio Office of Budget and 

Managementôs Travel Policy. Any adjustments necessary should be made on 

the subsequent invoice. 
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Dispute Resolution Advisor (PN 109) 

A Dispute Resolution Advisor (DRA) is used on select projects whose contract value is 

between $5 million and $20 million.  Proposal Note 109 (PN 109) provides that a Dispute 

Resolution Advisor (DRA) be established prior to the start of construction of a project 

and exists through the life of that project. A DRA is an individual with a minimum of 10 

yearsô experience in construction, contract administration, and dispute resolution 

techniques. The DRA is chosen based on the guidelines set forth in PN 109. 

The DRA conducts quarterly meetings and is provided monthly progress meeting 

minutes, project schedule updates, and any other information it requests to keep up-to-

date on the progress of the project. The DRA may also conduct a hearing at the third step 

in the Dispute Resolution Advisor Process and provide recommendations to the Director 

of ODOT as to the disposition of that claim. 

PN 109 sets forth the details of each of the three steps of the Dispute Resolution Advisor 

Process. These three steps include: On-Site Determination, District Dispute Resolution 

Committee and the Dispute Resolution Advisor. PN 109 sets forth specific submittal 

timeframes at each step which must be met by both the Contractor and ODOT personnel 

to move a dispute toward resolution.  

The DRA may also be asked by mutual agreement of both parties to render an Advisory 

Opinion.  An Advisory Opinion may be used to provide the parties with a preliminary 

assessment of the merits of each partyôs position in a dispute based upon the information 

presented. The process is meant to be expedient, primarily oral, and will not prejudice a 

future formal DRA hearing of the dispute.  

The expectations and responsibilities of the Contractor, ODOT, and the DRA as well as 

the compensation of the DRA are included in the Dispute Resolution Advisor Three Party 

Agreement. This contract is signed by ODOT, the Contractor, and the DRA prior to the 

first DRA quarterly meeting. 

Payment 

Á A Special Item, Lump Sum, and Dispute Resolution Advisor will be furnished 

in the Proposal to pay for the services of the DRA.  

Á Monthly, the Chair shall submit to the Contractor the billable time and travel 

expenses for each board member. 

Á The Contractor will pay the DRAôs invoices. The Contractor will then submit 

the paid invoices to the ODOT Project Engineer for reimbursement payment 

under the above referenced pay item. 

Á Under the Special Item described above, the Contractor will be reimbursed 100 

percent of the costs associated with the quarterly meetings.  The Contractor 

and the Department will bear 50 percent of the costs associated with the 

development and issuance of Step 3 proceedings or advisory opinions. 

Á The ODOT Project Engineer will review each paid invoices. All billable time 

is to be at the rates agreed to in the Third Party Agreement and travel expenses, 

if applicable, are to be in accordance with Ohio Office of Budget and 

Managementôs Travel Policy. Any adjustments necessary should be made on 

the subsequent invoice. 
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108.02.H Post Construction Meeting 

Hold a Post-Construction Meeting prior to project finalization.  Invite the design agency 

or any stakeholders necessary for the success of the meeting.  Partnering shall be included 

as an agenda item.  Use the standard Post Construction Meeting Agenda/Minutes form 

(CA-G-4) to document the meeting.  

 
108.05.I Partnering Close-Out Survey 

At least one representative each from the Contractor and ODOT should complete a 

Partnering Close-Out Survey at the conclusion of the project.  Use the standard survey 

available online through the Division of Construction Managementôs Partnering website. 

The standard survey title, ñPartnering Close-Out Survey,ò can be found at the following 

link: 

http://www.surveymonkey.com/s/ODOT_Partnering_CloseOut_Survey 

108.03.A Progress Schedule 

The Contractor must submit a progress schedule, pursuant to C&MS 108.03. This 

schedule must show the Contractor's plan to carry out the work, the dates which the 

Contractor and subcontractor will start the critical work, including the procurement of 

materials and equipment, ordering special manufactured articles, working drawings, and 

the planned dates of critical project milestones. 

A bar chart schedule is the default schedule required for all projects. More complex 

project may require the Contractor to use the Critical Path Method (CPM) progress 

schedule as specified by Proposal Note 107.  

The progress schedule must be reviewed and accepted by the District Construction 

Administrator. The Project Engineer will review the schedule and forward his comments 

to the District Construction Administrator. The following items are to be used in 

determining an acceptable schedule: 

¶ All major items of work must be included in the schedule. 

¶ Completion of the entire project must follow contract requirements. 

¶ Duration of activities must be reasonable. 

¶ Sequence of operations must be logical. 

¶ Schedule must be arranged per plan phases if required. 

¶ Schedule must include special provisions in the contract, including completion 

dates. 

¶ Special material requirements of the plans must be included. 

The progress schedule is the responsibility of the Contractor. If the schedule does not 

make sense or is illogical, the District must ask for clarification. A revision of the details 

in question is required prior to acceptance. 

 

http://www.surveymonkey.com/s/ODOT_Partnering_CloseOut_Survey
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Checklist for Reviewing and Accepting the 
Contractor's Schedule 

¶ Is the project identified? 

¶ Does the schedule graphically depict the work? 

¶ Is there sufficient detail to truly describe the work? 

¶ Are the sequences and activity durations reasonable? 

¶ Are critical deliveries shown? 

¶ Is there consideration for winter months? 

¶ Are special ODOT requirements from plan notes or special provisions 

accounted for? 

¶ Does the schedule fit within the duration allowed by contract? 

¶ Are there clear relationships shown between activities? 

 The progress schedule is the main tool with which the owner can monitor the progress 

of the contract and determine at an instant the status of work. It is, therefore, very 

important that the Project Engineer accurately review the schedule before acceptance. 

Monitoring the progress schedule is very important in determining "fault" or 

responsibility for project delays. C&MS 108.06 allows the director to grant requests for 

an extension of time if the work was delayed. Guidelines for the review and acceptance 

of the bar chart schedule are specified in C&MS 108.03.  Guidelines for the review and 

acceptance of Critical Path Method Progress Schedules are specified in Proposal Note 

107. 

 
Schedule Updates 

There are several tools for monitoring the status of a project. The main tool, as stated 

above, is the monitoring of the progress schedule. The progress schedule must be 

reviewed at regular intervals with the Contractor at the project level by the Engineer and 

at the following times: 

¶ The start of the project to detect if the Contractor began as scheduled. 

¶ Every two weeks on larger more complex projects, monthly on smaller less 

complex projects. 

¶ Following the completion of a major item of work. 

¶ Following the completion of a phase or sub-phase of work. 

Before, during, and after any type of delay to determine whether or not the 

delay was owner caused, contractor caused, or concurrent. 

Results of this review must be included in the Daily Work Report. The diary entry must 

list the reasons the Contractor cannot proceed with certain portions of the work. Accuracy 

and details in the Daily Work Report concerning delays will protect the Department 

against the successful prosecution of many claims. 

108.06 Determination of a Time Extension 

The Department may grant a time extension for excusable delays. The Contractor must 

make a written request giving details which will justify the granting of the request for 
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this extra time. Methods to analyze requests for time extensions are explained in detail 

in C&MS 108.06 and Standard Procedure listed below. 

It is more important than ever that the Contractor submit the request for a time extension 

in the following time frame: 

¶ Requests for an extension of time due to weather or seasonal conditions shall 

be submitted in writing to the Engineer at the end of each month. 

¶ Requests for extensions other than for weather and seasonal conditions shall 

be submitted in writing to the Engineer within 30 days following the 

termination of the delay and prior to the expiration of the extended contract 

date. 

Extensions of time are processed as change orders by the District. 

 
Procedure to Analyze a Request for Time 
Extension  

The following procedures are to be used in the preparation and approval of a time 

extension:   

Evaluation of a Contractorôs Request for Time Extension 

The District shall evaluate and process all requests for postponement of an interim 

completion date or a contract completion date within 30 days of receipt of the 

Contractorôs written request.  Perform the evaluation consistent with contract progress 

schedule requirements for the project using appropriate analysis principles and 

techniques.  If the request is approved, immediately process a change order in accordance 

with this procedure and the Standard Procedure for Processing Change Orders.  If the 

request is denied, immediately notify the Contractor in accordance with Section III of 

this procedure.   

Processing of an Approved Contractorôs Request for Time Extension 

Prepare a Regular Work Change Order to postpone an interim completion date or a 

contract completion date.  The ñExplanation of Necessityò shall include one of the 

following statements: 

1.  The Contractor experienced an excusable, non-compensable delay due to 

weather as determined in accordance with C&MS 108.06.C. The revised 

(interim/contract) completion date is ______________. 

2.  The Contractor experienced an excusable, non-compensable delay due to 

(insert reason) as determined in accordance with C&MS 108.06.B. The revised 

(interim/contract) completion date is ______________. 

3.  The Contractor experienced an excusable, compensable delay due to (insert 

reason) as determined in accordance with C&MS 108.06.D. The revised 

(interim/contract) completion date is ______________. The allowable delay 

costs will be calculated in accordance with C&MS 109.05.D and processed on 

a subsequent change order. 
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4.  The Contractor submitted and the Department has accepted an Early 

Completion Schedules in accordance with C&MS 108.02.B.  The revised 

contract completion date is ______________. 

Attach to the change order copies of analysis and progress schedules with support 

documentation or other justification substantiating the duration of the revision to the 

interim/contract completion date. 

Once the change order amending the interim/contract completion date has been 

approved, the District Construction Office shall enter the amendment into SiteManager. 

Processing of a Denied Contractorôs Request for Time Extension 

The following procedure shall be followed when a requested time extension is not 

granted: 

The District will notify the Contractor in writing, stating reasons for denial.  In the event 

a recovery schedule is warranted, the District will request that the Contractor submit a 

detailed plan to finish that will show completion by the current contract completion date. 

 If the Contractor disagrees with the denial of its request for time extension, the 

Contractor may pursue a remedy through the Departmentôs Dispute Resolution and 

Administrative Claim Process.  

 
Behind Schedule  

In the event that a request for an extension of time is not justified by the District and/or 

the Contractor falls behind schedule due to their fault or lack of responsibility, the 

Contractor may need to submit a recovery schedule. 

When the progress differs appreciably from the original schedule (more than 14 calendar 

days), a revised schedule must be requested by the Department. A letter from the District 

Construction Administrator to the Contractor must be written to request a revised 

schedule and reasons for the delays. Once a new schedule is submitted and the reasons 

for delay are given by the Contractor, the Engineer must review the Daily Work Report 

to determine the accuracy of these delays. If delays are due to poor or inexperienced 

workmen, C&MS 108.05 allows for removal of unskilled workmen from the project. If 

the delays claimed are caused by the Contractor, the revised schedule must show 

finishing by the original completion date and the method for recovery must be included. 

The methods of monitoring a progress schedule are as follows: 

¶ Percentage of completion by dollars paid to the Contractor. 

¶ Examination of actual start and finish dates of line items. 

Judgment must be used when reviewing the progress schedule. It may be possible that 

the dollars paid to the Contractor do not truly reflect the progress on the project. These 

issues must be discussed with the Contractor. A good time to do this is usually during 

the progress meetings when all parties involved with the project are present. 
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108.06 Delays 

Delays may be associated with some of the claims listed above and may require careful 

analysis to determine who is responsible for the delay. It is important to keep the 

following principles in mind when evaluating a delay claim: 

The Contractor must demonstrate that the delay was critical. It must be shown that the 

delay in question affected the overall project schedule and was a controlling operation 

with respect to project completion. 

Excusable Delays (108.06.B) are those delays, which are unforeseeable, beyond the 

control of the Contractor. Excusable Delays may be either compensable or non-

compensable. 

Excusable/Compensable (108.06.D) these are delays caused by the owner.  

Examples include lack of site access, late shop drawing approval, redesign, etc. 

Excusable/Non Compensable (108.06.B) these are delays caused by third 

parties outside the Contractors' control. Examples include area wide labor 

disputes, floods, transportation industry delays, fire, vandalism, etc.  

Non-Excusable (108.06.E) Non-Excusable delays are always non-compensable. 

These delays are caused by the Contractor or under his control. Examples are 

subcontractor delays, late mobilization, production takes longer than scheduled, 

equipment breakdowns etc. 

Very often delays can occur from various sources at the same time. These are called 

Concurrent Delays (108.06.F). An ODOT caused compensable delay occurring at the 

same time as an excusable delay, which is non-compensable, should result in a time 

extension, but no recovery of costs. An ODOT caused delay occurring at the same time 

as a contractor caused delay should result in a time extension, but no recovery of costs. 

Both cases relieve the Contractor from liquidated damages for the time in question. 

The Contractor is entitled to plan and pursue the work in order to finish ahead of the 

contract completion date (108.02.B.2). If ODOT delays the Contractor, the Contractor 

may be entitled to impact costs. 

 
108.06.A Duty to Mitigate Delays 

The Contractor and the Department must make a reasonable effort to mitigate damages 

resulting from a claim event, whether caused by the Department, Contractor, third party, 

or intervening event. Mitigation might include re-sequencing work activities, 

acceleration, continuing work through a planned shutdown period, etc. The Contractor 

may be entitled to recover the costs of mitigation. Prior to implementing a change of any 

kind, the Contractor and the Department must have agreed on the method of 

compensation and time responsibilities in writing. 
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108.07 Waiver of Liquidated Damages 

If the Contractor fails to complete the work by the contract completion date (original or 

revised), he must request permission of the Engineer to remain in control of the work. 

The Contractor must make this request in writing and may be required to provide a 

written plan for completion of the work. This requirement is described in Section 108.07 

of the C&MS, which includes a table of liquidated damages. 

Certain plan notes may require interim dates for phase completion and include special 

liquidated damages. Different methods of bidding may include special liquidated 

damages. 

Since the advent of SiteManager, the computer now deducts liquidated damages 

automatically from the estimates until dates for completion are entered or the time 

extension/waiver is processed and entered into the system. 

 
Procedure to Waive Liquidated Damages 

This standard procedure allows a waiver of all or portions of liquidated damages that 

accrued after the work is substantially complete and the conditions in C&MS 108.07 

apply.  

1. The District shall evaluate and process all requests for waiver of liquidated 

damages within 30 days of receipt of the Contractorôs written request.  

2. Prepare a Form CA-D-21 for a waiver of liquidated damages.  The remarks 

section shall include the conditions in C&MS 108.07 that apply.  

3. The District Construction Office shall enter the waiver into SiteManager. 

4. Provide the Contractor with a copy of the completed Form CA-D-21. 
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108.08 Termination by Default 

Termination by default is explained in Section 108.08 of the C&MS. The Director has 

the right to terminate the project for the following reasons: 

¶ Contractor abandons, fails, or refuses to complete work. 

¶ Improperly performing the work. 

¶ Has not commenced work in a reasonable time or does not make reasonable 

progress. 

¶ Contractor goes out of business or files bankruptcy. 

Termination by default or cause is not an immediate event. This type of default requires 

a series of events to occur over a period of time, all of which must be documented by the 

Department. Progressive documentation must occur and extensive records must be kept 

to avoid any legal action against the Department.  

108.09 Termination for Convenience 

Termination by convenience is explained in Section 108.09 of the C&MS and allows the 

Department to terminate a contract at any time. Several projects involving huge plan 

errors have been terminated. This is done to give the Department time to revise the plans 

and to allow the project to be bid competitively, rather than perform all work on change 

orders on the existing project. 
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109 Method of Measurement and Payment 

This section is presented to provide information and guidelines for the proper method of 

measurement of completed items of work and the proper payment to the Contractor.  

In the administration of construction projects, it is the policy of the Department to provide 

the Contractor with prompt payment for all completed and accepted work.  After an item 

of work is completed, but before payment is made, a determination must be made based 

on the quantities of the various items of work performed. This will be the basis for final 

settlement between the Contractor and the Department.  It is the responsibility of the 

Engineer to ensure this determination of quantities is performed.  Likewise, the Project 

Inspector is responsible for making the detailed inspections necessary to measure, 

document, and turn in for payment the determined quantities. 

As promptly as everyone expects their paycheck, the Contractor is entitled to prompt and 

accurate payment for all completed and accepted items of work. As outlined in the Ohio 

Revised Code Sections 126.30 and 5525.19 and this manual, the Department has the 

obligation to pay for completed items of work promptly. This payment must be made to 

the Contractor within 30 days of the first estimate date after the completion of the work, 

except for additional quantities found during the finalization process.  Failure to meet the 

progressive payment time will result in interest being paid to the Contractor from monies 

deducted from the District's budget.  To ensure prompt payment, the measurement of 

quantities and the recording for payment must be performed on a daily basis as the items 

of work are completed. 

Project personnel are responsible for preparing documentation to support payment for 

work performed by the Contractor by measurement of completed and accepted quantities 

of work. This documentation serves two important purposes: 

¶ It provides validation that the quantity for payment has been determined in 

accordance with contract requirements (contract proposal, plans, 

specifications) with the necessary measurements, calculations, weight, etc. 

This is further detailed under the next section entitled, ñMethod of 

Measurement.ò 

¶ It also verifies that the work was done in close conformity (as defined in 

Section 101.03 of the C&MS) to the plans and specifications. 

  

http://codes.ohio.gov/orc/126.301
http://codes.ohio.gov/orc/5525.19
file:///C:/Zack/2008CMS/real%202008/100/100.htm%23a_101_03


109 

 

83 

 

109.05 Changes and Extra Work 

The purpose of this section is show how modifications are made to ODOT construction 

contracts by change order. We will discuss reasons for change orders, pricing, 

preparation and processing, and record keeping. 

ODOT contracts are unit price contracts using estimated quantities of work. Simply by 

the nature of this type of contract, change orders will occur if for no other reason than to 

adjust estimated quantities to the quantities of work actually performed. Change orders 

amend the contract by adding or deleting work, making reimbursement for additional 

costs incurred, making material substitutions, changing specifications, etc. 

The Director is empowered by Section 5525.14 of the Ohio Revised Code to amend 

contracts for highway improvements by change order. This authority has the following 

statutory limitations: 

¶ Any original bid item can be increased to the lesser of 5 percent of the total 

original contract amount or $100,000.00. 

¶ A new item of work can be added to a contract to a value of the lesser of 5 

percent of the original contract value or $100,000.00. 

Additions beyond these limitations must be approved by the State Controlling Board. 

However, the director can exceed these limits if there are circumstances that warrant the 

declaration of an emergency. These circumstances could include a threat to public safety, 

idled equipment costs, delay costs, etc. 

Guidelines for preparation of change orders are given in: 

¶ C&MS Section 104.02, 109.03, and 109.04. 

State law, ORC 5517.02, and Federal-aid regulations require the Department to contract 

for work with the lowest competent and responsible bidder after advertisement of the 

project letting.  

ORC 5525.14 authorizes the Director to add Extra Work to a project without competitive 

bidding and to adjust contract quantities as necessary to complete the project as intended.  

This authority is subject to competitive bidding and Controlling Board requirements. 

Building construction change orders will continue to be controlled by the Office of the 

State Architect (part of DAS), the Ohio Board of Building Standards, and good practice 

in the building construction industry. 

Authority for All owing Changes and Extra Work 

Ohio Revised Code 126.30, 127.16, 5517.02, 5525.11, 5525.14, and 5525.99.  

Code of Federal Regulations 635. 

 
Procedure for Processing Change Orders 

General 

Work added or modifications to the contract documents made by change order must be 

http://codes.ohio.gov/orc/5525.14
file:///C:/Zack/2008CMS/real%202008/100/104.htm%23a_104_02
file:///C:/Zack/2008CMS/real%202008/100/109.htm%23a_109_03
file:///C:/Zack/2008CMS/real%202008/100/109.htm%23a_109_04
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only those which are necessary and integral to the completion of the project as intended 

by the original plan.  Work that is not necessary to complete a project as originally 

intended shall not be added to a project by change order and shall be contracted through 

the Departmentôs competitive bidding process or the Directorôs emergency contracting 

authority.  Convenience or lower costs are not valid reasons to avoid the competitive 

bidding requirements of State law. 

Added work must be within the existing right-of-way, covered by the approved 

environmental document and waterway and miscellaneous permits, and within the 

project limits stated in the plans.  If necessary, the District Deputy Director shall acquire 

additional right-of-way and/or reevaluate and update the approved environmental 

document and permits.  If necessary, project limits shall be modified utilizing the forms 

contained in this procedure.   

Each District shall develop and implement a collaborative process whereby the 

Production, Planning, and Highway Management Departments and the Construction 

Office reach consensus on the need for a change order before it is recommended in 

SiteManager. 

The District Construction Offices shall determine the terms and conditions (e.g., scope 

of work, compensation, deduction, etc.) of change orders in accordance with this 

procedure, the C&MS, and the MOP.   

All change orders shall be processed expeditiously to ensure prompt payment in 

accordance with ORC 126.30.   

The District Construction Offices shall develop all documentation, with the exception of 

formal Controlling Board requests, required for the processing of change orders. 

Each District Construction Office must subscribe to the Blue Book by:  Printed book, 

CD-ROM, or Internet access and verify all equipment rates submitted by the Contractor. 

All change orders shall be entered in SiteManager.   

1. The terms, conditions, and justification for such change orders shall be fully 

documented in the ñExplanation of Necessityò section of the change order. 

2. One applicable reason code(s) must be assigned to each change order.   

3. If multiple line items require different reason codes then separate change 

orders must be processed for each reason code and associated line item(s). 

4. The OCA will maintain a list of change order reason code descriptions on its 

website. 

The Deputy Director of the Division of Construction Management may instruct that a 

change order be prepared and approve such change order after consultation with the 

District and the Director. 

Regular Work Change Order (RWCO) 

A RWCO shall only be used for the following: 

1. Contract quantity adjustments: 

a. Increases and decreases of contract quantities to meet field conditions and 

design modifications as provided in C&MS Section 109.04 within the 
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Contract Limits. 

b. Decreases in Extra Work quantities. 

2. Adjustments for contract specified payments or deductions: 

a. Adjustment of a contract price when the item is reduced by more than 25 

percent as provided in C&MS Table 104.02-2. 

b. Price adjustments as specified in the Proposal. 

c. Price adjustments as specified in an individual pay itemôs specifications, 
such as, but not limited to, price adjustments specified in C&MS Sections 

401, 446, 448, and 451 or the Proposal. 

d. Compensation for eliminated items as provided in C&MS Section 

104.02.E and 109.04. 

3. Changes in the contract documents or specifications. 

4. Changes in materials requirements as follows: 

a. Allow a substitute material because of an area-wide material shortage or 

the specified material is not available. 

b. Acceptance of a superior material at no additional cost to the project. 

c. Acceptance of undocumented material incorporated into the work and 

performing satisfactorily. 

d. Department ordered change in materials. 

e. Accept with a cost savings, non-specification material incorporated into 

the work that is performing satisfactorily according to the Acceptance of 

Non-Specification Material Supplement. 

5. Revise an interim completion date or a contract completion date. 

a. The change order shall be for zero dollars. 

b. For change orders postponing the interim/contract completion date the 

ñExplanation of Necessityò shall include one of the following statements: 

i. The Department accepts the Contractorôs early completion schedule 

in accordance with C&MS 108.02.B.2.  The amended completion 

date is _____________.  (Reason Code 32) 

ii. The Contractor experienced an excusable, non-compensable delay 

due to (insert reason) as determined in accordance with C&MS 

108.06.B.  The revised (interim/contract) completion date is 

______________.  (Reason Code 33) 

iii.  The Contractor experienced an excusable, non-compensable delay 

due to weather as determined in accordance with C&MS 108.06.C.  

The revised (interim/contract) completion date is ______________.  

(Reason Code 34) 

iv. The Contractor experienced an excusable, compensable delay due to 

(insert reason) as determined in accordance with C&MS 108.06.D.  
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The revised (interim/contract) completion date is ______________.  

The allowable delay costs will be calculated in accordance with 

C&MS 109.05.D and processed on a subsequent change order.  

(Reason Code 35) 

c. Attach to the change order copies of analysis and progress schedules with 

support documentation or other justification substantiating the duration of 

the revision to the interim/contract completion date. 

6. Implement non-performances that result from the acceptance of a Value 

Engineering Change Proposal (VECP).  

7. Other reasons as authorized by Administrative Rulings issued by the Division 

of Construction Management. 

Extra Work Change Order (EWCO)  

1. An EWCO shall only be used for the following: 

a. Increase of contract quantities to meet field conditions and design 

modifications as provided in C&MS Section 109.04 and are only those 

quantities that are beyond the Contract Limits.   

b. The addition of new items of work. 

c. Increase of quantities previously established by an EWCO. 

d. Project termination costs in accordance with C&MS Section 109.04 when 

the contract is terminated for convenience of the Department under 

C&MS Section 108.09. 

e. Force Account (commonly referred to as Time and Materials [T&M]) in 

accordance with C&MS Section 109.05.C and the Force Account Section 

of this procedure. 

f. Implement an accepted VECP according to the procedure on Value 

Engineering and payment of the Contractorôs share of the VECP savings. 

g. Payments that differ from fixed amounts established in the Proposal by 

the Department for specified items. 

h. Final payment for an item that differs from the lump sum amount bid by 

the Contractor. 

i. Payment for allowable delay costs. 

j. The payment of interest on delays in processing payments.  Interest will 

be calculated according to ORC 126.30.  In all cases, interest shall be a 

separately itemized payment utilizing the item code and description for 

interest that can be found on the Item Master.  Interest shall not be 

included as part of a negotiated price. 

k. Compensate the Contractor for damages associated with claims in 

accordance with recommendations issued by the Dispute Review Board 

in accordance with the Dispute Review Board Process, decisions issued 

by the Directorôs Claims Board in accordance with the Dispute Resolution 

and Administrative Claims Process, and decisions rendered by the Ohio 
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Court of Claims. 

2. The EWCO shall include a ñDescription of Work,ò and when necessary, a 
ñSupplemental Description.ò   

a. If the EWCO is for an increase in a contract quantity, use the existing 

ñDescription of Workò for that item. 

b. If the EWCO is for the addition of a new item of work, use a ñDescription 
of Workò contained in the Item Master. Use a ñSupplemental 

Descriptionò that clearly identifies the work for which the EWCO is being 

processed. 

3. The EWCO ñExplanation of Necessityò section shall include, at a minimum, 
the following information, if applicable: 

a. A thorough discussion of all the agreed upon or imposed terms and 

conditions. 

b. Basis of compensation (e.g., negotiated prices [109.05.B] or force account 

[109.05.C]).  

c. For change orders that are for an increase in quantity for an original bid 

item include a reference to the RWCO that increased quantities to the 

Contract Limits. 

d. A statement indicating that the FHWA Transportation Engineer has been 

consulted. 

e. A statement regarding federal participation eligibility and the effect on 

federal project funding. 

f. Whether the work will require additional time.  Use one of the following 

statements: 

i. The additional work will not delay work on the critical path and will 

not delay the project. 

ii. The additional work will delay work on the critical path and will 

delay the project ____ days.  A change order postponing the contract 

completion date will be processed. 

iii.  The additional work will delay work on the critical path, but will not 

delay the project. 

iv. At this time, it is unknown how the additional work will affect the 

work on the critical path and time to complete the project.  The 

contractor will perform and submit a schedule analysis within 30 

days of the completion of the work authorized by this change order.  

A subsequent change order revising contract time will be processed, 

if warranted. 

g. If the EWCO includes any work that is subject to price adjustments as 

specified in the Proposal. 

h. If any additional cost of maintaining traffic is included in the agreed 

prices. 
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i. If any additional cost to revise or provide a Storm Water Pollution 

Prevention Plan is included in the agreed prices. 

j. The details of a contractorôs reservation of rights in accordance with the 

Execution and Distribution Section. 

k. If the change order is compensating the Contractor for damages associated 

with a claim, the description of the change order shall include a disclaimer 

stating: ñThe execution of this document constitutes full settlement of 

Dispute or Claim Number (  ) and all rights for any additional 

compensation based on this cause are waived.ò 

4. All supporting documentation, including the complete cost analysis, shall be 

attached to the copy of the EWCO on file in the District. 

Force Account  

1. An EWCO for the Estimated Cost of Force Account (ECFA) shall be processed 

if the amount of the force account work is likely to be greater than $100,000 

and is expected to take more than two weeks to complete.  When the amount 

of the force account work is likely to be less than $100,000 and is expected to 

take less than two weeks to complete, an EWCO for the Actual Cost of Force 

Account (ACFA) can be processed without processing an associated ECFA.    

2. Estimated Cost of Force Account (ECFA) 

a. All ECFAôs shall be paid by an EWCO. 

b. The ECFA shall state the estimated costs as determined by a cost analysis 

or estimate based on similar bid items according to the C&MS and MOP. 

c. An original affidavit by the Contractor shall be attached to the change 

order stating: 

"Labor rates shown are the actual rates paid for labor, unit prices for 

materials and rates for owned and rented equipment have been estimated 

on the basis they are not in excess of those charged in the area in which 

the work will be performed." 

d. The District will process estimates on ECFA every two weeks as the force 

account work is performed. 

e. Approval of an ECFA change order allows payments as the work is 

performed up to the estimated change order amount.   

3. Actual Cost of Force Account (ACFA) 

a. After the work covered by an ECFA is complete or if an ECFA is not 

necessary as described the above Section of this procedure, the District 

shall prepare an ACFA reflecting the actual total cost in accordance with 

the C&MS and MOP and substantiated by a summary of the actual cost 

of performing the force account work. 

b. The difference between the actual cost and the original estimated cost of 

the force account work shall be entered as a plus (positive), minus 

(negative), or zero, as the case may be, and labeled "Difference Between 

Actual Cost and Estimated Cost of Force Account Work, Authorized by 
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Change Order Number xx."  

i. If the difference is positive, another EWCO must be used to 

authorize payment beyond the ECFA. 

ii. If the difference is negative, an RWCO shall be used to non-perform 

the unused balance of the ECFA. 

iii.  If the difference is zero, an RWCO shall be used to document that 

the actual costs equaled those shown on the ECFA. 

c. The ñExplanation of Necessityò shall include the reasons for the 
difference in cost and any conditions encountered that differ from those 

originally anticipated in order to substantiate final payment.  

d. An original affidavit by the Contractor shall be attached to the change 

order stating: 

ñThe name, classification, total hours worked and rates paid each person 

listed on the Summary of Actual Cost are substantiated by actual records 

of persons employed on the force account work. All unit prices for 

materials and rates for owned and rented equipment listed on the 

Summary of Actual Costs are substantiated by actual records of 

materials and equipment actually used in performance of the force 

account work and the price of any owned equipment not previously 

agreed upon does not exceed prices charged for similar equipment in the 

area in which the work was performed.ò 

Federal Highway Administration (FHWA) Consultation and Concurrence 

1. On all Federal oversight projects [per 23CFR635.120(a)(b) &(c)]: 

a. Following authorization to proceed with a project, all major changes in 

the plans and contract provisions and all major extra work shall have 

formal approval by FHWA in advance of their effective dates (23 

CFR635.120 [a]).   

b. For non-major changes and for non-major work, formal FHWA approval 

is necessary, but such approval may be given retroactively 

(23CFR635.120[b]). 

c. All change orders amending contract time shall be submitted for approval 

by FHWA.  When possible, change orders for contract time resulting from 

contract changes or extra work should be submitted at the same time as 

the change order for said contract change or extra work for approval by 

FHWA (23CFR635.120[c]). 

2. The District shall consult with the appropriate FHWA Transportation Engineer 

when a major change is first contemplated on a full Federal oversight project.  

a. This consultation may be by e-mail or by telephone with a follow up e-

mail. The results of this consultation shall be documented in the project 

file and in the change order, ñExplanation of Necessity,ò as indicated in 

Extra Work Change Order Section of this procedure. 

b. The e-mail shall have the Project Number, PID, and the County-Route-
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Section in the subject line and include adequate information to determine 

the nature and extent of the proposed change.  

c. The purpose of the consultation is to determine the eligibility of the 

change for Federal participation, the effect on Federal project funding, 

and to obtain approval to execute the change order under the terms and 

conditions agreed upon in this consultation. 

3. FHWA considers a change order to be a major change if it: 

a. Results in a project cost increase exceeding the lesser of $250,000 or five 

percent of the award amount.   

b. Alters the planned access controls, highway operations (highway 

operational characteristics), or work limits. 

c. Results in new environmental impacts. 

4. FHWA does not participate in maintenance items or the purchase of surplus 

material.  

5. FHWA does not participate in the repair of completed permanent items of work 

damaged by traffic and compensated under C&MS Section 107.15 with the 

following exceptions: 

a. FHWA participation is allowed on federally funded projects off the NHS 

as determined by State law and policy. 

b. FHWA participation is allowed on federally funded projects on the NHS 

when the proximate cause of damage was the result of traffic being 

diverted from its normal path by construction activity. 

6. Copies or electronic versions presented through an ftp website or document 

management system of all change orders, including support documentation, 

shall be submitted to FHWA for approval on full federal oversight projects 

only.  (Final approval of all major and minor change orders by FHWA based 

on the change order documentation review is permitted following execution of 

the change order by ODOT subject to the provisions of this Section of the 

procedure.) 

7. ODOT approves change orders on behalf of FHWA for state administered 

federally funded projects.  Change order documents are retained by ODOT 

only on state administered federally funded projects. 

8. The Division of Construction Management will coordinate the review and 

advance approval of all claims on full Federal oversight projects with FHWA. 

a. The Division of Construction Management will provide notification to 

FHWA upon receipt of Notice of Intent to File a Claim. 

b. The Division of Construction Management will provide a copy of all 

claims decisions for review and advance approval prior to final execution 

of any change order that may result from the decision. 

9. Federal oversight project criteria are provided in the ODOT/FHWA 

Stewardship & Oversight agreement which can be found at: 

www.fhwa.dot.gov/ohdiv/soa.htm.   

http://www.fhwa.dot.gov/ohdiv/soa.htm
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10. Any questions regarding the status of federal oversight projects can be directed 

to the FHWA Transportation Engineer assigned to your District.  The current 

FHWA Transportation Engineer map can be found at:  

www.fhwa.dot.gov/ohdiv/ 

Program Manager Consultation and Concurrence 

1. District Program Manager. 

a. Change orders on district funded projects must be approved by the 

appropriate district program manager in accordance with processes 

established by the DDD.    

2. Central Office Program Manager. 

a. Change orders on projects funded by a Central Office program must be 

approved by the Program Manager (PM) if the change order amount 

exceeds the specified threshold for the program.   Districts shall consult 

the appropriate PM when they first anticipate a change order over the 

threshold. The OCA will maintain a list of Program Managers and 

thresholds for each program on its website.  

b. The Deputy Director of the Division of Construction Management may 

require Districts on specific projects to consult with a PM on change 

orders below the normal program threshold. 

Cooperation with Local Participating Agency (LPA) and Notice (ORC 

5521.041) 

Prior to approving any change order for an item containing local funding the District 

shall: 

1. Discuss with an agent of the LPA the circumstance giving rise to the change 

order.  

2. Provide written notice to the LPA detailing the proposed change order.  

3. Obtain written acknowledgement of the LPAôs receipt of notice of proposed 

change order.  

Attach the written notice and written acknowledgement to the change order.  Except for 

Contract quantity adjustments less than Contract Limits, ensure that the change order is 

approved prior to performing the authorized work.    

Controlling Board (ORC 127.16 and 5525.14)  

An EWCO with a pay item in excess of the Contract Limits, regardless of the funding 

source, and not covered by the second paragraph below, must be submitted to the 

Controlling Board for approval prior to performance and payment of an EWCO. 

1. An EWCO shall NOT be divided into inappropriate pay items or participation 

codes for the purpose of avoiding Controlling Board review. 

2. Processing of Controlling Board Requests: 

http://www.fhwa.dot.gov/ohdiv/engassignments.htm
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a. The District shall recommend the EWCO, obtain the Program Managerôs 
signature, and obtain the Contractorôs signature in accordance with 

Execution and Distribution Section of this procedure.   

b. The District shall forward to the Division of Construction Management 

the signed copy of the EWCO and a draft explanation appropriate for the 

Controlling Board request.  This draft explanation shall be free of 

technical jargon and shall give a person unfamiliar with the project a basic 

understanding of the project and the request. 

c. The Division of Construction Management will process the information 

submitted by the District and will officially request Controlling Board 

approval. 

d. The Division of Construction Management will notify the District by 

telephone or e-mail of the Controlling Boardôs action by the next business 

day following the Controlling Board meeting.   The District shall then 

approve the EWCO in accordance with the Execution and Distribution 

Section of this procedure4.  DO NOT APPROVE THE EWCO UNTIL 

IT HAS BEEN APPROVED BY THE CONTROLLING BOARD.  

e. The District will then inform the Contractor of the Controlling Board 

approval. 

f. The Division of Construction Management will send to the District the 

executed Controlling Board approval of the EWCO.  This approval shall 

be attached to the EWCO on file. 

An EWCO with a pay item in excess of Contract Limits, regardless of the funding source, 

must be reported to the Controlling Board quarterly in accordance with ORC 5525.14(B), 

but does not have to be approved by the Controlling Board as follows: 

1. An increase of a plan quantity that is determined during the final measurement 

of an item of work and which is coded as Final Measurements in SiteManager.  

. 

2. Added work necessitated by federally mandated requirements that did not exist 

at the time of the original contract award. 

3. Added work for which the Director has granted emergency permission to 

proceed with work in accordance with the Emergency Permission Section of 

this procedure.   

The Division of Construction Management will prepare and submit a Report to the 

Controlling Board. 

Approval Authority  

All change orders for the extension of an existing contract item of work or for the addition 

of a new item of work beyond the Contract Limits shall be approved by the Director.  

All change orders for additional work (new work beyond the scope or elective work), 

which consists of multiple related items (existing or new), the sum of which exceeds the 

lesser of $100,000.00 or 25 percent of the original contract value, shall be approved by 

the Director.   
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The District shall have authority to approve all change orders that do not require approval 

by the Director as set forth above. 

For change orders requiring approval by the Director, the procedures are as follows: 

1. Change orders based upon an emergency declaration. 

a. The District Construction Office shall obtain declaration of emergency as 

set forth in the Emergency Permission Section of this procedure. 

b. The District Construction Office shall then prepare the change order and 

execute as set forth in Execution and Distribution Section of this 

procedure. 

2. Change orders based upon Final Measurement. 

a. The District Construction Office shall prepare and submit ñREQUEST 

FOR ESTIMATED FINAL MEASUREMENT APPROVALò or 

ñREQUEST FOR ACTUAL FINAL MEASUREMENT APPROVALò 

form to the Division of Construction Management for approval by the 

Director. 

b. The Division of Construction Management will obtain the Directorôs 
approval and signature, promptly notify the District Construction Office 

of the Directorôs action by e-mail, and return to them the fully executed 

document. 

3. Change orders not based upon an emergency declaration and not Final 

Measurement. 

a. The District Construction Office shall prepare and submit ñREQUEST 

FOR PRELIMINARY CHANGE ORDER APPROVALò form to the 

Division of Construction Management for approval by the Director. 

b. The Division of Construction Management will obtain the Directorôs 
approval and signature on ñREQUEST FOR PRELIMINARY CHANGE 

ORDER APPROVALò form, promptly notify the District Construction 

Office of the Directorôs action by e-mail and return to them the fully 

executed document. 

c. The District Construction Office shall then prepare the change order and 

execute as set forth in the Execution and Distribution Section of this 

procedure. 

4. The DCA shall have authority to recommend change orders requiring approval 

by the Director. 

For change orders approved by the District, the procedures are as follows: 

1. The District shall establish a change order approval process whereby two 

different signatures are required.   

2. The people selected to sign change orders shall be knowledgeable with this 

procedure and familiar with the project involved and the circumstances of the 

proposed change.  One signature on the change order shall be from a person 

within the Construction Department while the other signature shall be from a 

person not within the Construction Department. 
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3. A person will be granted authority to recommend the change order. 

4. A person who is a Professional Engineer registered with the Ohio State Board 

of Registration for Professional Engineers and Surveyors will be granted 

approval authority. 

5. Several people may be authorized for each of the two signature levels on a 

project.  

a. The District shall inform the Contractor, at the preconstruction 

conference, of the people with change order approval authority for the 

project. 

b. The Deputy Director of the Division of Construction Management has 

approval authority of change orders prepared in accordance with the 

General Section of this procedure. 

Execution and Distribution  

In all cases, the District Construction Offices shall coordinate and obtain all necessary 

approvals (e.g., FHWA, Director, Program Managers, Controlling Board, Local 

Participating Agency) prior to execution.  Change orders shall be signed (electronically, 

digitally or physically) and posted as follows: 

1. A person with recommended authority signs and dates on the ñRecommended 
byò line indicating their title as appropriate.  This person shall enter this action 

into SiteManager  . 

2. The District shall indicate any required Program Manager approval on the 

change order.  If approval is required, the District must indicate the date 

concurrence was obtained and provide documentation verifying concurrence.  

3. The Contractor signs and dates on the ñBy Contractorò line indicating their title 

as appropriate.  At the discretion of the District, contractor signature can occur 

before or after signature by the person recommending the change order. 

a. In the event a Contractor attempts to ñreserve its rightsò either on a 

separate document (e.g., cover letter) or on the face of the change order: 

i. The District shall not execute change orders which contain any sort 

of reservation of rights language included by the Contractor except 

as set forth below.   

ii. Under limited circumstances, there may be a few instances where it 

is not feasible for the Contractor and Department to reach full 

agreement on all the costs and/or time damages arising from a 

specific circumstance.  However, these instances should be rare.  In 

such cases, it is expected that the Contractor notify the Engineer of 

its specific need and justification for such need to reserve its rights 

to claim specific time or costs at a later date.  The Engineer may, 

only with the approval of the Division of Construction Management, 

permit a Contractor to reserve its rights.  In all cases, when a 

reservation of rights is permitted, the details of the reservation of 

rights shall be documented in the ñExplanation of Necessityò section 

of the change order. 
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iii.  Any additional time required to process the change order as a result 

of this decision will not be justification for interest.  

4. For change orders approved by the Director: 

a. The District Construction Office shall then submit the change order to the 

District Deputy Director 

b. The District Deputy Director will obtain the Directorôs signature 

providing the approved preliminary amount of the change does not 

increase in value and the scope of the change remains consistent with the 

approved preliminary request.  In the event that an increase in the 

approved preliminary amount of the change order or a change in scope 

occurs, the District Construction Office shall submit a revised preliminary 

approval document to the Division of Construction Management for 

Director approval as set forth in the Approval Authority and Authority to 

Proceed Sections with work. 

c. The District Construction Office shall notify the Division of Construction 

Management of this approval action by e-mail with an attached copy of 

the fully executed document. 

d. A person assigned approval authority for District level change orders for 

the project shall enter this action into SiteManager. 

5. For change orders approved by the District: 

a.  A person with approval authority signs their own name as a Professional 

Engineer with the initials P.E. next to their signature on the ñApproved 

byò line and enters the date.  This person shall enter this action into 

SiteManager. 

b. Do not approve a RWCO that is for the increase in the quantity of an 

original bid item to the Contract Limits that is in companion with an 

EWCO for the further addition of quantities to that same original bid item 

until the Declaration of Emergency or other preliminary authorization for 

the EWCO has been granted by the Director.  

6. RWCOôs: 

a. District posts the original signed document of all RWCOôs, including 

attached documents to the Project document management and storage 

system.  

b. Notification of the signed RWCOôs. shall be sent to the Contractor and 

Project Engineer on all projects. 

c. Notification of all executed RWCOôs shall be provided to the FHWA on 

federal oversight projects. 

7. EWCOôs: 

a. District posts the original signed document of all EWCOôs, including 

attached documents to the Project document management and storage 

system.  

b. Notification of the signed EWCOôs shall be sent to the Contractor and 
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Project Engineer on all projects. 

c. Notification of all executed EWCOôs shall be provided to the FHWA on 

federal oversight projects. 

d. Notification of signed EWCOôs, for additions due to Final Measurements 

and work added due to Federal mandates, shall be sent to the Division of 

Construction Management upon request for inclusion on the quarterly 

report to the Controlling Board. 

Emergency Permission 

Authority to proceed with work prior to processing a change order may be granted to the 

Contractor by the following people under the specified conditions and procedures.  The 

Director may grant emergency permission under ORC Section 5525.14 to proceed with 

added work that exceeds the Contract Limits prior to processing a change order.  

1. This permission shall be in writing and granted to add work  that is necessary 

to eliminate emergency circumstances that would: 

a. Create a life, safety, or health threatening situation. 

b. Unduly delay the completion of a project and increase its costs. 

2. Added work in these circumstances may include the following: 

a. Construction needed to complete a project. 

b. Adjustments needed to meet changed conditions. 

c. Alterations in original plans. 

d. Unforeseen contingencies. 

e. Payments necessitated by contract terminations or suspensions. 

3. The declaration of emergency and permission to proceed with work shall be 

fully documented using only the ñDECLARATION OF EMERGENCY AND 

PERMISSION TO PROCEED WITH WORKò form. 

4.  The District Construction Office shall complete the ñDECLARATION OF 

EMERGENCY AND PERMISSION TO PROCEED WITH WORKò form, 

including all supporting documentation, obtain signature of the DDD, and 

submit to the Division of Construction Management for approval by the 

Director. 

5. The Division of Construction Management will obtain the Directorôs approval 

and signature on ñDECLARATION OF EMERGENCY AND PERMISSION 

TO PROCEED WITH WORKò form, promptly notify the District 

Construction Office of the Directorôs action by e-mail, and return to them the 

fully executed document. 

6. The original signed ñDECLARATION OF EMERGENCY AND 

PERMISSION TO PROCEED WITH WORKò form with supporting 

documentation shall be kept in the District project file. 

7. Copies of the signed ñDECLARATION OF EMERGENCY AND 

PERMISSION TO PROCEED WITH WORKò form shall be sent to: 
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a. The Contractor, as the Departmentôs written commitment to pay for the 

work.  The Contractor may proceed with the proposed work; however, it 

is not legally required to perform the proposed work until the change order 

is approved, 

b. The Project Engineer. 

8. Attach a copy of the emergency permission to the subsequent EWCO. 

9. The EWCO shall be designated ñEmergencyò in SiteManager. 

10. When the amount of an emergency change order exceeds the authorized 

amount, the Director may authorize the excess amount by an amended 

emergency declaration using only the ñAMENDED EMERGENCY AND 

PERMISSION TO PROCEED WITH WORKò form.  Copies of the 

ñAMENDED EMERGENCY AND PERMISSION TO PROCEED WITH 

WORKò form shall be distributed in the same manner as the original 

Emergency Declaration. 

11. When a District discovers that added work beyond the Contract Limits was 

performed without emergency permission, and the added work did not qualify 

as Final Measurements, the Director may declare an emergency provided the 

added work did qualify for emergency status.  This action must be documented 

on the ñDECLARATION OF EMERGENCY AND PERMISSION TO 

PROCEED WITH WORKò form. 

The DCA, under authority given to the Director by ORC Section 5525.14, may grant 

permission to proceed with new items of work, if the total payment for each pay item is 

less than the Contract Limits and Director authorization, if required, has been obtained. 

1. The written permission shall define the extent of the work and the agreed price 

for the work negotiated with the Contractor or the estimated cost of the force 

account.  

2. The District shall consult with the FHWA under the conditions stated in the 

FHWA Section of this procedure prior to granting permission to proceed. 

3. The District shall consult with the Program Manager under the conditions 

stated in Program Manager Consultation and Concurrence Section of this 

procedure prior to granting permission to proceed. 

4. The permission shall be kept in the project file with a copy to the Contractor. 

Change Orders for Payment of Claims 

When such payments exceed the Contract Limits, a Controlling Board request and 

approval are required before payment is made. Payments for damages associated with 

claims do not qualify as an emergency.   

Change Orders on Projects under Litigation 

Change orders on projects under litigation shall be coordinated with the Office of Chief 

Legal Counsel prior to submitting to the Contractor for signature.  Monthly, the Office 

of Chief Legal Counsel will supply each District with a list of projects that have pending 

litigation.  For each listed project, the District shall inform the Office of Chief Legal 
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Counsel, Court of Claims Section, of the following: 

1. Pending disputes on each listed project that could result in a change order. 

2. Change orders currently in process on each listed project. 

3. All change orders approved on each listed project. 

Extension of Project Limits 

The DDD may extend Project Limits on a project under contract for the purpose of adding 

work outside of the original project only to accomplish the following: 

1. Complete the project as intended by the original plan.  

2. Eliminate circumstances arising from the project that would create a life, 

safety, or health threatening situation. 

The procedures are as follows: 

1. The extension of project limits shall be fully documented on the 

ñEXTENSION OF PROJECT LIMITSò form.   

2. The original signed ñEXTENSION OF PROJECT LIMITSò form with 
supporting documentation shall be kept in the District project file. 

3. A copy of the signed ñEXTENSION OF PROJECT LIMITSò form shall be 
sent to the Project Engineer. 

Monitoring of Compliance 

The Division of Construction Management will conduct routine Technical Process 

Reviews (TPR) to ensure District compliance with this policy and procedure.   

Districts found in non-compliance may have their change order approval authority 

revoked until conformity is ensured. 

 
Project File Requirements ï Change Orders  

1. Request for preliminary change order approval and permission to proceed with 

work. 

2. Declaration of emergency and permission to proceed with work. 

3. Request for estimated Final Measurement approval. 

4. Request for actual Final Measurement approval. 

5. Amended request for preliminary change order approval and permission to 

proceed with work. 

6. Amended declaration of emergency and permission to proceed with work. 

7. Extension of Project Limits. 
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Reasons for Change 

The necessity for a change orders to an ODOT construction contract may arise for many 

reasons. The most common causes for change orders are discussed below.  A complete 

list of ODOTôs reason codes for change orders is included at: 

www.dot.state.oh.us/Divisions/ConstructionMgt/Admin/Change%20Orders/CO_REAS

ON_CODES.htm  

Changes in Quantities of Work 

The quantities of work actually performed differ from the quantities originally estimated 

and established in the contract for the following reasons: 

¶ Final Measurements/calculations. 

¶ Quantity changes to meet field conditions. 

¶ Plan errors. 

Differing Site Conditions 

Existing field conditions differ from the plan to the extent that performance of additional 

or non-bid work is required for the following reasons: 

¶ Differing subsurface conditions. 

¶ Presence of any conditions not shown in the plan. 

Changes in the Scope of Work 

Changes to the project that are so far reaching that they can be considered outside the 

original intent of the work can be caused by: 

¶ Significant changes in the quantities of work. 

¶ Significant alteration of the work due to: 

o Sequence of construction. 

o Method of construction. 

o Materials. 

Changes for the Convenience of the Owner 

Changes in the work ordered by the owner to meet the needs of the owner. The following 

changes are typically not required for the proper construction of the project: 

¶ Addition of new work or deletion of work. 

¶ Acceleration. 

¶ Change in materials. 

¶ Suspension of work. 

Actions by Others 

Restriction, regulation, or delay imposed on the Contractor beyond the terms of the 

contract by an entity who is not a party to the contract can be caused by: 

¶ Utility companies. 

http://www.dot.state.oh.us/Divisions/ConstructionMgt/Admin/Change%20Orders/CO_REASON_CODES.htm
http://www.dot.state.oh.us/Divisions/ConstructionMgt/Admin/Change%20Orders/CO_REASON_CODES.htm
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¶ Railroads. 

¶ Regulatory agencies. 

¶ Local governments. 

 

Common Change Order Elements 

Practically every change order will contain the following elements: 

Face 

¶ Project identification: project number, county, route, section, federal number, 

federal acceptance type. 

¶ Change order identification: change order number, type of change order. 

¶ Work item information: reference number, participation code, item code, item 

description, units of measure. 

¶ Cost information: unit price/lump sum amount, reference total, addition/non-

performance, change order total addition/non-performance. 

Body 

¶ Reference number identification: reference number, extra work number 

participation code. 

¶ Reason code: mandatory field in SiteManager for each reference. SiteManager 

contains a list of reason codes to choose from. 

¶ Explanation of necessity. 

Signatures 

¶ For request and approval by the Department. 

¶ For agreement by the Contractor. 

¶ For agreement by the local (when applicable). 

Preliminary Approvals and Attachments (when applicable) 

¶ Emergency declaration, preliminary approval or Final Measurement request as 

approved by the Director. 

¶ Support documentation: additional information describing need for the change 

order. 

¶ Cost documentation: cost analyses, comparative pricing information, etc. 

¶ Forms and detailed instructions are available on the Division of Construction 

Management webpage. 

 

Change Order Pricing 

Once the need to perform extra work on a project has been identified a basis of payment 

for this work must be established. Pricing for extra work is usually established using one 

of the following methods. 
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Agreed Unit Price (109.05.B) 

This method of pricing is used when the extra work can be broken down into measurable 

units. The number of units necessary to perform the work is estimated and a unit price is 

determined and agreed upon as described below. Final payment is based upon the final 

measurement of the number of units of work actually performed: 

¶ Unit prices already established in contract. 

¶ Comparative pricing. Contract unit prices for similar work on other projects 

(SiteManager database). 

¶ Use force account type analysis (Appendix V). 

Agreed Lump Sum (109.05.B) 

This method of pricing is a negotiated amount and can be used when the extra work can 

be identified as something that is usually paid as a "lump sum." The "Agreed Lump Sum" 

can also be used as an alternate to the force account method: 

¶ Prepare lump sum using force accounts style analysis. 

¶ Maintain force account record of the work for a period of time and use to 

develop lump sum. 

¶ Third party billing. 

¶ Lump sum adjustment. 

Force Account (109.05.C) 

A force account method is used when the work cannot be broken into measurable units 

or when a unit price cannot be agreed upon. This method reimburses the Contractor the 

actual costs of labor, equipment, and materials incurred in the performance of the work, 

including allowable overhead and markup. This method requires a significant amount of 

record keeping and is described in Section 109.05 of the C&MS. 

This method usually requires the preparation of two change orders both of which use the 

same format. The first change order is known as an "Estimated Cost Force Account" and 

is established so that money can be encumbered and payments can be made to the 

Contractor as the work is performed. The second change order is known as an "Actual 

Cost Force Account" and represents the final accounting of the cost of the performance 

of the work and is used to reconcile the "Estimated Cost Force Account" change order. 

 
Additional Contract Time for Extra Work 

The performance of extra work or additional quantities of work may warrant an extension 

of contract time. Extensions of contract time may involve additional direct project 

overhead costs. 

 

Record Keeping 

Record keeping is an integral part of contract administration and is especially important 

when considering change orders. Adequate records must be maintained to document the 

need for changes and to establish pricing for extra work. 

file:///C:/Zack/2008CMS/real%202008/100/109.htm%23a_109_05
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Quantity Measurements 

Measurements of the quantities of work in the units prescribed by the plan actually 

performed by the Contractor must be recorded by the project personnel. Change orders 

must be prepared to make adjustments for any differences between contract quantities 

and the quantities actually performed. 

Issues of efficiency or other similar factors may arise that may impact unit costs when 

the quantities actually performed differ significantly from those shown in the plan. For 

these occasions the quantity records must be thorough enough to determine actual 

production rates and other such items. 

 

Force Account Work and Extra Work Using Force 
Account Style Analysis 

The records required for force account pricing of extra work must accurately depict all 

labor, equipment, and materials used by the Contractor to perform the work. The items 

that are necessary to record are as shown below: 

¶ Description of work. 

¶ Contractor's work force 

o Employee name 

o Classification 

o Hours worked, regular and overtime 

¶ Contractor equipment 

o Type 

o Model 

o Age 

o Capacity 

o Hours worked 

o Hours idle 

¶ Materials 

o Description 

o Quantity 

o Invoices 
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109.09 Estimates 

General 

The Department is required to pay for completed contract work promptly in accordance 

with ORC Section 5525.19, OAC Section 126.30, and C&MS 109.09. Interest penalty 

payments resulting from the tardy processing of progress estimates will be deducted from 

the appropriate District budget. Currently, it is the Departmentôs goal to pay the final 

estimate on the project within six months of the physical work complete date. 

SiteManager will be used to generate progress estimates on the assigned estimate dates 

and to generate the final estimate when project finalization is complete.  

It is the District Construction Administrator's responsibility to establish the first estimate 

date for a project. This first estimate date, in general, should be two weeks after the first 

day of work or as otherwise agreed to by the Contractor at the preconstruction meeting. 

Once the first estimate date is established, a second estimate date is established 15 days 

later. Estimates will continue to be generated on the same two dates per month as long 

as the project is under construction. 

Authority for Payment of Estimates  

 Ohio Revised Code (ORC) Sections 1311.25 - 1311.32, 5525.16, 5525.18, and 5525.19  

Ohio Administrative Code (OAC) Section 126.30 

Payments Under The Prompt Payment Act 2770.2A August 2, 1991 

 
Daily Work Report 

The project personnel document project facts and work completed on a Daily Work 

Report.  The daily work report may be captured digitally (via Field Manager etc.) or on 

a form that is then entered into SiteManager in the Daily Work Report, these forms will 

become the Daily Work Report. The Daily Work Report has five tabs: DWR Info, 

Contractors, Contractor Equipment, Daily Staff, Work Items, and Force Account.  

All information contained on the written forms is transferred by the project personnel to 

one of these tabs. For purposes of payment of completed items of work, pay items listed 

on the daily work report forms are entered on the SiteManager Work Items tab.  

Once all information is entered on the various screens of the  Daily Work Report, the 

Engineer, or alternate who has update authority, reviews the report, and if found 

acceptable, approves it as the Daily Work Report. This approval is performed on the 

SiteManager Diary screen. 

Once approval of the Daily Work Report takes place, the SiteManager system 

automatically transfers any quantities turned in for payment to the Estimates screen. This 

SiteManager screen lists details about individual reference number quantities completed 

for payment. Any amount shown on this screen as being completed, but not previously 

paid, will now be picked up for payment when the next estimate is generated. 
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Procedure for Payment of Estimates 

This manual establishes uniform processes and criteria for the prompt payment of 

completed contract work on ODOT administered projects.   

Estimates for Progress Payments 

The District shall establish procedures for approving estimates and payments as required 

by C&MS Section 109.09. These procedures shall include the following minimum 

requirements:  

1. Establish the first estimate date at the Preconstruction Conference. The first 

estimate date should be two weeks after the first day of work or as otherwise 

agreed to by the Contractor.  

2.  Obtain from the Contractor an executed Contractor Signature Authorization 

CA-D-10 Form at the Preconstruction Conference.  

3. Assign SiteManager approval authorities.   

4. Confirm the accuracy of the pay quantities and delivered material quantities 

entered into SiteManager.  

a. Project inspectors may be granted update authority to enter these 

quantities.  

b. Delivered materials will be paid in accordance with C&MS 109.10 and 

ORC 5525.19.  Delivered material invoices shall be kept in the project 

file.  

5. Verify that all pay items have associated materials approved at the time of the 

estimate approval. 

6. Establish a process for the daily review of SiteManager to determine estimates 

requiring approval.  

7. Establish a process to override deficiencies on a SiteManager estimate. 

Deficiencies are limited to the following:  

a. An estimate held for deficient payrolls when the District verifies that all 

required payrolls were submitted, reviewed, and are acceptable.  

b. An estimate held for the lack of material approval when the Engineer 

establishes that the material used is approved and the hold is caused by 

the approval not being processed in time for the estimates.  

8.  Record the date the estimate was transmitted to Contractor for certification. 

9. Obtain from the Contractor an executed Contractor Progress Payment 

Certification CA-D-11 form.  Do not approve an estimate until it has been 

reviewed by the Contractor and the required certification received.  Every 

estimate must have a signed Contractor Progress Payment Certification CA-D-

11 Form attached to the estimate and retained in the project records.   

Issue payment for contract bonds any time following the execution of the contract, but 
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no later than two weeks after the start of work.  

Payments withheld to satisfy liens against contract funds in accordance with ORC 

Sections 1311.25 - 1311.32 will be withheld by the Office of Accounting.   

Final Estimates and Processing Estimates after Physical Work Completed 

(PWC) 

Following completion of physical work, agreements are reached with the Contractor as 

to final quantities. These agreed upon quantities are generated with the Final Quantities 

report from the SiteManager Portal.   

Calculate and enter final price adjustments as required by the Contract, such as 

bituminous price, fuel, steel, Portland cement concrete pavement or base thickness, 

smoothness, etc. 

The District generates and approves the final change order. The District generates and 

approves the final estimate. The final estimate shall be from zero dollars ($0.00) to no 

more than five-hundred dollars ($500.00).   

The District Construction Administrator shall certify the correctness of the Final 

Estimate by signing it. Final quantities shall agree with the Contract quantities as adjusted 

by the approved change orders on the final report.  

The District shall inform the Contractor by letter that the Final Estimate has been 

signed. Use the Final Estimate Letter standard form. Distribute copies to the Surety 

and others as indicated on the sample letter.  

The District shall enter dates for appropriate finalization milestones on the Key 

Dates/Critical Dates screens in SiteManager.  

Copies of the signed Final Estimate and signed Final Report with Summation of Extra 

Work Items shall be submitted to Central Office Capital Accounting as the Final 

Package. Distribute copies of the Final Package as follows:  

1. Non-Federal Projects - Submit one signed copy each of the Capital Final 

Estimate and one signed copy of the Contractor Final Estimate with the final 

report attached.  

2. Federal Projects - Submit one signed copy each of the Capital Final Estimate 

and two signed copies of the Contractor Final Estimate with the final report 

attached.  

The Final Payment shall be generated by Central Office Capital Accounting when all the 

requirements of C&MS 109.12 have been fulfilled and the FHWA final voucher is 

issued.  

Administrative Closing  

In the event the District cannot obtain all the required documentation and judges that 

the Contractor cannot supply these documents, the District will refer the project to the 

Division of Construction Management for an Administrative Closing.  

The Administrative Closing referral will consist of:  

1. The signed final estimate copies, if available.  
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2. The finalization documents that were received.  

3. Written explanation of why the Contractor cannot provide the required 

documents.  

4. Written explanation and documentation of the efforts the District has made to 

obtain these documents.  

The Division of Construction Management will perform Technical Process Reviews 

(TPRôs) of the District project files to assure proper finalization of projects.  

 
Project File Requirements ï Estimates 

¶ CA-D-10: Contractor Signature Authorization. 

¶ CA-D-11: Contractor Progress Payment Certification. 

¶ CA-D-12: Contract Compliance Certification. 

¶ Final Estimate Letter. 

 
Project Approval of Estimates  

The Engineer is responsible for the electronic approval of their project's estimate on each 

estimate day. Before this approval takes place at the project level, the Engineer must 

ensure that: 

¶ The pay quantities and delivered material quantities entered into SiteManager 

are correct. 

¶ Any liquidated damages due to failure to meet an interim completion date are 

entered into SiteManager. 

¶ Any pay item deficient in material approval and not eligible for override is 

deleted from the estimate. 

¶ An executed Contractor Progress Payment Certification CA-D-11 form is 

obtained from the Contractor. 

With respect to delivered materials, payment is allowed in accordance with Section 

109.07 of the C&MS and ORC Section 5525.19. Payment is limited to approved, durable 

items that have a significant value in comparison to the total price of the contract and 

shall not be in excess of what is required to do the contract work. The unit costs allowed 

are the invoiced material costs and any reasonable delivery charges less any contractor's 

discounts. The allowed unit cost shall not exceed the applicable contract unit price. 

Delivered material invoices shall be kept in the project file. Costs for stockpile materials 

may be established by documents other than invoices. 

Payment for approved materials outside the vicinity of the project may be made if it is 

determined that it is not practicable to deliver the material to the project site. This should 

apply to only bulky material that represents approximately $5,000 or more for related 

items of work. For small projects, payment for materials less than $5,000 may be made 

at the discretion of the District Construction Administrator. These materials are intended 

to include, but not be limited to guardrail, fence, aggregates, structural steel, precast 

concrete, light/strain poles, etc. Materials that have established shelf life or are 

temperature susceptible shall be protected in accordance with the manufacturer's 

recommendations. Small warehouse items shall not be included. Certain additional 

http://www.dot.state.oh.us/Divisions/ConstructionMgt/Admin/Inspection%20Forms/CA-D-11_Contractor%20payment%20Certification_12122008%20with%20exceptions.doc
file:///C:/Zack/2008CMS/real%202008/100/109.htm%23a_109_07
http://codes.ohio.gov/orc/5525.19
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requirements must also be met before payment of delivered material off the project takes 

place. 

¶ The storage site of the material must be approved and documented in writing. 

This can be performed by the project personnel or other ODOT individuals (in 

cases where it is more practical for other Districts or Central Office Plant 

Inspectors to perform the inspection and provide the documentation). 

¶ The material must meet the same level of approval at the storage site as that 

required of material at the project. 

¶ The existence of the stored material must be verified and documented provided 

that it is designated or reserved for the particular project. This can also be 

performed by personnel from another District or Central Office when 

warranted by the location of the material. 

¶ Payment for off-site storage of material must also be supported by invoices 

kept on file in the project records. 

Liquidated damages due to the failure of the Contractor to meet the project completion 

date are automatically accounted for by SiteManager. The Engineer must, however, enter 

into SiteManager any liquidated damages as a result of failure to meet an interim 

completion date, such as a road closure limitation required by the plan notes. This is 

performed by entering the dates subject to liquidated damage and the amount per day 

into the Contractor Adjustments tab in SiteManager. Both automatic and manual 

Liquidated Damages are then saved for inclusion into the estimate total. SiteManager 

automatically checks to see if enough materials have been reported, approved, and 

entered into SiteManager to cover the amount paid at the time the estimate was generated. 

If a deficiency occurs, the project shall make every effort necessary to resolve the 

deficiency issues as soon as possible.  SiteManager automatically checks to see if prime 

contractor payrolls have been submitted in a timely manner.  When deficiencies occur 

the project will check with the District Prevailing Wage Coordinator and resolve any 

deficiencies as soon as possible.  Consult the SiteManager Construction Administration 

Business Rules for resolving the material or payroll deficiencies. Once the Engineer has 

determined all the above has been accomplished, electronic approval of the estimate at 

the project level can take place. This is accomplished in the Contractor Payments tab and 

Estimates tab in SiteManager.  The estimate is now ready for the District Level Approval. 

 
District Office Approval of Estimates  

District Level Approval is the responsibility of the DCA or back-up person. Before this 

level of approval takes place, all deficiencies should be resolved. . 

The DCA or back-up person can now approve the estimate. This is accomplished in the 

Contractor Payments tab and Estimates tab in SiteManager.  The estimate is now 

automatically forwarded to the Office of Accounting in Central Office for further 

processing and payment to the prime contractor. 

 
Method of Measurement 

In determining the proper method of measurement for a particular item of work 

encountered on a project, several sources of information exist. C&MS 109.01 provides 

general information for the determination of various units of measurement. These include 

items measured by weight, those measured by cubic meter (cubic yard), and those 

file:///C:/Zack/2008CMS/real%202008/100/109.htm%23a_109_01
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measured by the liter (gallon). In addition, specific information can be found for every 

listed pay item with few exceptions. Every item number in the C&MS contains a unique 

section entitled, "Method of Measurement," which provides this specific information. 

For example: 

605.08 Method of Measurement.  The Department will measure Unclassified Pipe 

Underdrains, Shallow Pipe Underdrains, Deep Pipe Underdrains, Base Pipe 

Underdrains Construction Underdrains, Rock Cut Underdrains, and Prefabricated 

Edge Underdrains by the number of feet (meters) completed and accepted in place, 

measured from end to end of each run. 

The Department will measure Aggregate Drains by the number of feet (meters) 

completed and accepted in place, measured along the bottom of the trench. 

The few exceptions includes Items 402, 403, 404, 412, 446, and 448. These are all asphalt 

concrete items with the method of measurement for all these items described under 

Section 401.21. Likewise, Section 641.12 provides the method of measurement for all 

the pavement stripping items (642, 643, 644, and 645). No specific section exists for 

Items 441, 499, 501, 502, 505, 506, 508, 510, and 623. These are all general 

specifications, items involving lump sum payment, or items not paid separately, but 

included in other items for payment. 

For items of work not covered in the C&MS, other sources can be utilized to determine 

the proper method of measurement. Supplemental Specifications are individual 

documents which describe the construction and material specifications for items whose 

requirements are changing from year to year, are still in the development or experimental 

stage, or are used only occasionally. These can be identified by their 800 series number. 

Just like the C&MS, these Supplemental Specifications contain a unique section entitled, 

"Method of Measurement," which provides the specific information for measurement 

purposes.  

Items listed as "Special," which have no item number, have specific information with 

respect to proper measurement. This is included in a section entitled, "Method of 

Measurement," and is incorporated in either the plan notes or listed in the specific 

proposal for the project. 

Another possible source of information with respect to method of measurement is items 

listed "as per plan." Reference items with an "as per plan" designation have been 

modified in some way from what would normally be required by the Specifications, 

Proposal, Standard Drawings, etc. This modification will be found in a plan note within 

the contract plans. The project personnel must investigate these "as per plan" 

modifications to determine what has been changed with the item. 

For those projects designed in metric units, specific information with respect to 

measurement can be found. C&MS 109.02 provides information with respect to 

metrification, along with a list of conversion factors for converting English to metric. 

 

Basis of Payment  

As per C&MS 109.03, payment to the Contractor for an item of work performed by the 

Contractor shall be full payment for furnishing all materials and performing all work 

under the contract in a complete and acceptable manner. The "Basis of Payment" for any 

item of work details that the unit bid price is full compensation for certain work and/or 

file:///C:/Zack/2008CMS/real%202008/400/402.htm
file:///C:/Zack/2008CMS/real%202008/400/403.htm
file:///C:/Zack/2008CMS/real%202008/400/442.htm
file:///C:/Documents%20and%20Settings/kbraden/Local%20Settings/Temporary%20Internet%20Files/400%20Flexible%20Pavement/446/446%20Asphalt%20Concrete.htm
file:///C:/Documents%20and%20Settings/kbraden/Local%20Settings/Temporary%20Internet%20Files/400%20Flexible%20Pavement/448/448%20Asphalt%20Concrete.htm
file:///C:/Documents%20and%20Settings/kbraden/Local%20Settings/Temporary%20Internet%20Files/400%20Flexible%20Pavement/401/400-401%20ASPHALT%20CONCRETE%20PAVEMENTS%20-%20GENERAL.htm%23a_401_21
file:///C:/Zack/2008CMS/real%202008/600/641.htm%23a_641_12
file:///C:/Zack/2008CMS/real%202008/600/642.htm
file:///C:/Zack/2008CMS/real%202008/600/643.htm
file:///C:/Zack/2008CMS/real%202008/600/644.htm
file:///C:/Zack/2008CMS/real%202008/600/645.htm
file:///C:/Zack/2008CMS/real%202008/400/441.htm
file:///C:/Zack/2008CMS/real%202008/400/499.htm
file:///C:/Zack/2008CMS/real%202008/500/501.htm
file:///C:/Zack/2008CMS/real%202008/500/502.htm
file:///C:/Zack/2008CMS/real%202008/500/505.htm
file:///C:/Zack/2008CMS/real%202008/500/506.htm
file:///C:/Zack/2008CMS/real%202008/500/508.htm
file:///C:/Zack/2008CMS/real%202008/500/510.htm
file:///C:/Zack/2008CMS/real%202008/600/623.htm
file:///C:/Zack/2008CMS/real%202008/100/109.htm%23a_109_02
file:///C:/Zack/2008CMS/real%202008/100/109.htm%23a_109_03
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materials essential to that item. As such, this work and/or material will not be measured 

or paid for under any other pay item which may appear elsewhere in the plans or 

Specifications. Like "Method of Measurement" (with few exceptions), every item 

number in the C&MS contains a unique section entitled, "Basis of Payment," which 

provides specific information as to what is covered by the pay item. The following 

example is provided: 

613.10 Basis of Payment.  The Department will pay for accepted quantities at the 
contract prices as follows: 

Item Unit Description 

613 Cubic Yard Low Strength Mortar Backfill 

  (Cubic Meter) 

613 Cubic Yard Low Strength Mortar Backfill 

  (Cubic Meter)  (Type ___) 

The few exceptions include Items 441, 499, and 501. These are all general specifications 

dealing with asphalt concrete, concrete, and structures. 

For items of work not covered in the C&MS, the same type sources exist. As with 

"Method of Measurement," item numbers in the 800 series are covered under 

Supplemental Specification.  

Items listed as "Special" also have a unique section entitled, "Basis of Payment." These 

are found either in plan notes or the proposal. 

"As per plan" modifications need to be investigated by the project personnel. These 

modifications could change the basis of payment of the particular item of work. 

  

file:///C:/Zack/2008CMS/real%202008/400/441.htm
file:///C:/Zack/2008CMS/real%202008/400/499.htm
file:///C:/Zack/2008CMS/real%202008/500/501.htm
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109.11 and 109.12 Partial and Final 

Acceptance 

The purpose of this section is to explain the process by which ODOT construction 

contracts are closed out. We will discuss final inspections, the completion of contract 

requirements, the determination of the final contract value, and the issuance of the final 

payment and release. 

 Following the completion of the physical work of a project, a process to "closeout" the 

contract begins. This process ultimately leads to the final payment and release of the 

Contractor from further responsibility for the project. This process includes gaining 

acceptance of the project from all participating agencies, determining the final value of 

the contract, the completion of all remaining contract requirements, and the issuance of 

a final change order. It is the Department's goal that this process be completed within six 

months of the completion of the physical work for at least 90 percent of our projects. 

 

Completion of Contract Requirements 

Once the physical work is completed for a project there are a number of administrative 

contract requirements that must be completed before final payment can be issued. These 

requirements may differ from contract to contract and typically include the processing of 

various documents or the Contractor supplying certain information: 

¶ Payroll requirements completed. 

¶ Affidavit of Compliance.  

¶ Final Wage Affidavit (state projects only). 

¶ Profilometer Report. 

¶ Concrete Core Report. 

The dates on which each of these contract requirements has been satisfied are entered 

and recorded in SiteManager.  

 

109.12.A Final Inspection 

ODOT will perform a Final Inspection of all completed construction projects. The Final 

Inspection is typically conducted by a team that is headed by the District Deputy 

Director's Appointee for Final Inspection. This team shall include representatives of all 

local participating agencies and FHWA, when applicable, ODOT maintenance 

personnel, the Engineer, and the Contractor. The team will determine the need for any 

corrective or additional work and prepare a "Punch List" for the project. In the case of 

any disagreements among the team, the District Deputy Director's Appointee is 

empowered with final authority. The Punch List is provided to the Contractor in writing 

along with a specified time frame or a specified date for completion of the prescribed 

work. Final inspection must follow the standard procedure below and generally must 

include the following items: 

¶ Resolution of Punch List: It is the responsibility of the Engineer to perform 

any necessary follow-up to ensure that the Contractor completes the Punch List 

work in a timely manner. 
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¶ Obtain acceptance of project by all local agencies: Upon completion of all 

physical work, including Punch List work, the District Construction Office 

must obtain a letter of acceptance of the project from all local participating 

agencies. 

¶ Issuance of Report on Final Inspection: Following the completion of Punch 

List work, if any, the District Deputy Director's Appointee for Final Inspection 

issues the Report on Final Inspection, form C-85. This report represents an 

informal acceptance of the project. 

Each District Deputy Director will designate a person as the Final Inspector for their 

District. The person designated as the Final Inspector will be a Professional Engineer, 

registered by the State of Ohio, in order to comply with  ORC 4733.17. The Final 

Inspector will not be the Project Engineer for the project under inspection or any other 

person who had daily responsibility for inspection of the work. Each District Deputy 

Director will designate a person meeting the same criteria as the Final Inspector, as the 

Back-up to the Final Inspector.  

Acceptance of a project or portion of a project by the Final Inspector or Back-up and 

their signature on the required form C-85 will constitute acceptance by the Director.  

The Division of Construction Management will foster consistent standards of Final 

Inspection among the various Districts by sponsoring periodic meetings of all Final 

Inspectors and Back-ups.  The Districts shall comply with the standard procedures for 

final inspection of construction projects established in standard procedure below.  

For ODOT administered construction contracts, the Final Inspection is a contract event 

to start Warranty Maintenance Periods, to relieve the Contractor of maintenance 

responsibilities, and to transfer maintenance responsibilities to the appropriate ODOT 

District or Local Public Agency (LPA). The Final Inspection of ODOT projects 

acknowledges receipt of the Contractor certifications of compliance with Contract 

conditions and work performed in a reasonably close conformity with the contract 

documents and consistent standards of inspection and project administration among the 

various Districts.  

The Final Inspector and Back-up will do Partial Inspections to accept a completed 

significant portion of the work when such acceptance serves the mutual interests of the 

Contractor and Department or to start a warranty period according to the relevant 

warranty specification.  

The Ohio Department of Transportation will perform a Final Inspection of Local Let, 

LPA projects to ensure general conformity with the approved plans and scope of the 

project in compliance with federal aid requirements.  

Authority for Perfo rming Final Inspection  

Ohio Revised Code 4733.17 

Federal Aid Policy Guide 635.105  

http://www.dot.state.oh.us/Divisions/ConstructionMgt/Admin/Inspection%20Forms/Form_C-85-Final.doc
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Procedure for Final Inspection  

The District Deputy Director (DDD) is responsible for appointing personnel to perform 

the Final Inspections on Department and LPA projects. This inspection is performed by 

the Final Inspector as the authorized agent of the Director.  

1. Each DDD shall appoint a Final Inspector and a Back-up Final Inspector to 

perform Final and Partial Inspections of construction projects in their District.  

a. Each Final Inspector and Back-up Final Inspector shall be a Professional 

Engineer, registered in the State of Ohio according to 4733 ORC.  

b. The Final Inspector and Back-up Final Inspector must have construction 

experience commensurate with the work being inspected.  

c. The Final Inspector and Back-up Final Inspector must have an 

independent and objective view of the work. Accordingly, the Engineer 

shall not perform the Final Inspection.  

2. The names of each Final Inspector and Back-up Final Inspector shall be 

submitted to the Central Office, Division of Construction Management, who 

will maintain a list of Final Inspectors and will verify their qualifications.  

Near the completion of the work, the Engineer shall create an Engineerôs Punch List, in 

writing, of items not yet completed or requiring correction. The Engineerôs Punch List 

must be provided to the Contractor and all items on the list must be complete before the 

Final Inspection.  

The Engineer shall inform the Final Inspector of the end of work and the completion of 

the items on the Engineerôs Punch List. The Final Inspection will be performed within 

10 business days of the Final Inspection Requested Date in accordance with C&MS 

109.12.  The date the final inspection is requested is entered into SiteManager as the 

Final Inspection Requested Date when applicable. 

1. Final Inspection, as defined in C&MS 109.12:  

a. The P.E./P.S. is responsible for coordinating attendance for the Final 

Inspection. In addition to the Final Inspector, the following people should 

be given an opportunity to attend the Final Inspection:  

i. Contractor.  

ii. District Highway Management Administrator or County Manager, 

in accordance with the Districtôs organization preferences. 

iii.  Any local government representative, in accordance with part VII of 

this procedure, if the project is LPA. 

iv. FHWA, in accordance with part VI of this procedure, if the project 

is subject to federal oversight.  

v. Other relevant personnel.  

b. The Final Inspector shall review the pertinent contract documents and 

shall physically inspect the project.  

i. District wide projects (e.g., pavement marking, guardrail, etc.) may 

be checked by randomly selecting sections rather than inspecting all 
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affected routes.  

ii. Particular attention must be made to the following critical items:  

(1) Rideability - If the project involves new pavement, resurfacing, 

bridge replacement, or a bridge overlay, it must be checked to 

see if it meets the applicable contract surface tolerance 

requirements. If the surface tolerances do not meet the contract 

requirements, the project must not be accepted.  

(2) Drainage - The pavements, a random selection of underdrains, 

ditches, conduits, catch basins, and other items must have 

positive drainage and be free of obstructions.  

(3) Structures - Bridges must be checked for all items which 

constitute the completed structure, both above and below the 

deck.  

(4) Erosion Control - Roadside items must be checked to see that 

all erosion control items have been placed or established. The 

projectôs post construction Best Management Practices must be 

checked to ensure they are installed and working properly. 

(5) Safety - Guardrail, end treatments, impact attenuators, lighting, 

pavement markings, signing, traffic signals, and other safety 

items must be in place, properly installed, and functioning.  

(6) Clean-up - The project is not acceptable if clean-up in 

accordance with 104.04 is not complete. All borrow and waste 

areas must be restored in accordance with 105.16.  

iii.  The Final Inspector shall also pay particular attention to items that 

are, by experience, known to be problematic.  

c. Report of Final Inspection (Form C-85-Final). 

i. The Final Inspector shall complete Form C-85-Final to document the 

condition of the work inspected during the Final Inspection.   

(1) The Final Inspection date on the C-85-Final shall be the date 

the Final Inspector performs the Final Inspection. This date is 

entered into SiteManager when applicable. 

(2) If there are no Punch List items, the Final Inspector will fill in 

the date that the physical work was completed on the C-85-

Final. This date is entered into SiteManager when applicable. 

(3) The Remarks section of the C-85 shall list Final Inspection 

Punch List items found during the Final Inspection.  

(4) The Form C-85-Partial or Form C-85-Final shall list the dates 

of the beginning of the warranty periods by item and location 

in the Remarks section.  

d. The Final Inspection Punch List.  

i. The Final Inspection Punch List is a list written by the Final 
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Inspector denoting deficiencies found during the Final Inspection.  

ii. There shall be only one Final Inspection Punch List on a project. 

Punch Lists created by local authorities or other Department 

personnel will have no standing unless they are included on the Final 

Inspection Punch List by the Final Inspector.  

iii.  At the Final Inspection, the Final Inspector and Contractor shall 

agree to a duration or date for the completion of the Final Inspection 

Punch List. The Final Inspection Punch List shall state:  

(1) The detailed list of items and locations found deficient during 

the Final Inspection.  

(2) The duration or date established for completion of the Final 

Inspection Punch List (this is the ñstipulated timeò denoted in 

109.12.B).  

(3) The statement: Failure of the Contractor to complete the Punch 

List items by the stipulated time will result in the assessment of 

fifty percent of liquidated damages in accordance with 108.07 

for every day beyond the stipulated time the Punch List work 

remains incomplete and beyond the revised completion date.  

iv. The Engineer shall notify the Final Inspector, in writing, of the 

satisfactory completion of the Final Inspection Punch List.  

e. Report of Punch List completion. 

i. When the Contractor completes the Final Inspection Punch List to 

the satisfaction of the Engineer, the Final Inspector will complete the 

Report of Punch List completion.  

(1) The date of Punch List completion shall be entered in 

SiteManager as the date of physical work completed date when 

applicable.  

(2) Copies of the signed Form C-85 and report of Punch List 

completion shall be sent to the Contractor and the maintaining 

agency.  

ii. Liquidated damages can be waived as per the requirements of 108.07 

and 109.12.B. if the Contractor completes the Punch List work in the 

stipulated time.  

f. End of Contractor maintenance responsibility.  

i. When the Final Inspector completes the Final Inspection and finds 

the work substantially complete or  substantially complete with 

Punch List items, the Contractorôs maintenance responsibilities end 

on the day of the Final Inspection for the project, except for:  

(1) Maintenance related to unfinished Punch List items. 

(2) Defects in work that becomes known before the final estimate 

is paid.  
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(3) Specific items on projects that specify a guarantee, support, 

establishment period, or warranty period in accordance with the 

applicable specification.  

ii. The District shall immediately inform the appropriate maintaining 

agency of the end of the Contractorôs maintenance responsibility for 

the project. This is particularly important when guardrail, stop signs, 

traffic signals, or other safety devices are part of the project.  

iii.  The Final Inspection does not waive any available rights of the 

Department nor divest the Contractor of any responsibility for 

compliance with the contract.  

iv. If there is a project guarantee, operational support, or continued 

maintenance that specifies a period of establishment (e.g., traffic 

control equipment, grass, trees, shrubs, or vines), the Final Inspector 

will note this period on the C-85, but shall accept the project without 

regard to completion of the establishment period. The Project 

Engineer is responsible for the inspection at the end of specified 

establishment period.  

2. Partial Inspection, as defined by C&MS 109.11. A Partial Inspection will only 

be performed following a request by the Contractor.  

a. Report of Partial Inspection (Form C-85-Partial).   

i. If the Final Inspector determines that the work for which Partial 

Inspection was made was acceptable, the Final Inspector shall 

complete a Form C-85-Partial to document the Partial Inspection.   

(1) The Partial Inspection date on the C-85-Partial shall be the date 

the Final Inspector performs the Partial Inspection.  

(2) The Final Inspector will fill in the work completed date for the 

work for which Partial Inspection was made on the C-85-

Partial. This date is entered into SiteManager when applicable. 

(3) The Remarks section of the C-85-Partial shall state if there were 

any warranty items accepted during the Partial Inspection and 

list the specific location and item.  

ii. If the Final Inspector determines that the work for which Partial 

Inspection was made was unacceptable, the Contractorôs request for 

partial acceptance is denied and a subsequent partial inspection will 

not be granted.   

b. End of Contractor Maintenance Responsibility.  

i. When the Final Inspector completes the Partial Inspection, the 

Contractor is relieved of maintenance responsibilities for the items 

of work identified on the C-85-Partial, except for:  

(1) Defective work or damage caused by the Contractor as defined 

by 109.11.  

(2) Specific items on projects that specify a guarantee, operational 

support, establishment period, or warranty period in accordance 
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with the applicable specification.  

ii. The Partial Inspection does not waive any available rights of the 

Department nor divest the Contractor of any responsibility for 

compliance with the contract.  

c. The District shall immediately inform the appropriate maintaining agency 

of the end of the Contractorôs maintenance responsibility for the items of 

work identified on the C-85-Partial. This is particularly important when 

guardrail, stop signs, traffic signals, or other safety devices are part of the 

Partial Inspection.   

3. FHWA Notification.  

a. If a project is designated as a federal oversight project, the FHWA 

representative shall be notified of the date of the Partial or Final 

Inspection and invited to participate.  

b. If the project is exempt from federal oversight, FHWA shall be notified 

when the project has been accepted.  

4. For ODOT administered projects, the Final Inspector shall sign (electronically, 

digitally or physically) and post the completed C-85-Partial and C-85-Final 

forms to the Project document management and storage system.  Notification 

of signed C-85 Partial and C-85 Final will then be sent to: 

a. Office of Accounting. 

b. County Manager.  

c. Maintaining Agency.  

d. District Warranty Coordinator (if warranty items).  

e. FHWA (if federal oversight project).  

f. Contractor.  

g. District LPA Coordinator (for traditional LPA projects). 

h. Local Participating Agency (for traditional LPA projects). 

5. For non-traditional LPA projects, the LPA will notify the Construction 

Monitor of the established time and date for the Final Inspection once the 

project is finished and corrective work items identified by the LPA are 

complete. The Construction Monitor will coordinate with the DCA/Designee 

or other ODOT/FHWA representatives, as appropriate, for attendance at the 

Final Inspection ñwalk-throughò with the LPA and complete a District 

Construction Inspection Report marked ñFinal Inspection.ò  Final Inspection 

Punch List items identified shall be noted in the ñRemarks/Exceptionsò section 

of the District Construction Inspection Report and assurance of completion is 

the responsibility of the LPA.  The LPA will supply the remaining closeout 

documentation to the District who will then closeout the encumbrance. 

Project File Requirements ï Final Inspection 

1. Form C-85 Report of Final Inspection.  
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2. Form C-85 Report of Partial Inspection. 

3. Report of Punch List Completion. 

4. Sample Final Estimate Letter. 

 
109.12.C Determination of Final Contract Value 

A key element of the project closeout process is the determination of the final dollar 

value of the construction project. This is accomplished by determining the final number 

of units to be paid for each item of the contract and by processing all necessary change 

orders, including a final change order.   

In order to ensure timely closeout, it is strongly recommended that some of the activities, 

which will be discussed, be performed as work is completed on the project. 

Prepare and Audit Final Contract Quantities 

The Engineer is responsible for determining and preparing support documentation for 

the final quantity (final number of units) to be paid for every item of work contained in 

the construction contract. Ideally, this is accomplished progressively as the items are 

completed during the course of construction of the project. Once the physical work has 

been completed for the project, the Engineer submits all project records to the District 

Office for an audit. This audit is performed by the District Level Reviewer for the 

purpose of verifying the final quantities and ensuring that adequate documentation exists 

to support payment of those quantities. It is currently the Department's policy to audit a 

minimum of 25 percent of all projects awarded each calendar year. The District can audit 

additional projects at its discretion. Again, it is preferred for larger projects that the audit 

be performed progressively as items of work are completed and documented. The audit 

must be performed before a list of approved final quantities is prepared and is forwarded 

to the Contractor for concurrence. Once agreement with final quantities has been 

obtained, a change order is prepared to make any necessary adjustments between the final 

and original contract quantities. Any necessary pay estimates resulting from these change 

orders are initiated by the District Construction Office. 

Material Certification  

As discussed in earlier sections, all materials incorporated into construction projects must 

be approved for use. Once the work is completed for the project, an audit must be 

performed to ensure that sufficient quantities of material have been approved for each 

reported final quantity. As the final quantity audit is being performed and final quantities 

are approved, the quantities are reported to the District Engineer of Tests for the material 

audit. The District Engineer of Tests and staff review the project testing and acceptance 

records to ensure that sufficient materials are approved for the final quantity for every 

contract item. Material deficiencies are reported to the Engineer who is responsible for 

resolution of the deficiency. Once all material deficiencies are resolved, the District 

Engineer of Test generates the Letter of Certification of Materials for the project. This 

letter is signed by the District Engineer of Tests and the District Highway Management 

Administrator and is included in the final estimate package. 

The project closeout process is modified as follows for projects constructed under the 

material acceptance process described above. 
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Under this policy, the Engineer prepares a material certification for the project and 

submits it along with the final contract quantities to the District for an audit. The final 

quantity documentation is audited by the District Level Review Team as described 

earlier. The District Engineer of Tests now only audits the Engineerôs material 

certification using project audit guidelines similar to those used by the District Level 

Review Team. Deficiencies identified by the District Engineer of Test's audit are reported 

to the Engineer who is responsible for their timely resolution. 

The Highway Management Administrator approves the material certification, which is 

included in the final estimate package. 

Issuance of Final Change Order 

A final change order is required for every construction project. Change orders for all 

quantity adjustments, extra work, additional costs, price adjustment, or contract 

amendments must be processed prior to the issuance of the final change order. Approval 

of the final change order signifies that all necessary changes have been made to adjust 

the contract from the original bid condition to the final "as built" condition. 

 
109.12.D Final Payment 

Following the approval of the final change order, the final estimate is prepared and 

processed, and the Contractor is released from any further responsibility for the project 

in accordance with C&MS 109.12. 

Preparation of Final Estimate Package 

A final estimate package is prepared for the project and includes the following items: 

¶ Final estimate (reconciles payment to final quantities). 

¶ Letter of Certification of Materials. 

¶ Certification of Payroll Affidavit (100 percent State projects only). 

¶ Letter of Acceptance from Participating Agency. 

¶ Affidavit as to Non-Specified Materials (when applicable). 

¶ Receiving ticket for Salvaged Materials (when applicable). 

¶ Signed Contractor Certification Form CA-D-12. 

The final report is signed (electronically, digitally or physically) by the District 

Construction Administrator and the District Deputy Director. The final estimate is 

approved by the District Deputy Director. 

The District will post the final estimate package to the Project document management 

and storage system and then send a notification to the Office of Accounting. 

 
109.12.E Release Contractor from Further 
Responsibility 

Once submitted, the final estimate package is audited and approved for payment. 

Following this approval, the District Construction Office generates a letter to the 

Contractor advising of the final value of the contract and of their release. This letter also 

serves as the Department's formal acceptance of the project.  

file:///C:/Zack/2008CMS/real%202008/100/109.htm%23a_109_12
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200 Earthwork 

201 Clearing and Grubbing 

General 

The purpose of this section is to establish uniform practices for clearing, grubbing, 

scalping, and removing trees and stumps within the areas designated in the plans. 

The following terms are defined for clarity: 

Á ñClearingò is cutting down all of the trees and brush. 

Á ñGrubbingò is clearing by digging up roots and stumps. 

Á ñScalpingò is removing the remaining roots, sod, grass, agriculture crop, 

sawdust, and other vegetation so that the soil is completely exposed.  This does 

not include removing topsoil. 

Varying interpretations as to the extent of removal are possible where these removals are 

set up on a lump sum basis.  It is necessary to exercise judgment in the administration of 

this item to accomplish the desired results. 

It is Department practice to remove only those trees that must be removed for the 

construction and maintenance of the highway and for the safety of the traveling public.  

In certain circumstances, it is desirable to leave healthy trees in place. 

Ohio Administrative Code regulates the movement of trees and wood in order to retard 

and prevent the spread of some destructive insects and plant diseases.  The handling and 

transportation restrictions are listed on the website for the Ohio Department of 

Agriculture, Plant Health Division (www.agri.ohio.gov). 

 

Disposal of Materials 

All material disposals in the 200-series of C&MS refer to Sections 105.16 and 105.17.  

The following statement is in 201.01 and is repeated throughout the 200s:  

ñUse removed or excavated materials in the work when the material conforms 

to the specifications; if not then recycle, burn, or dispose of the material 

according to 105.16 and 105.17.ò 

This statement is meant to encourage the Contractor to reuse, in the work, any material 

that can be reused. In the clearing and grubbing work, this is typically soil and topsoil.  

Any material that canôt be reused needs to be disposed of properly.  The use, reuse, and/or 

disposal of these materials may be regulated. (See Section 105.16, Borrow and Waste, of 

this manual). 

 

Plan Notes 

There are three plan notes that may be used by the Department to determine the extent 

of the clearing and grubbing work on the project. These notes are described below and 

file:///C:/2008CMS/real%202008/100/105.htm%23a_105_16
file:///C:/2008CMS/real%202008/100/105.htm%23a_105_17
file:///C:/2008CMS/real%202008/200/201.htm%23a_201_01
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in the Location & Design Manual, Volume 3, Appendix B.  In every case, the plan will 

denote the limits of the clearing and grubbing. 

Plan Note G108A 

When Plan Note G108A is used, no trees will be specifically called out for removal. 

Everything is removed within the areas denoted in the plan.  In this case, the Contractor 

has the maximum risk if his field count is not accurate.  This note is often used on small 

projects.  

Plan Note G108B 

When Plan Note G108B is used, trees and stumps are marked for removal on the plan. 

This note is used where the designer can reasonably count all of the trees within the work 

limits.  This count should be accurate at the time of the count. 

The count is not necessarily correct at the time of construction.  The Contractors are 

responsible to visit the site prior to the bid. This allows the Contractor to take tree growth 

into account.  Typical increase in growth is approximately 25 percent.  This depends on 

the time between the count and construction. 

The Contractor should bring large discrepancies between the plan count and the actual 

conditions to the Departmentôs attention prior to the bid.  

Plan Note G108C 

When Plan Note G108C is used, everything in the plan limits is removed except for the 

trees denoted as ñDo Not Disturb.ò 

The plan denotes some trees and stumps, where feasible.  In other locations, the plan 

denotes heavy wooded areas. An estimated count is given in the heavy wooded section.  

This estimate is based on representative counts in the heavy wooded areas.   

There are inherent inaccuracies in this count.  The Contractor will be able to make an 

informed decision in his bid by the knowledge of how the count is made.  By denoting 

the type and accuracy of the tree counting, it minimizes the claims and change orders 

from this item of work.  

Markings for trees to remain in place should be temporary and not result in an undesirable 

appearance beyond the life of the Contract.   

 

Trees Located within the Plan Limits Allowed to 
Remain 

Trees that are located within the plan clearing and grubbing limits technically must be 

removed.  There are circumstances, however, where the Engineer may consider leaving 

trees in place or making other changes to the Contract. 

It may be desirable to leave some trees because they are aesthetically pleasing and can 

provide structural value to an embankment or slope.  Leaving flowering trees and shrubs 

such as dogwood, redbud, hawthorn, and other attractive growth should be given serious 

consideration.  Special consideration should be given to rest areas or other specific nature 

locations. 
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The Project Engineer will contact the District Environmental Coordinator for 

recommendations on the attractiveness of trees to remain in place. 

Where trees are allowed to remain in place, the area surrounding the trees should be 

cleared of undesirable undergrowth to provide an attractive appearance and to simplify 

maintenance. 

Trees located within the plan work limits but outside the clear zone may not require 

removal.   It is required to remove trees within the clear zone or a minimum distance of 

about 30 to 40 feet (9 to 12 meters) from the edge of the travel lanes.  The actual clear 

zone distance depends on the roadway type.  The Project Engineer needs to contact the 

District Office of Planning and Engineering to give approval recommendations on the 

clear zone. 

It is not necessary to remove trees beyond areas required for construction if the grading 

section is in a cut with a 3:1 back slope, or is in fill with a depth requiring a guardrail. 

All trees considered for remaining in place must be in good condition.  A tree should be 

removed if it is dead, fallen, or unhealthy. 

It may be necessary to remove some trees for fence or noise wall construction.  This type 

of removal must be within the right-of-way limits and should not be greater than 10 feet 

(3 meters) in width in dense growth.  Where trees are scattered, the removal should be 

confined to trees that are in line with the fence or noise wall. 

The appearance of a mechanical cutting swath should be avoided when trees are left.  

This can be accomplished by having a curved or irregular tree line defining the area rather 

than a straight-line effect.  

 

Scalping (201.04) 

It is essential that the project enforce scalping work when it is required.  

Scalping is not required under an embankment where the embankment height is greater 

than 9 feet (3 m) to the subgrade elevation and when the existing slope is 8:1 or flatter.  

Both conditions must be true for the location not to be scalped.  See Figure 201.A for an 

illustration. 

This requirement is in the specifications to ensure good friction between the existing 

foundation and the new embankment.  This construction technique minimizes future 

potential sliding. 
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Figure 201.A ï Scalping requirements 
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202 Removal of Structures and Obstructions 

Structures Removed (202.03) 

The plans will include a note regarding the bridge removal. The note will usually include 

the phasing of the demolition procedure, the requirement of the demolition plan, the 

specification of the equipment to be used, and the necessary protection for water ways 

and traffic. 

Before the demolition starts, the Contractor should obtain an approval of the demolition 

plan, and notify the owners of all existing utility conduits using the structure.  The 

Contractor should disconnect all utilities according to local requirements.  If the 

Contractor is going to blast, then refer to 107.09 for the requirements associated with 

blasting. 

Remove the substructures of existing structures, including piling, down to the proposed 

stream bottom.  For those parts outside the stream, and for bridges that do not span over 

streams, remove substructures to a minimum of 1 foot (0.3 m) below proposed ground 

surface. 

Where the plans call for the removal of portions of the structure, remove those portions 

with sufficient care.  Avoid damage to the remaining portion of the structure.  In case of 

damage to the existing structure, repair or replace the damaged portions of the structure 

at no expense to the Department. 

The contractor should remove asphalt wearing courses from the bridge before 

demolishing the bridge or portion of the bridge.  To this end, the Department pays for 

removing an asphalt wearing course separately from the structure removal.  This is to 

ensure that no asphalt ends up in a stream.  Even for bridges not over streams, the 

concrete deck may sometimes be broken up and used for erosion protection.  Therefore, 

the Department removes the asphalt from all bridge decks before demolition. 

Backfill the cavity created by the removal item according to 503.08, except when the 

cavity lies within the limits of subsequent excavation or other work. 

Asbestos on Bridges 

The plans will include a note regarding asbestos on bridges. Contact the District 

Environmental Coordinator to check for changes in the current law regarding asbestos 

removal.  For a typical plan note, see the section, Typical Regulated Waste Plan Notes, 

Asbestos Abatement.  This note is similar but not the same as 202 Asbestos Pipe Removal 

specification requirements in Item 202. 

The Contractor should adhere to plan notes and specification while conducting the 

removal. 

If the existing conduit attached to the structure is not specifically denoted in the Contract 

Documents as Item 202 Asbestos Pipe Removed, perform the work according to 109.05 

(Extra Work). 
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Pipe Removal (202.04) 

When a pipe is removed from beneath existing pavement, there should be a separate pay 

item for removing the pavement.  If the pavement will be replaced, there should also be 

a separate pay item for the new pavement.  The pay item for pipe removal does not 

include the pavement, but it does include the excavation and backfill. 

Asbestos Pipes 

If removing an existing concrete water line pipe that was constructed before 1980, it may 

be an asbestos pipe.  Test the pipe by using a Department prequalified environmental 

consultant to determine if it is an asbestos pipe.  If it is determined that the pipe is 

asbestos, then a certified Asbestos Contractor must perform the removal. Dispose of all 

asbestos pipes at a solid waste facility that is licensed by the Local Health Department 

and permitted by the OEPA.  Contact the District Environmental Coordinator to check 

changes in the current law regarding Asbestos removal. 

If the existing conduit attached to the structure is not specifically denoted in the contract 

documents as Item 202 Asbestos Pipe Removed, perform the work according to 109.05 

(Extra Work). 

Asbestos is not a hazardous waste or a solid waste; it is a special waste.  This pipe is 

regulated and must be removed and disposed of properly.  

When evaluating the potential for asbestos in the pipe, the project should look at the 

"Markings" on the pipe.  Concrete underdrain, waterline, and sanitary sewer pipe with 

the following ñMarkingsò are known to contain asbestos: 

Á ASTM C-663 

Á AASHTO M-217 

Á AWWA-C-400-64-T 

Á ASTM-C-296-65-T 

Individual utility companies and Local Planning Associations (LPA's) may have used 

asbestos pipe under their own specifications. 

Asbestos Cement Perforated Underdrain Pipe was allowed in 706.15 in the 1970's.  In 

addition, Asbestos Bonded Bituminous Corrugated Steel Pipe and Pipe Arches were 

allowed in the 1980ôs in 707.09.  

Testing for Asbestos 

Test the pipe for asbestos if there is any doubt about the pipeôs composition or identity.   

Asbestos inspectors in Ohio are required to have a certificate of training from an EPA 

accredited company for Asbestos Building Inspector and Asbestos Management Planner.  

The certificates are sent to the Ohio Department of Health (ODH) to obtain the required 

Asbestos Hazard Evaluation license.  Both the EPA accredited certificate and the ODH 

license are required to perform inspections. 

Asbestos Contractor Qualifications 

There are a multitude of rules, laws, and regulations that govern asbestos operations.  

One of the best websites is: 
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www.ehso.com/Asbestos/asbestreg.php 

In addition, more information can be found under the Ohio Revised Code or the Ohio 

Administrative Code OAC-3701-34 and OAC-3745-20 at the following websites: 

http://codes.ohio.gov/orc 

http://codes.ohio.gov/oac/3701-34 

http://codes.ohio.gov/oac/3745-20 

Asbestos Removal Contractors must obtain the Asbestos Hazard Abatement Specialist 

license or Asbestos Worker license from Ohio Department of Health (ODH). Each 

asbestos removal company needs to have an Abatement Contractor license through ODH 

as well. 

The training requirements are under CFR 1926.1101(9) (i-viii) requirements for the truck 

drivers to haul the asbestos. The only training required for the truckers to haul the 

asbestos is two hour OSHA Awareness training. 

Asbestos Pipe Removal 

It is highly recommended that the Project hire a third party Certified Asbestos Inspector 

to provide oversight during the removal. 

Concrete pipe is non-friable asbestos.  The pipe becomes friable if it is chipped, crumbles, 

or crushed during the removal.  Therefore, the same requirements are required for friable 

and non-friable asbestos pipe.  Cutting and crushing the asbestos pipe is strictly 

forbidden.  Follow the instructions of the Asbestos Inspector or Contractor. 

The project may need to notify the local air quality authority and follow strict OSHA 

demolition and removal requirements. 

The material must be taken to a solid waste facility that is licensed by the Local Health 

Department.   

Manifesting for disposal is required.  The Regulated Waste Project Engineer or the 

District Environmental Coordinator is required to sign the Manifest for the Department. 

See the following Regulated Waste Requirements, ñManifestingò subsection for more 

information. 

 

Pavement, Walks, Curbs, Steps, Gutters, or Traffic 
Dividers Removed (202.05)  

The plans will designate the items for removal using a balloon with (R for Removal) 

attached to a line pointing out the removal item. As designated, remove and dispose of 

the existing Item.  If removing only a portion of an existing item, saw cut a neat joint at 

the removal limit. 

If the removed pavement will be replaced with embankment material, such as when an 

existing embankment is being raised, the Department pays for the embankment material 

separately. The embankment material is not incidental to the pavement removed. 

 

http://www.ehso.com/Asbestos/asbestreg.php
http://codes.ohio.gov/oachttp:/codes.ohio.gov/orc
http://codes.ohio.gov/oac
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Buildings Demolished (202.06) 

The Contractor should disconnect all utilities according to local requirements, and notify 

the owners of water, electric, or gas meters when the meters are ready for removal.   

The Contractor should not disturb buildings until the Engineer provides a Notice of 

Possession and Approval to Proceed.  The demolition should be performed under the 

Engineerôs direction in order to accommodate utility rearrangements and clearance of 

structures. 

The Contractor may use buildings for storage or other purposes.  The Engineer should 

secure a documented agreement to allow such use during the period of the Contract and 

save the Department harmless from any claims whatsoever by reason of such use. 

Raze the building (including all items) to a minimum of 1 foot (0.3 m) below the grade 

of the surrounding area. 

If the building contains any hazardous materials that require remedy before the start of 

the demolition, perform the necessary work under other items in the Contract or 

according to 109.05. 

 Asbestos in Buildings 

All structures torn down by the Department are required to have an Asbestos Inspection.  

Ensure that the Office of Real Estate performed these asbestos inspections.  An Ohio 

EPA form, Notification for Asbestos Demolition and Renovation, must be filled out by 

the Department or the Contractor ten days prior to the Demolition.   

This form details the type and quantity of asbestos removed and small amount of asbestos 

left in the building.  Generally, the Asbestos Abatement Contractor performs all of the 

asbestos removal.  In rare cases, the asbestos abatement is performed under the highway 

contract. 

The instructions and more details can be found at the following link:      

www.epa.ohio.gov/dapc/atu/asbestos.aspx 

Normally, friable asbestos cannot be left in the building during demolition.  In rare cases, 

the Asbestos Abatement Contractor may leave a small amount of asbestos in the 

structure. Of course, large amounts of asbestos cannot be crushed or rendered friable.  If 

the amount of asbestos is small and the Notification for Asbestos Demolition and 

Renovation allows the building to be demolished, then this material can be hauled away 

to a Construction and Demolition Land Fill if allowed by the local Board of Health. 

If asbestos is left in the building, the building cannot be burned, even if the Notification 

for Asbestos Demolition and Renovation allows the building to be burnt.   

The Notice will specifically mark on the form that the building can be burnt.  In addition, 

an Open Burning Permit would be required if the structure is burned.   

Burning or disposing of the building is allowed in 105.16 and 105.17.  The Contract will 

specifically state whether burning is restricted due to the asbestos left in the building.  

This restriction will be based on the asbestos remaining in the building, and not on the 

Ohio Administrative Code (OAC) 3745 in 105.17.   








































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































