
HQ Contract Services & EEO Office:

· A completed ITD 2324 (DBE Goal/Training) is placed 

on file at the ITD EEO office and in the project records

· Performance & Payment Bonds Received & Checked

· FHWA award approval if required on Projects of Interest

Notice of Intent to Award

· Contract sent to apparent low bidder for 

signature and return within 15 calendar 

days

· Bidder on notice to secure bonding and 

public works license

Contract executed by Department: 

· Executed contract distributed to District, 

Contractor, and FHWA

· Contract Administration begins

Contracting Services Engineer:

· Contract Notice of Award Letter

· Contract time begins on stipulated date 

or as otherwise stated in the contract

(CA Man 108.02)

RE meets with residency 

staff to review plans and 

special provisions

(CA Man 108.04)

Resident Engineer:

· Conduct Preconstruction 

Conference

      (CA Man 107.01, 108.04)

· Revise contract start date if 

required (CA Man 105.01)

ROM maintains project files, and prepares and reviews 

documents semi-monthly or monthly:

· ITD 2242 Contract Time  (CA Man 108.02)

· Certified Payrolls (CA Man 112)

· Civil Rights Compliance (including DBE CUF ITD 1701) 

(CA Man 113)

· On the Job Training Agreement (CA Man 113.04; ITD 2775, 

2776, 2777)

· Materials Pay Factors (QASP, MAP, SiteManager)

· Pay Estimates and Field Ledger Sheets (SiteManager, 

Wincaps; ROM Manual; CA Man 109 & 110.01; Asphalt & 

Fuel Index links(see ITD Web page); Fuel Price Adjustment, 

ITD 2624; Asphalt Price Adjustment, ITD 2625; Quantity 

Tally sheets, ITD 2010; and scale tickets)

· Certification of Payment (CA Man 109.05; ITD 2892, 2921)

· Estimate of Remaining Costs Worksheet (Wincaps)

· Monitor Pay Item Quantities for potential QVR (<75% or 

>125%) issues and report same to RE.

· Review subcontract requests (CA Man 108.01. ITD 315)

· Consultant Administration (Professional Service Agreement 

Procedures Manual Section 540)

· Utility/RR Administration (CA Man 105.07, ITD 1865)

· Project Filing

Contractor Submittals reviewed by RE:

· SWPPP and ESCP (BMP Manual)

· Initial CPM including incorporation of RR 

and Utility work (CA Man 108.03)

· Traffic Control Plan (Adopted MUTCD)

· Subcontract requests, including pubic 

works license, bidder registration and 

insurance verification (ITD 315, CA Man 

108.01)

· Materials Source Approvals and supplier 

lists (CA Man 106.09)

· Shop drawings

· TERO Agreement (CA Man 113.05)

· Plantmix and concrete mix designs

Contractor Resubmits

Approved?

No

RE will authorize 

work as required
Yes

ROM

RE

ROM: 

· Sets up project files, 

verifies Contractor 

insurance

(CA Man 107.10)

· Prepares preconstruction 

conference outline 

(CA Man 108.04)

RE Routine Contract Administration

· Review and Approve project diaries and construction photos (ITD 0025; 

CA Man 110.03)

· Enforce legal weight regulations and weight restricted bridges 

(CA Man 105.13)

· Materials source administration (CA Man 106.09)

· Coordination with Public Involvement Coordinator (CA Man 107.22)

· Review and approve force account calculations (ITD 370, 371, 372, 373; 

Blue Book rental rates; CA Man 104.02 and 109.03)

· Utility/Railroad agreement compliance, coordination, and billings 

(CA Man 105.07)

· Review pay documents, progress payments, and prompt payment 

certifications.  Determine whether payments should be withheld if material 

certifications not provided, or prompt payments not made to subcontractors, 

or the state’s interests are deemed to be in jeopardy. (CA Man 109.05)

· Monitor Contract Time (Statement of Elapsed Time, ITD 2242; 

CA Man 108.02)

· Written notice of work suspension and resumption (CA Man 105.01)

Environmental Compliance (CA Man 107.17)

· COE and DEQ Permits

· Cultural resources

· Hazardous materials and UST’s

· Review stormwater compliance reports (ITD 2802)

· Environmental commitments (Special Provisions)

Material Acceptance (CA man 106.03)

· Develop and distribute minimum material testing & certification requirements 

including small quantities(QA Man Section 270, MTR’s,) 

· Check Inspector (IQP), Materials Sampler and Tester (WAQTC), and lab 

qualifications (CA Man 106.03, 114)

· Check Buy American Certification (CA Man 106.04)

· Review materials pay factors, and acceptance and verification test results 

(Quality Assurance Special Provisions, CA Man 106.03)

· Random sampling times and locations (CA man 106.03)

· Monitor materials quantities and notify District Materials to schedule 

independent assurance testing

· Materials dispute resolution (CA Man 106.07)

Contract revisions (CA Man 104.02)

· Issue AVO’s

· Negotiate and document justification and agreed prices (ITD 2317, Average 

Unit Price Report)

· Contract time revisions including work performed after substantial 

completion or with interim completion dates

· Consultation with subject matter experts and POE Manger where changes 

effect POE operations

· Obtain FHWA prior approval on Projects of Interest and local agency 

approval as required (ITD 2317 Record of Change Order Authorization)

· Complete, execute, and distribute Change Order (ITD 400, 403)

· Update ASCOT

· Evaluate changes due to design error and cost recovery/allocation

Jobsite Bulletin Boards (see ITD Web page and CA Man   

107.01 and 108.04)

· General wage decision, Page1

· Environmental Requirement – Construction General Permit 

· FHWA 1273, page 5

· EEO Special Provision and DBE Special Provision

· Links to current required posters

· Emergency phone numbers

Monthly CPM Review and Jobsite progress meetings  

(CA Man 108.03)

· Withhold payments if updated CPM’s not submitted

Updated CPM 

contains all agreed 

upon info

Updated CPM approved

Yes

No

Labor and EEO Compliance

· Certified Payrolls (CA Man 112)

· Worker interviews (CA Man 112.10)

· Civil Rights (ITD 2674; CA Man 113)

· OSHA/MSHA compliance (CA Man 107.01)

· Semiannual Labor Compliance Enforcement Report (form 

FHWA 1494)

Legal/Safety:

· Responsibility for Damage (CA Man 107.10)

· Tort liability (ITD 1746; CA Man 107.10, 107.20)

· Safety Inspection Report (ITD 2713; CA Man 107.01)

· Traffic Accident Field Report (ITD 645; CA Man 107.10)

Project inspection 

· Construction surveying (CA Man 105.08)

· Weight verification, weight tickets and quantity tally sheets (CA Man 109.01)

· Workmanship issues

Dispute resolution (CA Man 105.16)

Preoperational Meetings (CA Man 107.01 and 108.04)

Can project be 

safely used by 

public?

Contract Time continues

· All administration 

processes continue

No 

Yes 

Project is substantially complete and Contract time ends

· Assess  liquidated damages

· Assess incentives/disincentives to progress payment

· Issue final ITD 2242

· Punch list items complete

· Project actual completion

Prefinal inspection

 (CA Man 105.15)

Project final inspection

 (CA Man 105.15)

Contract close out:

· Materials Summary Report and Material Certification Letter prepared by RE and District Materials Section 

(QA Man 400, and CA Man 106.04)

· DRI completes project records review per DRI Manual – 

Computer ledger checked, final estimate reviewed (ITD-1996,199, 2379),

Final Inspection and Acceptance letter checked (content and distribution),

Record Inspection audit work papers and reports prepared (ITD-1970, 1009, 1845, 1996, 2101, 2242)

Utility relocations records checked (ITD-345A, 1865, 2242)

Contractor’s payroll reviewed, Stockpile (Materials left on Hand) records checked, including ITD-2379A

· Final estimate including pay document inspection and final estimate voucher by DRI

(ITD-1996; CA Man 109.08, 110.04, 111.04)

· As-built drawings and final CPM approved by RE

· Final Elapsed Time and Work Status Statement by DRI (ITD-2242, CA Man 111.06)

· Project Quality Evaluation by RE (ITD-767, CA Man 111.05)

· Tax release letter sent to Contractor

· Utility Railroad Fiscal Final Review Report by RE (ITD-1865)

· Utility permits issued by RE (CA Man 105.07)

· FHWA ineligible cost identification by HQ and District (ITD-2437, CA Man 115)

· Street and Right-of-Way monuments, and public land corners certified per Idaho Code 55-16 by a 

Professional Land Surveyor (CA Man 105.08)

· RE will provide Maintenance Engineer with any documents and explain any unusual features affecting future 

project maintenance (CA Man 105.11)

Contract Final Acceptance Letter by DE 

(CA Man 105.15)

DRI

DRI Interim Inspection program per DRI Manual:

· Progress estimates checked (ITD-1009, ITD-2242)

· Check State and FHWA reports, preconstruction conference

 minutes, change orders, and Project correspondence

· List follow-up and future reference items

· Check Utility and Railroad agreements for work at State expense

· Check project ledgers

· Verify pay quantities

· Submit special or interim reports (ITD-1970)

Contractor begins work

Contactor submits two copies 

of the initial schedule

(CA Man 108.03)

LEGEND

- Pre-Award and Final Acceptance

- Resident Engineer (RE) Responsibilities

- Decision Feedback Loops

- District Records Inspector (DRI) Responsibilities

- Resident Office Manager (ROM) Responsibilities
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