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LOS ANGELES COUNTY 
METROPOLITAN TRANSPORTATION AUTHORITY 

CONSTRUCTION DIVISION 

GENERIC 
RESIDENT ENGINEER MANUAL 

March 27, 2000 

This manual provides guidelines to assist the Resident Engineer (RE) in tl1e execution of the work. However, if 
the requirements in this manual conflict with the requirements and obligations in the MTA contract or MTA 
policies and procedures, the contract and the MTA policies and procedures shall govem, respecti\•ely. 

The RE shall notify the MTA of all errors, incons istencies and ornissioos that it discovers in this manual. The 
MTA is entitled to make any corrections and interpretations as it may deem necessary for the fu lfillment of the 
intent of the contract. 
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1.0 PURPOSE 

The Resident Engineer Manual establishes uniform procedures and policies to be implemented by the 
Resident Engineer (RE) for management of Metropolitan Transponation Authority (MTA) systems and 
facilities construction projects. ·111is introduction provides a summary of typical RE and Construction 
Management (CM) functions, interfaces and activities. The Generic RE Manual is applicable for MTA 
Capital Improvement Program (CrP) projects managed by the Construction Division and its consultants. 

2.0 GENERAL 

The primary role of the Resident Engineer function is to ensure construction of quality facilitiesfs~stems 
and to provide quality management of the construction on behalf of the MT A. 

To meet the requirements for project control, project reponing and quality of construction the RE will 
have suppon resources for the services of engineering, architect, environmental services/compliance 
safety overview, scheduling, estimating, cost engineering, contract administration, quality 
control/inspector and document control. It is understood that when the Resident Engineer Procedures 
refer to RE responsibilities, these responsibilities extend to suppon staff assigned to perform the tasks. 
For smaller projects, the RE may perform some or all of the support tasks (i.e. inspection, office engineer). 

3.0 ORGANIZATION 

3.1 MTA CONSTRUCTION DIVISION 

The MTA Construction Division is responsible for the design, construction, and stan-up of MT A systems 
and facil ities project in accordance with approved policies and procedures. 

3.2 TI-IIRD PARTIES 

Other public agencies or private parties may be involved or affected by MTA construction. Third party 
involvement will be addressed in the Project Implementation Plan. 

3.3 PROJECT TEAM 

A core MTA Project Management staff is dedicated to each project to ensure that project management 
goals and objectives are met utilizing resources assigned frorn the various functional MTA depanments 
and consultants. 

4.0 RESIDENT ENGINEER 

The RE's primary taSk is to ensure the construccion of a quality facility/systems on time and within 
budget. 

The RE is the primary point of contact with the contractor on the assigned contract after the Notice-10-
Proceed has been issued. The RE is responsible for managing, administering, organizing, and coordu1a1ing 
Che assigned contract in order to achieve completion of the con1rac1 in conformance with plans, 
specifications, and approved budget and schedule. As a representative of the MTA, the RE aces within 
his/her authority and in accordance wilh policies and procedures ouclined in this manual, and any other 
applicable administrative instructions. 

During pl'CC(lnstruction activities, the RE reviews the design for constructability and i.nterfaces between 

Consm,crion: Generic Resideru Eogitleer Manual 
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dependent contracts, as well as contractual language and specifications, constniction schedule 
compatibi~ty, special construction-related contractor requirements, claims avoidance assessments, and 
value engineering studies. 

Well in advance of construction, the RE studies the plans and specifications and becomes thoroughly 
familiar with them. Any necessary clarification is sought from those responsible for the design as quickly 
as is feasible in order to avoid costly delays and claims later on. 

The contractor is asked to discuss in detail the methods of construction he/she intends to use in each 
operation to reduce costs and expedite the project. The RE is interested in quality construction as well as 
in expediting the project, and every attempt is made to find the construction procedure that will attain 
both. 

The .RE is receptive to alternative methods that may be submitted by the contractor. Any suggested 
change to the design documents shall be processed in accordance with change cootrol procedures. 

All problems are diligently pursued until a solution is clearly indicated. This will serve the interests of all 
persons coocemed. Also, the RE should keep abreast of the contracto~s problems. A simple question 
about the plan for some operation, asked well in advance, will alert the contracto~s forces to any special 
needs. The RE should pay special attention to the contractor's schedule and meet weekly with the 
contractor to address progress. 

Ir it will not affect the quality of the project, the RE may discuss ideas that will aid the contractor. This 
will have the two-fold effect of expediting the contract and helping to place the RE and contractor on a 
partnership basis. However, the RE must not consider the contracto~s problems as his/her own. He/she 
must not try to run the job or tell the workmen what to do. A good approach may be, "Have you thought 
about.." or "Did you read in ... about ... " Care must be taken when ideas are offered that the contractor 
does not characterize a,ese ideas as orders or directions which may relieve the contractor's liability for the 
decision. 

The relationship of the RE and the contractor is as important to the quality of the project as any other 
single factor. When a poor relationship exists, personnel on the project tend to favor one viewpoint and 
loyalties are divided. The result is a breakdown in communications throughout the project. The RE can 
do a great deal to improve this relationship by an appraisal of his/her methods in dealing with the 
contractor. The RE should readily acknowledge his/her errors and accept full responsibility of the actions 
of subordinates. 

The RE should be as quick to praise competent workmanship as to criticize incompetent work. lie/she 
should at all times be candid, but diplomatic, about the contractor's perfonnance. The RE always observe 
the rules of professional conduct, good taste, and common courtesy. These may not seem to be 
compatible with the atmosphere about a conslJ'Uction project, but such is a false notion. The RE must 
always act in a professional manner if his/her instructions are to be respected. 

Progress on the work is regularly checked against the contractor's schedule and the required completion 
dates. It is quite proper, and contractually required, to ask what the plan is to get a delayed portion of 
work back in step. A plan to complete all parts of the work on time is essential. 

The RE shall not accept gratuities or gifts from the contractor as defmed in the MTA Ethics Policy. 
Although such grotuities or gifts may seem hannless, their propriety may be questioned at some future 
date. 

4.1 During the project construction phase, the ftlllctions of the RE may include some or all of the following 
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(but not limited to): 

• Protect the MTA 's legal interesis. 

• Project administration. 

• Enforce the cont:rnctually•imposed requirements and obligations. 

• Monitor and report project progress through complelion in accordance with the contract documents, 
good construction, sound safety practices, and approved schedule and budget. 

• Ensure proper documentation, coordination and negotiation of Requests for lnfom:tation (RF!) and 
Change (RFC), changes notices/orders, claims, and backcharges in a timely maiu1er. 

• Monitor the progress of the work, detem1ine the value and quantity of work performed and materials 
which are to be paid for under the contract when approving monthly progress payments, process 
progress payments in a timely manner, and ensure progress payment files contain sufficient backup to 
support paymenl. 

• Coordinate performance of required field quality control surveillance and inspections to ensure 
constructed and procured items comply with plans and specifications. 

• Coordinate and i.nterface with the MTA Facility/System User, Environmental, Quality Management and 
Safety DepartmentS. 

• Initiate the project Emergency Response Plan, as needed. 

• Coordinate with MTA third party administrator and agencies, C'alifomia Department ofl'ransportation, 
public utilities, MTA consultantS and others. 

• Manage contractor subm ittals, ensure that contract deliverables are properly documented and 
promptly processed, coordinate and track review of submittals within the time frame specified in the 
contract documents or earlier. 

• Issue contract Nonconformance ReportS (NCRs), review and accept contractor's co1Tective action. 

• Maintain contractor deficiency lists. 

• Implement claims mitigation and work towards claims resolution. 

• Monitor and report contractor compliance with federal, state, and jurisdictional local govemment 
requirements via contractor submittals. 

• Coordinate movement of MT A-supplied equipment and material to jobsites. 

• Recommend construction techniques and exchange ideas with the contractor to expedite the project. 

• Monitor contract compliance with environmental requirements. 

• Review contractor's proposed work schedule and hours of operation. 

• Manage the perfonnance of operational and startup tests and runs of equipment, including tests to 
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verify the compatibility of related systems. 

• Receive, control and transfer spare parts to operations and maintenance. 

• Work with the contractor and the MTA Public Affair.s Deparnnent to minimi1.e adverse impacts of 
constroction operations on the public. 

• Stop the work if serious or life threatening conditions exist that require immediate corrective action, 
until such time as the condition is corrected. 

• Issue a suspension of work order in any situation when on-going work is not in compliance with 
contract requirements. 

• Normal day-to-day contact and correspondence with the contractor shall be through the RE except for 
the following specific contract actions which are conducted directly between the MTA and the 
contractor. 

- Notification of Award 
Notice-to-Proceed (NTP) with Contract 

- Monthly Progress Payments (payment requests are processed through the RE) 
Rendering of final Decision in Contract Disputes 
Final Accepk'Ulce of the Work 
Submission of DBE Reports 
Bonding and Insurance Issues 
Escrow Agreement 

The RE maintains copies of the above items except DBE repons and the Escrow Agreement in the 
Project tiles. 

Construction: Generic Resident 6ngineer ~anual 
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LO PURPOSE 

This procedure addresses the process for preparing, reviewing, and approving changes, and/or project 
specific deviations to the Generic RE Manual. 

2.0 GENERAL 

Modifications to the RE Manual tall into two classes: 

I. Revisions to the Generic RE Manual. 

2. Project specific deviations from the Generic RE Manual. 

3.0 DEFINITIONS 

Refer to MTA procedure CF?, Change Control: Policies and Procedures 

4.0 RESPONSIBfLITIES 

4.1 REQUESTER 

New Generic RE procedures or revisions to existing Generic RE procedures may be requested by any 
MTA staff or project participant. Similarly, any user may request the revision or deletion of a fom,. The 
requester submits a request for change, in the form of a memo or e-mail to Document Control. 

The requester ensures that the technical information in the draft is correct and current. The requester is 
responsible for coordinating the procedure revision with the appropriate functional manager(s) prior to 
submitting the proposed revision to Document Control for processing. 

4.2 DOCUMENT CONTROL 

Document Control is responsible for ensuring that the draft meets the following standards: 

• Proper .RE Manual fom,at for the fo llowing: 
Definitions 
Abbreviations 
References 
Grammar 
Spelling 

• Latest version of referenced fom1s 
• Correct document and revision identification 
• Change request is logged and tracked 

4.3 MANAGER. DOCUMENT CONTROL 

The Manager, Document Control reviews and signs the Change Approval Sign-o ff Forni, verifying 
editorial accuracy, fonnat, and proper preparation of the change documentation. 

4.4 DOCUMENT OWNER 

Each RE Manual section is assigned • Document Owner. The Document Owner is responsible for 
ensuring that any proposed change or deviation to a procedure is i.n compliance with contract 
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requirements and current Consnuction Division procedures. When a procedure affects multiple 
deparnnents, the appropriate managers will review and approve the procedure. 

4.5 EXECUTIVE OFFICER, CONSTRUCTION DlVISJON 

The DEO Consnuction, and EO, Construction are responsible for final approval sign-off on the Generic 
RE Manual revisions or deviation approvals. 

5.0 PROCEDURE 

5.1 Change to Generic RE Manual Procedure 

Tlie Generic R£ Manual is subject to change control procedure CF7 Change Control : Policies and 
Procedures. A summruy of steps required to revise the manual are: 

• REQUEST FOR CHANGE: Any project panicipant may submit a request for change to a 

procedure to Document Conll'ol via a memo or e-mail. The request for change should include, 
at a minimum: 

A general description of the requested change 
A mark-up of the existing manual section, if appropriate 
Electronic copy of the proposed new procedure or revision, if appropriate 
Justification and reason for the change, including cost benefit, if appropriate 
Identification of the urgency and priority of the change (e.g., needs immediate 
incorporation or can wait until the next scheduled Generic R£ Manual revision) 

• CHANGE PROCESSED: If the document owner agrees with the proposed change, the mark-up 
will be circulated for review by functional managers, project managers, and consullJlnts as 
appropriate. Following review and incorporation of accepted comments, the document will be 
submined for ftnal approval by the DEO, Construction and the EO, Construction. 

• RE MANUAL REVISION RELEASED: Following final approval, the revision will be 
distributed to the controlled copy distribution list for the Generic RE Manual. 

5.2 PROJECT SPECIFIC DEVIATIONS AND EXCEPTIONS 

It may be necessary to deviate from the baseline requirements for a specific contract or 1>rojecL In such 
cases. the RE may request to deviate from the baseline. Refer to CF7 for procedures and fonns for revising 
procedures. 

6.0 REFERENCE 

MTA Plans and Procedures 

CF7 Change Control: Policies and Procedures 

7.0 EXHIBITS 

None 
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1.0 PURPOSE 

This document establishes procedures for conducting constructibility reviews when detemiined 
appropriate by the Engineering Project Leader and/or Design Team (see ENG0J). 

2.0 GENERAi., 

2.1 CONSTRUCTION OVERVIEW 

RE will provide construction overview from the earliest stages of conceptual planning through final bid 
document preparation. The concept evaluations will provide a basic construction concept review for the 
project alignment, considering methods of construction, cost effectiveness, contracrual interface, and 
packaging. Cost and schedule reviews will be an integral part of this process as options and alternative 
s111dies. 

2.2 FOLLOW-ON REVIEWS 

RE will perfonn follow-on reviews of all construction packages. The reviews will include analysis of 
construction srag[ng, contract packaging, scope of work, interface definition, specification clarity, 
internal consistency, and the package completeness, including review of tlie general conditions, special 
conditions, and technical specifications. The composition of a constructibility task force is shown [n 
paragraphs 4.2 and 4.3. 

Reviews will evaluate the viability of required construction techniques; assess alternative designs, 
methods, and equipment; evaluate adequacy and appropriateness of materials and products specified; and 
assess definition of easements and adequacy of contractor storage and staging areas. Follow-on reviews 
will be perfo11ned utilizing a checklist that has incorporated the lessons learned from previous projects 
and those from other agencies. The results of the reviews will he provided to MTA Engineering Project 
Leader as part of the design review process. Follow-on review meetings may be required where the 
resolution of comments will be discussed wilh tlte designer and incorporated, as appropriale, illlo the 
contracl documents. 

2.3 REVIEW OF GENERAL AND SPECIAL CONDITIONS 

General Conditions normally remain the same from contract to contract within a given contract type and 
should be reviewed accordingly. RE will conduct a review of the general and special conditions for each 
contract to ensure that they provide specific coverage and consistency with the work scope and tasks for 
each contract. R£ will conduct a review of the general and special conditions and provisio11s relating to 
time of completion, milestone dates, liquidated damages, administration of changes and claims, 
temporary facilities and utilities, pern,its, and specialty items relaling to historical landmarks, artwork, 
etc. R£ will provide input lo the development of the time of completion, milestone dates and liquidated 
damages cost data. 

2.4 CONSTRUCTION SCHEDULE DEVELOPMENT 

Schedule developnient will include the basic construction concept review to facilitate initial planning 
development and to ensure that the schedule encompasses the elements necessary for project coordination 
and interfacing. 

R£ will maintain a proposed project construction schedule, including the evaluation of production rates, 
sequence of construction, compatibility between the contract and actions necessary by third parties, 
interfaces with subsequent facility and systemwide contracts. The milestone dates will be provided based 
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on viability, effectiveness, and interface with system wide applicable contract schedules. 

3.0 DEFINITIONS 

Constructibility Review: An evaluation of a project, inlended to ensure the optinmm use of construction 
knowledge and experience in planning, design, procurement, and field operations to achieve safety, 
quality, and overall project objectives. This evaluation includes, but is not limiled to, economics, 
availability of materials, site restrictions, local conditions, and lessons learned that may affect the 
construction process. Effective and timely integration of construction input by this process during the 
planning and desigu phases significantly in1proves atwinment of overall project objectives, including cost 
effectiveness and timely completion. The evaluation will also include an analysis of irnprovemencs 
incorporated as a result oflessons learned during the construction of previous MTA projects. 

4.0 RESPONSIBILITIES 

4.1 Constructibility reviews will be the responsibility of a task force. 

4.2. Primary task force members will include the following: 

• Chairperson (Engineering Project Leader) 
• Resident engineer (rotated to current or new future resident engineers as they become available) 
• Estin1ator 
• Facility/system representative, where applicable 

4.3 Other task force staff will include the following, as appropriate: 

• Construction 
• Contract administrator 

• Engineering 

• Environmental 

• Public Affairs 

• Quality Control 

• Safety 
• Schedule/Cost 
• Third Party Administration 

S.0 PROCEDURE 

5.1 The taSk force schedule will include contract document review ac all phases of design, lessons learned, 
incorporation, and follow-up of pre-construction activities. 

5.2 Commencs generated during the review process will be recorded on the Cnstructibility Review Comments 
form (Exhibit 7.1). 

5.3 Comments will be reviewed by the task force Chairperson, who will consolidate the comments as needed 
and prepare a Constructibility .Review Checklist (Exhibit 7-2). 

5.4. TI,e task force Chairperson will establish a process to conduct an on-going review to ensure that a 
continuing dedicated follow-up is provided on subsequent reviews. A preconstruction fomm will be 
implemented as pan of chis activity. 

5.5 TI1e task force will be utilized to develop and coordinate other pre-construction activities that may be 

ConstnJotion: Generic Rcsidcn1 Engineer Manvfll 
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required to support efficient startup of COMlruction. 

5.6 The Chairperson of the task force will maintain the conslTllctibility schedu le. The Chairperson will also 
collect the review comments and return them to the designer. 

6.0 REFERENCES 

MTA POLICY AND PROCEDURES 
MTA Constructibility Review Procedure 

7.0 EXHIBITS 

The following exhibits are included in this procedure. 

Exhibrt ___ ___ ~T~ite,:le 
7.1 Constn1ctibility Review Comments (Sample) 
7.2 Constructibility Review Checklists 
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Exhibit 7.1 

CONSTRUCTIBILITY REVIEW COMMENTS (Sample) 

Name: Contract No.: I Date: 

Discipline/Department: Submittal for Phase: 
I Sheet of 

Drawing No./ 
Ref. Page Spec Section Comments Response Action 
No. No. 

I = Will comply, 2 = D1scuss/Clanficat1on required, 3 = Not applicable because ... , D = Response action completed 
(done) 

ConslruCtion: Generic Resident Entirl«:r Manual 
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Exhibit 7.2 

CONSTRUCTIBILITY REVIEW CHECKLIST· SYSTEMS/FACILITIES 
I Contract: 

Stage/Discipline: 

, .Review ,Date: 

Reviewets Name: 

Review 
Fac1or Response 

I . Is contractors responsibility for work at other contO\Ct 

interfaces, especially over lapping imerfaces, clen,ly defined? 

• At facility interface 

• At system interface 

• At utility interface 

2. For follow--00 contracts, is it clear that the conuactor must 
survey lie 10 cxistfog construetion nod not conduct his own 
sur,•cy "ithoul regard to As-Built? 

• At faciliiy interface 

• At system interface 

• At utility interface 
3. Has detailed layou~ space planning and contiuoity been 

adequately covered for all conduits and other embeds. Clln 
allocated conduits physically fit within the designated locations 
without affecting concrete strength and adjacent facil ilies. Can 
conduits be traced in their run within contract limits and to 
interfacing contrac(s. Is there a complete oondult and wire 
pulling schedule in the contract drawings? 

• At facility interface 

• At S)'!>tem interface 

• At utility iotertace 

4. Are utility lines and corresponding supports clearly designated 
with location plans and details? 

• At facility interface 

• At .system interface 

• At utiJi(y jnterfac.e 
5. For a contract \Vith multiple contract l1nerfaces, is <he term 

"cooperation" elwly defined in sullicient detail to satisfy all 
the needs o f the interfacing contract? 

• At focility interfuce 

• At system interface 

• At utility interface . 
6. Have specific right of ways been defined to accommodate lay .. 

down needs, materials, stockpiling, access, circulaliun etc. and 
the availability of rcaC estate been conftnm:d . 

• Al facilil)' inte.rface 

• At system interface 

• At utility interface 

7. Al interfaces with adjacent buildings, hav~ house lines, 
foundations, vaults, clc., been cle111ly designated to pe,mit the 
contractor to proceed without encountering "differing site 
conditions''? 

• At facilil)' interface 

• At syscem interf&ce 

• At utility interface 

C'..011S{ruCtinn: Generic Re:~iden1 Ent,ine.cr Manual 
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Con.rtroctil:,ility Review 

Factor 
8. "Cost Reduction [nC(nli'le'" prOYisions h.ave been beneJicial. 

Aic 1hey utilized in this controct as adva.ntageously as possible . 

• At faci lity interface 

• At system interface 

• At utility interface 

9. Aie the "measurement'' provisions cle.:u-ly defined in the 
contract? 

• At facility interface 

• At system interface 

• Al utility interface 
10. Are existing conditions such as utility lines, foundations, 

substructures., pavements, etc., shown in sufficient detnil'! 

• At facility interface 

• At system interface 

• At utility interface 

11. Arc there any geological conditions such as organic laycn.:, 
dewatcring, hard rock, etc. which h!::Jve not beeo defined in the 
documents? 

• At facility interface 
• At system intcrfaee 

• At utility interface 
12. ls tht overall interface between adjacent contracts construction 

clearly defined and delineated on the drawing$? 

• At facility interface 
• At system interface 
• At utility interfuce 

13. Are codes and specilico.lions current and compatible with th.is 
specific con1tact? 

• At facility interface 

• At system interface 

• At Lltility interfaee. 
14. Are Ote materials and equipment specified available and/ol' 

being nu>nufactured? 

• At facility interface 

• At system interface 

• At utility interface 
15. A.re chc dimensions of the rooms and aJlocak:d spaees lhnl Bre 

receiving equipment and systems coinpat.ible with Che size or lhc 
equipment. Is there suCHcient area for aeeess and delivery for 
ins tallation? 

• At facility intcrfoee 

• At ~ystem intc.rfac.e 

• At utility interface 
16. ls the mtioning aJong the trackwa)• compatible w ith the 

stationing on the adjacent structures? 

• At facility interface 

• At system inlcrfacc 

• At utility interface 

Cons.truc:tion: Generic Resident Enginocr Manual 
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Faetor 
17. Have clearanees and tolerances been checked to ascertain 

whether they ht1,ve been set as generously as possi_b)c? 

• Al llleility i01erfoce 

• Al system interface 

• At utility interface 

18. Ate the drainage system requirements clearly defined and 
adequate for this particular contrncl'! 

• At facility interface 

• At system interface 

• At utility interface 
19. AJe the requirements for the excavation St.1pport system clearly 

defined, including the need to de.water prior lo cxcavtl.lion'? 

• At facility interface 

• Al system intefface 

• At utility interface 

20. For contracts where surface stre.et work is <o occur, is a specific 
Worksite Tra.flic Control Plan presented'? 
• A t facility interface 

• Al system interface 
• At utility in1crface 

21. For concrete placement, can the reinforce1nellt show,, be placed 
aod the concrete adequately vibrated? 

• At facility interface 

• At system interface 

• At utility interface 

Con$tructioJ'I: Generic Resident Engineer Manual 
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Exhibit 7.2 (O)ntinued) 

ADEQUACY OF ORA WINGS 

Factor 
I. Aie reference drawings included, but kepi separate from 

contract drawings? 

• Al facilicy interfac.; 

• At system interface 

• At utility interface 
2. Is the type and extent or woleTJ)rOoling adequately described'? 

• At facility interface 

• At S}'stem interface 

• At utility interface 

3. Are there contradktions wheo the same information is shown 
more than once? 

• At facility interface 

• At ~ystc:m interface 

• J\t utility interface 
4. Po the drawings indicate the disposition of C\'c:ry 11titi1y? 

• At facility interface 

• At system interface 

• At utility interface 

5. Arc limits of "variable" dimensions gi\'CO (ma.'=.imum Md 
minimum)? 
• At facitiry interface 
• At system interface 

• At utility interface 
6. Oo drawings •~pear to be complete or are many details left for 

resolutioo in the fie1d (incompleteness can present potential 
problems)? 

• AL facility interface 

• At system interface 

• Al utmty i1uerface 
7. Are drawings overcrowded and hard to read? 

• At facility interface 

• At system interface 
• Al utility interfaee 

8. Do plans clearly ittdicate what i~ J.tv· and whot is /',IOT IN the 
contract? 
• At faeiUt}' interface 

• At system interface 

• At utility inlerface 
9. Doe~ design take into account future utility or equipment 

installation by others? 

• At facility interface 

• Al system interface. 

• Al utility interface 
JO . Arc cross-rererenced drawings compatible with each other? 

• Al faci1ity interface 

• Al system interface 

• At utility interface 

Conslruc<iM : Ge11cric Rc~idcnl Eniineer Manual 
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Review 
Factor Response Comments 

I J. Arc shear keys ~howl\, where required? Is the sequence of 
concrete p0ur shown for fonning the key correetly? 

• At faci lity interlace 

• At system interface Yes No 

• At utility interlace ,. Yes No 
Yes No 

12. ,r the support system is complicated, such as a slun)' wall, has it 
been adequately detailed by the designer? 

• At facility interfaee Yes No 

• At system interface Yes No 

• At utility interface Yes No 
13. Ha<; the finish schedule been c.xamincd for contradictions? 

• At facility interface 

• A t system interface Yes No 

• At utility interface Yes No 
Yes No 

14. Arc contract limils clearly shown? 

• At facility interface Yes No 

• At system ioterfat(:: Yes No 

• At utility interface Yes No 
IS. Are lhcre value engineering alteroativi:s that would substantially 

re<lu~ constroction cost for lhe project? 

• Al facility interi'ace Ye.s No 

• Al system interface Yes No 

• At utility interface Yes No 
16. Arc provisions for fuLure station entriU\ce.s addressed by the 

project station contract drawings, including all pertinent sub-
outs and interface requirements? 

• At facility interface 

• At system interface Yes No 

• Al utility in!ertace Yes No 
Yos No 

17. A.re masonry and concrete opentl\gs indicated and dimensiOJled 
on structural drawings and coordinated \.\' ith architectural and 
MV AC drawings? 

• Al facility interface Yes No 

• At system interface Yes No 

• At utility interface Yes No 
18. Are all <mbcdrnents, block outs di1n~1,sioncd located and 

coordinated? 

• At fn:ci1ity ioterface Yes No 

• At system interface Yes No 

• At utility interfaee Yes No 
19. A.re systemwide (:Ontractual interfaces addressed. referenced and 

detailed on the drawings . 

• At facility interface Yes No 

• Al system interface Yes No 

• At utility in1crfacc Yes No 
20. Arc soils/geotechnical conditions adequately and accurately 

identified? Yes No 

C'.onscruetion: Generic Resident Engioccr Mruniel 
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Exhibit 7.2 (Continued) 
SPECIFICATIONS 

raclor 
I. Are specifications wrltten in cli:M, easy-to-understalld lwguage? 

• At facility interface 

• At system interface 

• At utility interface 

2. Are the !>pccifications clear regarding mcchods of mensuremcnt 
and payment? 

• At facility interface 

• At system interface 

• At utility interface 
3. Are specifications clear regarding. noise limitations, dust control. 

muck removal~ work hours) etc.? 

• At fad lity interface 

• At system interface 

• At utility interface 
4. Are specifications clear regarding optional items? ls a bid 

required for all such items? 

• At facility interface 

• At system interface 

• At utility interface 
5 . Are tin it prices required for onknown or variable quantities'? 

• At focility interface 

• At sys.tern interface 

• At utility interface 

6. Are specifications consistent with traffic maintenance scheme 
shown on plans? 

• At faci lity interfaoc 

• At system interface 

• At utility interface 
7. Do specifications clearly define what is and is not included under 

"rnisccllaneous metals"? 

• At focility interface 

• At system interface 

• - At utility interface 
8. Do spc:cifiea1ions e.leMfy define terms for ",,olue engineering• 

proposals? 

• At focility interface 

• At systt-m intt:l'face 

• Al utilily int~rfi'\ee 
9 . Do notes on drawingS reptat or conflict \\fi lb spc(;ifica1ions? 

• At faci lity interfocc 

• At system jnterface 

• At utility interface 

lO. ls there: a separate payment item for each 
underpinned? 

• At facili()' interface 

• At systt-m interface 

• At u(ilicy interfaec 

Consuuctioo: Generic Resfdcnt Engineer Mll!lual 
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Review 
Factor Response Commenis 

11. Is there a sc-pantte payment item for each struc1\lre to be 
otherwise supp0rted'? 

• A1 facility interface Ye~ No 

• A t system interface Yes No 

• At utility interface Yes No 
12. ls lhc work to be perfonned clearly defined? 

• At facility interface Yes No 

• At system interface Yes No 

• At utility interface Yes No 
13. Are tbere eonOicts berwcen specifications and the drawings? 

• Ac facility interface 

• At systein interface Yes No 

• Al utility intenace Yes No 
Yes No 

14. Is the requirernem for material and equipment finish clearly 
defined? 
• At facility interface Yes No 
• Ar system interface Yes No 
• At utjlity interface Yes No 

15. ls U1e type of material to be provided clearly defined in easy-to-
undclSIM~ language? 

• At facility interface Yes No 

• At system interface Yes No 
• At utility in1«face Yes No 

16. Are all paymC11t items correct and coordinsted with the con1rac1 
drawings? 

• At facility interface Yes No 
• At syscem interface Yes No 

• Al utility interface Yes No 
17 . Are all payment items indicated in the schedule of quantities'! 

• Al facility in<crfa<:e 
• At system interface Yes No 

• Al utility inluface Yes No 
Yes No 

18. Are contract inte1'face (wo.rk by othtrs) clearl}' and completely 
defined in the Summary of Work? 

• At facility intenace Yes No 

• At system intedace Yes No 
• At utility interfp,c:c Yes No 

19. A.re 11II n:quired interface secaions provjd1:d (MT A-fumished 
items to be insu.lled by station contracts)? 

• At facility interface Yes No 

• At system interface Yes No 

• At utility interface Yes No 
20. Are all items indicotcd on the conln\ci drawings cover~d by 

per1ineut specification nnd payment clauses? 

• At f.ai.!ility intc-rface Yes No 

• Al system intc-rfacc Yes No 

• Al utility interface Yes No 
21. Arc all specified items property covered by submittals and testing 

cla\lses? 

• Al facility interface Yes No 

• At systecn iiuerface Yes No 
• Al utility inlerface Yes No 

Consltuctlon: Oeneric Resident Engineer Manual 
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l.0 PURPOSE 

I.I This procedure provides the Resident Engineer (RE) a guideline to use in monitoring, enforcing and 
reporting contractor conscruction safety activities and in coordinating activities with the MTA 
Construction Safety. Safety is of primary importance and has priority over competing interest that may 
exist at the project work site. 

1.2 The RE monitors contractor safety compliance with applicable federal, state, local and MTA safety and 
security requirements. The contract establishes the MTA as being the final authority for interpretation of 
Cal-OSHA, Fed-OSHA, and MTA contract safety documents. The MTA will monitor the contractor's 
project construction safety program for consistent applications with MTA safety requirements. Each 
contractor is to be held accountable for the safe perfonnance of their work and the work of each of their 
subcontractors, regardless of tier. 

2.0 GENERAL 

2.1 The MTA Construction Safety and RE will monitor the contractor's timely application of safety and 
incident prevention procedures for construction activities, for all persons on the project, including 
subcontractors, visitors, and suppliers of materials and equipment. 

2.2 Ultimate responsibility for safety lies with each contractor's management. Overall responsibilil)I for 
safety on the project cannot be delegated to a lower function. Incidents and injuries are indicators of the 
contractor management's failure to control the construction process. The contractor utilizes the 
Construction Safety Survey (CIP/CS50) fonn to repon and document tl1e daily safety activities of the 
contractor at the construction site. 

2.3 The RE shall be familiar with and knowledgeable of applicable safety requirements defined in contract 
documents, MTA procedures, and various codes, standards and regulations (see paragraphs 6.0 and 6.1 
below). The RE shall not allow verbal or written deviations of MTA safety requirements, Cal-OSHA, Fed­
OSHA, or relevant local standards without an approved written variance from the appropriate agency or 
autl1ority having jurisdiction, and subsequent MTA change notice approvals. 

3.0 DEFINITIONS 

3.1 CIP/CS50 Farm: The Construction Safe!)' Survey form used to report and document the daily safe!)' 
activities of the contractor at the construction site. 

4.0 RESPONSIBILITIES 

The RE is primarily responsible for monitoring and enforcing the performance of the contractor's safety 
programs. The contractor is responsible for complying with federal, state, local and MTA safety and 
health rules and regulations applicable to the project work performed by the contractor and subcontractors 
regardless of tier, as required by the contract. Tl,e MTA Office of System Safety and Security is 
responsible for reviewing preliminary and final designs for safe!)' compliance, review and auditing 
construction sites and contractor activities, initiating corrective actions for hazards noted and providing 
safety training as required by contractor. Exhibit 7.1 provides a summary of safety responsibilities. 

5.0 PROCEDURE 

5. I The RE submits to the MTA Office of System Safety and Security for acceptance, the following, as 
required by contract: the contractor-prepared Project Site Specific Safety and Health Program and 
contractor's candidates, resumes and certifications, for the position of safety representative. 

Conslruction: Ger\.eric Residtnt Enginur ManuaJ 
MTACM!l l.01 

Revision 0: 03.27.00 
l:loseHn< 0: 03.27.00 



Subject: Procedure No: Rev: Page: 

Safety GREP 4.01 0 2 o/3 

The R£ cooperates fully with the MTA Safety lo ensure project and contractor's compliance with lhe 
MTA approved, Project Site Specific Sare1y Program, MTA sale1y requirements, federal, state, and local 
standards, rules, laws, written safety and health programs, and MTA contract documems. Where a conflict 
is found between rules or standards, the more strict rule will be applied to the situation. 

6.0 REFERENCES 

I . MT A Contract Documents 
2. Cons1ruc1ion Safety and Health Manual (CSHM) 
3. OSHA Safely and Health Standards 29CFR 1910 General Industry 
4. OSHA Safely and Health Standards 29CFR 1926 Construction Industry 
5. California Code of Regulations (CCR) Title 8 •· Tunnel Safety Orders 
6. CCR Title 8 •• General Jndustry Safety Orders 
7. CCR Title 8 •· Construction Safety Orders 
8. CCR Title 8 •• Electrical Safety Orders 
9. CCR Title 8 ·• all other subchapters 

6.1 PROCEDURES 

The following procedures are referred to in this procedure or directly relate to its purpose: 

Procedure 
GREP 4. l7 
GREP4.19 
CS03 
CS04 
CS05 
CS06 

6.2 OTHER REFERENCES 

Title 
Suspension of Work Notice 
Removal of Contractor Personnel for Safety Related Causes 
Sile Safety Audit 
Safety Notification Procedures 
Administration Audit 
Construction Safety Lessons Learned Program 

ln addition 10 the documen1s listed in subsection 6.0 and 6.1, each RE's office shall have the following 
references readily available: 

• MTA Construction Safety and HealU1 Manual (CSHM) 
• CaVOSHA Title 8 
• f ederal OSHA I 9 IO and I 926 
• MTA Emergency Callout Procedures 

7.0 EXHIBITS 

7. I Safety Responsibilities 

Conslruc.tion: G<:ncric Resident Engineer Manual 
MTACMll l.0 1 

2 Revision O: 03.27.00 
a.,eHne 0: 03.27.00 



Subject: Procedure No: 

Safety GR.EP4.0I 

Safety Re,ptmslbilllles 

I Responsibilit)' RE SENG 

I. Conducts wetk.ly safety meetings with contractor's project manager, • 
superintendent, and safety enginoer to address issues raised on Cl P!CSSOs; 
determines resolution and liming for corrc:c(ing safety observations 

2. Reviews upco01ing operations and planned safety measures to minimize risk • • 
3. Provides technical support to RE by monitoring contraclor·s safety program • 

in effort to eliminate unsafe conditions and/or unsafe employee practices; 
in.vesllg.ares aceidents and makes recommendations to prevent recurrence 

4. Reviews and maintains knowledge of applicable Cal/OSHA, federal, and • • 
project requirements 

5. Reviews Contractor Injury and Illness Prevention Program to de1em1ine • • 
compliance with the above referenced sources and makes recommendations 
for any deficiencies 

6. Monitors contractor's safety program, conducting periodic site inspectio11s • • 
makes verbal and written recommendations concem)ng health and/or safety 
deficiencies 

7. Issues CIP/CSS0 for safety activities 
8. Maintains an accurate daily lo~ (bound notebook) of safely activities • • 
9. Reviews contractor papcrv;ork to ensure compliance with applicable • 

regulations (e.g., daily inspection reports, annual crane inspection reports) 
10. Reviews contractor's tmining records and programs, making • 

recommendations to eliminate inadequnc-ies Md review 1hat Lraioing is 
current, where required 

11. Anends contrflctor's weekly lOOlbox meetings ai1d assists contractor's sBfecy • • 
representative with toolbox meeting copies and/ot 1raining 

12. Attends project progress meetings; reviews work schedules and identiftes • • 
potential safc,y hazatds; plans to avoid hazards 

13. Follows up on incident fovestigations wilh appropriate training and or 
adjusted work practice recommendations to prevent tecurrence 

14. Reviews incid,erit investigation reports • • 
15. Monitors injury and incident reporting records for compliance with • 

CaVOSHA and federal OSHA requirements 
16. Makes periodic si(c safety wafk inspections • • 
17. Panicipates injoinl scheduled safely audits • • 
18. Monitors safa y practices of the conuactor and reports unsafe working • • 

conditions, unsc1fe employee work prac.1ices. or consiscendy poor 
housc,keepil\g conditions to the contractor's project manager. safC:1y 
represenlattve, or general superintendent for their immediate corrective action 

19. Supports Ml'A Safety Staff as required to enforce MTA safety requirements • • 
and the contractors project safety program. 

RE= Kcs1dcn1 
Engineer 

SENG = MTA Safety 
Engineer 

INS= fnspcctor CSk. = Cnnstrucuon S•fcty 
R.cpresentntive 
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• 
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• 

• • • 
CSM= Contractor ScmoJ 
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1.0 PURPOSE 

To define the Resident Engineer's (RE's) responsihilities for quality activities consistent with MTA 
Policies and Procedures. 

2.0 GENERAL 

This procedure applies to the person(s) responsible for the management of construction activities for 
MTA facilities and systems. This will primarily be the RE but may be delegated to a Project Quality 
Manager (PQM) Project Engineer1Manager, or Superintendent. On small projects, the RE may perform 
inspection tasks or an inspector (consultant or MTA) may be assigned. For purposes of this procedure, 
the person responsible for the management of construction activities will he referred to as the RE. 

3.0 DEFINITIONS 

3.1 Conformance: An affirmative indication or judgment that the condition of an item meets the 
requirements of relevant specifications, contract, and/or regulations; also, the state of meeting the 
requirements. 

3.2 Nonconformonce: A deficiency in characteristic, documentation, or procedure, that affects form, fit, or 
function and renders the quality of an item unacceptable or indeterminate in regard to meeting all 
relevant project requirements. Examples of nonconforrnance include phys ical defects, test failures, 
incorrect or inadequate documentation, or deviation from prescribed processing, inspections, or test 
procedures. 

3.3 Nonconformance Repor1: A form used to identify a non-confonning condition and document a proposed 
corrective action disposition for consideration by the appropriate organization(s), i.e., RE, Engineer, 
Quality Assurance, Quality Control, Safety, etc. 

3.4 Surveillance: Monitoring or observing a specific activity or event to detennine if it is accomplished in 
accordance with specified requirements (i.e., contract, specification, project procedure, inspection 
instruc~on, test procedure, etc.). Surveillance may be scheduled events or conducted at random. 

40 RESPONSIBILITIES 

4.1 Toe RE is responsible for: 

• Assigning appropriately qualified inspection staff to perform inspections and monitor all phases of 
the work. 

• Identifying the necessity for securing the services of specially trained inspection staff or laboratory 
services as required. 

• Promptly responding to nonconforming items with remedial action to resolve the identified concern 
and corrective action to prevent recurrence. 

• Assuring the contractor responds to MT A audit and/or identified issues with remedial action to 
resolve the identified concern and action to prevent recurrence. 

• Maintaining quality records in a manner consistent with MTA Policies and Procedures. 
• Assuring the issuance of daily inspection reports and/or review said reports for items of concern. 

Assuring that identified issues are resolved in a timely and appropriate manner. 
• Tracking and assuring appropriate review of quality related suhminals. 
• Confering with inspectors and processing the issuance/resolution ofNonconfonnance.Reports 

4.2 The MTA Quality Representative is responsihle for verification and assurance of product quality through 
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inspection and/or monitoring activities. 

4.3 The Contractor is responsible for perfonning the work in accordance with the contract documents and 
contract reference requirements. 

5.0 PROCEDURE 

5.1 QUALITY CONTROL SURVEILLANCE OPERATIONS 

The RE shall implement a system of quality surveillance operations through all contract phases and 
establish the frequency and areas of inspection/surveillance. This system of inspection/surveillance 
operations, as a minimum, shall consist of the following: 

• Detennine the day-to-day assignments of the field inspectors and determine priorities for those 
assignments. 

• Assure that the inspection is perfonned utilizing the applicable inspection procedures, fonns and 
checklists as established in the Construction Division Inspection lnstructions, the Resident Engineer 
Manual, and the Quality Program Manual, as required. 

• Assure that the inspection is performed utilizing the correct approved drawings and specifications. 

• Review the Daily Lnspection Reports for accuracy, completeness, lessons learned and corrective 
actions. 

• Assure that the Action Item Log is being properly maintained and that Action Items are being 
properly addressed and closed out in a reasonable time. 

• Assure that noncompliant issues and Action Items that cannot be closed out in a reasonable time are 
properly documented on a Nonconformance Report (NCR) and that all NCRs arc properly tracked to 
their successful resolution. 

• Either perform or schedule/assign personnel to monitor and/or witness testi.ng conducted by the 
contractor as required by the contract speciiications and as identified in project planning documents. 

• Schedule independent testing agencies to conduct verification tests and inspections when required to 
assess contract compliance. 

• Assure that al.I documentation resulting from inspections, test witnessing or general quality 
surveillance are maintained in the project files as quality records. 

5.2 DOCUMENTATION OF NONCOMPLIANT ISSUES 

Identification of conditions adverse lo quality can be accomplished by anyone involved with the Project 
by bringing the adverse conditions 10 the attention of any MTA management personnel. That person 
shall initiate the appropriate documentation and corrective action sequence. 

5.2.1 ACTION ITEM (Al) LOG 

5.2.1.1 Identification of Action Items may occur as a result of an entry on rhe Daily Inspection Report (DIR), 
Exhibit 7.1. In accordance with the Construction Division Inspection Instructions (CDIJ 1.2), each 
inspector completes a DIR to document all of the activities that the inspector was involved in that day. 
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Any materials, activities or work that the inspector suspects and/or confirms as deficient or requires 
further action is identified on the DIR as an Action Item by placing an "A" in the right hand column 
adjacent to the appropriate entry. 

5.2.1.2 Once an action item has been identified on the DIR, lhe RE shall assign an Action llem Log Number to 
the item. Details of the item shall be entered in the Action Item Log (Exhibit 7.2) along with the initials 
of the reporting inspector, the date of the report, the action to be taken and the current status ofth• action. 

5.2.1.3 T11e R£ shall enter the assigned Action Item Log Number in the Action Item Summary box on the 
original DIR and verify that all action items identified in that DJR have been assigned an Al Log number. 

5.2.1.4 Every Action Item shall be assigned to a particular individual whose responsibility it will be to ensure 
that the assigned action is carried out to resolution. 

5.2. 1.5 Weekly, or more often if required, a summary report of the Action Item Log shall l>e circulated for 
review to the inspectors for comment and updating of the action starus. 

5.2.1.6 As each item is re-inspected and resolved, it shall be identified on the close-out DIR (i.e. corresponding 
inspection report for the resolution} by referencing the Action Item Log Number and entering a crossed­
out circled "A". The DIR reviewer shall include information concerning the closed-out action item (i.e., 
wbat was done to close the item out) in the Action Item Summary box at the top of the DIR. 

5.2.1 .7 The resolution description shall be entered in the "Action Item Log by" with the initials of the inspector 
for the close-out DIR and date the resolution was reported. 

5.2.1.8 The master file for the Action Item Log shall maintain aJI action items including both open and resolved 
action items so that a history of the action items can be printed as desired. Action items that have been 
resolved can be dropped from the weekly review summary report after two weeks of resolution. 

5.2.1.9 A quality concern can be identified by anyone associated with a project. The quality concern shall be 
brought to the attention of the RE who will evaluate the concern, take appropriate action, enter the item 
on the Action Item Log, and follow the same sequence of events as indicated above (assign a number and 
person to investigate and/or resolve}. 

5.2.2 NONCONFORMANCE REPORT (NCR} 

5.2.2.1 

5.2.2.2 

5.2.2 .3 

Refer to che Nonconforu\ance Report Flowchar1 (Exhibit 7.3) for a description of the Nonconformance 
Report process. 

An NCR, (Exhibit 7.4}, and its continuation page, (Exhibit 7.5}, shall be used when deficiency or 
indeterminate condition is ide111ified that requires repair replacement, use-as-is disposition, or involves 
extensive rework that requires close review or lengthy process. The NCR form shall be completed by 
tl1e inspector in accordance with the Nonconformance Report Instructions, (Exhibit 7.4). 

An NCR can be initiated by any project team member when they find a condition that is in non­
compliance with contract requiremenl5. The condition shall be brought to the attention of the inspector. 

The inspector shall maintain a Nonconformance Report Log, kept current at all times. 
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The inspector shall assign a unique control number to each NCR issued. The control number shall 
consist of the contract number and a sequence number (i.e., C0321-02 I}. The sequential NCR numbe-r is 
conlinuous throughout !he contract. 

The inspector shall determine if a Status Tag is required. lf it is required, the inspector shall issue and log 
the appropriate tag (refer to CDll 1.4). 

The inspector reviews the NCR for accuracy and completeness, validating lhe NCR. If the NCR is 
determined to be invalid, incorrect or incomplete, 1he inspector shall consult with !he initiator of the NCR 
and resolve the areas of concern prior to further processing of tl1e NCR. 

When acceptable and complete. the RE issues the NCR to the contractor and/or the responsible 
organization/individual. As a minimum the NCR shall be distributed 10 lhe following: 

• Contractor 
• R£ 
• MT A Quality Assurance Manager 

The contractor/responsible organization investigates and enters the root cause of the nonconformance, the 
proposed corrective action on lhe NCR form. 

The RE shall ioitiate and coordinate required meetings, reviews. etc., with the contractor, engineer. or 
other organizations (as required) 10 resolve the NCR. When the inspector concurs with the root cause 
statement, proposed corrective action, and the action to prevent recurrence, the inspector signs and dates 
the NCR, and designates a disposition status (reject, rework, repair or use-as-is). 

When the disposition status is repair or use-as-is, the Engineer shall approve 1he disposition on 1he NCR 
fonn, indicating concurrence with the disposition. 

The i.nspector reviews the NCR disposition to verify that all non-conforming conditions identified have 
been addressed. The inspector signs and dales the NCR form, enters lhe slalus in the Nonconfonnance 
Report Log, and returns a copy of the NCR to the conlractoriresponsible organization for 
implementation. 

The inspector conducts appropriate inspections to verify that corrective actions have been completed in 
accordance with the NCR instructions. The method of verification and the results of the verification are 
documented. When all actions are accepted, the inspector completes the NCR. 

The inspector updates the Nonconformance Report Log and distributes copies of the completed (closed) 
NCR 10 the following individuals, placing the original in the RE contract documentation files: 

• Contractor/responsible organization 
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• RE 
• MTA Project Qualicy Manager 

5.2.2.14 
The Project Quality Manager shall review all NCRs to verify completeness and acceptability of NCR 
dispositions and closure. 

6.0 REFERENCES 

The following documents are referred to in this procedure and are available under separate publication: 

• Construction Division Inspection Instruction (COIi) Manual 
• Quality Management Policies and Procedures Manual 

7.0 EXHIBITS 

Exhibit 
7.1 
7.2 
7.3 
7.4 
7.5 
7.6 

Title 
Daily Inspection Report (4 pages) 
Action Item Log 
Nonconforrnance Report Flowchart 
Nonconformance Repon 
Nonconforrnance Repon Continuation Page 
Nonconformance Repon Log 
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DAILY INSPECTION REPORT 

Cootract No: I Date: 
Contractor/Subcontractor: I Contract Day No: 
Shift In: 
Weather: 
Sky: 

Specification 
No. 

I Shift Out: 

Wind: Precip.: 

I. Type and Location of Work Being Perfonned 
2. Drawings and Submittals Used for Inspection 
3. Acceptance Status with NCRs Identified 
4. Possible Lessons Lelltned (Mark "LL") 

Inspectors Name: Signature: 

(Print Name} 

Temperature: 
High: 

Lead Inspector: Resident Engineer: 

(Signature and Date} 

Construction: Genetic Rcsidcn1 Engineer Manual 
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Exhibit 7.1 

I Page of 

Low: 

Quantity of Work 
Completed & 

J Pay/Bid Uem No. 

(Signarure and Date} 
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Exhibit 7.1 (Continued) 
DAILY INSPECTION R£POJU (CONTINUATION SlffiEl) 

! Contractor: I Contract No: 

Contract I. Type and Location of Work Being Pe-rformed 
Specification 2. Drawings and Submittals Used for Inspection 
No. I 3. Acceptance Status with NCR.s Identified 

4. Possible Lessons Learned (Mark "LL") 

Inspector's Nan1e: Signature: 

(Print Name) 

Constl\lction: Gcncri-c Resident f::ngincc, Manual 
MTA CM III. I 

7 

I Date: 

A 
C 
C 

I Page of 

R Quantity ofWorl< 
E 
J 

Completed& 
Pay/Bid Item No. 
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F.xbibit 7.1 (Continued) 

DAILY INSPECTION REPORT (CONTINUA TlON SHEET) 

I Page of 
Contract No: I Date: I 
Contractor/Subconlractor: I Contract Day No: I 
Sketches: 

Remarks: 
To include cnmplelions, revisions, reasons for delays, idle equipment, special instroctions to inspectors, utility work, 
instructions to Con1rac1ors, accidents, and Crmrractor requests. 

In compliance with Specification Section: 

Inspector's Name: 

(Print Name) 

I Time In: 

Construction: Generic Resident Engin.cer Ma.nu.al 
MTA CMll 1.1 

I 

Signarure: 

I Time Out: 

8 

I Yes: I I No: 

l Hours: 

Revision: O: 03.27 .00 
Baseline: 03.27.00 

I 



Subjc:ct. 

Field Quality Comrol Surveillance 

Procedure No: 

GREP4.02 

Rev; 

0 

Page: 

9of15 

Exhibit 7.1 (Continued) 
OAIL Y INSPECTION REPORT (CONTINUATION SHEET) 

Contractor: Contract No: 
Kind of Labor and I 2 
Equipment, List Idle 
Equipment Separately and 
give Reasons 

No Hrs No 

I 

Materials: Note Whether 
Received or Used 

Inspector's Name: 

(Print Name) 
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I Oate: 
4 5 

Hrs No Hrs No 

Signature: 

I Page 

Hrs 

of 

Totals for 
Labor and 
Equipment 

No Hrs 
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No. 
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Exhibit 7.2 

Action/ Date Resolved Status 

Resolu1ion 

I 
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Exhibit 7.3 
NONCONFORMANCE REPORT FLOWCHART 

• 
INITIATOR 
•Any membu of the oroject team 
• Complete blocks 1-9 
-Provldi, deMi1ed descript ion and reference 
reQuirement in block 9 

RESIDENT ENGINEER 
•Co111plete ROD box, initi81 and date 
-Formally transmit the NCR to tile 
contractor 

! 
CONTRACTOR 
-S tato root causes and action to prevent 
rocurrencc In block 13 
•State couective ecf1on in block 14 
-Sign and date block. 15 
-Enter implemo1\lation dale in block 1 6 

• 
LEAD INSPECTOR 

-Up.date the NCR log 

-Review for completeness 

•Sign and deite block 20 

-Return the NC to the RE for trensmittel to 
the contractor 

-Aernovc status tag o, change to a 
"conditio1,al release tag" 

! 
CONTRACTOR 

-Complete the couactivt! ac1iol"I in 
accordance with lhC NCR 

RE 

PROJECT FILE 

Constn.1ction: Vc:neric Resident Hnginccr Manual 
MTACMll l.l 

Not Valid I 
Addt'I Info, nc1:1dcd 

LEAD INSPECTOR 
-Review for completeness 
-Validate. sign block 10 
•Complete blocks 11, 12 
-Assign NCR and eoplicable stetus tag numbel°S, 
and om,u them into the NCR and status cag log 
•Distributs NCA per OAP 12, subsection 5.2. 7 

. 

RESIDENT ENGINEER 

-Approve contractot's problem cause s1etement 
and corrective action; sign block 1? 

-Enter disposition status in !>lock 18 

I Repair end 

Rework & Reject Disposition. Use-As-is 
disposition enter NIA in !>lock I 9 

' 

. 

, 

I I 

GEC 

INSPECTION 
-Verify corrective action is completed / 
acceptable 
·Comploto Blocks 21. 22 
-Remove eny stetu& tag 

LEAD INSPECTOR 

. Review the NCR tor cornprornness 

•Update the NCR log 

•Disoibute the NCR pe, OAP 12, sub• S6 ctlon 
5.2.13 

•Place the completed NCR in the project files 

Revision: O: 0}.27.00 
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F.xhibit 7.4 

May Affect ROD 

□ □ □ 
Yes 

Initial 
s 

No NA 

Date 

NONCONFORMANCE REPORT Page of 

I. Line Contract Yr: NCR 2. Contract Name: 3. Date: 
No.: No.: 

4. Location 5. NCR Type: 6. Contractor/Supplier: 

7. Specification Section/Drawing No.: 8. Originator: Phone No.: Hold Tag No. 

9. Contract requirement and nonconfonnance description: 

10. Lead Inspector: Date: I J. Reply requested from: 12. Reply due date: 

13. Root cause of die problem and action(s} to prevent recurrence (completed by the contractor}: 

14. Corrective action(s) (completed by the contractor): 

15. Prepared By: Date: 16. lmplementalion Date: 

18. Disposition sta11Js: 0 Reject 0 Rework 

19. Engineer approval Print Name: Signature: 
(Repair and U.se-As-ls}: 

21. Verification that nonconfonning condition has been corrected: 
22. Inspection: 

Print Name 

Conseruction: Generic Reside.I'll Engln-eer Manual 
MIACMllt.1 

l2 

Date: 

17. RE Approval: 

0 Repair 

20. Lead Inspector: 

Signature 

Date: 

0 Use-As-ls 

Date: 

Date 
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Exlaibit 7.4 (Cootioucd) 

NONCONFORMANCE REPORT INSTRUCTIONS 
(Print legibly or type) 

Blocks 1 through 9 are completed by /1,e originator: 
J. Enter project name, contract number, last two digits of1he year, and NCR sequence number. 
2. Enter con1rac1 name, example: Wilshire/Western Station. 
3. Enter the date the NCR is prepared. 
4. Enter location of incident, material, hardware, etc.; use station or column line. 
5. Enter what the problem relates to: mechanical, concrete, supports, syslems, test, etc. 
6. State the contractor or supplier's complete name. 
7. Enter the applicable ~pecification section number, paragraph, or drawing number. 
8. Enter the originator's signature, work phone number, and hold tag number (if tag is used). 
9. Describe in detail the requiremen1 (i.e., specifica1ion section paragraph, drawing, •tc.) and the nonconforming 

condition as others can clearly understand the deficiency. 

Blocks JO through I] are completed by the lead lnspector/reslde111 engineer. 
JO.Lead inspector's signature validates the nonconfom1ance and verifies complete, legible, and accurate description. 
I I.The R.E enters the name and title of the person responsible for investigating and providing root cause and 

corrective action(s). 
12.The RE enters the date the reply is due back to the originator and completes the May Affect ROD box. 

Distribute the NCR in accordance with subseclion 5. 5. 

Blocks 13 through 16 are completed by the organizatio11 responsible/or correcting the problem. 
13. Person identified in Block J J is responsible for investigating and describing the root cause of the 

nonconformance and providing action to prevent recurrence. 
14. Describe the actions and responsibilities for correcting the nonconformance .. 
15. Signature of the individual responsible for preparing the disposition and corrective action. 
16. £mer the date the corrective action will be implemented. 

Blocks 17 a11d 18 are completed by tire reslde111 engineer. 
17. RE signarure and date indicates approval of the identification of the problem cause and corrective actions. 
18. Enter the appropriate disposition status: reject, rework, repair or use-as-is. 

Block 19 is compleled by tlte Engineer (GEC). 
19. Engineering approval required for repair or use-as-is dispositions; print name, signature, and date. 

Block 20 ls compleled by the lead Inspector: 
20. Review the NCR for completeness and accuracy. 

Blocks :u and 22 are completed by the i11spector: 
2 I. Verify that the work is complete and acceptable. Describe inspections and results, location, serial number, 

etc., as appropriate. 
22. Print name, signature and date indicating acceplance. 

Wiren the NCR ls closed/completed, dlslribute tire NCR according to subsection 5.12. 
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1.0 PURPOSE 

The pwpose of this procedure is to prevent damage to underground utility facilities. This is extremely 
important in order to: 

• Ensure uninterrupted utility service 
• Safeguard against injury to construction excavation personnel and tl1e public 
• Mitigate risks that cause unexpected cost and schedule impacts 
• Maintain operations of MTA facilities and systems 

2.0 GENERAL 

All excavation for a project, regardless of location, shall be perfonned in accordance with the 
requirements of California Government Code, Assembly Bill No. 73, including any subsequent revisions 
to the bill. 

3.0 DEFINITIONS 

J.I Sections 4215 and 4216 o/the California Government Code: California Government Building Codes 
related to subsurface installations. 

J.2 California Assembly Bill No. 73 (January 1990): An act lo amend Sections 4216 and 4217 of tl1e 
Government Code in relation to subsurface installations. 

3.3 Underground Service Alert {USA) of Southern California: The regional notification center, an 
organiution of operators of subsurface installations established in accordance with requirements of 
Sections 4216 and 4217 of the California Government Code. USA of Southern California provides 
coordinated notification to organizations performing excavation or other work close to existing 
subsurface instaJlations in order to protect th.ose installations from damage and lo facilitate relocation, 
removal, or repair. 

3.4 Ticket Number: An inquiry identification number issued by USA of Southern California to the 
excavating contractor after the contractor contacts USA of Soutbem California pursuant to subdivision 
(e) Section 4216 of the California Government Code. 

3.5 Excavation: (from Assembly Bill No. 73) Any operation in which earth, rock, or otlter material in th.e 
ground is moved, removed, or otherwise displaced by means of tools, equipmen~ or explosives in any of 
the following ways: grading, tttnching, digging, ditching, drilling, auguring, tunneling, scraping, cable 
or pipe plowing and driving, or any other way. 

3.6 Appro~imate Location: (from Assembly Bill No. 73) A strip of land not more dian 24 inches on eitlter 
side of the exterior surface of the subsurface installation. Approximate location does not mean depth. 

4.0 RESPONSIBILITIES 

4. l RESIDENT ENGINEER 

The resident engineer (R£) verifies that the contractor provides instruction and training to employees 
who will excavate. The RE also does the following: 

Construction: Gcntric Rtsident Engineer ManuaJ 
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• Verifies that the contractor has obtained current ticket number prior to excavation. This should be 
available from the contractor foreman. 

• Verifies, on a random basis, that undergrouod utilities/structures are marked and remarked when 
required. 

• Activates c.ontractor work stoppage if variance from California Government Code is observed. 

• Verifies that contractor contacts USA of Southern California, or utility operators direcUy, when 
questions occur. 

• Verifies that contractor personnel are aware of, and perform work in accordance with, Assembly Bill 
No. 73 and Section 4216 of the Govemment Code relating to subsurface installations. 

The contractor is required to assure that all contractor employees and subcontractors responsible for 
excavation know the requirements of Assembly Bill No. 73 and Section 4216 of the Government Code. 
The contractor is responsible for producing affidavits (including a copy of Assembly Bill No. 73) to 
this effect signed by the contractor's employees and subcontractors. 

• Verifies that utilities not covered by USA of Southern California (refer to subsection 3.3) are 
excavated in the same manner as those utilities covered by USA of Southern California. These 
utilities include sanitary sewer and storm drainage. 

• The RE will coordinate individual excavation permits through Third Party Administration if the 
special permit process has not resulted in a pem1it in the following circumstances: 

In lhe early stages of the project 
For work outside the area covered by the special permit process 

If damage occurs, the RE immediately notifies the Third Party Administrator, the utility owner, the 
DEO, Construction, the Public Affairs Officer, aod MTA Safety, so that the proper community 
relations procedures can be initiated to determine if the community is affected and if impact requires 
mitigation. The RE also notifies MTA insurance managers of the incident and prepares and 
distributes an incident report. 

• The RE verifies that required inspections are performed by RE inspection staff. 

• The RE's inspection staff shall perform utility inspections in accordance with CDll 2.5, Utilities and 
Street and Sidewalk Excavations. 

• Notifies MTA Environmental upon discovery of suspected soil contamination or asbestos pipe. 
Ensures contractor stops work in the affected area. Informs contractor to resume work once 
contaminated hazard is mitigated. 

4.2 CONTRACTOR 

The contractor shall assure that all parties responsible for excavation are aware of and follow the 
requirements of the Assembly Bill No. 73. The contractor also has the following responsibilities : 

• Contractor is responsible for notifying USA of Southern Califomia at least two working days before 
the Start of work for locating services, maintaining current ticket numbers, and providing the ticket 
number to the RE. 
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• Contractor shall notify affected utility operators not required to be members of USA of Southern 
California, before starting Wor.k on their affected facilities. 

• Contractor mar.ks all excavation locations with white paint so that the relevant utility operator.; can 
mark underground utility locations. 

• Contractor exposes marked utilities by hand excavation. 

• Contractor maintains strict adherence to Assembly Bill No. 73. 

• Contractor shall notify affected utility owner and the RE of utilities that are not indicated on the 
drawings or marked in the Jield . 

• 111e contrnctor shall utilize a superintendent for this Work having not Jess than ooe year of 
experience in responsible charge of similar operations within the 24 month period preceding start of 
construction. 

• Stop work in an area suspected of contamination or asbestos pipe. Notify RE of condition. Resume 
work once c-learance obtained from RE. 

4.3 UNOERGROIJNl) SERVICE ALERT OP SOlffHl::RN CALIFORNIA 

USA of Southern California is responsible for notifying affected utility operators of proposed excavation 
and issuing the ticket number to the contractor. 

4.4 UTILITY OPERA TORS (AGENCY, COMPANY, £TC.) 

Utility operator provide locator services as requested and mark centerline locations of underground 
utilities (tolerances are predetermined by Assembly Bill 73). Utility operators also: 

• Inspect strucrural integrity of tl1eir utility substrucrures during the excavation and supporting process. 

• Provide crew and coordinate repair if damage occurs. 

• Work with contractor to minimize utility damages. 

• Make inspection of worksites as required. 

5.0 PROCEDURE 

5.1 To verify that contractor employees and subcontractors are trained in and familiar with Assembly Bill 
No. 73, the RE sends letters to the contractor (refer to Exhibits 7.1 and 7.2). The contractor returns die 
signed letters. 

5.2 The contractor shall mark the excavation area in white paint. 

5.3 At least three (AB 73 states two days, Contract documents state three days) working days prior to 
commencing excavation, the contractor shall contact USA of Southern California to have utilities widtin 
the area of work marked. 
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• USA of Southern California will issue a ticket number. This ticket number is good for 14 calendar 
days. If the work has not been completed after 14 days, the contractor must re-notify USA of 
Southern California and have the underground utilities remarked. This should be done prior to the 
expirntion of the ticket. No excavation shall be done wilhout a valid ticket. 

• USA of Southern California will notify subscriber utility operators of proposed excavation. Utility 
operators will mark centerline locations of underground utilities and indicate the tolerance for 
excavation work. Generally, accuracy of these locations is ± 2 feet horiwntally. Vertical location is 
not given. 

• USA of Southern California will notify utility operators to repaint utility two working days after re­
notiflcation, if necessary. 

5.4 The contractor and RE review specifications and drawings for utility facilities that may not be members 
of a USA group, and these utility operators must be contacted directly by the contractor or lhe RE. 

5.5 All calls to USA or utility operators shall be en1cred on the Underground Service Alert Log (Exhibit 7.3) 
and retained by lhe contractor. 

5.6 TI1e contractor shall visually check the area for signs indicating the possibility of recent underground 
relocation work by an outside entity. 

5.7 The contractor shall take all necessary steps to protect utilities from damage, including performing hand 
excavation as required by Assembly Bill No. 73. Within 24 inches of either side of the utility, only hand 
excavation is pennined. Powered equipment shall not be used in this utility zone wilhout authorization 
of the applicable utility representative, who shall be onsite wimessing lhe operation. 

5.8 The RE verifies that inspection is performed by the facility inspectors usiJlg the applicable ConStruction 
Division Inspection Instruction (COIi): 

• CDII 2.2, Excavation and Support Systems, for work-related excavation and backfill 

• CDII 2.5, Utilities and Street and Sidewalk Excavationss, for installation and support of utilities 

• COIi 16.7, Corrosion Protection for Buried Pipe, for utility corrosion control and cathodic protection 

5.9 The RE verifies that after the utility representatives inspect their widerground ulilities, the representative 
provides written confirmation of acceptance prior to the utility being coveredJbackfilled. The wrinen 
confirmation may be on the facility Owner, Inspection Acceptance Record (Exhibit 7.4). 

5.10 After the utility is backfilled, but prior to fi.nal surface restoration (street or sidewalk paving), the RE 
requests testing of utility cathodic protection, if applicable, by completing the Request for Test of 
Corrosion Cathodic Protection (Exhibit 7.5). All utilities perform their own cathodic protection (gas, 
water, power and telephone). 

6.0 REFERENCES 

The following documents are referred to in this procedure and are available under separate publication: 

Document 

CDU 2 .2 
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Utilities and Street and Sidewal.k Excavations 
Corrosion Protection for Buried Pipe 
Physical and .Fiscal Closeout 

The following exhibit~ arc included in this procedure: 

Exhibit 

7.1 
7.2 
7.3 
7.4 
7.5 

Construction: Generic Resident Engineer Munual 
MTA CMI 11.01 

Title 

.Fonn Letter to General Contractor {Example) 
Form Letter to Foremen {Example) 
Underground Service Alert Log (Sample) 
Facility Owner, Inspection Acceptance Record 
Request for Test of Corrosion Cathodic Protection 
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Exhibit 7.1 

During construction, many instances of utility damage have occurred as a direct result of ignoring the procedures 
for location and excavation that are required by law. Un11ecessary costs have been experienced by all involved. 

Your cooperation is required to ensure that utilities are properly protected during construction of the (specijj, 
affected facilitylloca1io11) . To achieve this goal, it is essential that crews perfonning excavations are fully aware of 
the procedures prescribed in Assembly Bill No. 73. Therefore, we request that all foremen associated with any type 
of excavation be provided with a letter (attached) def,ning these requirements and that a record be maintained of 
foremen so informed. 

Additionally, this subject is to be thoroughly addressed at the earliest possible project "Toolbox Safety Meeting" . 

Your full c.ooperation in this matter will be mutually beneficial and contribute lo a successful MTA construction 
project. 

Attachments: 

Construction: Oc:neric Rcsidcn1 Engineer Man1.1al 
MTi\CMl ll.01 
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Exhibit 7.2 (Continued) 

Protection of utilities is of paramount importance on this project and it is absolutely necessary that each foreman be 
t!\oroughly familiar with the pertinent requirements regarding this protection. Furthennore, each foreman is 
accoun1able for ensuring his crew understands and implements those requirements. 

Preventing damage to utilities during excavation (grading, trenching, digging, dri lling, auguring, pi le driving, etc.) 
is a primary concern. This work is covered under State Laws, California Governmem Code Sections 4216 and 
4217, and Assembly Bill No. 73 (anached), which pertains to subsurface installations and incorporate rigorous 
requirements and penalties, including fines up 10 $50,000, against anyone who knowingly and willfully violates lhe 
requiremenls of these laws. 

The laws include these requirements: 

l) Notify the Regional Notification Center Underground Service Alert (USA) of Southern California 3 
(AB 73 states 2 days, contract documents stale 3 days) workiJ1g days prior to excavation and obtain a 
record of notification (i.e., the USA ticket number). 

2) Excavation (broad definition) must be accomplished only by hand digging within two (2) feel of the 
outside limits of the utility as indicated by the locator. 

USA's current operating procedure stipulates that the ticket number to excavate is valid only for a 14 calendar day 
period, unless renewed. It is the Foreman's responsibility to verify the validity of the ticket. The Foreman must 
have a copy of the ticket number at the excavation site at all times. Any variance to the above must immediately be 
reported 10 your supervisor. No excavation work is to be done without a valid ticket. 

If you have any questions concerning the above pertinent law, please discuss this matter witlt your supervisor. After 
you have satisfied your understanding, please sign below and provide a copy to your supervisor. 

Very truly yours, 

Project Manager 
Anachment: As Noted 

I understand the above requirements, including California Government Code Sections 4216 and 4217, and 
Assembly Bill No. 73. 

Name Signature 

Cons!J'Udioo: Generic Rcsick:nt Engineer Manual 
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Exhibit 7.3 

Underground Service Alert Log (Sample) 

Contract Contractor or 
No: Subcontractor: 

Date of Time of Ticket 
Dig Dig Location of Dig Number 

Consuuc1Con: Generic Residtnl Enginw Manual 
MTA CM J 11.01 
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and Disposition 
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Exbibil 7.4 

Contract: 

Facility Owner, Inspection Acceptance Record 

Facility Owner: 
Co1\lract No.: 

Description of Work Accepted 
Specification 
Section: 

Drawing No.: 

Sheet No.: 

Sta.: 
Specification 
Section: 

Drawing No.: 

Sheet No.: 

Sta.: 
Specification 
Section: 

Drawing No.: 

Sheet No.: 

Sta.: 

Construction: Generic .Rttiident Engineer Manual 
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[llspector Full Name 
l.nspector Signature 

Date: 

Date: 

Date: 
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Exhibit 7.5 

Request for Test of Corrosion Cathodic Protection 

Contract No: Contractor: I Date: I Page of 

L<lcation: Pipe System & De,;criplion: 

Complete the followmg jnfonnation 10 request testing of the cathodic protection system by the GEC 
subconsultant. 

List the applicable contract drawings: 

Identify the submittal number of the contractor's shop drawing: 

Briefly describe the section of the pipe system tl1at requires testing: ____________ _ 

Were the electrical connections and wirmg mspected by an electrical inspector? _ _ _ 

Attach completed copies of Cathodic Protection Inspection Checklist for the area to be tested. 

Did the contractor verify the installation (continuicy of bonding and isolation at required location) prior to 
backfilling the system? __________________________ _ 

All corrosion protection system 
installations have been inspected by 
QC and are complete and ready for 
tes1.ing. 

Resident Engineer's Signarure and Date 
Forward completed form to the Test and S1artup Manager for scheduling oftesling. 

Consrruccion; Generic Resident €nginccr M.Rnual 
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1.0 PURPOSE 

The purpose of this procedure is to provide guidance to the Resident Engineer (RE) and staff when 
dealing with 1he MTA, contractors, and public contacts. 

2.0 GENERAL 

The RE's conduct will be professional, ethical, illld business-like during any illld all contact with 
representatives of tbe MTA, the contractor, the public and any other parties concerned with the project. 

3.0 RESPONSJBILl1'1£S 

The RE is responsible for ensuri11g tha, the RE staff follows this procedure. 

4.0 DEFINmONS 

None 

5.0 PROCEDURE 

5.J CORRESPONDENCE WITH CONTRACTOR 

Nom1al contact and the day•to-day flow of correspondence with the contractor will be handled by the 
RE, except for the activities which are conducted directly between the MTA and the contractor. 

5.2 CONTACTWlTHCONTRACTOR 

TI1e RE is the primary contact with authorized representatives of the contractor. Contact with 
subcontractors or vendors should be rnade only through the contractor or in the contractor's presence. 

With the exception noted in GREP 1.01, all correspondence to the contractor shall be signed by the RE. 

5.3 CONTACTWlTH OTHER CONTRACTORS 

Contractors who are under the authotil}' of other R£s should not be contacted directly, unless contact is 
authorized by the RE in charge. The normal chain of command will be respected ot all times. 

5.4 CONl'ACT WITH CONTRACTORS OR SUPPLIERS PRIOR TO AWARD 

All contact with contractors or suppliers prior to award sholl be conducted by the MTA. 

5.5 CONTACT WITH MTA AND OTHER LOCAL AGENCIES 

5.5.1 The RE will maintain an effective worki11g relationship with the following representatives: 

• Chief Estimator 
• Con1ract Adrninisrrator 
• Contractor Safe!}' Superintendent 
• Labor Compliance Analyst 
• Public Affairs ManageriRepresentative 
• Qualicy Manager 

Cons1ruction: Gecncri¢ Rtsid¢1l1 Engineer MMual 
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5.5.2 TI1e MTA, federal, siate, local governments, tlirougn thei( respective authorized representatives will, at 
all times, have full access to the work being pet-formed by or under the resronsibility of the RE, subject 
to applicable safety regulations and advance noti.ce. 

5.5.3 Any request or directive by MTA representatives that may adversely affect the contracto(s cost or 
performance or in any way be consm1ed as a change in project scope and/or work not included in the 
project budget will be reported to the RE. 

5.6 CONTACT WJTTI UTILITIES AND AGENCIES 

5.6. I In coordination with the 'Third Party Administrator, tl1e RE will maintain effective working relationships 
with public or private utility or service companies and governmenial agencies that are affected or 
otherwise involved witll the project (refer to GREP 4.3). 

5.6.2 Copies of MTA project-related and master agreements with railroads, utility or service companies and 
governmental agencies will be provided to tl1e RE. For design, the RE shall review and monitor the 
consm.iction work co ensure compliance wlth the terms, conditions, and covenants. 

5.6.3 The RI:: will immediately notify MTA Environmental when represeniatives of Department or Toxic 
Substances Control, Regional Water Quality Board, South Coast Air Quality Management Disrrict, or 
Environmenial Protection Agency arrive at the site or establish communication with the RE. 

5.7 CONTACfWJTH THE PUBLIC 

5.7.l The RE will provide information as needed to the Public Affairs represemative on the scope of 
construction activities including scbeduling information, work to be performed, type of equipment and 
means to petfonn the work, special safety considerations, and major events that will affect communities, 
individuals, or businesses. 

5.7.2 In response to project-related questions, media reques1s, press releases or presentations, the RI:: will refer 
the inquirer to the Public Affairs representative. 

5.8 VISITORS 

All visitors shall be required to sign a Visitor's Release and Hold Harmless Agreement (Exhibit 7.2) 
before entering any hard hat area. Exceptions are noted in the Special Provisions Section of the contract. 

All visits to MTA Iacilities/systems shall be approved by the MTA Public Affairs. All pertinent safety 
requirements shall apply. 

5.9 COMPLAfNTS 

5.9.1 In co1tsultation with Public Affairs, the RE shall give proper attention to complaints made by the public 
and minimize, mitigate or eliminate the problem, if feasible, in a timely manner. The RE will mainiain ao 
effective working relationship with Public Affairs and the representative sball be included in all pertinent 
meetings, including initial construction meetings, standing RE c-0ordination!progress meetings, readiness 
review meetings and scheduling meetings. Jn the event of a work site emergency with public impact, 
Public Affairs shall be immediately infonned of, and included in, a.II activities related to mitigation and 
resolution of the situation. 
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5.9.2 The circumstances surrounding the complaint and the nature of lhe complaint should be reported on a 
Complaint Form (Ex.hibit 7.3). 

5.10 CONTACT WITH OPPOSING LEGAL COUNSEL 

The RE and the RE's staff shall adhere to the following procedure when they receive requests for 
infoTTJlation: 

Under no circumstances shall information (e.g., verbal, written, copies of documents) be given directly to 
opposing counsel. All infomiation requests shall be directed to the MTA-appointed cou11seJ. lnfom,ation 
shall not be released without direction from the MTA or its appointed Counsel. 

5.11 SUBMISSJON TO OEO, CONSTRUCTION FOR RESOLUTION 

In the event that any issue arising from lite aforementioned contacts cannot be settled amicably and 
satisfactorily, the matter will be submitted to the DEO, Conslruction for resolution. 

6.0 REFERENCES 

None. 

7.0 EXHIBITS 

The following exhibits are included in this procedure: 

Exhibit 
7.1 
7,2 
7.3 

Title 
Visitor's Register Log 
Release and Hold-Harmless Agreement 
Complaint fomt 
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Exhibit 7.1 

TIME TIME 

IN OUT 

Revision 0: 03.21.00 
Baseline: 03.27.00 



Subject: Procedure No: Rev: Page: 

Contacts GR.EP4.05 0 5 o/6 

Exhibit 7.2 

VISITOR'S REL,EASE AND HOLD-HARMLESS AGREEMENT 

In consideration of the Metropolitan Transportation Authority, granting me pem,ission to visit the construction site, 
I hereby waive, release, and hold ha,:mless the Metropolitan Transportation Authority, its employees, agents, 
consultants, and contractors from any and all injury or losses to person or property arisi.ng by the privilege of this 
exercise of visitation. 

Contract No: 

Name Date 

ConsCJUclfon: Generic Resident Engineer ManuaJ 
MTACMIIJ .01 

Time In Time Out 

s 

Representing Signature 
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Property/Incident Addre~~: Contract No.: 

Owner: Tenant: Staff: 

Public A ffai,s Rep. Report Date: Repon Time: 
A~~igned: 

Callers Name and Address: Callers Phone Number: 

URGENT 

Previous Call? Yes: □ No: D Staff: Date: 

Description of Problem/Jncidenl/Oamages: 

Action Taken: 

Con1ractor Resrontible: 

Consouclic-.n: Generic .Resident Engineer ManuW 
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Complain! l'onn Completed By: 
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Exhibit 7.3 

Date: 

Other: 

Jr\cjdent Tiine: 
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• Upon initial submittal of the contractor schedule, meetings will be held, as required, to review the 
submittal for confonnance with contract requirements. 

• Periodic starus meetings witl1 tl1e contractor will be held, with date(s), time, and location to be 
specified by the RE. The meetings are for joint review and agreement on job progress and 
subsequent submittal of an updated actual progress schedule. Minutes of the meeting shall identify 
when and how open action items have been closed. 

• At the discretion of the RE, additional meetings to review schedu le impacts and workaround plans, 
may be called. 

6.0 REFERENCES 

None 

7.0 EXHIBITS 

Nooe 
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1.0 PURPOSE 

The purpose of this procedure is to describe and provide a format for conducting meetings between the 
Resident Engineer (RE) and the contractor, and between the RE and other Metropolitan Transportation 
Authority (MTA) departments. 

2.0 GENERAL 

Meetings include: Pre-construction Meeting, Initial Construction Meeting, Initial Safety and Quality 
Program Meeting, lnitial Utilities Coordination Meeting, Construction Progress Meetings, Readiness 
Review Meetings, special meetings deemed necessary by the MT A, and conferences with government 
agencies or other parties. For smaller projects, initial meetings may be combined into a single meeting. 

3.0 DEFINITIONS 

None 

4.0 RESPONSIBILITIES 

The responsibil ities of the MT A, RE, and contractors for the vari.ous meetings are presented in the 
Procedures section of this GREP. 

5.0 PROCEDURE 

5, I PRECONSTRUCTION M.EET!NG 

The Preconstruction Meeting is scheduled by the MTA after receipt of the required signed contract 
docwnents and prior to issuing the Notice to Proceed. The MTA Contract Administrator shall conduct 
the meeting. This meeting is to review the scope of work with the MTA and discuss project 
responsibilities with their counterparts in the contractor organization. 

5 2 INITIAL CONSTRUCTION MEETING 

The Jn itial Construction Meeting will be schedu led by the RE in accordance with contract requirements. 
Tite RE will chair this meeting. The RE will distribute a notice of this meeting, with an agenda of the 
subjects to be addressed, including Safety, Quality Assurance, Public Affairs issues, Contract Closeout, 
not less than four working days before this meeting. 

5.2.l MTA RESPONSJBIL!Tl£S 

The MT A will perform the following: 

• Distribute a notice for the Initial Construction Meeting, with an agenilit of the subjects to be 
addressed, not less than four working days before the meeting. 

• Explain the responsibilities and authorities of the contractor, MTA, the Engineer, the Construction 
Manager, and tl1e RE. 

• Discuss Equal Employment Opportunity (EEO) and affinnative action requirements together with 
Public Affairs functions. 

Co11su,1ction: (}c:neric Rc.sidenc Engineer Manual 
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• Discuss requirements of labor provisions stipulated by U.S. Department of Transportation (DOT). 

5.2.2. RE RESPONSIBILITIES 

• Explain and discuss laws, codes, traffic regulations, pennit requirements, and regulations of public 
agencies. 

• Discuss procedures for processing Change Notices, Change Orders, shop and working drawings, 
produce data and san1ples, and other required subminals and contract deliverables. 

• Establish month ly estimate cutoff date. 

• Discuss progress and final payments. 

• Discuss Public Affairs procedures and goals. 

• Discuss contractor's responsibilities regarding historical, scientific, and archaeological discoveries. 

5.2.3. CONTRACTOR RESPONSIBILITIES 

The contractor will perform the fol lowing: 

• Designate project manager/superintendent, safety representative, EEO officer, subcontractor 
representatives, and community reJations representatives. 

• Introduce the contractor's key representatives and briefly describe their responsibilities. 

• Distribute and discuss a list of major subcontractors (including the responsibilities of each), sequence 
of critical work, and tentative schedule of construction. 

• Discuss use and location of contractor and subcontractor offices, storage areas, construct.ion areas, 
and temporary easements obtained and required. 

• Define housekeeping procedures. 

• Discuss principal construction methods. 

• Describe construction sequencing of entire contract; general worksite layout; erosion and 
sedimentation control plWls; haul routes; noise, air, and water pollution c-0ntrol; temporary street 
closing; and street restoration. 

• Discuss coordination and notification procedures for utility work. 

• Discuss deliveries and priorities of major equipment 

• Discuss cost breakdown of lump sum items. 

• Discuss proposed construction progress schedule. 

5.3 INITIAL SAFETY AND QUALITY PROGRAM MEETfNG 

The Initial Safety and Quality Progran1 Meeting is scheduled by the RE after the initial construction 

Construc-tion: Generic Resident Engineer Manual 
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meeting. JJte RI:: will chair this meeting. 

S.3.1 MTAIRE RESPONSIBJL!TIES 

The MTA/RE and its repre~entative~ will perfom, the following: 

• Discu~s contractor safeiy and health plan submittal and inrroduce MTA and the construction safeiy 
and security representatives. 

• Discuss quality control, inspection, and coordination of work with the MTA.'s system as a whole, 
and illtroduce the MTA. •nd quality assurance/quality control representative~. 

5.3.2 CONTRACTOR RESPONSIBILITIES 

Contractor shall defme arrangements for safeiy, first aid, emergency actions, securiiy, and full-time 
safety representative. 

54 CONSTRUCTION PROGRESS MEETINGS 

The Construction Progress Meetings will be scheduled bi-weekly or more often if required, and chaired 
by the RE. Progress of the work sh•ll be reviewed and work-rel•ted problem~ wilt be addressed. 

S.4.1 CONTRACTOR RESPONSIBILITIES 

The contractor shall perform the following: 

• Distribute advanced notices and agenda of these meetings lo the RE, lo subcontractors engaged in 
the consln.lction, and to alt those expected to be engaged in the work before the next scheduled 
meeting. 

• The contractor's project manager!superintenden~ safety representative, EEO officer, subcoorractor 
representatives, and co.mm.unlly relations representatives will t1ttend 1:1.s necessary fot the work. 

S.4.2 AGENDA FOR CONSTRUCTION PROGRESS MEETINGS 

JJ1e RI:: will provide the agenda for Construction Progress Meetings which will include: 

• Introduction of new •ttendees and thei{ areas of responsibility. 

• Review minutes of previous meetillgs, amend if necessary, and accepr. 

• Analyze work accomplished since previous meeting, offsite fabrication problems, product delivery 
problems, actual and potential schedule slips, problems arising f.rom proposed changes, and other 
factors that might affect work progress. 

• Discussion of work sequence on the critical path and general schedule accomplishments using the 
approved progress schedule. 

• Discussion of observations, problems, work quality control program, and employee work standards. 

• Discussion of coordination of utility work, including actual and anticipated problems and delays. 
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• Discussion of changed conditions, lime extensions, and olher relevant subjects. 

• Discussion of corrective measures to maintain construction schedule, when .necessary. 

Page: 
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• Discussion of upcoming month's work based upon a three-week look ahead schedule prepared by lhe 
contractor. 

• Review ofsafecy inspection and ongoing injury and illness prevention programs, and project incident 
rales. 

• Discussion of public affairs and EEO issues. 

5.4.3 RESOLUTION Of ISSUES 

Each inquiry, request for infom1atio11/change, or request for solutions of problems presented during such 
meetings will be answered, when possible, during the meeting; (hose not answered during the meeting 
wilJ be resolved; the resolution will be documented and delivered in person or mailed lo (he person 
requesting the information wilhin seven days of the meeting. Answers provided orally at the meetings 
will be recorded in lhe meeting minutes. 

5.5 OTIIBR CONFERENCES/MEETINGS 

The RE may be responsible for anending or conducting various other meetings and conferences. 
including, but not limited lo, the following: 

• Anend pre-bid conferences and conduct site lours (if required). 
• Conduct periodic project stotus report meeting., with the MTA. 
• Conduct conferences with officials of lhe MTA, government agencies or other persons. 
• Conduct job coordination meetings. 
• Conduct safecy meetings. 
• Anend periodic utility coordination meetings as necessary. 
• Safecy loo! box meetillgs - These meetings must be monitored. 
• Readiness Review meeting., • These meetings with the conlraclor musl be held prior to Ille stmt of 

any new work for which a construclion work plan was roquircd. 

5.6 MEETING MINUTES 

Minutes of lhe above meetings will be the responsibility of the RE (refer to .Exhibil 7.1). They will be 
prepared as soon as possible following the meeting and distributed lo all attendees and Document 
Control. Meeting minutes shall carry over action items from the pre,ious meeting until (he action item is 
closed out. When lhe action item is closed out, this shall also be noted in the meeting minutes. Meeting 
mi11utes shall be distributed prior to lhe next scheduled meeti,1g. 

6.0 REFERENCES 

None 
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7.0 EXHIBITS 

The following exhibit is included in this procedure: 

Exhibit 
7.1 
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MEETING MINUTES (SAMPL-E) 

Subject: 

Oate/fime/P\ace: 

Originated by: 

Attendees: 

Introduction: 

Review of Minutes of Previous Meeting: 

RESPONSIBL-E ORO. ACTION ITEM NO. 

RESPONSIBLE ORO. ACTION ITEM NO. 

Conscructioo: Generic Resident Elnginee.r Manual 
MTA CMlll.01 

Contract No.: 

R~orded by: 

Copies to: 

COMMENT 

COMMENT 

6 

Procedure No: 

GREP4.07 

i:lev: Page: 

0 60/6 

E~hibit 7,J 

.Revjsion 0: 03.27.00 
0os,line0: 03.27.00 



SECTION 4.08 
CONSTRUCTION PHOTOGRAPHS 



Subject: P11)ccch.rte No: ~e\·: Page: 

Co>1s/nlctio>1 Photographs REP4.08 0 1 o/3 

1.0 PURPOSE 

This procedure provides guidelines for providing a photographic history oftbe project construction. 

2.0 GENERAL 

This procedure provides guidelines for progress photos lhal the Resident Engineer (RE) will need to 
photographic.ally document construction activities as related to problem areas, claims, progress and 
closeout. The importance of good project photographs cannot be overslllted. The lack of a photograph 
can be very cosUy when needed photos are not available. 

3.0 DEFINITIONS 

None 

4.0 RESPONSIBILITIES 

The RE is responsible for maintaining control of project photographic activities, including directing 
"routine" RE progress photographic activities. 

5.0 PROCEDURE 

5.1 Progress photo.:;raphs will be taken on a regular basis as required for compiling a complete sel of jobsite 
photographs. Photographs should be taken at lea~t twice a week, more often when necessary. 

5.2 The RE will select the number and the loc.ation of views to be taken. Where practic.al, at least one 
progress overview photograph should be taken from the same location each month. 

5.3 Progress photographs will be taken with 35mm color Jilm, ai1d die negatives and prints will be identified 
and stored in lhe project file. 

5.4 Progress photographs will be mounted on a Resident Engineer Progress Photo Card (Exhibit 7.1) arid 
include the following infonnation. 

• Notations identifying the photographs with location, time, date, and other infonnation as appropriate. 

• N 1>u\ber pho1ographs (-Oosecu1ively. 

5 .5 RE progress photographs are to be included in die project Ji)e to substantiate the contents and clarity of 
field repons. 

5.6 Numerous conditions and activities can be documented by RE progress photographs. The following is a 
list of recommended photographic subjects. 

Photographs of problem conditions: 

• Nonconformance conditions 
• Unusual ground or waler conditions 
• Cave-ins, pavement settlement, etc. 
• Private property or utility damage 
• Damage by or to equipment 
• Severe weather conditions and stonn damage 
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• Potentially ha,,ardous conditions 
• IJnusual construction techniques 
• Areas or activities where claims and/or changes are occurring or anticipated 
• Contract modification work 
• Conditions at time of start of delay due to strikes, etc. 
• Undisturbed scene of personal injury accident 
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• Private property conditions which may be the source of a complaint or alleged complaint to Public 
Affairs 

Photographs of items or insta llations: 

• Immediate site conditions before start 
• Startup activities 
• Traffic barricades, signs, etc., used by cont.ractor and changes in those inst.allati.ons 
• Significant construction items 
• Typical and special construction equipment 
• Material and equipment delivery (and condition) verification 
• Material stockpile (condition and location) 
• Marerial and equipment loading areas 
• Completed punch list items 

Photographs of ongoing construction: 

• Work progress 
• Typical items (e.g., materials, equipment) referring to ongoing reports 
• Testing and inspection activity, tools, and equ ipment 
• Reference photographs for record drawings (typical installation conditions) 
• Photographs of completed underground structure before burial 

6.0 REFERENCES 

None 

7.0 EXfilBITS 

The following exhibit is included in this procedure: 

Exhibit 
7 .1 
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RESIDENT ENGINEER PROGRESS PHOTO CARD 

Consl:T\lction: Generic Resident En.ginee, Manual 
MTACMJll.01 

(Use 3.5" x 5" Prints) 

Neg No: Roll No: 

Picture No.: 

Contract No: Date: 

Taken By: 

Location (including compass 
direction of photograph): 

Comments: 
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1.0 PURPOSE 

This procedure defines Resident Engineer (RE) responsibility and processes for monitoring of contractor 
preparation and submittal of as-built Contract Drawings, Contract Specifications, and contractor shop 
drawings; and for maintenance of current drawings and specifications used by the RE and inspectors. 

2.0 GENERAL 

2. 1 As-Built Contract Documents: RE shall ensure that the Contractor maintains, at the contractor's 
construction site office, a complete set of conformed contract documents updated continuously as the 
record set of contract documents showing all as-built conditions. Any changes to the data shown on 
conformed contract drawings and construction specifications will be legibly noted, marked, or sketched 
by redlining a "record copy" of the document as defined in Contract Specifications. 

2.2 As-Built Shop Drawings: Although related, the as-built shop drawings are independent of the contract 
documents. The contractor is required to prepare and submit as-built shop drawings, showing the final 
installed conditions and cross-referenced to the related contract drawing(s). These are supplemental to the 
as-built concrnct drawings and specifications covered in this procedure. 

3.0 DEFINITIONS 

3.1 Construction Documents: There are several types of construction documents; this procedure deals only 
with the technical aspect of the contract, including the drawings and specifications of the original 
contract, contractor shop drawings, and any modification made by Change Notice, Change Order, or 
other technical direction issued to the contractor via response to a Request-for-Information, Submittal 
acceptance request, or otber form of direction. 

3.1.1 Drawings: Sometimes referred to as Contract Drawings or Design Drawings; the complete set of 
drawings showing all construction work required in the original contract. See also Shop Drawings and 
Working Drawings. 

3.1.2 Specifications: Sometimes referred to as Contract Specifications or construction specifications; the 
complete set of which is wrinen for the specific construction or procurement contract scope of work. 

3.1.3 Change Orders: Negotiated and authorized changes to the technical work required, including any 
revised or new drawings and specifications. These changes are 10 be included in the as-built drawings 
and specifications. 

3.1.4 Current Status Documents: A set of full size reproducible drawings and a copy of the specifications 
marked and maintained by the contractor to show current as-built status of construction in progress and 
current design status. 

3. 1.5 Conformed Comract Documents: The current set of contract documents confonned to include all 
revisions and modifications to the documents issued under cover of Change Notice, Change Order, or 
other wrlnen direction to the Contractor. Will also include interim modifications such as mark-up, 
sketches, contractor as-built subminals, or other written technical direction. 

3.1.6 Shop Drawings: Contractor provided drawings for facilities and contractor-furnished equipment 
installation, showing details of how the contractor plans to el(ecute the design as shown in the Contract 
Specifications and Drawings. On acceptance, shop drawings become part of the pennanent contract 
record, and may be included in as-built submittals and Project Record Documents. 
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).1.7 Working Drawings: Contr•ctor provided drawings for temporary work perfonned by the contractor in 
order 10 execute Ille design as required by the Contract Specifications and Drawings. 

3.2 Submillals: TI1ere are several items covered under this gener,lly used term. Specific submittal 
requirements are contained in Ille technic•l specifications. Many shop drawings are for facilities and 
equipment installation, showing details of how the contractor plans to execute the design as shown in the 
Contract Drawings. 

Other Contractor Submittals include, but are not limited, to: 

• Master Submittal Schedule 
• Schedule updates 
• Shop and Working Drawings 
• Manufacrurers' standard schematic and wiring drawings 
• Manufacmrers' calculations 
• Manufacturers' standard data 
• Manufacrurers' printed installation, erection, application and placing instructions 
• Inspection reports, test reports and product cenificates of compliance, mill certificates 
• Samples and mockups 
• Concrete and grout mix designs 
• Operations and maintenance data and manuals (refer to Specification Section for requirements) 
• Warranties and Guarantees (may be included in operation and maintenance manuals) 

3,3 As-Built [)ncuments: For the purpose of this procedure, as-built documents include three elements: 

Marhtd Cnntract Drawings: A set of drawings of the facili[}' that are a combination of the most curt'cnt 
contract drawing revisions, plus any Request for Information (Rfl) changes, Nonconformance Report 
changes, and Change Order drawings, which have been continuously marked by the contractor to show 
any as-built conditions differing from the plan necessitated by field adjuslJnents or other purposes. 

Marked Contract Specifications: A set of the most current Contract Specification revisions, plus any 
specifications or specification changes added by RF1 changes, Nonconfonnance Report changes, and 
Change Orders, which have been continuously marked by the contractor to show any as-built conditions 
differing from the plan necessitated by field adjustments. 

Marked Shop Drawing submitta/s: Permanent facility item shop drawings, as noted in paragraph 3.2, that 
have been marked by the cont,:actor to show deviations from approved shop drawings where necessitated 
by field adjusonents or other purposes. 

As-Built Schedules: Drawing, Contract Revision, and As-built listings maintained by the Contr•ctor in 
compliance with Specification. 

4.0 RESPONSIBILITIES 

4.1 RESIDENT ENGINEER 

The RE ensures that an accurate set of as-built contract drawings and specifications depicting as-built 
conditions "'e prepared and maintained by the contrnctor and provided in accordance with Specifications. 
The RE is responsible for notifying the contractor of non-compliance and for recommendillg withholding 
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of payment for non-compliance as allowed under the concroct. 

4.2 CONTRACTOR 

The contrac1or, including the contractor's subcontractors, prepares, m•intains, and submits appropria1ely 
marked contmct drawings, specifications, and shop drawings 10 the RE for acceplance in accordance wi1h 
contract specification requiremen1s. The contractor is responsible for providing a specific listing of as­
buih contract documents to be submitted as specified in the concroct. 

4.3 ENGINEER 

The Engineer or designee will incorporate all previously unincorpora1ed as-built notations inlo the final 
Project Record Documents following conlract close-out, including incorpora1ion of as-buih contractor 
shop drawings into the Project Record Documenl se1 and indices. 

5.0 PROCEDlJRE 

The following steps define the methods to be used in receipt, acceptance, and transmirtal of contractor­
prepared as-built Conu-act Drawings and Contract Specifications (Comract Record Documents). 

5.l As-Built Maintenance: The contractor shall keep the Contrac1 Record Documents al the sile and shall 
con1inually update them during construction. As construction work is a«'omplished (work tha1 is 
different from or in addition to that which the contract drawing shows), the contractor will mark the as­
built conditions on the Contract Drawings. 

5.1.1 Superseded As-Bui11 Documents: When a new revision of a document is received, the concroc1or stamps 
the superseded document "SUPERSEDED", and keeps the document in the "Current Status Set" of 
contract record documents for future reference of previous mark-ups and for use of production of as-built 
drawings. The comractor need not ttansfer the data recorded on superseded drawings onto 1he new 
revision. However, prior to submittal to the RE, the final as-built drawing will be marked by the 
contractor to incorporate any and all missing information from all superseded revisions of the drawing. 

5.1.2 Use of Shop Drawings in Lieu of Contract Drawings: Should as-built detail shown on a shop drawing 
si1persede or provide betrer information 1han can be shown on a contract drawing, the as-built shop 
drawing may be maintained in lieu of the contract drawing. In such cases, the contractor will provide 
appropriate shop drawing number cross references on the "as-built" comrac1 drawing and visa-versa, and 
will provide both the contract drawing and a revisable reproducible of 1he associated s~op drawing(s) as 
the as-built submittal. 

5.2 Changes to Underground or Covered Work: Contract drawing markings shall show all changes, including 
elevations, layouts, join1s and dimensional loca1ion for underground or othenvise covered structures, 
conduits, switchboards, switchgear, utilities, boxes, duct work, piping, valves, and 01her mechanical and 
electrical equipment, etc., as no1cd in lhe Contract Specifications. 

5.3 Shop Drawings; Shop drawing originals shall be revised by the contr•ctor to show as-bui11 condi1ions 
and submitted in accordance wilh Spccifica1ions. When an RFI or other document modifies an accepted 
Conn-actor Shop Drawing, 1he contractor will mark-up the drawing 10 reflect the changes pending formal 
revision and resubmiaal. Shop drawings will include cross-references to the contrnct drawing or 
drawings to which they are related. As-buill shop drawings may be maintained in lieu of as-built contac1 
drawings when the detail shown on 1he shop drawing is superior to that provided in the contract drawing. 
When required by contract, 1he RE will request the contr.ctor to provide electronic copies of as-buih 
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shop drawings. 

5.4 RE Review: 1l1e R£ shall review monthly with the payment request, the c-0ntracto~s maintenance ofas­
built documents to detem1ine that as-built data is being ree-0rded properly and accurately and in 
accordance with all C-Ontract requirements. The RE or designee should C-Onduct a review of the Contract 
Record Drawings prior to submittal of the contractor monthly progress payments to ensure that the 
contractor is meeting all -0fthe specified -Obligations. If the Contract Record Drawings are not current in 
the judgment of the RE, the Contractor should be advised of the required e-0rrections or additions. 

5.5 Payment Witholding: Should the contractor fail to maintain or submit as-built documents as required by 
the contract, the R£ will recommend to the MTA Contract Administrator that approval of all or part of 
the monthly progress payments may be with.held until the as-built documents are made current by the 
contractor. 

5.6 As-Built Submittal: After c-0mpletion of constructioniinstallation milestones defined in the contract, the 
RE will receive a full size C-Opy of the as-built contract and shop drawings associated with the milestone 
been marked with the as-built e-0nditions. The RE will verify that the information included is complete, 
and that the Contractor Submittal Form attests that the documents are true and complete. The As-Built 
submittal will be entered into the CCS® submittal record. The logged submittal record will contain a 
complete listing of drawings and documents provided. 

5.7 As-Built Submittal Log: The RE shall verify that the contractor is maintaining and submitting all logs in 
accordance with the specifications. 

5.8 RE Copy of As-Built Documents: The RE shall maintain a master set of prints of contractor submitted 
as-built documents for use by inspectors. 1l1e prints shall be kept current by writing the information 
relative to changes near the affected areas of the appropriate sheets. The information is to include the 
change number. When the RE receives revised drawings, the RE should immediately check to see if the 
marked changes have been incorporated into the revised drawing. If the changes have not been 
incorporated, the change notice or Rf[ information must be transferred onto the revised drawing. 

5.9 Government Agency and Utility Review: The RE will coordinate with the Thi.rd Party Administrator for 
government agency and utility review of the contractor as-built submittal, prior to forwarding the as-built 
documents to the Engineer for acceptance and incorporation into master record documents. 

5. 10 Incorporation of As-Built Notations into Document Revisions: On notice that a formal document 
revision is being processed by the Engineer, the RE will ensure that a copy of the current contractor's as­
built records are provided to the Engineer for all specification sections and drawings affected by the 
pending change. The Engineer will incorporate all contractor as-built notations into the master record 
document concurrent with incorporation of the new revision. Contractor as-built notations will be 
incorporated under a separate revision number, and separate revision line from the design change. 

6.0 REFERENCES 

The following documents are referred to in, or are related to this procedure and are available under 
separate publication: 

MTA PROCEDURES 
GREP6.J0 
GREP6.0J 
GREP6.05 
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Document Control: .Formatting and JdeolifitatiOJ\ Standards for CIP 
Projects 
Document Control: Contractor Subminals Tracking 
Document Control: As-Builts Documents Processing 
Change Control: CIP Construction Contracts 
As-Built Document Requirements 
Contractor Submittals 
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1.0 PURPOSE 

This procedure establishes the process and documentation necessary for completing the ph)•sical and 
fiscal closeout of construction contracts. 

2.0 GENERAL 

2.1 The document closeout procedure is addressed in GREP 4.12. Dates in this procedure are relative to the 
contract completion date carried on the most current approved schedule. As schedule revisions are 
approved, these dates will be revised by RE. Physical closeout should occur after beneficial occupancy, 
wheo applicable. 

2.2 Prudent contract administration executed from bid formation through contract closeout will minimize 
most confusion and allow an orderly closeout. It is paramount that the Contract Administrator work in 
concert with the Resident Engineer during the entire course of the contract. The application of this effort 
will yield clear comprehension of the status of the contract in the general areas of: 

2.2.1 Correspondence: Correspondence relating to MTA performance must be closed-out to memorialize the 
MTA's position for the record, thus allowing any future research of Uie contract files to be done with 
confidence and eflicienc)'. 

2.2.2 Progress Payment Status: As above, the progress payment history has been maintained with an accuracy 
throughout the course of the project such that a review of it at closeout will yield an instant stal\lS of 
monies paid and retention held, along with any liquidated damages withheld. The progress payment 
status will be analyzed in conjunction with the change order and claims log which is discussed below. 

2.2.J Change Order and Claims Logs: This is maintained as pan of a component of the overall fiscal "system". 
The change order/claims log will yield the status of the open changes and agreed to changes as well as 
those in a claim status. 

2.3 The RE will minimize the degree of outstanding maners. for lhose matters remaining incomplete, the 
obvious action of negotiation must be set in motion, resolving all disputes prior co retention release 
and/or fi.nal payment OuL~tanding maners must be resolved and completed prior to document closeout. 

J.O DEFINITIONS 

J. I Beneficial occupancy: When the MTA takes possession of a portion of the work for its use and/or 
occupancy on other dian a temporary or emergency basis. 

3.2 Close-our ream: A team consisting of the RE and members of his/her staff, the MTA, and others that 
may be designated by the MTA. The exact makeup and representation on the team will be established 
prior to the prefinal inspection through coordination with the MTA by the Rf.. 

3.3 Punch /isl: A tabulation indicating items to be furnished, including documentation or work to be 
performed by the contractor or subcontractor, in order to complete the work as specified in the contract 
documents (refer to Exhibit 7.J). 

A preliminary punch list for both physical and document deficiencies is prepared. This punch list covers 
both work no! completed and work completed with deficiencies or non-conformances. This fom1 contains 
the minimum infom1ation required for a punch list. It may be expanded as necessary to meet specific 
contract requirements. 
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3.4 Initial inspection: An inspection conducted by the RE using contract specifications and drawings to 
identify the work completed, including documentation. The initial inspection is performed prior to 
schedu led completion of the contract and is completed with or witl1out contractor participation. A punch 
list and an action item responsibility list are the end product of this inspection. 

3.5 Prefinal inspec1ion: A complete review by the closeout team with the contractor to examine, observe, 
and measure the conformance of materials, supplies, components, parts, appurtenances, systems, 
processes, and structures to the contract documents. Contractor submittals and other documents are 
reviewed at this stage. A revised punch list and an action items responsibility list are the end products of 
this review. A General List of Contract Submittals and Documentation is shown in Exhibit 7.2. A sample 
Closeout Sequence Checklist is shown in E.xhibit 7.3. These samples may be modified by the RE to meet 
the specific needs of the contract being reviewed. 

3 .6 Partial final inspection: A formal review by the closeout team and the contractor to allow acceptance of 
a portion of the work for use and possession, or for partial acceptance to meet milestone completion dale 
(s). Partial beneficial occupancy may occur at this time. 

3.7 Subs1anlial comp/elion reviewlinspeclion: A review of contract status when the contractor request~ 
recognition of substamial completion per the terms of the specific contract. A sample closeout checklist 
for use at this stage is shown in Exhibit 7.4. This list will be modified by the RE as necessary to meet the 
specific needs of the contract being reviewed. 

3.8 Subs1an1ial complerion: When the work, or a designated portion of the work, is sufficiently complete 
that the MTA may occupy it or cause others to occupy it for the use for which it was intended. 
Substantial completion may be granted prior to the contract completion date. 

3.9 No/ice of Complelion: Submined by the contractor when it believes the work ha,; been completed. 
Contains specific information relating to the completioo of the punch list and any change orders. 

3, IO Final acceptance inspection: The MT A's last review of the project, conducted by the closeout team, to 
examine, observe, and ensure that the conformance of materials, supplies, components, parts, 
appunenances, systems, processes, and structures to the contract documents and the completion of all 
punch list items. 

3.11 Final accepiance lesling: MT A/RE witness to a demonstration of an item's capability to meet contractual 
requirements by subjecting it to normal or ex1reme operating conditions. This testing may occur at any 
time before the contract completion, but contract completion cannot be granted without it. 

3.12 Final complelion: Acceptance by the MTA of the contract work as completed in full, evidenced by a 
Notice of Final Acceptance. 

3 .1 3 Certificalefor Final Acceptance (Exhibit 7.6): Recommendation by the RE to the MTA that Notice of 
Final Acceptance be issued to the contractor when all contract deliverables are determined to be 
complete. The actual Notice of Final Acceptance will be provided by the MTA. 

3.14 Contracl closeout book: Compilation of documents that validates the completion status of the contract 
(refer to Exhibit 7.5). 

4.0 RESPONSIBILITIES 

The RE modifies these procedures as necessary for specific contracts and monitors progress of the 
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closeout process, and secuces the approval of the MTA DEO Construction. 

The RE performs or assists in the actions required for contract closeout The R£ is the focal point for all 
contacts with the contractor, ensuring deficiencies are corrected and that completion/acceptance 
documents are prepared. The RE also recommends 10 the MTA fiJJal acceptance of physical work and 
final payment 10 the contractor and prepares the contract closeout book. 

Safety certification documentation shall be processed in accordance with GREP 4. 13. All safety 
certifications not completed shall be iJlcluded on the Punch List (Exhibit 7.1). Responsibility for 
detennining the lesel of documentation required to satisfy a Safety Certification line item rests with the 
MTA 's Safety Certification Manager. 

5.0 PROCEDURE 

5.1 MON'ITORfNG WORK 

Work is monitored throughout construction by the RE. An initial closeout punch list is prepared by the 
RE prior to contract completion. The closeout team reviews the project punch list status and establishes 
contract-specific closeout objectives, schedule, and responsibilities. 

5.2 PROGRESS MEETINGS 

As part of the progress meetings, progress in the closeout schedule will be tracked. 

5.3 INITIAL INSPECTION 

S.3.1 A full review is made of submittal status to ensure availability of operation and mai.ntenance manuals, 
Contract Record Drawing Sets, training plans, warranlies, and all other infonnation needed 10 complete 
the safety certification. 

S.3.2 The closeout team develops a preliminary punch list (refer to Exhibit 7.1) incorporating all physical and 
document deficiencies. 

5.4 PREflNAL fNSPECTION 

Prior to contract completion, the closeout review team modifies previously prepared checklists as 
necessary and, with contractor participation, conducts the prefinal inspection. A Closeout Checklist and 
Status (Exhibit 7.4), identifying physical work and documentation deficiencies, is generated by the 
review team and agreed to by the participants and contractor. The punch list also identifies outs1anding 
Change Orders and claims status, also specifying whether they must be closed out prior to recommending 
fin a I acceptance. 

5.5 PARTIAL FINAL INSPECTIONS 

5.5.1 It may be necessary from ti.me to time to use, or for other contractors or the MT A/Operations to use, 
portions of substantially completed work. In such cases, the closeout team will conduct a specific use and 
possession partial final inspection, with contractor and, if appropriate, follow-on contractor or 
MT A/Operations user participation. The results of the partial final inspection may be used to allow 
beneficial occupancy or to support a progress payment to the contractor for the portion of work accepted 
and relieve the contractor of responsibility. 

5.5.2 Photographs will be used 10 document the condition of the completed portions of ct1e contract that the 

Constru◊tion: Generic Resident Engineec Manual 
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contractor has rurned over under subswuial completion. A punch list of any deficiencies, including 
outstanding Change Orders or claims, will also be made a part of the fo.rmal documentation used to 

accept the substantially completed work. 

5.5.3 The panial final inspection should document who has responsibility for security, safety, inspection, 
operations, utilities, maintenance, and access control for the portion of work that has been substantially 
completed. 

5.6 FINAL JNSPl£Tl0N/COMPLETION 

5.6. J When the contractor believes the work or any portion of the work has been completed, it may submit, via 
a lener to the RE of the affected contract, a Notice of Completion. The RE evaluates and detennines 
whether to accept or reject the contractor's Notice of Completion. lfthe RE rejects it, the RE states why 
and requests the contractor to correct the deficiencies leading to rejection. If the RE accepts the Notice of 
Completion, the .RE schedules the final inspection by the review team and, if appropriate, 
MT A/Operations participation. 

5 .6.2 Deficiencies noted during the final inspection are listed in a revised punch lis~ and corrected and verified 
as stated in paragraph 5.6.1. 

5.6.3 As pa,i of the final inspection, any work identified as required l>ut not in the contract or work in the 
contract that will not be accomplished by the contractor for whatever reason will be managed as follows: 

• Work required but not in contmct will be referred to the MTA for disposition (i.e., use as is, initiate a 
change order, or have jt accomplished by another contractor), 

• Work required by contract that is not completed will be referred to the MTA as a deductive change 
or a backcharge credit (refer to GREP 6.3). 

5.6.4 Based on corrective action taken, the contractor modifies its Notice of Completion and resul>mits Jt to the 
RE. The RE reviews and accepts or rejects the revised Notice of Completion. 

5.6.5 The RE begins preparation of a contract closeout book to document the completeness of the contract. 

5.6.6 When final inspection deficiencies have been corrected, the RE completes the contract closeout book, 
including a recomn1enda1ion that the MTA issue a Certificate for Final Acceptance to the contractor. If 
the MTA does not accept the RE recommendation, the RE talces the necessary action to resolve concerns. 
This process continues until final acceptance by the MTA and the physical and document requirements 
are achieved (refer to Exhibit 7.6). 

5.6.7 A Closeout Book Document Completeness Checklist (Exhibit 7.5), is checked and signed off by the 
reviewers at the RE office to ensure that the closeout book is complele. The routing process for the 
contract closeout package is listed on the fonn. A copy of the completed closeout book is submitted to 
Document Control for retention. 

6.0 REFERENCES 

None 

7.0 F.XHIBITS 

The following exhibits are included in this procedure: 

Conswction: <knc:,ic: Rc:sidcnc Engineer MaJ)l1al 
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Exhibit Title 
Punch List (Sample) 7.1 

7.2 
7.3 
7.4 
1.5 
7.6 

General List ofContnlct Subminals and Documentation (San1ple) 
Closeout Sequence Checklist (Sample) 
Closeout Checklist and Status 
Closeout Book Document Completeness Checklist 
Certificate for Final Acceptance (Sample) 

C'onstrucciol\: Gc:ncrie Rcsid<:n1 Engincc:, Manual 
"MTA.C"Ml I l.01 

s Revision O: OJ.'27.00 
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Exhibit 7.1 

PUNCH LIST (SAMPLE) 

I CONTRACTOR: I CONTRACT NO.: I DATE: I PAGE: 

ITE 
M DESCRIPTION lOCATlON 
NO. 

Construction: Generic Resident EJlgin.e.er Marn,aJ 
MTACM III.0J 

SPEC. 
SECT. 

SCHEDlJL!iD 
COMJ'L,ETIO 
NDATI, 

6 

ACTUAi, 
COMf>lETION 
DATE REMARKS 

Revision O: 03.27.00 
Dascline: 03.27 .00 
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GF.NERAL LIST OF CONTRACT SUBMlTTALS AND DOCUMENTATION 
(SAMPLE) 

Progress Records 
Resident Engineer's Diary 
Daily lnspeclion Reports 
Resident Engineer's Monthly Progress Repons 
Contractor's Monthly Progress Reports 
Telephone Logs 
Correspondence Logs 
Photos and Photo Log 
Videotapes 
Submittal Register 
Drawing Logs 
Meeting Attendance Records 
Progress Meeting Minute-$ 
Design Review Comments and Meeting Minutes 
Progress Schedule/Updates 

Quality Assurance 
Inspection and Test Plan 
Non-Confonnance Repons 
Certificates of Compliance 
Material Receiving Reports and Certifications 
Equipment Calibration Records 
Test Procedures 
Test Reports 
Qualicy Verification Reports 
Daily Shotcrete Reports 
Concrete l'lacement Ch«~off and Clearance Forms 
Shop Inspection Reports 
Concrete Samples 
field Concrete Sample Data Sheets 
Certified Copies of Mill Reports 
Ready-Mix Delivery Tickecs 
Batch Tickets 
Welding Procedures 
Welder Certifications 
NDE a,id Welding Data Approvals 
Receiving Records ofMTA furnished Equipment 

CQnslruction: Otncric. R~siclcnt fnginc:c:c M11.nual 
MTACMIIJ.01 
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Exhibit 7.2 (Contd.) 

GENERAL UST OF CONTRACT SUBMI1T ALS AND DOCUMENTATION 
(SAMPLE) (CONTD) 

Safety Certification 
Safety Certification Specification Conformance Check List 
Safety Certification Specification Conformance Certificate 

Insurance 
Pre-Construction Survey 
Post-Constniclion Survey 
Employer's Reports of Occupational Injury 
Workers' Compensation Logs 
General Liabilicy Logs 
Contractor's Reports of Work, Injury, Illness 
Accident Claims 
Supervisors' Accident Investigation Reports 
Site Visitor Register 
Release and Hold Harmless Agreements 
Weekly Toolbox Safecy Meeting Records 
Weekly Shaft Inspection Report 
OSHA Inspection Check Lists 
Equipment Inspection Repons 
Wire Rope Inspecting Records 
Log of Daily Crane Safety Inspections 

Conttact Administration 
Bid F onns and Related Documents 
Addenda 
Results of Pre-Award Survey 
Notice of Contract Award 
Notice to Proceed 
Confonned Contract Documents 
Request fot Information (from contractors) 
Design Inquiry (to the GEC) 
Request for Change (From contractor) 
Change Notices 
Change Orders 
Notice of Potential Claims 
Claims 
Contracting Officer's Decisions 
Potential Claims Log 
Litigation Documents 
Board of Director Reports 

Construction: Generic Residenl ellgineer Me.nuaJ 
MTACMtl l.01 
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Exhibit 7.2 (Contd.) 

GENER.AL LIST OF CONTRACT SUBMITTAL$ AND DOCUMENTATION 
(SAMPLE) (CONTD) 

Contract Administration ( continued) 
Affirmative Action Plans 
Subcontractor DBl:.IWBE Certifications 
Contract Compliance Rec-0rds 
FT A Quanerly Reports on DBE participation 
Results of JG Audits 
Partial Acceptance Records 
Conditional Acceptance Records 
Certificate ofSubstamial Completion 
Notice of Completion 
Utility Releases 
Closeout Change Order 
Contractor Release 
Notice of Acceptance 

Payments 
Force Account Records 
Overtime Reports 
Prepaid Material Logs 
Pay Quantity Records 
Contract Payment Estimates 
Invoice Approval Forms 
Certified Payroll Records 
Partial Payment Records 
Final Certificates and Voucher for Payment 
FiJtal Labor Summary 
Subcontractor Payment Certificates 

Pennies and Agreements 
R-0-W Agreements 
Building Pennits 
Occupancy Permits 
Elevator and Escalator Certificates 
Stenn Drain and Sanitary Sewer Connection Penn its 
Utility Agreements 
Railroad Agreements 

ConsU\Jcti-0n: Generic R~id<:nl Engineer Ma.m.1al 
MTA CMlll.01 

9 Rtvisioo 0: O.l.27 .00 
Bastline: 0327.00 



Subject: Procedure No: Rev: Page: 

Physical and Fiscal Closeout GREI' 4.11 0 JO ofJ6 

Exhibit 7.2 (Contd.) 

GE.NERAL LIST OF CONTRACT SUBMIIT ALS AND DOCUMENT ATIO"I 
(SAMPLE) (CONTD) 

Operations And M•intenance Deliverables 
Warranty/Guarantee Records 
Equipment History Record Books 
Operating Instructions 
E.quipment Brochure$ 
Maintenance Manuals 
Records of Operacor Training 
Records of Mechanic Training 
Spare Par1S 
Bills ofMacerials 
Special Tools 
Locks and Keys 
Spare Finish Materials 

Records and Data 
CORL Items (systems co,11racts) 
Shop and Erection Drawings 
Working Drawings and As-Builts 
As-Builc Shop Drawings 
As-Built Specificalions 
As-Built Contract Drawings 
Interface Data Sheets 
Test Specimens 
Samples 
Mockups 
Geotechnical Information 
Soil Test and Compaction Reports 
Pile Driving Logs and Repons 

Boring Logs and Core Samples 

Construction: Gcncrk Resident Engineer ManoaJ 
M1'A CM JJ1.0I 

10 Revision 0: 0.3.27.00 
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CLOSEOUT SEQUENCE CHECKLIST ($AMPLE) 

Required Action 
Preparation Phase: 

I. Participation in initial inspection. 

2. Recommendation that closeout process begin and closeout 
review team be activated. 

3. Set up pre-closeout meeting with closeout review team 
members. 

4. Conduct and document pre-closeout meeting 

5. Prepare closeout action plan and identify responsible individuals 
for required actions and scheduled completion date. 

Physical Inspection Phase: 

6. Conduct utility inspections 

7. Conduct city inspection 

8. Obtain utility/city acceptances 

9. Schedule pre-final inspection 

10. Document pre-final inspection punch list and monitor closeout 
of items 

11. Recommend acceptance/rejection of notice of final completion 

12. Schedule final inspection 

13. Notify all parties and coordinate closeout team preparations 

14. Submit notice of completion 

Consuuction: Generic Resident Enginur Manual 
MTA CM l ! l.01 
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Exbibit 7.3 (Contd.) 

CLOSEOUT SJ:iQU!::NCE CHECKLIST (SAMPLE) (CONTD) 

Required Action 
15. Conduct final inspection 

16. Prepare final punch list 

I 7. Closeout final punch list 

18. Complete report recommending final acceptance 

19. Obtain MTA concurrence to accept responsibility of 
maintenance operations 

20. Prepare recommendations for issuance of final completion 
certificate 

21. Forward recommendation of completion to MTA 

Final Acceptance Phase: 

22. Issue Safety certification statement 

23. Prepare letter transferring ownership, maintenance and 
operation responsibility to MTA \Operations 

24 . . Lessons learned exit interview 

ConstruClfon: Generic Resident Engineer Manual 
MTACM ll l.01 
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CLOSEOUT CHECKLIST AND STATUS 

1.0 
Checklist 

ADMINISTRATIVE 

J. 1 Preface 

a. Draft Board Report 

b. Summary Lener 

c. Closeout Checklist 

!.2 Final Acceptance Certificate 

1.3 Final Status Report 
(including AFE status, Change Orders, contract 
adjustments, and schedule) 

1.4 Notice of Completion (MTA) 

1.5 Engineering Signofl'(Gencral Contractor)) 

1.6 S ignoff From Local Agencies (3rd Party) 

J .7 Labor Compliance, Final Certiflcation 

1.8 DBE Compliance Report 

2.0 FfNANCIAL 

2.1 Final Payment Request 

2.2 Audit Exceptions Verified 

2.3 Liquidated Damages Assessll\ent Reviewed 

2.4 Retention and Adjustments Verified 

2.5 Contractor Affidavit of All Bills Paid and 
Indemnity 

2.6 Subcontractor Lien Releases 

2.7 Release of Claims by Contractor (Final) 

Cons1.ruction: Generic Resident Entinecr Manual 
MTACMll l.01 
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CLOSEOUT CHECKLIST AND STATUS 
Checklist Starus/Reroarks 

2.8 Changes 

a. Change Notices 

b. Change Orders, Change Action Status 

Log 

c. Final Change Order 

d. Claims 

e. Backcharges 

3.0 TECHNICAL 

3.1 Contractor's Notice of Complerion 

3.2 Punch List Resolved 

3.3 Safety Certification Complete 

3.4 Special Warranties and O&M Manuals Received 

3.5 As-Built Schedule Complete 

3.6 As-Buih Drawings Complete 

3.7 Lessons learned 

Construclio11: Ocrmie Re.side-nt Engineer Manual 
MTA CMt ll.01 
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£xbibit 7.5 

Contract No: 
CLOSEOUT BOOK DOCUMENT COMPLETENESS CHECKLIST 

Conll'!1Clor: - - c--c ~- -----,=---,--,--_ Coo1rac, Ti1Je: 
fNCLUDE ORIGINAL DOCUMENTS WHENEVF,R POSSWl,F, 

S<t. .Required In Package 
No. Closeout Rouk Documenb Yes No Comments 

1.0 Al>lllltoS'lltA TfVf, 

I.la DraJl Doard Repon Draft CQpy with dis.kette in WordPerfect 
I.lb Summary Letter (on letterhead) Mu'1 be signed and dMcd by CM 
Lie Closeout C-hecklisc Signed by RF-
1.2 Final Acceptance Ltuer ( leue1head) Letter signed by CM and dated. Certificate signed by RE, area 

Final Acceptance Certificate mmager., Md CM 
1.3 Final Status Rtport (in.eluding AfE S!atus, All informacion current 

Change OfdcTS, Contrdct Adjustments M d 
Schedules) 

J.4 Notice ofC-Ompletion (MT A) FinaJ for MTA signatul'¢ 
15 Engineering Signoff(GC) FromOEC 
J.6 Signol!From Local Agencies (3rd Pany) Required foe all applicabtc agcn,cies 
1.7 Labor Compliance Report lnfonna1ion obblined from MTA 
1.8 DBE Compliance Repon lntbrmation obtained from MTA 
1.9 Third Party Claims Insurance Report Information obt.aintd from OCJP Ad.mitt 
J.10 Contract Fi1e Action by Document Conttal 
2.0 FINANCIAL lflina.l pay request is in proe(SS, include most recent 
2 .. 1 Final Paymen1 Reques1 
2.2 Audit Exceptions Verified Include report, if any 

2.3 Liquidated Dam.ages J\ssessment Review 
2.4 Retec\lti>n and Adjustme.nts Verifies Information obtained from MTA 
2.5 C,nuac<or Affidavit Qf All 8ills Pald wid Mu.st be notwi.7.c:d 

Indemnity 
2.6 Suhcontrac:1or Uen Releuses Uncondillona.l r(Jtase& onJy 

I 2 .7 Release of Claims by Contractor (final) On oontrn.ctoI's letterhead 
2.8 Change5 Copy of final CO fonn only (do not include support document$) 

12.s, Change Otders 
2.Sb Change Orders, Change Actk,o StaJus Log Change AClion StalUS Log report printed from CCS system 
2.Sc Final Change Order Copy of frnt1J CO fonn only (do no1 include support documents) 
2.Sd Cfaitns Copy of claims l()g 5howing resolutions 
2.9 Baekcha,i;es Include n::purt 
).0 T~CKNICAL 
3.1 Comractor's Notice. of Completion 
3.2 Punch U $t Resolved - Include final p~mchliSt signed otr 
3.3 Safety Cc.rtificstion Complete Include original document 
J.4 Specio.J Warranties aad O&M Manuals Received 
3.l As-Built Schedule CompCcte 
3.6 As-Built OrawinssJSpccs Complete 
J .7 Certificate for Bcndicial Oec-upar,cy fnclude original document 
ReYiewer (RI; Office): I Da1e: I Sigmuure: 
Revie.wer(ARf'A Office) I Date I ~isoatllrt 
INITIAL 

I . RE uansmit clOSCOOll book w;th ooe copy 10 the art:a maaager (or review and signarwe 
2. A ru m■n■&tr :1iyi dn· fin.ii Ac«pcwiec Cutitit3CC ( Sec. l .2). and tn1nffll.i1 c:1¢$C:Ool book. -..i th 011e C-Op)· 10 (.:011.ttn.icti.011 Managc:r ror RVi.:w i!Bd 

signature. 
3. CM ,\:View and ~iyi S1unn1ary Lener (Sl!OC I. la), Act.eptuice Leucr (See. 1.2). 4nd M.ceplNloe Cc.rt.ificiue (Sec. 1.2). Then uunmit c:loscout l,ook 

wHh oue oopy ,o Doeuu1cu1 Coocrol. 
4. Dow111et11 Conrtol: 

a. Oaite leum (s«. I. la and Sec:, 1.2) from CM and make di:saibutioo. 
b. Copy (fai~ ancl $.iguecS pases (S«Lioo ). la ;i_n(I 1.2) a»d iokrt io10 ;;opy of eloscou1 book. 
c. Tmt1$01it i>ri¥i.n~I tl0'1etM ll(lc,k to n1aOilJc:t cJ"contn,tAS lll MIA 1w tbe 31ppropriatt upoeot 

Constmction: G<:ncrjc Rcsictent Engjneer Ma11ual 
MTACM ll l.01 
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Exhibit 7.6 
CERTIFICATE FOR FINAL, ACCEPTANCE (SAMPLE) 

CONTRACT NO: _____ _ _ ______ _ _ _ ___ DATE: ____ _ _ 

CONTRACTOR: _ _______ _ _ ___ ____ _ _ ______ _ _ 

The con11actor requested final acceptance of the work on _ _ ___ ____ ___ ___ _ per the 
attached letter. 

Maintenance responsibility will be assumed by _______ _ _ ___________ _ 

A final inspection was held on _________________________ _ 

by representatives oflhe MTA ConstnJction Division and the _____ _______ ___ _ 

The work was found 10 be complete and acceptance is recommended. Necessary concurrence from other agencies 
are attached hereto. 

Acceptance recommended by: 

RESIDENT ENGINEER 

Accepted by: 

ENGINEERING PROJECT LEADER 

Accepted by: 

DEPUTY EXECUTIVE OFFICER, CONSTRUCTION 

DEPUTY EXECUTIVE OFFICER_, OF OPERA TIONSiFAQLITY MAINTENANCE 

DEPUTY EXECUTIVE OFFICER. ENGINEERING 

Coristrucifon: Generic Resident Engineer M1tnual 
MTACMl ll.0 1 

16 

DATE 

DATE 

DATE 

DATE 

DATE 

Revision 0: 03.27.00 
Baseline: 03.27.00 



SECTION 4.12 
DOCUMENT CLOSEOUT 



Subject Procedure No: Rev: Page: 

Document Closeout GREP4.J20 I o/3 

1.0 PURPOSE 

This procedure describes the process for transferring project files to the MTA Records Management 
Center (RMC) when the contract is complete. 

2.0 GENERAL 

Unless otherwise specified by contract, all correspondence and documents received or generated to 
support MTA construction/engineering projects are the property of the MTA, including documents 
submined by the contractor. After a contract is physically completed, the resident engineer (RE) has 
perfonned the necessary physical and fiscal closeout processes, and the MT A has accepted substantial 
completion of the contract, the contract files will be turned over to Document Control for transfer to the 
RMC for long-tenn retention, and for use by MTA Operations and Maintenance. Electronic indexes 
referred to in this procedure include the Contract Change System (CCS) for Change Orders, Change 
Notices, Requests for Information, Requests for Change, subminals, claims, and Records Management 
System (RMS). 

The RE may designate Document Control to maintain the project files during construction. In which 
case, Document Control will have responsibility for completeness and accuracy of files as well as proper 
index ing and identification. 

3.0 DEFINITIONS 

3. 1 Records Management System (RivfS): The automated MTA correspondence and document indexing system. 

3.2 Sequence File.r: Correspondence and documents filed in sequence number o.rde.r. See GREP 3.4, Document 
Control, for further definition. 

3.3 Case Files: Files segregated by document type such as Change Orders and submittals. Such files are 
segregated to provide efficient retrieval for use by MTA Construction ancl/or Operations and Maintenance. 

3.4 Conrract Control System (CCS): The MTA automated contract change and submittal tracking system. CCS is 
used to track and index RFls, RFCs, Change Notice, Change Orders, Claims, and Contractor Subrnittals. The 
RMS index is also maintained in CCS. 

4.0 RESPONSIBILITIES 

4.1 RESIDENT ENGINEER 

Toe RE is responsible for ensuring that contract records and files are closed out and transferred in a 
timely manner. The RE:: is responsible for ongoing verification of file quality and completeness. The 
specific closeout activities described below should begin prior to physical contract completion. 

4.2 DOCUMENT CONTROL 

Document Control is responsible for coordinating the activities described in this procedure with the RE::. 
Document Control is responsible for processing Operations and Maintenance related submittals including 
as-built contract documents, and as-built shop drawings, permits and warranties, and operations and 
maintenance manuals. Refer to GREP 4.16 Operations and Maintenance Submittal Processing. 

4.3 RECORDS MANAGEMENT CENTER (RMC) 

Cons1rucrion: Ctef'lcric Rc:;idcnt E-ngineer Manual 
MTA CMJ I t.Ol 
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The RMC has overall responsibility for long term storage, protection, and retrieval of contract files and 
documents following closeout. The RMC is responsible for accepting closeout records and for 
coordinating transfer to long term stomge. The RMC is responsible for determining document retention 
requirements, and for approving any requests to destroy or discard duplicate documents. 

5.0 PROCEDURE 

To ensure complete files are transferred to the MTA at closeout (e.g., file verification at contract 
closeout), an on-going verification of liles should be performed by the RE throughout the duration of the 
contract. Maintenance of document files may also be periodically audited by Quality Managment and/or 
D-0cument Control staff throughout the life of the contract. 

5.1 VERIFICATION OF FILE COMPLETENESS 

5.11 ELECTRONIC LOG AND SEQUENCE FILE REVIEW 

The RE will review the asSQciated electronic inde,es and logs against files to en.sure that all sequence 
numbers are listed and properly identified, makb1g corrections or additions as necessary. If a sequence 
number has been canceled, the sequence number will be input to the index and the word "canceled" 
inserted bi the description field. In addition to the review of RMS document indexes., the RE will review 
case files against logs mabuain in CCS (RFI, RFC, Change Notices, Change Orders, Submittals, Claims) 
to ensure that both files and logs are complete. Any unused sequence numbers in CCS will be added and 
identified as a "not used" record. The RE will verify that all required submittals have been received and 
accepted before turning records over to Document Control for transfer to the RMC. A target sheet will be 
inserted in the file indicating the canceled sequence number. lf a document is missing fr-Om the file, the 
RE will make every effort to locate the document. 

5. 1.2 GENERAL FILE ORGANIZATION 

All physical document files will be organized and turned over in accordance with GREP 6.10, Document 
Control and Cf 12, File Coding System. 

5. 1.3 CASE FILE ORGANIZATION 

Contract Change Files: Change files will be organized sequentially by Change Order number. Supporting 
documentation for Change Notices, Requests for Change/Infonnation, and claims shall be liled with the 
corresponding Change Order, in the order required by MTA Policy CFl4, Change Control: 
Constnlction/Procurement Contracts for CIP Projects. Change Notices, Requests for Change/ 
Information, and Claims which have been canceled, withdrawn, or not incorporated into a Change Order 
file for any reason (i.e., unresolved claim) shall be organized by the sequential number under their 
appropriate subject code. 

52 BOX PREPARATION 

5.2. I BOXrNG AND IDENTIFICATION 

When verification is complete, all field records will be boxed, indexed (using the Records Index and 
Storage Request, refer to GREP 6. I 0) by the R.E in accordance with the Document Control records 
storage procedure (refer to GREP 6.10). The records will be boxed and indexed S-O ci1at they are securely 
enclosed and identified for storage. Document Control will coordinate with the RE to ensure that boxes 
are properly indexed. The type and size of record storage bo«s will be in accordance with MTA 
requirements. Case files will be segregated into separate boxes. 
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5.2.2 In addition to the sequence files, the RE shall box, index, and label all remaining project-related files. 
These include, but are not limited to, subject files, photographs, RE and inspector diaries, delivery 
tickets, concrete pour cards, inspection records, test reports, analyses, estimates, schedules, survey and 
geotechnical material, and radio and audio tapes. lf these records are maintained by other departments, 
the RE shall notify ti1ese depamnents that the contract is complete and that all records shall be transferred 
to the RE for closeout preparation. 

5.3 TRANSFER OF DOCUMENTS 

Prior to transfer 10 the RMC, Document Control staff will review the box indexes and file boxes prepared 
by tl1e RE for completeness and request any corrections to the files, as necessary. 

Copies of Records Index and Storage Requests will be sent to the MTA Contract Administrator and MT A 
Document Control Manager. Operations and Maintenance Submittals (as-builts, approved shop drawings, 
approved operations and maimenance manuals, warranties, etc.) are retained for MTA Operations. All 
oti1er records will be delivered 10 the RMC or to a storage location specified by the RMC. 

6.0 REFERENCES 

The following documents are available under separate publication: 

Document 
GREP 6.10 
CF6 

Title 
Document Control 
Contract Closeout and Transfer of Records 
File Coding System CF12 

CF14 Change Control: Construction/Procurement Contracts for CIP Projects 

7.0 EXRIBITS 

None 
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1.0 PURPOSE 

This procedure describes the pro= used to verify safety-readiness of new construction and retrofit 
projects. 

2.0 GENERAL 

The RE supports the MTA Safety Certification Program. The process described verifies confom1ance to 
safety-related requirements via design reviews, construction inspections, submittal reviews, testing, and 
other processes deemed appropriate. 

3.0 DEFINITIONS 

Safety Cerrificotion Conformance Checklist: A compilation of safety-related items extracted from 
contract documents. A separate checklist will be prepared, reviewed, and approved for each certifiable 
system and facilities contr•ct. Each line item will require some form of documented approval (e.g., 
approved submittal, inspection report, photograph, or other means acceptable to the Safety Certillcation 
Manager) to be considered verified. 

Each document will include the appropriate approval stamp as evidence of review acceptance by the 
engineer. If the docwnent is a submittal, only the submittal cover page, the engineer acceptance stamp 
and the specific representative page(s) of the submittal that provides evidence of compliance need be 
provided. The balance of the pages for the submittal are not required. Items that are multiple submittals 
(such as test reports for rebar steel) should have a representative sample provided, but not necessarily 
every submittal. 

4.0 RESPONSIBILITIES 

The MTA responsible department for each project will coordinate with the Safety Certification Manager 
on detem1ining if a project is subject to safety certification. It will then be determined if and to what 
extent the project will be subject to safety certification. The RE has overall responsibility for verifying 
safety c.ertificatioo requirements, and if applicable, for verifying compliance with Certification Checklist 
items. The RE may utili~e the assistance of others a1 appropriate. 

The RE is responsible for seeing that the checklist is completed prior to contract closeout 

5.0 PROCEDURE 

5. t SAFETY CERTIFICATION MANAGER 

The responsible MTA Department shall coordinate with the MTA Safety Certification Manager to 
identify applicable requirements if any. 

The MTA Safety Certif.ication Manager provides the Certification Checklist (if applicable) to the RE for 
each certifiable contract, if required for a project. Engineering prepare.~ the safety certification checklist 
upon request of the Safety Certification Manager via the appropriate Engineering Project Leader. 

5.2 RESIDENT ENGINEER 

The RE implements the following: 

Coost.ruction: Generic Resident l:ng:lnecr MaJ'.'ual 
MTACMlll.01 
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5.2.1 Establishing and maintaining a separate file for safety certification documents. This separate file shall 
contain copies, not the original documents. The file structure shall be consistent wid1 the item numbers on 
the Certification Checklist. The file shall contain the safety certification checklist verification book, (if 
applicable) 

5.2.2 Identifying safety certification items in the computerized Submittal Module of the Contract Control 
System (CCS) by adding the letters "SFC" in the category block of the computer input screen (refer 10 

Exhibit-7-1 for an example of the resulting computer output). 

5.2.3 Monitoring safety certification submittals and project documents (e.g., daily inspection reports and test 
reports) regarding receipt, review (documented with transmittal letters), approval, and follow up, as 
required. 

5.2.4 Placing the contract safety certification documents in a binder(s) indexed by the Certification Checklist 
item number. This Safety Certification Book shall contain the appropriate documentation that verifies 
each requirement, and a copy of the checklist. 

5.2.5 Verifying each item on the Certification Checklist by c-0mpleting, signing, and dating the Safety Item 
Verification (Exhibit 7-2), for each checklist item and placing the completed forms in the Contract Safety 
Certification Book. 

5.2.6 Preparing and signing a Safety Certification Conformance Checklist Certificate (Exhibit 7.3) for the 
contract upon completion of the verification, and placing the document in the Contract Safety 
Certification Book. 

5.2.7 Sub,nining the C-0ntract Safety Certification Book(s) to the MTA Safety Certification Manager for review 
and acceptance. Open items requiring follow up action shall be listed and tracked on the contract closeout 
punchlist. Safety certifications must be accepted by the Safety Certification Manager before the conttact can 
be closed. 

5.3 ENGINEERfNG 

Engineering prepares a safety certification checklist as requested by the Safety Certification Manager via 
the appropriate Engineering Project Leader. 

5.4 CONTRACTOR 

The contractor interfaces with the R£'s office Md others, as necessary, 10 comply with the spec ifications. 

5.5 DOCUMENTATION 

The RE shall file the safety certification book with the project file. 

6.0 REFERENCES 

None 
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7.0 EXHIBITS 

The following exhibits are included in this procedure: 

Exhibit 

7.1 
7.2 
7.3 

Title 

Sample Submittal Status Log: Safety Certification Hems 
Safety Item Verification 
Safety Certification Conformance Checklist Certificate 

Construction: Generic Rcsidcnl €ngl11cer Manual 
MT A CM 111.01 
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Exhibit 7.2 

SAf"ETY LTEM VERJFLCATION 

CHECKLIST ITEM NO.: CONTRACT NO.: 

REQUIREMENT: 

DOCUMENT REFERENCES 

The documentation identified and included herein is evidence that the requirement has been completed. 

RESIDENT ENGINEER SJGNA TURE: 

Constru<:tion: Generic Resident Engineer Manual 
MTACM IIJ.01 
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DATE: 

Revision 0: 03.27.00 
BaseHnc: 03.27.00 



Subject: 

Safety Certification 

SAFF.TY CERTIFICATION 
CONFOR~IAI\CF. CHECKLIST 
CF.RTIFICA TF. 

Certifiable Element: 

Exceptions Noted: 

As Applicable: 

Conslruc.t'°n: Generic Resident £nginccc Manual 
MTACMI ILOI 
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Exhibit 7.3 

SAFETY CERTI.FICATION PROGRAM 

Completion of this Certificate indicates that lhe 
certificate element indicated below complies with all 
applicable specification safety requirements and is 
judged safe for public use/revenue service. 

Print Name: 

Resident Engineer 

Signarure: 

Resident Engineer/Date 

Revision 0: 03.27.00 
Baseline: 03.27 .00 
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1.0 PVRPOSE 

1. l The purpose of this procedure is to provide the Resident Engineer (RE) with guidelines for conducting 
Readiness Reviews. Readiness Reviews will evaluate the preparedness for accomplishing designated 
construction operations or activities. 

1.2 The Readiness Review will address all construction operations or activities as determined by the RE. 
Readiness Reviews are not needed for every work activity, but any work activity may be sche-0uled for a 
Readiness Review at the R.E's discretion. 

2.0 GENERAL 

2.1 Depending on scope of work, participants in the Readiness Review .meeting may include: 

• Resident Engineer 
• lnspector(s) 
• Qua I ity Manager 
• Contractor representative(s) 
• Engineer 
• Safety representative 
• Public Affairs representative 
• Third Party Administration representative 
• Environmental Compliance/Services 
• Other Support personnel as determined by the RE 

2.2 The RE is responsible for scheduling the meeling, conducting the meeting, maintaining and issuing 
meeting minutes, and notifying the contractor to commence work. The notification to commence work 
may be either in the meeting notes or in a letter to the contractor. 

2.3 The RE is responsible for reviewing contract requirements and preparing a Readiness Review check.list in 
accordance with established CM Readiness Review procedures. The checklist shall be issued for review 
by the anendees prior to the meeting. 

2.4 The Readiness Review meeting shall be conducted prior to the start of the work. All checklist items must 
be satisfactorily completed or action(s) agreed to by the RE before authoriution to start work is granted 
by the RE. Exceptions or omissions of requirements discovered during the Readiness Review meeting 
will be noted in the meeting minutes. Dates will be assigne-0 for the completion of action items. The RE 
wlll be responsible lo ensure that the Contractor resolves open issues noted in the meeting minutes. 

3.0 DEFINITIONS 

None 

4.0 RESPONSI.BILITIES 

4.1 Resident Engineer: Shall be responsible for issuing the meeting notice, preparing the agenda, cJtairing 
the meeting, l)teparing meeting minutes, identifying action items, closeout of action items and 
mai11taining a project file of Readiness Reviews. The RE. shall be responsible for issuing the notice to 
proceed to the contractor. 

4.2 Meeting Participant: Shall assist the RE in reviewing the Readiness Review checklist and making aoy 

Constructi<:m: Generic Resident Engineer Manual 
l>f)'A CM 111.01 
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recommendations to the meeti.ng. Shall review the checklist in the meeting and advise and assist the RE 
in determining if the submined documents meet the checklist requirements. 

4.3 Contractor: Shall supply the necessary personnel with the authority to act on their behalf. Supply the 
latest version of the design documents for review and identify any relevant issues/topics for the meeting 
agenda. 

5.0 PROCEDURE 

5.1 CHECK.LJST 

5. 1.1 The RE prepares a checklist of conrract required items, i.e., shop and working drawings, QC instructions, 
supplier samples, catalog cuts, material certifications, and any issues to be reviewed and/or discussed at 
the Readiness Review Meeting. 

5.1.2 The RE shall send a copy of the Readiness Review checklist to the proposed anendee for their comments 
prior 10 the issue of the Readiness Review meeting ootice. The attendees would review the list and 
suggest any additions or deletions. 

5.1.3 The Readiness Review Checklist shall i>e disrributed with the meeting notice and the agenda. 

5.2 MEETJNG AGENDA 

The RE prepares the meeting agenda utilizing Contractor's input. 

5.3 MEETl'NG NOTICE 

5.3.1 The RE reviews the latest issue of the contract and detennines which items apply to the subject work 
effort. A checklist of applicai>le items is then prepared. 

5.3.2 The RE uses the Readiness Review checklist as a guide during the meeting. 

5.3.3 The RE distributes the meeting notice, with the checklist and agenda, to all attendees. 

5.4 READINESS REVIEW MEETING 

5.4.1 TI,e RE conducts the meeting aocording lo the agenda and distributes the meeting minutes. 

5.4.2 The RE assigns action items as appropriate. All action items must be resolved to the RE's satisfaction 
prior to start of the work. 

5.4.3 The RE cracks all of the action items and verify closeout prior 10 sUlt1 of work associated with the action 
items. 

5.5 ACCEPTANCE CRJTERIA 

5.5.1 Design Documents/Specifications: The latest revision of the documents per the contract has been 
received by the contractor/manufacturer. 

5.5.2 Contractor,'Manufacrurer Submittals: Required submittals have been received, reviewed and approved by 
the RE. 

Construction: Generic Rcsidcnl Engineer Mtil.ual 
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5.5 J Contractor/Manufacturer Procedures: Required procedures have been received, reviewed and approved 
by the appropriate party. 

5.6 RECOMMENDED READINESS REVIEW MEETING SUBJECTS 

• Traffic Maintenance: Haul route plans, cratnc control plans, etc. 
• Penn its: Review and assure appropriate pennits are obtained before related work SlartS. 
• Design Drawing: A list of appropriate design drawings and revision identification. 
• Design Specifications: Appropriate specification(s) and revision identification. 
• Contract Submittals: Required submittals based on the latest revision of the contract 
• Contractor Construction Work Plan (CWP): The appropriate CWPs shall be listed and verified to be 

ready for implementation. Each CWP will list the operations to be performed in a step-by-step 
mruu1er, and inspection points (including CM witness points) widt appropriate reference to 
installation and inspection procedures. 

• Manufacturer Quality Control (QCP): The appropriate QCPs shall be listed and in-place. 
• Manufacturer Recommendations: Any appropriate manufacturer recommendations as they apply to 

the scope of work shall be listed in the Readiness Review checklist. 
• Hazard Analysis: The hazard associated with the construction operation or activity shall be 

identified and measures to be implemented to reduce/eliminate these hazards shall be agreed upon. 
• Health and Safety: Any appropriate health and safety procedures need to be reviewed with the 

contractor/manufacturer. 
• Start-Up: Preparation for systems integration testing. 

6.0 REFERENCES 

Construction Division Inspection Instruction (CDII) Manual 

7.0 EXHIBITS 

None 
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1.0 PURPOSE 

This procedure provides guidelines for the processing of operations and maintenance (O& M) subminals 
for both facilities and systems contracts. Although generally processed as a contractor submittal in 
accordance with GREP 6. 1, O&M submittals require additional special hand ling as a deliverable to MTA 
Operations andior Maintenance. 

2.0 GENERAL 

The O&M manual fonnat and content for the facilities contracts are described in O&M Specification 
Section. The O&M Manual may include warranties; spare parts and replacement materials; listings as­
built shop drawings; product data, and samples. O&M submittal requirements for the systems contracts 
are detailed in various technical provisions of those contracts. Once received by the contractor, they are 
sent to the Engineer and the appropriate MTA Operations and/or Maintenance department for acceptance. 

3.0 DEFINITIONS 

O&M Submitra/: Any accepted contractor submittal that includes infonnation required to be provided or 
made available to Operations and/or Maintenance. O&M Submittals may include, but are not limited to, 
O&M Manuals, Narratives, As-Builts, PRDs, Product Data, Warranties. and Parts Lists. 

4.0 R£SPONSIB[LITIES 

4.1 Contractor: The contractor is responsible for submitting all manu facturer operations and maintenaace 
documents in accordance with the agreed submittal schedule. The Contractor is responsible for 
ideatifying any and all warranties contained in such manuals in submittal documeatation, and for 
providing any updates to manuals received following initial submittal and acceptance. 

4.2 Resident Engineer: The R£ is responsible for implemeuting this procedure and coordinating O&M 
Submittal processing. 

4.3 Document Control: Document Control is responsible for storage, protection, and maintenance of 0&M 
submittals and coordinating the transmission of O&M documents to Operations andior Maintenance. 

5.0 PROCEDURE 

5.1 ACCEPTANCE AND DISPOSITION PROCESS - O&M MANUALS 

5.1. I The RE submits the proposed O&M manual format to the Engineer and Operations and/or Maintenance 
for review. 

5. 1.2 The Engineer and Operations/Maintenance return the reviewed manual fonnat to the RE for transminal to 
the contractor, who revises the format and/or content per the review comments. 

5. 1.3 The contractor will then submit a complete manual co the RE for rev.iew and acceptance. 

5. I .4 The R£ will review the manual for compliance with submittal and fonnat requirements. The RE will also 
review the manual to ensure that all warranties and as-built drawings contained in the manual are 
identified. 

Construction: Genc,icf.tesidcnl Eniincer Menual 
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5.1.5 The Engineer and Operation and/or Maintenance will review and return comments within the specified 
review ti.tne frame. 

5. 1.6 Upon receipt of the reviewed manual from reviewers, the RE will retain a copy of the review comments 
and return the reviewed manual to the contractor for correction, if required. 

5.J.7 The contractor will then submit copies to the RE: of tbe corrected manual in accordance with contract 
requirements. 

5.1.8 The RE reviews the manual to ensure that the review comments have been properly incoryorated. 
Manuals without full corrections will l>e returned to the contractor for appropriate action. The contractor 
will be notified of manual acceptance via transmittal. 

5.1.9 The RE will forward all copies except one 10 Document Control. One copy will be retained by the RE 
for the project file. 

5.1.1 O The Re: will notify the Contractor of the change in address for forwarding any subsequent updates to the 
manuals received from the manufacrurer or other originator. 

5.2 SYSTEMS A.PPROVA LANO DISPOSITION PROCESS - O&M MANUALS 

Document Control will coordinate with the RE throughout the contract to idemify, distribute, and 
maintain accepted O&M submittals. 

6.0 REfERENCES 

GREP 6.01 
GREP4.12 
Cl'4 

7.0 EXHIBITS 

None 

Construc;tioo: Geni:ricRcskknt £ngincer M8/lual 
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10 J>UR.POSR 

Thi~ procedure de~cribes the purpose of a Suspe11sio11 of Work Notice (Exhibit 7.1) and steps to be used 
for completion. 

2.0 GENERAL 

The RE, or MTA through its designated representatives may order a work stoppage until lhe unsafe or 
deficient conditiOM are corrected. The following are some examples warraming a Suspen~ion of Work 
Notice~ 

• Life threatening or unsafe conditions lo workers. 
• Danger lo the General Public. 
• Clearance from a utilicy company or government agency to proceed is required and has not been 

secured. 
• Work performed is not in accordance with the cont,act documents. 
• failure to abate a qualicy or safety deficiency. 

The RE a,id die MTA shall have the aulhoricy to issue a Suspension of Work Notice (Exhibit 7. l), to any 
contractor a,id!or subcontractor who fails or refuses to take prompt corrective action when given notice 
of noncompliance wilh any of lhe applicable requirements, or informed of a deficient condition, or unsafe 
practice. 

This procedure does 1101 preclude any worker from refusing to work due to unsafe condition~ or practices. 
Each worker on the project has the responsibility lo look for unsafe practices and conditions. and has the 
authority to slop an operation that is ao imminent danger to either themselves or lo others. 

3.0 DEFINITIONS 

Refer to Re.<ideot Engineer Procedure GREP 4. J for general definitions. 

4.0 RESPONSIBILITIES 

4 J SAFETY lSSUES 

The following are authorized to issue a Suspension of Work Notice for life threatening, ao<l repeated non­
complian~ with applicable laws or regulation~ that require immediate corrective action. Issuance of the 
Suspension of Work Notice shall be coordinated with the RE and the contract administrator. Work shall 
be shut down until the condition is corrected. 

• Resident Engineer (RE) 
• Quality Manager(s) 
• Quality Control Inspectors 
• System Safety and Security Staff 
• Construction Division Management 

4.2 QUALITY ISSUES 

The following personnel are authorized to issue a Suspension of Work Notice for work activities that are 
not being performed in accordance with the contract documents. 

C<instn.aclion: Generic R,tSidc:nt Ehginccr Matiucll 
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• Resident Engineer (RE) 
• Quality Manager(s)/Director 
• Quality Control Inspectors 
• Construction Division Management 

When a Suspension of Work Notice is issued for a quality matter, the deficient condition shall be 
documented on a nonconformance report, in accordance with the MTA Quality Management Procedures. 

4.3 ENVIRONMENTAL ISSUES 

The following are authorized to issue a Suspension of Work Notice for life threatening, and repeated non­
compliance with applicable Environmental Jaws or regulations that require immediate corrective action. 

• Resident Enginee, (RE) 
• Quality Manager(s) 
• Quality Control Inspectors 
• Construction Division Management 
• Environmental Staff 

5.0 PROCEDURE 

W11en a Suspension of Work Notice (Exhibit 7.1) is issued, the following procedures shall be followed. 

5.1 COORDINATING SUSPENSION OF WORK NOTICE 

The Suspension of Work Notice shall be issued by an authorized MTA Representative and shall be 
coordinated with the appropriate RE, and MTA Safety, Quality, or Construction Management. The RE 
shall notify the contractor of a suspension of work action. 

5.2 COMPLETING THE SUSPENSION OF WORK NOTICE 

5.2.1 ASSIGNING CONTROL NUMBERS 

The RE shall assign a unique control number to each Suspension of Work Notice. The control number 
shall consist of the contract number, last two digits of the current year, and sequence number (e.g., B25 I• 
94-01) 

5.2.2 MAINTAINING SUSPENSION OF WORK NOTICE LOG 

The RE's office for each c-ontrac-t shall maintain a Suspension of Work Notice Log (Ex.hibit 7.2). 

5.2.3 DETERMINING APPLICABLE REFERENCE 

Determine the applicable section/paragraph, etc., of the contract that relates to the Suspension of Work. 
For safety or quality deficiencies list the appropriate standard or requirement. The following are 
examples for safety: California Occupational Health and Safety (Cal/OSHA) standard (Title 8); 
Occupational Safety and Health Administration (OSHA) standard (29 CFR 1910); or Construction Safety 
and Health Manual. Enter information in Section 4 of the Suspension of Work Notice. It is 
recommended that a photocopy of the applicable reference be attached to the Suspension of Work Notice. 

5.2.4 SELECTING SUSPENSION OF WORK CATEGORY 

Consuuction: G<:m:ric Rc.sidcnt Engineer Manual 
MTACMJIJ.Ot 
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Check the appropriate box lo indicate which category of deficient or unsafe condi1ion the Suspension of 
Work Notice is addressing. 

5.2.5 AFFECTED WORK 

Spedfically idemify on the Suspension of Work Notice the work area where the suspension applies. 

5.2.6 REMARKS 

Clearly iden1ify the ha2ard or exposure to employees or the general public (or why work is not in 
accordance with the contract documents) on the Suspension of Work Notice. Note any recent 
conversations with the contractor relative to the situation, including the names of contractor's 
representatives. 

5.2.7 ISSUED av 

Comple1e 1he "Issued by" portion of the Suspension of Work Notice form (Exhibit 7.1). 

5.3 DlSTRJ"BUTION 

Distribute copies immediately to the following personnel: 

• Resident Engineer 
• Executive Officer ofConstructio11 
• Deputy Executive Of/icer, Construc1ion 
• Direc1or, Quality Management 
• Managing Director, Office of System Safety and Security 
• Contract Administrator 

The RE shall deliver copies of the Suspension of Work Notice 10 the conlrl!ctor, and shall follow up with 
wriucn direc1ions lo the con1rac1or 1owards correcting the deficiency and preventing fururc reoccurrence. 
A Suspension of Work Notice involving subcontracto~ shall be issued 10 the contrac1or. 

5.4 AUTHORIZING RESUMPTION Of WORK 

When all corrective actions aie completed by the contractor, the RE with concurrence from the initiatoi 
of 1he Suspension of Woik Notice shall authoiize resumption of work by signing and daling the 
Suspension of Work Notice and forwarding copies to the contractor •nd those who received original 
copies in accordance with subsection 5.3. 

5.5 f AILURE TO COMPLY WITH SUSPENSION OF WORK NOTICE 

lf the contrac1or is issued a Suspension of Work Notice and contractor perso1u1el work in spi1e of that 
notice, the responsibJe contractor mat\agement personnei shall be subject to discjplinary actions in 
accorda11ce wilh MTA co111rac1 docume111s, including days off work or 1ennina1ion from the projcc1 for 
the dura1ion of 1he contract Addi1io11ally, co11tractors a11d/or subcontractors that choose no1 to comply 
with the Suspc11sion of Work Notice are considered to be in violation of contract requirements and may 
be subjec110 wi1hholding of furure payments pending acceptable MT A resolution. Removal of personnel 
shall be in accordance wi1h !he General Condi1ions of the con1rac1, a11d procedures ou1lined in GREP 
4.19, Removal Of Contrac1or Personnel for Safeiy Related Causes. 

6 0 REFERENCES 

Construction: Generic Rcsi<lcnl E.nginocr MMuaJ 
MTACMIJI.Ol 
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The following documents are referred to in this procedure and are available under separate publication: 

6.1 CM DOCUMENTS 

Document 

GREP4.0I 

6.2 OTHER DOCUMENTS 

Title 

Safety 

I. MTA Contract Documents 
2. Construction Safeiy and l:lealth Manual (CSH:M) 
3. OSHA Safeiy and Healtl1 Standards 29CFR 1910 General Industry 
4. OSHA Safety and Health Standards 29CFR 1926 Construction Industry 
5. California Code of Regulations (CCR) Tille 8 •· Tunnel Safety Orders 
6. CCR Title 8 •· General Industry Safety Orders 
7. CCR Title 8 •· Construction Safeiy Orders 
8. CCR Tide 8 -- Electrical Safety Orders 
9. CCR Title 8 •· all other subchaptcrs 
10. MTA Qualiiy Program Manual 

7.0 EXHIBITS 

The following exhibits are included in this procedure: 

Exl1ibir 
7.1 
7.2 

Tille 
Susr,ension of Work Notice 
Susr,cnsion of Work Notice Log 

Constcuclinn: Oentrit Resident Engine~r Manual 
MTA CMI 11.01 
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Exhibit 7.1 

SUSPENSION OF WORK NOTICE 

J. 
2. 
3. 

Contract # -----------1 s sue# 
File: -----------

Pursuant to Section of the contract. the contractor is hereby directed to immediately suspend 
work on the below described work until further notice dt1e to the following checked items. 

0 t. Life threatening or unsafe conditions. 

0 2. Danger to the General Public. 

0 3. Clearance from utility company to proceed is required and has not been secured. 

0 4. Work performed js not in accord with the Contract Documents. 

J 5. Contractor is not in compliance with applicable laws or regulations. 

Affected Work: 

Remarks: 

Issued by: Date: 

Time: 
Signature 

Title 

Resolution (that allows work to commence): 

Commencement of work approved: 

Date Signature 

Title 

Distribution: White - Contractor Pi.nk • RE 

Construction: Generic Resident Engineer M311ulll 
MTA CMI I I.OJ 
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Exhibit 7.1 (Continued) 

SUSPENSION OF WORK NOTICE INSTRUCTIONS 

Section 
orFonn lnsrruction 

J. Insert applicable contract number (e.g., 8229, C0310, etc.). 

2. Insert number assigned by the lead inspector. I 

3. Insert applicable job file number. 
I 

4. Insert applicable section of the contract, safety manual, or OSHA standard for which the contractor 
is in noncompliance. 

Check the appropriate item (I through 5) applicable to the suspension ofwor.k. More than one item 
may apply. 

5. State the affected area ofwod< (e.g., pile operation at Station 529+50, sand blasting operation in 
the AL runnel between Station 102+69 and I 18+22, etc.) 

6. Specific reason for stopping work ( e.g., Dig Alert has not marked utilities prior to starting pile 
operation. Employees do not have appropriate respiratory protection, and the ventilation system is 
inoperative, etc.) 

7. Print and sign your name. Add the time and date when you signed. Include your title (e.g., senior 
inspector, safety engineer, etc.) 

8. Describe the resolution that allows work to commence. 

9. Only after the contractor has corrected the unsafe condition/act or has agreed to correct the work 
performed not in confonnance with the contract documents shall the approval to commence work 
be completed. Only the per,on who issues the Suspension of Work Notice or his/her superior has 
the authority to complete this section. 

. . D1str1but1on for the completed Suspension of Work Noucc 1s shown at the bottom of the form . In add1t1on, also 
distribute the completed Suspension of Work Notice to the area manager; CM; Manager, Safety and Security (if the 
suspension is for an unsafe condition(s) or act(s)); and the appropriate functional manager. 

Distribution for the completed Suspension of Work Notice is shown in subsection 5.3 of GREP 4. 17. 

Cons1niclton: Generic Resldc11l Engineer Manual 
MTACM l ll .01 

6 Re .. ·istOn O: O'.J.2.7 .00 
Baseline: 0J.27.00 
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SUSPENSION OF WORK NOTICE LOG 

Contractor Name: ___________ _ 

No. Description 

I 

I 

I 

Construction: Generic Resident Engineer Ma.nua.l 
MTA CMll 1.01 

Spec. 
Originator Section 

7 

Contract Numbec: 

Date Date 
fssued Corrected 

Rev: Page: 

0 7 o/7 

.Exhibit 7.2 

Date Work 
Authorized to 
Commence 

Revision 0: 03.27.00 
Basdinc: 03.27.00 
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1.0 PURPOSE 

This procedure descril:>es the steps required for removing a concractor employee from the project for 
safety related causes. Refer to General Conditions for removal of contractor personnel for other causes. 

2.0 GENERAL 

The MTA or the RE may direct me contractor to remove any employee from the work site who is 
detenn ined by the MTA or the RE to be intemperate, incompetent, a tlu-eat to the safety of persons or rhe 
work, or who fails to perform the work in an acceptable safe manner. 

Project work shall be in compliance with contract documents, l'EDiOSHA, CA LiOSHA, and local safety 
& health requirements in addition to those incorporated by reference. 

3.0 DEF'!NH!ONS 

None 

4.0 RESPONSIBILITIES 

The contractor is responsible for maintaining a safe work environment. The following duties are 
:lSsigned as part of the daily management of the project safety program: 

• Monitor the safe work practices of the contractor. 

• Require timely application of safety and incident prevention programs to project work site activities, 
and for all persons on the project. 

• Notify the RE of contractors or individuals who continually and/or deliberately violate safety 
regufations, and initlate action to remove offenders from the project. as required. 

• Order a suspension of work in case of potential life-th.reatening, or serious safety hazards requiring 
immediate corrective action. 

• Order a suspension of work when work perfom,ed is not in compliance with the safety aspects of the 
contract documents. 

4.1 MANAGING DIRECTOR, SYSTEM SAFETY AND SECURITY 

n,e Managing Director, System Safety and Security is responsible for mooitoring the act.ministration of 
the project safety, health, and enviro,unental programs; development of the project safety plan; health 
and safety of construction activities; and compliance with safecy requirements. The MTA Managing 
Director of System Safety and Security, or designee shall review contractor project safety programs, and 
qualifications of contractor safety representalives, which must he approved prior to the commencement 
of work. TI1e MTA Construction Safety staff provides technical assistance to the MTA Construction 
Division, CM and RE's staff, contractor, and subcontractor personnel. 

4.2 RESIDENT F.NGINEER 

The RE will oversee and enforce the contractor's timely application of safe work procedures, and incident 
prevention procedures for all construction activities, and all persons on the project. The RE shall report 
unsafe working conditions to the Contractor. 

Construction: Generic Resident Engineer Manu~1 
MTACMll l.01 

Revision 0: 03.27.00 
Baseline; 03 27 .00 



Subject: Procedure No: Rev: Page: 

Removal of Com,ac1or Personnel for Safety Related Causes GREP 4.J9 0 2 o/4 

5.0 PROCEDURE 

5. 1 The contract documents require the contractor to perfonn work in accordance with numerous 
specifications, including those cited in Section 2.0 of th is procedure. 

S.2 An employee may be removed from the project for incompetence or disorderly, improper, or unsafe 
conduct or work practices. The infractions may include, but are not lim ited to, the following: 

• Refusing to comply wilh a sa fety regulation after being advised by the CM or MTA staff (e.g., 
failure to tie off with lanyard and appropriate safety harness) 

• Repeated serious safety violations (e.g., fai lure to fol low project fall protection policy) 

• Reckless disregard for the safety of another worker or himsel£11erself (e.g., removing a noor cover 
and failing to install protective guard rails or barricade) 

• Creating a condition that results in an incident causing injury to anotl1er person or himself/herself 
(e.g., failure to secure a ladder that contributed to someone falling off the ladder) 

• fai lure to comply with a safety related Suspension of Work Notice 

• Giving a false name to the MTA or RE staff 

• Knowing andior willful violation of a serious safety standard 

• Under the influence of any alcoholic beverage or controlled or illegal drug 

• Possession of an alcoholic beverage or controlled or illegal drug 

• failure to comply with lockoul/tagout procedures 

• Will ful destruction of project propel'!)' 

• Theft of project prope!'ty 

• Repeated nonattendance at contractually required safety meetings 

• Possession of a firearm 

• Repeated noncompliance with Work Area Traffic Control Handbook (WATCH) and City of Los 
Angeles Department ofTranspo11ation requ irements 

• Fighting (detennine who was the aggressor; if the aggressor cannot be determined, both parties are 
considered to be the aggressor) 

• Verbally threatening MTA or RE staff 

• Proceeding with work not approved atter being advised that work is not in compl iance with safety 
aspects of the contract specifications 

• Knowing a11dior willfu l, serious violation of a safety standard 

Consllut..+uon: Otneri, lhsident Eng(oocr Manual 
t,('l'A CMI I 1.0t 

2 Rc,.•ision 0: OJ.27 .00 
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5.3 Safety infractions may be reported to the RE. by his/her staff, MTA Safety st.~ff, interested third parties or 
members of the public. The R£ shall investigate circumstances of safety infractions thar may be serious 
enough to prompr removal of contractor personnel. The RE, wirh assistance from MTA Safety staff and 
information from the contractor, shall review the incident details and conclude the reasonable account of 
the infraction. In determining if personnel removal is necessary, consideration shall be given to the 
contractofs disciplinary or rehabilitative remed ies following the incident. If the RE is satisfied that the 
contracror employee does not present an unacceptable risk to repeat behavior, representing a hazard to 
himself or others, removal from the project may not be required . Recommendations of MTA Safety staff, 
calling for removal of contractor personnel, shall be followed unless there are documented, compelling 
reasons not to do so. If the RE docs not consider the contracror's response sufficient to assure against 
recurrence or if tlie RE considers the documented violation so egregious that ir would not be appropriate 
to allow the offending employee's continued participation on the project, the RE would then prepare a 
letter (Exhibit 7. 1) to direct the contractor 10 remove the employee. 

6.0 REFERENCES 

The following documents are referred to in rhis procedure and are available under separate publication: 

6.1 CM DOCUMENTS 

Document 
GREP4.0J 
GREP4.17 

6.2 OTHER. DOCUMENTS 

I. MT A Contract 

Tirle 
Safety 
Suspension of Work No rice 

2. Construcrion Safety and Health Manual, contract documents 
3. OSHA Safety and Health Standards 29CFR 1910 General Industry 
4. OSl:IA Safety and Health Standards 29CFR 1926 Construction Industry 
5. California Code of Regulations (CCR) Title 8 -- Twuiel Safety Orders 
6. CCR Title 8 -- Construction Safety Orders 
7. CCR Title 8 •· General Industry Safety Order~ 
8. CCR Title 8 -- Electrical Safety Orders 
9. CCR Title 8 -- all applicable subchapters 
10. Work Area Traffic Control Handbook 

7 0 EXHIBITS 

The following exhibits are included in this procedure: 

Exhib it 
7.1 

Construetiun: (ienerie Resident f'.ni;inc:c:r Munual 
MTACMlll.01 

Title 
Example of a Removal Letter 

3 Revision 0: 03.27.00 
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Subject: 

Removal of Contractor Personnel for Safety Related Causes 

June 20, 1999 

ABC Contractor 
1212 South Street 
Anylown, US 00 100 

(EXAMPLE) 

SUBJECT: Removal of ABC Contractor employee 

Gentlemen: 

Procedure No: Rev: Page: 

GREP 4.19 () 4 of 4 

Exhibit 7.1 

Per Section IO 1 0 of the Summary of the Work, )'OU are instructed to remove Mr. John Doe, an A BC 
Contractor employee, from the project immediately. Mr. Doe's attirude and action has created a hostile and 
unsafe work environment for city employees and ABC Contractor employees alike. He has verbally and 
physically assaulled ci1y inspectors, engineers, and managers. His actions toward ci1y employees are totally 
unacceptable and will no longer be tolerated . 

Sincerely, 

Ed Smith 
Resident Engineer 

C\>n;;lruclion: Generic Rcsiden1 f,nginccr Ma.nual 
MT,\ CM lt l.01 

4 Rcvjs-ioo O: 03.27.00 
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1.0 PURPOSE 

This procedure defines the Resident Engineer's (RE's) responsibility and processes for conducting 
verification testing of facilities contractors' material test programs. 

2.0 GENERAL 

2.1 Verification tests of the contractors' test activities are conducted by the RE to verify the effectiveness and 
accuracy of the contractor's test program and test results. The verification tests are perfonned by a 
qualified laboratory other than the laboratory used by the jobsite contractor. 

3 .0 DEFINITIONS 

None 

4.0 R£SPONSCBJLITIES 

The RE is responsi.ble for implementing and maintaining a program for verification testing to ensure the 
accuracy and effectiveness of the contractor test activities. 

5 0 PROCEDURES 

5.1 RESIDENT ENGI NEER 

1l1e RE develops a plan and schedu le for random material verification testing. As a minimum, the RE's 
plan and schedule shall include the following. 

5.1.l CONCRETE 

At the start of structural concrete placement, the RE conducts compressive strength tests once each week 
for four weeks_, and then once each month thereafter dependant upon the duration of concrete placement. 
No test is required if production is less than 50 cubic yards per placement. 

5.1.2 WELDJNG 

The R£ selects a sample of two welds from the nondestructive exan,ination (NDE) contractor's first 10 
completed and accepted welds for both magnetic particle test (MT) and ultrasonic test (UT) methods and 
re-tests them in accordance with tbe applicable specification section. 1l1ereafter and on a monthly basis, 
the RE selects for MT and UT verification testing, a sample on a monthly basis to include as a mini.mum 
I 0% of welds tested and accepted by the contractor's test laboratory. 

5.1.3 BACKFILL 

At the start of backfi ll operations, the RE conducts one in-situ compaction test for every 10 perfonned by 
the contractor. The RE performs two tests per month thereafier, as backfill operations continue. Testing 
shall apply only when backfill activity is greater than 500 cubic yards per month. 

5.1.4 OTHER TESTS 

The following are examples of tests that the RE may conduct to verify that contractors' materials and 
testing are in accordance with the specification requirements. The RE establishes the frequency of 
verification tests based on the construction phase and previous performance history. Frequency may 

Construction: Generic Rc-$ic1cnt Engineer MoouaJ 
MTACMIII.Ot 

Revision 0: OJ.27.00 
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increase or decrease depending on the activity, resultS of previous verification testing and size of the 
construction project. Frequency of testing is at the discretion of the RE; however, testing must be 
sufficient to demonstrate effectiveness and accuracy of the contractor's test program: 

• Aggregate 
Material gradation and compaction 

• Viscosity Grade and Asphalt Paving 
Compaction in accordance with the requirements specified in California Test 304. 

• Backfill 
• Density of soils 
• Mechanical analysis (gradation) 
• Contract Specifications require testing of each 1,000 cubic yards for tbe following: 

Plasticity Index (Pl) 
Liquid Limit (LL} 
Plastic Limit (PL) 

• High Density Polyethylene (HDPE) [virgin material as delivered to the jobsite or storage facility] 
Tensile strength, per specification requirement 

• Static C-0e.fficient of Friction for Su.rfaces 
• Steel: iype/grade verification 
• Wood products 

5.1.5 TEST STANDARDS 

The foll.owing shall apply to RE-conducted verification tests: 

• The services of an independent testing laboratory approved by the Quality Control Manager are used 
to perform the verification testing. 

• All RE-conducted verification tests shall be conducted in accordance with specification 
requirements. Titis is to ensure the accuracy of the contractor's test operations. 

• R.E verification test results are subject to the same level of review as the contractors' test results. 
• All tests shall be documented on a log (refer to 6,mibit 7. J for an example} or equivalent (e.g., 

maintained on a computer). 
• Items that fail to meet contract or specification requirements or are significantly different than the 

contractors' test results shall be documented and processed on a Nonconformance Report (see GREP 
4.02, Field Quality Control Surveillance). 

• Completed test reports and test log shall be maintained as RE project records. 

6.0 R.Ef'ERENCES 

None 

7.0 EXHIBITS 

The following exhibits are included in this procedure: 

Title Exhibit 
7.1 Resident Engineer Verification Test Log for Contract _ _ (Sample) 

Construct,On: Generic Residenc Engineer Man\Jal 
MTA CMlt 1.01 

2 Revision 0: 03.27.00 
8asclinc: 03.27.00 



Subject: Procedure No: Rev: Page: 

Verification Testing GREP 4.2 1 0 3 o/3 

Exhibit 7.1 

RESIDENT ENGINEER VERJFICA TION TEST LOG FOR CONTRACT _ _ 
(Sample) 

SPEC. 
TEST SECTION/ 

DATE SUBJECT PARA. 

Consuuction: Generic Resident Engineer Manual 
MtA CMll l.01 

CALL REPORT 
NUMBER NUMBER 

l 

ACCEPT/REJECT 

0 0 

0 0 

I 
0 0 

□ 0 

a a 

□ 0 

a □ 

a 0 

a □ 

□ a 

0 0 

a a 

a 0 

a a 

a 0 

0 □ 

a a 

0 a 

0 a 

a □ 

a a 

I 

COMMENTS 

Revision 0: 03.27.00 
Baseline: Ol.27.00 
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1.0 PURPOSE 

This procedure provides guidance to the Resident Engineer (RE) in evaluating Construction Work Plans 
(CWPs). 

2.0 GENERAL 

Contract Sp~ilications may require the contractor to submit CWPs for work to be performed. 

Properly developed and used, CWPs are a useful tool for both the contractor and the RE. PrepariJ1g CWPs 
for upcoming construction activities helps the contractor better plan its work. By alerting the RE and 
Quality Control inspectors to upcoming contractor activities, the CWPs enhance the R£'s ability to 
perfonn its construction management duties by promoting better planning, communication, and 
understanding. 

There are rwo different rypes of CWPs to be submitted by the contractor. These can be paraphrased as: 

• Quality system work plans (e.g., calibration, special processes) 
• Work activity work plans 

3.0 DEFCN ITJONS 

3.1 Consrruction Work Plans: detailed descriptions of a specific activity, including, as a minimum, the 
sequence of events, construction methods, responsibilities, and methods for verifying that work meets 
contract document requirements. 

3.2 Work acUvity work plans: CWPs that describe a particular phase of work. 

3.3 Quality system worftplans: CWPs that address individual quality system processes. 

4.0 RESPONSIBI LITIES 

4. l QUALITY 

Quality Managemem is responsible for reviewing quality system work plans. Quality system work plans 
include: 

• Control of Materials, Equipment, Parts, Components and Services 
• Control of Measuring and Testing Equipment 
• Control of Special Processes 
• Document Control 
• Processing of Nonconformances 
• R~rds 
• Supplier Control 
• Test Control 

4.2 RESIDENT ENGINEER 

4.2.1 IDENTlFY rNG WORK ACTIVITY PLANS 

Work acti vity CWPs shall be agreed on by the contractor and RE. The contractor shall prepare the CWPs 
and submit them to the RE for acceptance. When requested by the RE, assistance wjll be provided to the 

Co1ls.truclion: Generlic Resident Engineer Manual 
M'rACMll l.01 
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RE for these submittal reviews from other stalT support (i.e., Third Party Administration, Quality Control, 
Environmental, etc.). 

4.2.2 WORK ACTIVITY PLAN CONTENT 

CWP content and format, as shown in the Sample Construction Work Plan (Exnibit 7.1 ), shall be 
communicated to the contractor by the RE. Not all work activities will be applicable to all contracts, and 
some activities may be more critical to some contracts than to others. Also, some contracts will have 
some unique activities that are specific to that jobsite. In that case, tlie RE may identify additional 
activities requiring a C\\iP. 

42.3 WORK ACTIVllY PLAN ACCEPTANCE 

C\VPs shall be accepted by the RE. The RE shaU ensure that the contractor provides adequate details to 
C-Ommunicate the upcoming work activity. TI1e RE is responsible for ensuring that applicable work 
activities requiring CWPs are identified by the contractor and agreed to by the RE. CWPs shall be 
retained as contrnct records. The RE informs Public Affairs of any CWP element that may impact the 
public. 

5.0 PROCEDURE 

S.l CONTRACTOR 

The C-Ontractor shall submit a CWP to the RE for acceptance prior to the commencement of each phase of 
work. The contractor may not begin activities covered by a CWP until the applicable plan is accepted by 
the RE. 

5.2 RE 

The RE must accept the contractor's CWP before each phase of work may hegin. 

6.0 REFERENCES 

None 

7.0 EXHIBITS 

7 .1 Construction Work Plan (Sample) 

Cons-ttuction: Geneclic Resident Engincc, M.anual 
MTACMtl l.01 

2 R<vl•i~n 0: 03.27.00 
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Exhibit 7.1 
CONSTRUCTION WORK PLAN (SAMPLE) 

'CWP No. 

Conlractor: Revision: 

Contract No.: Date: 

I. Briefly describe the seope of work and applicable contract specifieation section: 

2. Is a hazard analysis required for t.his activily? □ Yes □ No 

3. Does work activity include any actions defined as a "SpeciaJ Event'' (may expose the 
general public to a high degree of danger, inconvenience, or risk)? □ Yes □ No 

4. List of ~quired submittals 10 complete the wort< activity. 

5. The following are responsjble for supervision and implementation of the work, including tllat the quality of the work meets 
the contract document requirements. 

Name Position 

Name Position 

Narne Position 

6. Progress rate expected: 

Stan Date: .Extended hours re<[uired? 

7 . .Prerequisite activities and related safety issues: 

C'.onstru.cli-on: Ocncrlic R.esidcn1 Engjneer MW1ual 
MTACMl l l.01 

□ Yes □ No 

3 

Organization 

OrgMi~tion 

Organization 

Totlll extended hours: 

Revision 0: 03.27.00 
flaselinc: 03.27 .00 
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Exhibit 7.1 
CONSTRUCTION WORK PLAN (SAMPLE) 

CWP No. 

Contractor: Revision: 

Contract No.: Date: -

8. Brief overview on the sequenus of events and con!-truc1ion 01ethods to be implc:n1ented to define how the work is to be 
performed: 

9. Identify spoci•I processes to be used. 

IO. Identify inspoction a,1d tests required to be perfomied by the contractor or the contr.ictor·s test !Ab and identify the testing 
equipmem required to be used. 

11. ·11,e rollo\\·ing items'acti vi ties have been identified by the RE as inspection hold poinlS: 

(Leave. this area blank. The .RE shall id-cnti(y 1tny required inspcctK>n bo!d points duril1g rtvjew of this submi«.o.1.) 
.. 

•T11e CWP number should consist ofa two-part hyphenated number. The fi rst part represents the contract d1v1s1on 
number, the second a sequential number for that divis ion (the fust electrical CWP would be n.umbercd 16-01). 
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1.0 PURPOSE 

This procedure describes the Resident Engineer's (RE's) role in managing materials. 

2.0 GENERAL 

Authority-furnished materials (AFM) for construction contractors to support construction programs are 
procured i.n accordance with MT A Procurement Procedures. ln the post-award period, procurement 
contracts are administered by the Construction Materials Manager (CMM). 

Operating spares are procured via the construction, design/build, supply-and-install, or procurement 
contract for the facility or system component for wh ich they will be needed. The RE coordinates with the 
CMM to effect timely delivery of spares to Opeations, with the proper identification records to fac ilitate 
stocking and reordering. 

3 .0 DEFINITIONS 

3.1 Authority-famished materials (AFM): any construction materials, equipment, or components purchased 
and allocated to a project by the MTA for issue to construction and installation contractors. 

3.2 Excess materials: unused A FM remain ing in inventory after project completion. This material is then 
released from project allocation to be made available for other projects. 

3.3 Materials made obsolete to a contract by Change Order (MOCO) : contracted items rendered obsolete to 
a contract by a Change Order reducing the scope of work or altering design and requiring reimbursement 
to the cono-actor for the original procurement. The materials are then the property of the MTA. 

3.4 Materials stored for installation by follo w--0n contractor: Any materials that for technical, security, or 
other reasons the RE rules should not be installed or left on the job site at termination of cono-actor's 
work. Such materials will be inventoried and stored temporari ly by the CMM for later issue to the 
follow-on contractor. 

3.5 Operating spares and consumables: parts and materials called out as deliverable by a construction, 
supply-and-install, or procurement contracl for use in systems and facilities maintenance. 

4.0 RESPONSIBfLlTIES 

4. 1 RESIDENT ENGINEER 

The RE administers construction, design/build, supply-and-install, and procurement contracts in the post­
award period to accomplish the timely and orderly delivery of AFM and operating spares and 
consumables. 

4.2 MTA CONSTRUCTION MATERIALS MANAGER 

The CMM advises project management and engineering on planning future procurement quantities, 
scheduling, and delivery points; the CMM manages the day-to-day work of the Materials Handling 
Subcontractor (MHS); establishes and maintains storage facilities; receives, records, inventories, and 
issues for installation AFM; and coordinates the timely deliveries of spares and consumables to 
Operations. 

Conscruelion: Generic Resident Engin« r Manual 
MTA CMl ll.Ot 
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4.3 MA TER!ALS HANDLING SUBCONTRACTOR 

The M.HS supplies perso1111el and equipment on an as-needed basis for receiving and issuing AFM, as 
well as maint.aini.ng indoor and outdoor storage facilities and field office administration of perpetual 
inventory records and reports. 

5.0 PROCEDURES 

5.1 CONTRACT LANGUAGE 

The CMM shall review all contracts at the pre-final stage to advise the MT A on the appropriate language 
pertain ing to the handling of AfM and operating spare parts. 

5.2 STO.RAGESPACE 

111e CMM shall maintain lists of three categories of storage space: 

• Areas in current use, showing square footage, cost, owner, and agreement expiration date. 

• Future storage needs, drawn from contracts in preparation and from project planning. 

• Prospective storage areas under consideration, proposed by MTA Real Estate Department or 
commercial owners and brokers. 

The optimal use of storage properties owned or managed by the MTA R~al Est.ate Department shall he a 
prime objective of the CMM. All arrangements for acquiring or leasing storage property shall be made 
tltrough the MT A Real Est.ate Department. 

5.3 PERPETUA L fNVENTORY 

The CMM shall maintain perpetual inventory of all AFM. Inventory records shall include: 

• hem description 
• Number 
• Cost 
• Storage location 
• Any movement of malerials 

Physical inventory shall he taken quarterly. For any discrepancy between a physical count and the 
quantity in perpetual inventory, an explanation shall be supplied to the Deputy Executive Officer, 
Construction. An adjustment to inventory balance shall be made only with die written approval of the 
Deputy Executive Officer, Construction. 

5.4 MATERIAL WlTHD.RAWALS AND RETURNS 

The RE: 

• Jnstructs construction contractors on the procedure for withdrawing AFM 

• Prov ides construction contractors with the appropriate materials management forms (refer 10 

Exhibits 7.1 through 7.5) 

Const.-uccion: Generic Resident Engineer Manual 
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• Authorizes the withdrawal of materials and equipment (refer to Exhibit 7. L) 

• Documents and certifies installation in the work of all AFM withdrawn or the rerum to the CMM of 
any excess AFM not installed (refer to Exhibit 7.2) 

• Approves all wididrawals and rerums by a contractor 

The CMM shall ensure that these operations are properly scheduled and controlled and that quantities 
issued and rerumed are rigorously verified by the M:HS. 

5.5 DIRECT DELIVERY TO INSTALLATION CONTRACTOR 

Where feasible and cost-effective, MTA procurement contracts may specify delivery by the supplying 
contractor directly to the installing contractor. In such cases, the CMM shall receive the delivery at the 
location designated by th.e installing contractor: verify the delivery documents and the condition of the 
materials: and, upon concurrence by the installing contractor, immediately issue the material to the 
installing contractor. 

The RE shall then be responsible for approving and overseeing the installing contractor's plans for 
storage, security, inventory control, and proof of incorporation of the material into the work. 

The RE delivers audible records (packing list, bill of lading) to complete the procurement cycle. These 
records shall be on file with the CMM. Refer to Exhibit 7.4, Contractor's Packing List. 

5.6 CONTRACTUAL SPARES AND CONSUMABLES 

5.6.1 ESTABLISHMENT OF FINALIZED LISTING 

Under lbe direction of the RE, the definitive list of spares and consumable to be procured shall be 
established by consultation between MTA Operations and Maintenance, the RE, MTA Engineering, the 
GEC, and the CMM. Procurement shall then be effected via the pertinent construction, supply and 
install, or procurement contract. 

5.6.2 SPA RES STORAGE SPACE 

Upon finalization of the spares and consumables contractual requirement, the CMM shall provide the 
Operations with the definitive lisl and es1imate of delivery dates and required storage space approved by 
lhe RE If requested to do so, the CMM shall coordinate with Operations in obtaining and allocating 
storage space for spare parts and consumables. 

5.6.3 SPARE PARTS DELIVERY 

The CMM shall provide 1he R.E wi1h the Contractor's Packing List (refer ro Exhibit 7.4) requ ired by 
Operations. The contrac-tor shall submit the completed packing list, or ils own packing list containing lhe 
same infonnation, to the RE. The R.E shal I certify that the list satisfies the contract. The CMM shall then 
assist the contractor in scheduling its delivery to Operations. The R.E shall use die packing list receipls 
by Operations for contracl closeout. 

5.7 TEMPORARY STORAGE FOR FOLLOW-ON rNSTALLATJON 

The CMM, upon receipt of an Authorization of Temporary Storage (Exhibit 7.5), shall provide suitable 
storage space, receive the ma1erials, and issue them 10 the follow-on contractor. 

C.onstruc1ion: Generi-c Resident Engineer Manoal 
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5.8 MOCO 

The CMM shall minimize accumulation of MOCO by assisting the RE at the time of the Change Order to 
develop solutions other than MT A acquisition and by recommending items for salvage sale. 

5.8.1 NEGOTIATIONS WITH CONTRACTOR 

The CMM shall participate in all Change Order negociations wich Che contractor, which niay lead to 
acquisition of materials by MTA; evaluate any request for reimbursemenc; and advise the R.E of the most 
cost-effective resolution (e.g., restocking, scrapping, purchase by MTA). If the final resolution requires 
MTA to purchase the obsolete material, the CMM shall assist the RE in negotiacing the IOIIDS of delivery. 

The R.E shall com piece tl1e Authorization 10 Receive and Score MOCO fonn (Exhibit 7 .3), authorizing 
receipt and scorage. The CMM shall then designate the point of delivery and assist the RE in negociaring 
a schedule with tl1e contraccor. 

5.8.2 DTSPOSAL OF OBSOLETE MATERIALS 

The CMM shall prepare an inventory listing of obsolece materials and circulace ic to all possible users 
such as: 

• Engineering 
• Project Managen; 
• REs 
• Facilities Maincenance 

Recipiencs of this list shall be asked to indicate any icem chey want kept in inventory for future use (refer 
to Exhibit 7.3). 

All obsolele materials not reserved for future use shall be reported 10 the MTA Materials Manager ac 
MTA Procurement The materials will be sold at public auccion, proceeds going to the project that made 
the original procurement and to the Federal Transit Administration (FTA), jf applicable, as required by 
regulations. 

5.9 WA.RRANTYMATERIAl...S 

The RE origi.nates a record of wananty start dates for all equipment. This record will include beneficial 
occupancy daces, length of warranty, warranty start and stop dates, serial numbers and other pertinent 
daces necessary to identify each item. The report shall be provided to the MTA starting with beneficial 
occupancy or contract completion (whichever occurs first) and ending at the turnover of the 
facility/system from tlte contractor to the MT A. The RE is responsible for originating, processing and 
closing of wananty claims for defective equipment until Concract completion. A report shall be 
n1ainL1ined for each contract showing the sL1tus of warranty claims. 

6.0 REFERENCES 

None 

7.0 EXHIBITS 
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Exhibit 7.1 

No. 

MATERIAL WITHDRA WAL 
Date Sheet of - - -
Contractor Contract No. 

Stored Location Installed Location 

Quantity I Partial Withdrawal by Truckload 

Unit Description Date Qty. Received Jssued 

The contractor affl!Tils that ii has inspected the above material and found it acceptable. 

Requested by 

Authorized by 

Received by 

Jssued by 

Consttuc.tion: Generic Rcsidcnl €.nginccr Manual 
MTACMll 1.0t 

Contractor 

Residem Engineer 

Contractor's Repre$entative 
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Date 

Date 

Date 

Date 
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Contractor 
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Quantity 

Reason for return 

Stored location 

Returned by 

Return authorized by 

Received by 

Materials 
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AUTHOR1ZAT10N TO RECENE AND STORE MOCO• 

To: MT A Construction Materials Manager 

The 

(description) 

detailed on the attached packing list have/has become obsolete to: 

Date: 

LACMTA Contract No. Contract Title 

Contractor Contact Person 

Because of revision to the scope of work or to the specifications, as directed by: 

Change Notice No. 

Change Order No. 

Dated 

Dated 

lkv: Pugc: 

0 80/ TO 

F.xhibil 7.3 

ny the tenns of this Change Order, this material is now LAC~TA property and js a deliverable undec the referenced conttact. 
Tile a11ached packing list shows bll th.e items to be delivered pef 1he referenced Change Otde,. 

Total cost to the l.,ACMTA of this ma1erial is 

The individual cost of each item is shown on the packing Jis1. 

Please designate storage space for these materials, coordinalc delivery and reoeipl with the contractor, and add a1l items to the 
MOCO repon for possibJe use elsewhere in Metro syscem conslruction. 

Oei. ve,ed 1:>y 

Date 

Received 1:>y 

Date 

Stored location 

*Materials made obsolete to a contract by Change Order 

Construcli1,1n: (lcncric .Resident f.ngincec Mf!nual 
MTACMll 1.01 
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r.===================='O 

Resident Engineer 

DEO, Construction. 

Date 

Date 

Date 
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~ Metropolitan Transportation Authority 
Contractor's Packing list 

Date Sheet of ---No. _____ := 

Forcon~acldellvenibleslolheMTA □ M.anuall □ SpareParts □ Mat,rlalsmadoObsolel ebyCO □ 01her ______ _ 

Prime Contractor ________________ MTA Contrad No. _______________ _ 

This packing list was made by: 

Company 

Address 

City 

Telephone 

Contract Item No., Quant~ 
Section Reference. Required y 

~•"'ONo. c"-•-~ 

Fonn 

The material listed here fulfills the contract specifications-and quanWes and has been 
Inspected by the Resident Engineer. 

Contractor Dal& Resident Englnee< Dale 

Dell••• as lnst,u<led by tho Molerlals Manager. A ◄&-hour notice Is required. 

Unit 
';,~a_~tity 7"IS (l~!;:,,t'-• Price ,-- :-• a . 
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t~hibit 7.5 

AUTHO.RlZATJON OF TEMPORARY STORAGE FOR FOLLOW-ON INSTALLATION 

To: MTA Construc1ion Materials Manager 

The 

delailed on the attached packing list is part of; 

LACMTA Contract No. 

Contraccor 

To be insl.alled by: 

Contrac1 No. 

Contrac1or 

On Approxima1ely 

Date: 

(description) 

Con1ract Tille 

Contact Person 

Contract Title 

Contact 

Contact Tel. 

Upon receipt ofd1is material by you in good order, it becomes the property of the LACMTA. 

A ma1erial wi1hdrawal approved by the residem engineer of 

ComractNo. 

will l>e your au1horization to issue Ibis material to the follow-on contractor. 
o=======================; 

Delivered by 

Date 

Received l,y 

Dale 

S1orcd location 

Consuv~tion: Gc:nc:ric- k.esident bnginoer Monual 
MTACMlll.OJ 
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Resident Engineer 
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Da1e 

Date 
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1.0 PURPOSE 

This procedure describes the Resident Engineer's (RE's) role in interfacing with rail operating systems. 

2.0 GENERAL 

The Resident Engineer and the Construction staff have the responsibility to ensure thal the Contractor is 
responsive lo the needs of the operating system on which work is to be performed. Work on an operali.ng 
rail sys1em can only be perfomied wilh the express permission of the Rail Operation Center (ROC). Work 
Permits are issued on a weekly basis for specific work activi1ies by lhe Rail Allocation Section at lbe ROC. 
Work Permits spell ou1 the nalure of the work to be performed and must be activated each day prior to 
beginning work. 

The scheduling of construction work activities on an operating system is critical since work allocations are 
finalized during the week prior to the work actually taking place. This allows Rail Operations to allocate 
resources to support construction operations and to eliminate or greatly minimize connicts in specific work 
areas. 

3.0 DEFINITIONS 

3.1 Rail Operations Center (ROC): The centralized control center for all rail operations. This building is 
located on Imperial Highway at Wilm ington, adjacent to the Imperial Blue Line and Green Line stations. 

3.2 Rail Allocation Section: The group within the ROC that allocales work areas within the rail right of way. 

3.3 Work Perm it: Written authorization to work in a specilocally designated location within the rail right of 
way. 

4.0 RESPONSTBILITIES 

4.1 RESIDENT ENGINE£R. 

The RE has the responsibility for ensuring that the Contractor schedules the construction work sufficiently 
in advance to request track allocations in a timely manner. The requests for track allocation must be 
received by the Rail Allocation Section at the ROC prior to the Track Allocation Meeting, the week prior 
to performing the requested work. The Track Allocation Section assembles the various work requests and 
assigns the track allocations based on system priorities and the availability of Operations personnel to 
support the various activities. Work Permits are then issued specifically identifying the work and the area 
involved. The Work Permits must be activated on a daily basis by calling the Control Desk at ROC. Work 
Permits must be carried by each individual in the work party at all times. 

The RE must also ensure that the Contr4ctor sends each and every employee to a Rail Safety Training 
Course prior to engaging in any work ac-tivities on any rail system. 111e Rail Safety Training Course is 
given and administered by Rail Operations. Identification badges are issued to each individual that 
completes the course and the badges must be displayed at all times at the worksite. 

4.2 CONSTRUCTION STAFP 

All Construction Staff engaged in field activities must attend the Rail Safety Training Course administered 
by Rail Operations. 

Construc:<ion: Generic Rc,idc:nt En8in«r MMual 
MTA CML l 1.0l 

Rtvislon 0: 03.27.00 
Bas<line: 03.?7.00 



Subjcc.t: Procedure No: Rev: Page: 

Interface with Operating Rail Systems GREP 4.24 0 2o/2 

5.0 PROCEDURES 

Construction interface with a rail operating system presents a unique challenge from the stand point of 
accomplishing physical work. Every task must be closely coordinated with the requirements of the 
operating system and this is accomplished through the ROC and the Work Pemiit process. 

5.1 REQUESTS fOR TRACK ALLOCATION 

Track Allocation Requests must be submitted to the particular operating system Control Desk 011 Tuesday 
prior to the week for which track allocation is requested. The requests are compiled by the Control Desk 
for the Track /\llocation Meeting. 

5.2 TRACK ALLOCATION MEETING 

The Track Allocation Meetings are held Thursday mornings at the ROC located at 2000 E. Imperial 
Highway, Compton, CA. 90059. The purpose of the meetings is to address conflicting requests for track 
allocation, dete.nnine prioricy for access to the operating system and confinn the availability of support 
from Rail Operations, Facility Maintenance or Traction Power. 

Every contractor requesting track allocation should be represented at the Track Allocation Meeting in 
order to provide any clarifications regarding work activicy and to understand any particular restrictions 
placed on work activicy. Work Permits are then issued and faxed to the contractors the following day. 

5.3 WORK PERMITS 

The Work Permit is the Contractor's authorization to physically perform work on a rail operating system. 
The pem1it clearly defines the scope of work and the location involved. Each ptm1it contains specific 
instructions for activating the pem1it and phone numbers for the operating system. 

An executed Work Pe.mi it must be canied by every individual at a work location. A Work Permit for one 
location is not transferable by an individual to another location. 

5.4 RArL SAFETY TRAINJNG 

Rail Operations conducts Rail Safecy Training for each operatillg system. All employees working on a rail 
operating system must receive safety training for that system. Rail Operations will issue a Safety Badge 
for that system upon completing the training. The badge must be displayed at all times when working 
under a Work Permit. 

6.0 REFERENCES 

None 

7.0 EXHIBITS 

None 
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1.0 PURPOSE 

This procedure establishes the process and documentation necessary for providing as-required pennit 
coordination during project constmction. 

2.0 GENERAL 

The RE gives c-0nstructioo schedule infonnation to the Thi.rd Party Administrato, to schedule pennit 
coordination activities. Responsibilities include pcnnit processing, collecting required data and drawings, 
providing calculations, and preparing test reports. The RE will be infonued of any schedule interface 
difficulties. This procedure covers only the pennits obtained by the MTA. Contractors are required to 

secure their own pennits, as stared in the contract specifications. 

3.0 DEFIN ITIONS 

None 

4.0 RESPONSIBILITIES 

4 .. 1 The RE o,·ersees the various pennit coordination activities to ensure that pennits are obtained in a timely 
manner, allowing the construction activities related to these permits to C-Ontinue without delay. Refer to 
Exhibit 7. l for list of some typical penn its required for construction. 

4.2 The RE provides construction schedule infonnation to the Third Party Administrator for scheduling 
pennit coordination activities. 

42 Engineering staff are responsible for supporting the RE and Third Party Administrator : 

• Obtaining or generating infonnation required for the pennit application 
• Su bmitting the application to the appropriate agency 
• Responding to any questions the permining agency may have 
• Providing copies of the resulting permits to Document Control 

All infonnation submitted with an application for permit (i.e., drawings, calculations, data sheets, profiles, 
etc.) sball be signed and approved by an engineer who is registered in the State of California. 

4.3 The Third Party Administrator supports the RE by providing pennit infonnation and coord ination, 
including: 

• Tracking the contractor' s application process to secure required pennits where nee(led. 
• Collecting or generating the required data, drawings, and calculations 
• Preparing test reports, if required 
• Interfacing with Public Affairs to ensure coordination with affected C-OllUltunities. 

4.4 The RE shall assist and coordinate with Environmental staff for tlte procurement of Environmental 
pennits that the MTA obtains to support the work. If the contractor is responsible for obtaining an 
environmental permit, the RE is primarily responsible to ensure that the C-Ontractor obtained the pennit 
required prior to commencing work in the affected work area. · 

5.0 PROCEDURE 

None 
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None 

7.0 EXHIB ITS 

Exhibit Title 
7.1 Typical Permits Required for Construction 
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Exhibit 7.( 
TYPICAL PERMITS REQUlRED /'OR CONSTRUCTION 

General Construction 
Pennil 

Encroachmenl 
Lane Closure 
Road and Stree1 Closures 

Storm Drain Conneclion 
Sanitarv Sewer Connection 
Industrial Waste Penn ii 
Sewer Facilities Charoes 
Dewatering Well Instrumentation Well Installation 
or Abandonment 
Haul Route 
Excavation 
Gradin2 
Plumbing 
Si•naae 
Structural 
Electrical 
Street Trees 
Street use 
Temnorarv Ri2ht of Way 
A or B Pennits for Construction 
RiP_ht of Way Vacation 
Work in, under or over River Channel 

Environmental 
Permit 

Monitoring Well Installation or Abandonment 
Wasle Water DischarRe (NPDES) 
Waste Discharge Requirements (for contaminated 
soils disnosal) 
Notice of Intent• General Penn it to Discharge 
Stonn Water Associated with Construction Activity 
Rule 1166 Volatile Organic Emissions from 
Decontamination of Soil 
Rule l 403 Asbestos Emissions from 
Demolition/Renovation Activities 
Rule 20 I Pennie to Conscn1ct (air contaminant 
emitters) 
Rule 203 Permit to Operate (air contaminant 
emitters) 
Underground Storage Tank Removal 
Variance to City Noise Ordinance 
Under•round Classification • PoteJ1tiallv Gassv 

Construction: Ocncric Rcsiden1 Enginccc Ma.itu-el 
MTACMlll.01 

Issuine Aeency 
Ca!Trans/County Department of Public Works 
Los An_geles Department of Transportation 
Street Use .Rail Transi1 Construclion Traffic Mi,•1111. 
Committee (SURTC) and Los Angeles Bureau of Engr. 
(LABOE) 
Department of Public Works 
Department of Public Works 
Deoartment of Public Works 
DeoartmeJlt of Public Works 
Department of Health Services 

Los Angeles Deoamnent ofTransportalion 
Deoartment of Public Works 
Deoartment ofBuildine and Safetv 
Department of Building and Safety 
Department of Buildiua and Safetv 
Dcr,artrnent of Buildine and Safetv 
Deoartment ofBuildin2 and Safetv 
Deoartmeot of Public Works 
Deoartment of Public Works 
Department of Public Works 
Department of Public Works 
Department of Public Works 
.Department of Public Works/U .S. Army Corps of 
Engineers 

Issuin2 Aeencv 
Depanmenc of Health Services 
Rei::ional Water Quality Control Board 
Regional Water Qnality Control Board 

Regional Water Quality ConlTol Board 

South Coast Air Quality Management District 

South Coast Air Quality Management District 

South Coast Air Quality Management DislTict 

South Coast Air Quality Management District 

Fire Deoartrnent 
Police Commission 
CaVOSHA 
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1.0 PURPOSE 

This procedure ensures compliance of construction activities with tbe applicable federal, state, city, and 
county laws or statutes and with contract specifications for the projects that deal with environmental 
compliance in the management of contaminated/hazardous wasre or material generated or stored during 
construction. 

2.0 GENERAL 

Field construction activities may generate ha,,.ardous wastes or materials that mu~t be controlled, 
mitigated, miniJni2Cd, and monitored for compliance with conttact spec ifications, permits, and regulatory 
requirements. Environmental monitoring will aid in avoiding incidents that might cause delay; 
documentation will be required of all hazardous material and environmental compliance activities. 

3 .0 DEFINITIONS 

None 

4.0 RESPONSIBILITIES 

Tlte Resident Engineer (RE) will act as the first line of communications for field-related environmental 
issues. The RE responsibilities include assisting the MTA's Environmental Services Department and 
Environmental Compliance Department in regulatory compliance, including but oot limited to 
environmental related permitting. 

The MTA has secured the services of environmental engineering consultants and a waste handling 
contractor 10 provide environmental services (collectively referred 10 as "EC"). The RE is responsible for 
monitoring work progress, scheduling of contractors, and general performance of the ECs that are 
working on the construction site. The RE shall monitor all construction activities and reports on the status 
of environmental issues to the MTA •~ Environmental Services and Compliance Departments. 

5.0 PROCEDURE 

5.1 CONTRACTOR MONITORING 

The RE shall require the contractor to perform noise, vibration, and water and air quality monitoring 
during construction to ensure contractor compliance with contractual, regu latory, and safety 
requirements. Records of the monitoring results are maintained in the contractor's office with a copy 
provided to the RE's office. At the RE's request, and/or if deemed necessary by the MTA, the EC will 
monitor for noise, vibration, and water and air quality to verify results of contractor's monitoring efforts. 

Soil monitoring will be performed by the EC. In addition and if required, groundwater will be monitored 
for contaminants by the EC; however, ii is the contractor's responsibility to monitor the volume of 
groundwater extracted and discharged on a daily basis. Any wastes deemed "contractor-generated 
haznrdous waste" are the sole responsibility of the conttactor. Sampling, characterization, transportation, 
and disposal of any contractor-generated hazardous waste must be performed at the contractor's expense. 

5.2 PRE-CONSTRUCTION 

During the pre-construction phase of the p~ject the EC will provide assistance to the MTA in developing 
plans for responding to environmental concerns and ensuring compliance with environmental regulations 
and contract specifications. 
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5.3 COORDfNATION DURJNG PROJECT 

During the course of the project, the RE shall involve the MTA Environmental departments 10 ensure that 
the contractor complies with environmental and hazardous waste regulariom and contract specifications. 
Upon request, the RE will be provided copies of any environmental reports or correspondence that may 
be generated between the EC and the MT A. The R£ shall immediately report the discovery of 
contamination or hazardous material not specially identified in the contract documents, and notify Public 
Affairs to determine and support any impacts 10 the commun ities. 

5.4 ENVIRONMENTAL CONSULTANT TECHNICAL ASSISTANCE 

At the request of the RE, the EC shall provide technical assistance for contractor's compliance with 
environmental requirements, or environmental services. 

5.4.1 CONTRACTOR COMPLIANCE 

The RE will inspect contractor's actions 10 ensure compliance with any environmental plans developed 
by the contractor or MT A directives conceniing environmental compliance. The R£ may request 
technical assistance ro'determine contractor compliance. 

Techn ical assistance provided 10 the RE by the EC may include contractor's compliance with: 

• Environmental/pollution controls 
• Contam inated soils management 
• Hazardous waste-related sections of the contractor's Contract Specifications 
• Regulatory agencies 

This assistance may include: 

• Review of environmental submittals 
• Compliance monitoring of air, water, and noise to determine contractor's compliance with 

acceptable levels, as dictated by the Contract Specifications and regulatory agencies 
• Coordination for disposal of conr:aminaredlhazardous soils and wastes 
• Construction-related environmental emergencies 
• Envirorunental and hazardous waste compliance 

Any deficiencies found by the RE will be reported to MTA Environmental. The RE, subject to his/her 
discretion, shall issue a stop work notice or non confonuance report 10 the contractor for contractor's non 
compliant actions. 

5.4.2 ENVI RONMENTAL SERVICES 

Al the request of the RE, the MTA through the EC will respond 10 construction-related environmental 
compliance and hazardous waste management requirements, includi.ng: 

• Field evaluation 
• Sampling 
• Coordination for sample analyses 
• Waste characterization 
• Determination of waste mitigation measures 
• Environmental permitting and compliance (refer to GREP 5.01) 
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• Disposal of contaminated/hazardous soils 

5.5 DIFFERJNG SITE CONDITIONS 

Unless specifically idenlified in the bidding documenis as part of the scope of work, the disco very of 
certain hazardous materials or contaminanls may be trea1ed as differing sile condi1ions. Typical types of 
hazardous materials include: 

• Federal Resource Conservalion and .Recovery Acl (.RCRA) hazardous wa.s1es 
• Underground slorage tanks (USTs) 
• Oil well casings 
• Asbestos 

The actions that mitiga1e these conditions are covered in GREP 6.04, Differing Site Conditions. 

5.6 SUBMITTAL OF BUSINESS PLAN 

Each contractor that anticipates the need lo store hazardous malerial (i.e., construction materials) at tbe 
construction site is required by State law to submit a business plan to the appropriate City/County Fire 
Department. 1l1is plan shall contain Material Safety and Data Sheets (MSDS) for the hazardous malerials 
and a site map that clearly shows the office location and the storage location for the hazardous material. 
The plan is required if hazardous materials are to be stored on-site in quantities that equal or exceed the 
following amounts; 

• I 00 cubic feet of gas 
• 250 pounds of solid materials 
• 500 gallons ofliqu id 

5.6.1 lHE MOST COMMON MATERIALS SUBJECT TO THE BUSINESS PLAN ARE: 

• oxygen • liJ11e • solvents • gasoline 

• acetylene • epoxy • butane • lubricants 

• cement • paint • diesel • kerosene 

5.6.2 Upon submittal to the Fire Department, a copy of the contractor's business plan shall be provided by the 
RE lo Environmenlal Services, Safety and Security Manager, and the EC. 

5.7 COORD!NA TION OF HAZARDOUS WASTE CONTRACTORS 

The coordination of services provided by specialty hazardous waste contractors for m1t1gation of 
hazardous waste will be conducted by the MTA Environmental departments at the request of the RE. 

5.8 DOCUMENTATION 

Tite MTA Environmental departments will satisfy regulatory requirements for reports, pem1itting, and 
documentation of hazardous material and/or waste management practices. Upon request, copies of 
documents generated pursuant to regulatory agency requirements will be provided to the RE. 

5.9 MONITORING REGULATORY COMPLTANCE 
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The MTA will monitor the EC for environmental regulatory compliance and provide the RE with the 
results of the monitoring efforts, if so requested. 

5. IO REVIEW OF SAFETY AND HEAL TH PLANS 

The RE will utilize the MTA Environmental departments and the Safety and Security Manager to review 
site-specific safety and health plans prepared by the contr.lctor. 

Any health and safety plans, including il~iess and injury pievention plans, business plans, and emergency 
response plans, as required by safety specifications, will be reviewed by the Safety Department. 

6.0 REFERENCES 

The following documents are referred to in this inspection instruction and are available under separate 
publication : 

Document 
GREP5.0 I 
GREP6.04 

7 .0 EXHIBITS 

None 
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1.0 PURPOSE 

To guide the Resident Engineer (RE) i11 implementing existing regulations and requirements protecting 
historical resources and artifacts encowuered during consm,ction. 

2.0 GENERAL 

2.1 The contractor is required to report any historical or scientific specimens encountered to the RE. 
Examples of these types of specimens are: 

• Fossils 
• Animal or human bones, or shells. 
• Structure remains (e.g., br.icks, timbers, clay structures, etc.) 
• Ceramics, bonles, etc. 
• Prehistoric artifacts (e.g., stone bowls, arrowheads, etc.) 

2.2 No personnel on the construction site are allowed to remove anyth ing of possible historical, scientific, or 
archaeological value. This is an offense punishable by discharge, fine and/or imprisomnent. 

3.0 DEFINITIONS 

None 

4.0 RESPONSIBILITY 

The procedure for archaeological and paleontological coordination is contained in the relevant contract 
Specification Section. 

4.1 RESIDENT ENG.I NEER 

The RE is responsible for: 

• InfoI111ing staff of the laws pertaining to findings 
• Informing staff that construction site personnel are not allowed to remove anything of possible 

historical, scientific, or archaeological value 
• Informing staff of the procedures that prevent destruction of historical or scientific specimens 
• Notifying the Archaeological Consultant of the Initial Construc1ion Meeting 
• Notifying the Archaeological Consultant before surface disturbances (e.g., utility relocation, 

structure demolitions, street decking) begin, and prior to subsequent work schedule changes, 
additions, or modifications. 

• Maintaining close surveillance of excavation work in anticipation of encountering artifacts 
• Notifying the Archaeological Consultant promptly when cultural resources are encoumered in the 

absence of a monitor. 
• lnstructi11g his or her sraff. contractors, and subconrractors to leave in place, undisturbed, any 

cultural resources observed, and not to pick up or remove such material. 
• Arrange to have representatives of lhe Project Archaeologist meet with work crews of Contractor at 

periodic "tail gate" meetings tbrougbout the project 
• Interfacing witlt Public Affairs, as required, to coordinate public and media support 

4.2 CONTRACTOR 

The contractor's contract document specifies the contractor's responsibilities with respect to ftndings; 
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however, dte MTA or the RE should reiterate these responsibilities at the Initial Consllllction Meeting 
(refer lo GREP4.07, Meetings). The contractor and all subcontractors should be instructed to fully 
cooperate with MTA's Archaeological Consultant's monitors and supervisors and to be alert to the 
discovery and protection of such fmdings. 

5.0 PROCEDURE 

If a historical, scientific, or archaeological fmd of culn1ral resources is made, the RE will immediately 
notify the DEO, Construction and the MTA's Archaeological Consultant and direct the Contractor to 
suspend work in the vicinity of the find. Work may continue on orher portions oflhe job where cultural 
materials have not been w1covered. 

The MTA's Archaeological Consultant will immediately dispatch a monitor or supervisor to the scene to 
investigate the finding. After consultation with the MTA and at dte MTA's discretion, an identification 
and evaluation will be made regarding the method of removal and final disposition. Once 1he extent of 
the ftnd is determined, a plan of approach will be presented by the Archaeological Consultant. Cost and 
schedule impact to the construction work will be evaluated by the RE and dte contractor. 

6.0 REFERENCES 

6.1 MTA's Archaeological Consultants contacts will be provided at lhe Initial Construction Meeting. Should 
a caller be unable to reach the MTA' s archaeological consultants, the caller should call 1he Manager of 
Environment.ii Compliance. 

6.2 Contract Document; General Condirions; Historical, Scienlific and Archaeological Discoveries. Use 
Baseline Technical Specification 0 1170. 

7.0 EXHIBITS 

The following exhibits are included in this procedure: 

Tide Exhibil 
7.1 Enactments Affording Protection to Archaeological and Paleontological 

Resources 
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Exhibit 7.1 

ENACTMENTS AFFORDING PROTECTION 
TO ARCHAEOLOG ICAL AND .PALEONTOLOGICAL RESOU.RCES 

Title 

The Antiquities Acl of 1906 

California Public Resources Code 

California Penal Code, Tille 14 

California Health and Safety Code 

Conslnlction: ~cric Rcsiclcnt Engi-ncc, Manual 
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Sec1ion 

P.l. 34-209 

5097.5, 1965 

622.5 

8)00 

J)escriptioo 

Federal 

Forbids the excavation, removal, or vandalism of 
archaeological sites on federal lands wi1hou1 a permit 
issued by the responsible agency. 

s1a1e 

3 

Forbids lhe unauthorized disturbance of archaeological 
or paleontological resources on public lands. Violation 
is a misdemeanor. 

Extends the protection of archaeological and hisloric 
si1es to private, as well as public, lands. 

Forbids any person lo damage or remove human remains 
from the place of interment without the authority of law. 
Violation is a felony. 
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1.0 PURPOSE 

This document specifies the requirements that the contractor, Resident Engineer (RF.:), Quality Control, 
and the Engineering Project Leader (EPL) must satisfy co furnish approved test procedures and perform 
testing of facilities equipment and systems. 

20 GENERAL 

The contractor shall submit an overall test plan and schedule before submittal of any test procedures. Test 
folders, containing the necess"')' documentation will be prepared for all equipment to be tested. The EPL 
will review all contractor test procedures, make comments, if appropriate, in coordination with the RE. 
The R£ will schedule the testing when equipment is ready for testing. The R£ will also resolve testing 
problems and coordinate retesting. 

3.0 DEFfNITIONS 

None 

4.0 RF.:SPONSIBILITIES 

4.1 RESIDENT ENGINEER 

The RE is responsible for communicating with the contractor concerning lech.niCJll matters and for 
ensuring that the contractor provides the required test plan, procedures, schedule, and performs die 
required tests. The RE receives and processes for acceptance all contractually required submi1tals from 
the contractor including design documentation, schedules, progress reports, test plans, procedures, and 
repo.rts. 

4.2 CONTRACTOR 

The contractor is responsible for submitti.ng test procedures for all installed equipment and systems, for 
conducting required inspections and tests to ensure compliance with contract requirements, for providing 
personnel and test equipment to conduct the tests, for maintaining calibration records for all test 
equipment, and for correcting problems that are caused by faulty consttuction. 

5.0 PROCEDURE 

5.1 SUBMITTALS 

The RE receives test procedures from the contractor and routes to the EPL for review. 

•If the procedure is not acceptable, it is rejected and returned with comments to the contractor. 
•The contractor revises the test procedure and resubmits it to the RE. 
•The submittal process is repeated until final acceptance is obtained. 

5.2 TESTING 

The following requirements must be met before tests are perfonned. 

• The contractor notifies the R£ of equipment that is ready 10 be tested. 
• The RE notifies the EPL, who will verify that the required submittals for testing have been submitted 

and approved, that equipment is ready for testing. 
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• The EPL shall prepare the test package for equipment to be tested and shall ensure that all mandatory 
pretest requirements have been completed and documented. The tesl package shall consist of: 

Vendor data 
Inspection records/checklist 
Maintenance records 
Contract inslrument calibration/settings 
Approved test proceduce 
Latest revised drawings or as builts 
Test instrumentation certifications/calibrations 

• The RE schedules the test dale(s). Personnel desiring notification will inform the R.F. that they are to 
be notified. 

• Test is performed in accordance with approved test procedures. 

• If the test fails: 

I) Ifit is a construction or system problem, the contractor corrects the problem and ootifies the RE 
when the equipment is ready for retesting. 

2) Depending on the circumstances of the failed test, the lest may resume using existing test 
documents or may be retested, the documentation revised acco1dingly lo reflect the extent of 
retesting. 

3) Each red-lined test procedure change must be approved by the EPL or RE. This means that each 
red-lined change must be signed and dated. 

• If the test passes: 

I) The signoff sheet is completed. 
2) The test folder and maintenance records are held by the RE and turned over to MTA Operations 

when MTA takes custody of the equipment. 

5.3 NONCONFORMING CONDITIONS 

The RE will ve1ify that the documentation for any nonconforming condition associated with the testing is 
included in the test folder. Nonconforming conditions shall be processed in accordance with MTA 
procedures. 

5 .4 RECO.R.OS 

The test folders shall be held by the RE until turnover to MTA Operations, in accordance with GREP 
4. I 2. One copy of the contractor submitted operations and maintenance manuals for the equipment will 
be included with the lest folder. 

5.5 TEST CONTROL REQUIREMENTS 

• The RE may delete any requirement that is not appropriate for a particular project. 
• Review field, text plan, proceduces, and schedules. 
• Test summary reports shall be approved before the next level of testing starts. 
• Final test 1eports for each level of test includes: 

I) Name of test and test procedure reference 
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2) Identification of equipment under test, including nomenclature, part numher, and serial numher of 
each lowest level replacement unit. 

3) Test equipment calibration is identified (within current calibration) and documented 
4) Test and support equipment nomenclature, part number, and serial number are documented. 
5) 'fest equipment environment is described: approximate temperature, humidity, dust conditions, 

and other pertinent test environment factors. 
6) Location of tests 
7) Test input data and results are documented for each test parameter. 
8) Identification of points and functions measured, monitored, or checked; results at each point with 

pass or fail statement 
9) Description and explanation oftest failures or deviations from expected results 
10) Date of test 
I I) Signature of person conducting test 
12) Signature ind icating contractor's approval, other than the test operator, should include contractors 

quality control manager and project manager. 

• Next level test reports shall reference the previous test by name and report identification. 
• Ensure that test plan(s) and procedure(s) are approved by contractor and the RE. 
• Test procedure revision is current and referenced on the test data sheets (if used). 
• If dry-run tests are performed, participate and provide guidance for requirements. Ensure that dry-run 

data is not used as final data. 
• Participate in pretest meetings. 
• Each red-lined test procedure change must be approved by the contractor, the Engineer, and the RE. 

This means that each red-lined change must be signed and dated by the contractor, the Engineer, and 
RE. 

• Check calibration of test equipment before the test starts. 
• Verify that test equipment, cables, connectors, and interface devices are in place and in accordance 

widi the procedure. 
• Parameters of specific tests are specified in the test procedure/test data report. 
• Tests are conducted in order specified. 
• Go/No-Gu results are individually accepted by the test conductor's signature/initials. 
• Equipment/items replaced during the test must be documented and approved by the contractor, 

Engineer, and the RE before the test continues. 
• Test failures shall be documented on a Nonconfonnance Report (refer to GREP 4.02). 
• ·rest reports shall be signed by the test technicians conducting the test, the contractor's authorized 

management representative, and the RE. 
• Ensure that the test report original document, with approval signature, is controlled and secure. 
• Ensure that test reports are maintained in a logical and controlled manner for presentation to the 

MTA. 

6.0 REFERENCES 

None 

7.0 EXHIBITS 

None 
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LO PURPOSE 

This procedure provides guidelines for establishing subminal schedules and for processing contractor 
subminals and describes the processing of subminals from original receipt by the Resident Engineer (RE) 
unti l the submittal is reviewed, dispositioned, and returned 10 the contractor, via the RE. 

2.0 GENERAL 

2.1 This procedure outlines the process, confrol, coordination of review, and retention of confractor 
subminals. The review must be performed in a timely manner i.o order to comply with contract 
documents and deliverable requirements schedules. 

2.2 Typical subminal review and acceptance requirements include, but are not limited to: 

• Master Submittal Schedule (CM, MT/\) 
• Schedules (CM, MTA) 
• As-Built Document Submittal Schedule (CM, ENG, MTA) 
• Contractofs QA/QC programs and procedures (CM, MTA) 
• Contractor's construction work plans (CM) 
• Geotechnical instrumentation and monitoring (CM) 
• Safety, health and security programs and procedures (MTA) 
• Traffic control (transmitted to City of Los Angeles Department of Transportation [LADOll for 

review and acceptance) 
• Welding procedures (ENG) 
• Welder qualifications (CM) 
• Permits (CM, MTA) 
• Environmental, ha7.,ardous waste, and pollution control plans and procedures (MTA) 
• As Built Documents (CM, ENG, MTA) 
• Operations and Maintenance Manuals (CM, ENG, MTA) 
• Govenunent Agency and Utility Company Subminals (CM, ENG, MTA) 

Additional specific review requirements are identified in the submittal list included in contract 
specification section, where provided. Note: Engineering (ENG) and Construction Management (CM) 
services may be assigned to MTA staff andior consultant. 

3.0 DEFINITIONS 

3.1 MaJter list of submi11als: a list of all subrninals that the contractor is required, by Contract Specifications 
and Contract Drawings, to submit to the R£ for review and acceptance. 

3.2 Urgency of response: This is an indicator 011 the Subminal Transmittal to the reviewers. 

3.3 As-Built Document Schedule: The list of as-built documents tl1at the contractor is to submit 

4.0 RESPONSIBILITIES 

4 l CONTRACTOR 

The contractor is responsible for furnishing a Master List of Subrnittals as required by the contract 
sp~cifications and Contract Drawings, with c-0rresponding subminal dates (based on the detailed contract 
schedule) that allow adequate time for review. 
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4.2 RES!l)ENT ENGINEER 

The RE is responsible for receising the submittal and detennining the proper course of action. The RE is 
responsi ble for tracking lite review and acceptance process of the submittals and ensuring completion of 
review witltin the time frame specified in contract documents. 

The RE is responsible for tracking all submittal items and subsequent notification to the contractor of any 
submittal deficiencies, includ ing overdue submittals and resubmittals. 

The RE is responsible for ensuring that all submittals are properly filed, and that the latest accepted 
version of contractor supplied drawings and other documents are logged and being used by inspectors. 

5.0 PROCEDURE 

5.1 DEVELOP SUBMITTAL SCHEDULE 

The RE provides the contractor with a submittal schedule spreadsheet in a fonnat compatible with the 
CCS Submittal Tracking syStem. Min im um schedule requirements are: Submittal number, submittal title, 
due date, and schedule activity code. The spreadsheet can be created using the CCS export function. Toe 
contractor may submit either electronic and/or hard copy versions of the schedule. On acceptance, the RE 
will coordinate with MTA Document Control staff to have the accepted Master List and schedule loaded 
intoCCS. 

5.2 SUBMITTAL NUMBER ASSIGNMENT 

The submittal number will consist of project number, contract number, specification section number, 
paragraph number, sequence number (beginning with 1.00 for each separate submittal requi.rcd under the 
paragraph},. The decimal extension of the sequence number is used to identify revisions or resubmittals. 
Systems contracts may assign submittal numbers by Contract Documents Requi.rements List (CORL) 
number, in place of specification section and paragraph. 

If a submittal is rHised and resubmitted for review, the contractor indicates this re,isioo by incrementing 
the re,ision number of the submittal document. The RE will assign the same sequential submittal number 
and increment rite revision number by .0 I. The use of the word "all" to replace specific paragraph 
identification is not acceptable. 

Original Submittal Example: 
Proj+Cont+Spec+Para+Seq.Rev 
R23-C0669-5. l-l.3.b- l.00 (I" submittal required} 
R23-C0669-5. 1-1 .3.l>-2.00 (2' ' suhm ittal required) 

lf a submittal is revised and resubmitted for review, the contractor indicates this revision by incrementing 
the revision number of the submittal document. The RE will assign the same sequential submittal number 
and increment the revision number by .01. 

Re-submittal Example: 

5.3 CONTRACTOR SUBMISSlON 

f'roj+Cont+Spec+Para+Seq.Rev 
R23-C0669-5. 1-1.3.h• l.0I (I" re-submittal required) 
R23-C0669-5 . 1-1.3.b· l.02 (2"' re-submittal required) 

The contractor produces suhmittals according to the conlract documents and accepted schedule and 
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forwards to the RE with the contractor's letter oftransminal. 

5.4 RE ACCEPTANCE 

After receipt of the submittal, the RE scans the submittal to ascenain that the il1formation required to 
support lhe submittal is provided in accordance with the appropriate Specification Section. If the proper 
il1fonnation is not included, or is not adequately identified, the RE returns the entire submittal to the 
contractor. When the RE is satisfied that the submittal has provided the information required, the RE 
determines the routing and review requirements of the submittal. Submittal receipt is entered il1to the 
Submittals module of the Contract Control System (CCS). The RE uses this module to track, generate 
forn1s, and report activities related to contractor submittals. 

In order to mail1tain the submittal review schedule, the RE may also return submittals provided by the 
Contractor significantly earlier than their agreed on due date, and request that they i>e resubmitted closer 
to their agreed on due date. 

5.5 SUBMITTAL REVIEW 

!fit is determined that the submittal is ofan engineering or technical nature requiring Engineering, MTA, 
or other party review, it is transmitted to the Engineer and other designated reviewers. Following the 
engineeril1g review, the submittal is returned to the RE for subsequent transmittal to the contractor. 

When the RE disputes the disposition of a submittal by the Engineer, the RE coniacts the Engineer to 
.resolve the dispute within the allotted review time. This resolution process should be initiated as soon as 
possil>le. The RE documents the resolution. 

5.6 ACCEPTANCE DISPOSITION MARKING 

When a submittal review is complete, the RE affixes a review stamp {Exhibit 7. !), signs !he stamp, mark.s 
the disposition code based on reviewer's recommendation, logs the disposition into CCS, and returns the 
submittal to the contractor with comments. 

Typical Disposition Codes are as follows, check contract requirements for specific application: 

ACC= 

AN~ 

ADS= 

REJ= 

FRO= 

Accepted. (Submittal package accepted in emirety, no change~ or resubmittals required. 

Accepted As Noted - No Resubmittal Required. Appears to confonm to respective 
requirements of the Contract Documents. Reviewer's corrections shall be incorporated 
the As-Built Documents. 

Accepted Design/Schedule Submittal as Noted. Incorporate comments in next 
design/schedt,le submittal. 

Rejected, Revise and Resubmit (Submittal package is rejected in entirety or in part. 
Specific documents or drawing~ rejected are identified. The contractor is to resubmit by 
the due date indicated prior lO work) 

f or Record Only. The submittal package is accepted for record purposes only. 

On issuance of a "Rejected" submittal response to the contractor, the RE will i.mmediately log the 
required resubmittal into CCS and assign an appropriate due date. The exception is submittals !bat are 
rejected because they are no longer required. 

Con-scruetlon: Oenerlc R.esldent Engineer MwtuaJ 
MTACMlll.01 
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Each construction contract specification states a response time requirement for contractor submittals. The 
RE is responsible for responding to the rontractor in the shortest time possible, but no longer than the 
contractual requirement, in order to limit vulnerability for potential contractor claims and to avoid 
operations and schedule conflicts. The due date indicated to reviewers on the transmittal and CCS should 
allow for processing time required by the RE after review (to transmit the submittal to the contractor.) 
Review and acceptance actions are to be e-0mplete and comprehensive within the specified period. In 
some instances this may not be possible, and a partial or "review status" response is issued 10 the 
contractor so that concerned parties are aware of the circumstances. This is followed as soon as possible 
with a complete, formal response. 

If the RE projects that the review period will take longer than the contract requirement, the RE contacts 
the contractor by telephone for the purpose of explaining the possible delay. The RE sends a con finning 
lener immediately following the call. 

5.8 ON SITE REVfEW 

The Engineer will visit the jobsite as required, 10 observe a condition in question or to discuss the subject 
with the RE, the contractor, or others, as necessary. 

5.9 REVfEW STATIJS TRACKING 

All known subminals will be Jogged in CCS prior 10 their due date. Throughout the contractor submittal 
review process the RE monitors and tracks the srarus of all submittals utilizing the CCS. 

5.10 EQUIPMENT AND MATERIAL LISTS 

Cons1n1c1ion contract specifications may require the contractor to complete a list of all long-lead and/or 
schedule-critical material and equipment items, the name of each supplier, and the required and promised 
delivery dates for each item. The list is received and processed by the RE as a submittal. 

5.11 SUBMITTAL RECORD FILING 

The RE retains copies of all submittal documents, related documentation, comments, and revisions, filed 
in submittal number order. The RE is responsible for ensuring that an accurate file js available for ready 
retrieval. To ensure retrievability, a sign out system is maintained by the RE for documents removed 
from files. 

5.12 SUBMITTAL DISPOSITION CHANGES 

A submittal that was assigned a dispos.ition code of "Rejected, Revise and Resubmit," may be resolved 
and upgraded to an "Accepted" code, without the contractor actually resubmitting the subminal. In this 
case, the RE will first obi.Jin written notification from the Engineer, specifically accepting the 
Contractors written response. The RE will log a revision in CCS for the submittal number and upgrade 
the review code. The RE will affix a new review stamp to the subminal., cross out the old stamp, and sign 
the new stamp, marking the "Accepted" code. A transmittal, including justification for the change, will be 
sent to the rontractor. 

5.13 RESUSMlTTALS 

Construccion: Generic Residen1 Engineec Manual 
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Required resubmittals will be logged in CCS as soon as idemified. Where parts of a submittal were 
accepted and pans rejected (e.g., specific drawings), only rejected items need be resubmitted. 
Resubmittals wjli be process in the same manner as original submittals. 

5.14 SUBMITI AL SCHEDULE Rl::VlEW 

The R.E periodically reviews the starus of submittals and advises the contractor of submittals due that 
may impact the schedule. Status listings of submittals required for specific contract activities will be 
included as part of "readiness" reviews. The submittal schedule will be reviewed and adjusted 
periodically. 

6.0 REFERENCES 

Document 
CF4 
CF5 
CMl4 

7.0 EXHIBITS 

Title 
Contractor Subrnittals Tracking 
As-Built Documents Processing 
As-Built Document Requirements 

The following exltibits are included in this procedure: 

7.1 

Cons1.nlCllon: Ocncric.Rcsident Eogtn«r Manual 
MTACMl ll.01 

Review Stamp 
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Exhibit 7.1 

REVIEW ST AMP 

Reviewed for General Compliance with the 
Contract Documents 

ACCEPTED 

ACCEPTED AS NOTED -

NO R£SUBMITTAL REQUIRED 

ACCEPTED DESIGNi SCHEDULE 

SUBMITTAL AS NOTED 

REJECTED, REVISE AND 

RESUBMIT 

FOR RECORD ONLY 

Resident Engineer: 

C.OnstructtOn: Generic Resident Engineer Matmat 
MTA CMll l.01 

6 

Date; 

□ 
□ 

□ 

□ 

□ 

Revision 0: 03.27.00 
Baseline: 03.27.00 
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JO PURPOSE 

This procedure establishes the process and documentation for ensuring that progress payments are made 
in a 1imely manner utlliiing acceptable cost control practices. The records that 1he residenl engineer (RE) 
maintains must be accurate and comprehensive in order to provide an audit trail at all rinies throughout 
the duration of the contract 

2.0 GENERAL 

2. 1 Each contractor is also required to submit a detailed Schedule of Values (Exhibit 7. l) after the Notice to 
Proceed as specified in lhe contract. The Schedule of Values will be in sufficient form aod detail to 
provide a reasonable assessment of how lump sum items will be statused over the life of the contract 
(Some procurement contrac1s contain a Schedule of Payments in the actual contract documents; in these 
cases, no Schedule of Values is required.) Schedule of Values submittals must be in place prior to the 
processi.ng of any payments to the contractor. 

2 .2 As a part of the monciily schedule updates, the RE assures that the Skeleton Fonns starusing represents 
work that has actually been accomplished to date. This status is reviewed with the RE one week prior to 
the cut off for the monthly payment cycle. 

2.3 The contractor may submit as spec ified in the contract, a list of materials (Schedule of Material 
Allowances) for which it will seek to receive progress payment prior to installation. Advance payment for 
materials is intended to be used for major items only. Prior to inclusion of such materials into aoy 
progress payment, the RE ensures that all the requirements set forth in che Contract Documents, General 
.Conditions, and Section on Progress Payments have been met. 

3.0 DEFlNITlONS 

3.1 Contract Skeleton Form (Exhibit 7.2): This form is generated by the contractor to facilitate manual 
stsru sing of progress amounts. The RE reviews and approves those amounts. The fonn lists all contract 
pay items and pay icem numbers, indicates whether payment is made on a unit price or lump sum basis, 
shows estimaled quantities for each un it price item, and sbows total price for each pay item. The 
contractor indicaces the mon1hly quamity changes for che unic price pay items and a stipulated amouot for 
lump sum pay items, which are listed according 10 the previously approved Schedu le of Values. The 
contractor submits the Contract Skeleton Form to the RE on the last day of che approved work period. 
The RE and the contractor agree to die quantities and amounts indicated on the Skeleton f onn for the 
period. 

3.2 Contrac1 Payment Estimate (Exh ibit 7.3): P1ovides the basis for contractor progress payments and is 
based on data provided by lhe Contract Skeleton Forni (Exhibit 7.2) and shows for each pay item, on 
both a current and cumulative basis, quantities installed, estimated costs, and percent completed. 

3.3 Schedule of Values (Exhibit 7 . 1): A breakdown of selected lump sum pay items into work categories for 
tJie purpose of facilitating the making of accurate assessments of contractor's progress. 

3 .4 Pay Book or Quantiry Record: The Pay Quantities Records ledger of individual pay ii ems. 

3.5 Schedule of On-Site Material Allocations: A detailed cost breakdown for materials temporarily scored 
prior to installacioo and for which the contractor seeks partial payment 

4.0 RESPONSIBILITIES 

Construction: Generic Resident Engjnccr Manual 
MTA CM ll l.01 
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4.1 RESIDENT ENGIN EER 

T.he RE has primary responsibility for implementing pay estimate procedures, verifying tbe accuracy of 
the pay estimates submitted by the contractor at the end of each monthly work period, and forwardi.ng the 
approved comract payment estimate to Accounting for processing. 

5.0 PROCEDURE 

5.1 RECORDS MAINTAINED 

The Resident Engineer maintains monthly records, which provide backup for all payments, including 
sub-items for each task identification code in the approved schedule baseline and/or lump sums, as 
contained in the approved Schedule of Values. These records iJiclude all necessary data to support the 
respective quantities i.astalled that month. Pay records are subject to audit and must be maintained in a 
neat, orderly manner and kept up-to-date. 

5.2 MEASURING AND DOCUMENTING PAY QUANTITIES 

The various methods for measuring and documenting pay quantities on both a unit price and lump sum 
basis are described in Subsections 5.3 and 5.4. 

5.3 UNIT PRJCE ITEMS 

5.3.1 MAINTA!NTNG TABULATIONS 

for contracts that have a Schedule of Values as a requirement, quantities shall be verified in accordance 
with the Schedule of Values. Quantities are shown, when possible. Other information to be recorded 
includes the pay item number_, pay quantity and description, unit of measurement, unit price, and quantity 
installed. 

5.3 .2 THEORETICAL COMPUTATION 

Acrual pay quantities shall be mathematically computed, measured, and counted. Calculations are based 
on accurale dimensions detennined from the Contract Drawings (e.g., Measurement and Payments LiJnit 
Drawings). The computations must be prepared in a conventional manner. Reference should be made to 
applicable drawings. Sketches may be attached to supplement the calculations. All final calculations 
must be independently checked before comparing with the contractor's calculalions. Wherever possible, 
final quantities shall be computed before work commences on the item, or as soon thereafter as possible, 
thereby enabling realistic pror,ress payments and preventing overpayment. 

5.3.3 TOTAL QUANTITY TAKEOFFS 

Total quantity takeoffs are to be made for major unit price items, including excavation, concrete, rebar, 
and backfill. In order to establish a common ba5is for use tliroughout the execution of the contract, the 
RE will coordinate these findings with quantities estimated by the contractor. Measurement of principal 
quantities will be performed as follows: 

• Concrete measurement is made to neat line outside dimensions, as shown on lift drawings. Progress 
on concrete placement shall be by lift number and take-off quantities. While not required for pay 
estimates, it is recommended that daily progress be depicted by colored areas on a schematic 
diagram or layout of concrete placement areas. The same visual approach would be used to show 
progress where numerous utility systems overlap. 

Coll$truc(ion: Gcn~ric ~$id~nr ~ginccr Manual 
MTA CMl l l.01 
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• Rebar quantities are computed from cuning and bending sheets prepared by metal fabricators. The 
RE ensures that standees, chairs, and other rebar not specifically required by contract docwnent are 
not included in chargeable quantities. 

• Except as may be specifically called out on the Contract Drawings, excavation and backfill is 
calculated based on the extemal dimensions of concrete placement as indicated on lift drawings. 

5.3.4 FIELD MEASUREMENTS AND VERfFICA TION 

Numerous items are required to be measured in place. Frequently, the measurement of such items must 
be made while they are being installed or while accessible. To prevent future disagreement, it is 
recommended that measurement of any unit price item (e.g., piping, valves, conduit, waterstop, and 
miscellaneous metal) be made jointly and in mutual agreement between the RE and the contractor. 

5.3.5 COPY OF CONTRACTOR MEASUREMENTS 

The RE or members of the RE staff may not always be available when the above measurement is being 
performed. For this reason, the RE will require the contractor to provide a copy of all measurements 
taken by the contractor. 

5 3.6 OTHER M.EASUR£MENTS AND CERTIF !CATIONS 

Certain pay item quantities will be derived from certified shipping weights, bar lists, scale weights, cut 
sheets, meter readings, and mill test reports, as specified in the Contract Documents. This data must be 
checked and compiled to determine progress payments and final quantities for the respective items. 

5.4 LUMP SUM PAY QUANTITIES 

5.4.1 SUPPORTrNGDATA 

Progress payments made against lump sum items require supporting data for justification of reasonable 
partial payment. lhe RE shall use the information recorded in the Daily Inspection Reports (DIR.s) as a 
primary source in detem1ining the percentage of completion within the pay period. 

5.4 .2 SCHEDULE OF VALUES 

A well prepared and maintained Schedule of Values will provide an initial basis for agreement between 
contractor and RE. The contractor will submit a Schedule of Values to the RE shortly afier award of 
contract. The RE will review the Schedule of Values and will either approve it or reject it within 30 days 
from date of receipt. The RE will ensure that the level of detail is sufficient to readily assess the cost 
percentage completion of each bid item. 

5.4.3 ENGfNEER'S ESTIMATE 

The RE will be supplied with a copy of the Engineer's Estimate, showing all cost components used to 
derive lump sum pricing. This estimate provides a reference for quantities and values anticipated. 

5.4.4 GENERAL REQUIREMENTS OF THE TEC.HNICAL PROVISIONS 

Payment of the contract lump sum price for General Requirements of the Technical Provisions (except 
mobilization) will be made according to contract specifications. 

Conscruclion: (jcncric Residen1 F.nginccr Mt1nual 
MTACMlll.01 
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5.5 PAYMENTS FOR CHANGES/WORK AUTHORJZATlON CHANGE NOTICES 

Payments for change order work can only be made when supported by a signed Change Order (CO) or 
Work Authorization Change Notice (WACN). COslWACNs that are executed prior to the end of tbe 
payment period may be loaded into die Payment Estimate. For contract~ that are "pay-off-the-schedule", 
executed COs!WACNs must also be incorporated into the automated scheduling system baseline in order 
for payment to be made. 

6.0 REFERENCES 

None 

7.0 EXHIBJTS 

The following exhibits are included in this procedure: 

Exh ibit 
7.1 
7.2 
7.3 

Con.struelion; Generic Resident Engineer Manual 
MTACMlll.01 

Title 
Schedule of Values (sample) 
Contract Skeleton form (sample) 
Contract Payment Estimate (sample) 

4 Revision O: 03.27,00 
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Exhibit 7.1 
SCHEDULE Of VALUES (SAM PLE) 

C0999 • Easy Street Restoration 
Willing Contractor 
11/18/99 

Payment Description 
Item 

I General Requirements 

2 Quality Control Requirements 

3 Shrub and Tree Protection 

4 field Office 

5 Demolition 

Consuu~ion: Generic Resident Engineer ManuaJ 
MTA CMlll.01 

I. 
2. 
3. 

I. 
2. 
3. 
4, 

I. 
2. 
3. 

I. 
2. 

I. 
2. 
3. 
4. 
5. 

Activity Breakdown 

first three monthly payments 
30 monthly payments of $23,596 
One month at $23,620 

Total Item I 
Engineering and submittals 
Set up testing facilities 
First 24 months @$9,870/mo. 
Remaining IO months @ $5,922/mo. 

Total Item 2 
Engineering and submittals 
Shrub and tree protection 
Monthly maintenance • 34 mos.@ 
$400/mo. 

Total Item 3 
Engineering and submittals 
Installation 

Total Item 4 
Engineering and submittals 
Easy St. brea!,.-up 
Easy St. material disposal 
Pond area breal,.-up 
Pond area disposal 

Total Item 5 

5 

Amourtt 

313,500.00 
707,880.00 
23,620.00 

$1,045,000.00 
63450.00 
63,450.00 

23,6880.00 
59,220.00 

$423,000.00 
2,700.00 

10,700.00 
13,600.00 

$27,000.00 
1,560.00 

29,640.00 

$3 1,200.00 
70,800.00 

165,200.00 
94,200.00 
94,200.00 
47,200.00 

$472,000.00 

Revision 0: 03.27.00 
BascJinc: 03.27.00 
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Exhibir 7.2 
CONTRACT SKELETON FORM (SAMPLE) 

MTA CONSTRUCTION DIVISION 

CONTRACT SKELETON FORM 

Conrracr: Pay Estimate: # 

Contractor: Period Ending; 
Descriprion: Contract Value: 

Previous Earning.~ Earnings This CONTRACT TO DA TE 
Period 

Item % % Comple1ed 
No. llem Description Total Conn-act Value Comp!. Dollars Compl. Dollars QuaJ>tlty Earned Value 

I 

2 

3 

4 

s 
6 

7 

8 

9 

10 

11 

Construction: Geheri.c R.esiJ~nc EhAineer Maill)3l H.cvision 0: 03.27.00 
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Conuact: 
Conrn,ctor: 
Desccip1ion: 

Contract Award Value 
Uajt Ptice Adjustmt'r,ts 
Approvod Change Order,; 
WQrk Au1horizati-0n CN'i 
AMOIINT AYAILAOl.E FOR PAYMENT 

Less: Earnings to Date 
CONTRACT BALANCE TO EARN 

A<hf: R~te:ntion t0 Dflte 
CONTRACT BALANCF. TO PAY 
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CONTRACT PA YMF-NT ESTIMATE (SAMPLE) 

r
P•y Es<im>(e: 
Period Ending: 

$0.00 J>R£VJOVS 
$0.00 F.ARNlNCS $0.00 
$0.00 
$0.00 RETENTION 
$0.00 Contract $0.00 

Other $0.00 
Release $0.00 

$0.00 Liq. Cl&m>g,s $0.00 
$0.00 PAYMENT $0.00 

$0.00 
$0.00 

CURRENT 
S0.00 

S0.00 
S0.00 
S0.00 
S0.00 
so.oo 

Page: 
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Eshibit 7.3 

TO DATE 
$0.00 

$0.00 
S0.00 
so.oo 
so.oo 
S0.00 

I HEREBY CERTIFY, TO THE BEST OF MY KNOWLEDGE AND BEUEF, THAT THIS ESTIMATE REPRESENTS A CORRECT AND JUST STATEMENT OF THE WORK 
PERFORJl,IED. fliRTHERMORE, I CERTIFY THAT THE WORK COMPLETED TO DATE, UNDER THIS CONTRACT. IS IN FULL ACCORDANCF. WITH THE TERMS OF THE 
CONTRACT DOCUMENTS. PLEASE ACCEPT THIS AS A out Y EXECLTfE[) AFF[[)AVITTHAT ALL SUBCONTRACTORS ANo;oR SlJPPl,IERS WHO HAYE PGR.PORMf:,0 
Af-'Y WORK ON THE PROJECT TO DATE HAVE BEEN PA[[) THEIR PROPORTIONATE SHARE OF ALL PREVIOUS PAYMENTS FROM TH6 MTA. I CF.RTIFY UNOl::R 
PENALTY OF PERJURY, UNDER THE LAWS OF THE STATE OF CALIFORNJA. THAT THE FORE.GOING IS TRUE AND CORRECT. 

$1CNATUl!t-: TITLE DATE 

I HF..R.W y CERTIFY THAT TO TH£ BEST Of MY KNOWLEDGE A1'1) BELIEF THIS ESTIMATE REPRESENTS A TRUE AND CORRECT ST A TEMENT Of THE WORK 
PERJ'OllMED, A1'1) IS lN CONFORMITY WITH 'THE TERMS OF THE CONTR,\CT DOCUMENTS. 

RESIDENT ENGINEER DAT6 

ConsLnJCtiun: Gc:nc:ri~ Rr:~idenl Entint:er ManuaJ 
11-\"fA CM 11 l.Ol 

CONTRACT AOMtNrSTRATOR DATF- OE:O, CONSTRUCTION 

1 

0AT6 -

R.cvision 0: OJ.27.00 
Bosciinc: 03.27.00 
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1.0 PURPOSE 

This procedure provides the Resident Engineer (RE) with a method to document and recover costs incurred 
in correcting deficient. defective, omitted or nonconforming work that is not covered under warranty. 

2.0 GENERAL 

.2.1 In order to recover costs for remedial work under the backcharge procedure, the Responsible RE must be 
no1ified by the Identifying RE of the nonconformance in sufficient time to allow the Responsible 
Contractor to respond by correcting the nonconformance or accepting the backcharge. If the work is done 
by other contractors without notification and consenl by the Responsible Contractor, the chances of 
recovering costs may be negated . 

.2.2 The General Conditions of the contract provide the justification necessary to effect a backcharge and 
recover costs for failure to perform per contract specifications. Refer to contract anicles with titles such as 
"Inspection," Viarranty," "Audit" and "Notification of Completion, Final Acceptance and Payment° for the 
contract in question when citing justification. 

2.3 The vehicles for recovering costs for work performed under the backcharge procedure are Change Notices, 
Change Orders and ConsulLant Change Notices. These documents must be sufficiently backed up with all 
re levant data and a detailed breakdown of cost labor, materials, and equipmem to ensure cost recovery. 

2.4 In justifying backcharges in cases involving overlapping or follow-on contracts, it must first be determined 
that grounds for backcharging exist. The RE who identifies a nonconformance in the work must first 
determine if there are any pre-existing conOicts in the design drawings of the contracts involved that 
preclude a backcharge. for ins1.ance, in cases where facilities modifications are required 10 bring facilities 
work in line with what is shown on follow-on contract documents, the modifications are not 
backchargeable unless it can be clearly shown that the responsible contractor did not meet the specification 
requirements of the Responsible Contractor's contract. 

3.0 DEFINITIONS 

3.1 Backcharge: A reimbursable cost susiained by the Contractor comple1iJ1g the work and charged lo another 
Contractor or entity responsible for nonconforming work, as outlined in the contract documents. 

3 .2 Identifying Resident Engineer: The RE who manages the Contractor whose work is effected and requires 
the remedial action that may or may not be backchargeable. 

3.3 Responsible Resident Engineer: The RE who manages the Contractor who is performing the work 10 
rectify the nonconformance. 

3.4 Reimbursable costs: Cost incurred to correct andlor complete the backchargeabJe work. Reimbursable 
costs include all direct, indirect and administrative labor (construction management, design support and 
program management) required to correct the nonconforming work. 

3.5 Responsible Resident Engineer: The RE who manages the Contractor responsible for the nonconformance. 

3.6 Identifying, Performing. a11d Responsible Residenl Engineer: In any given silUation, the RE may actually 
be one or all three of these authorities. For purposes of this procedure, they are addressed separately. 

4.0 RESPONSIBILITIES 

Consa1.ruc1ion: Generic Rtsidcnl Enginccs Mairnal 
MTACMll l.01 
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4.1 Resident Engineers: All R.Es must clearly identify backcharge issues su fficiently in advance to notify the 
responsible parties and reach an agreement as to how the nonconfo1111ance will be rectified before follow• 
on work is begun. The RE who identifies a nonc-0nfom1ance that impacts his/her contract sha ll 
immediately notify the Project Manager and Deputy Project Manager, Construction, and shall com plete a 
wrinen Notice of Rackcharge Work (Exhibit 7. 1) per the instructions in this procedure. Administrative 
handling of the back charge papeiwork will be the responsibility of the Identifying RE, who will coordinate 
with the schedulers, estimat-Ors and cost engineers responsible for analyzing backcharge costs and schedule 
impacts. 

4.2 Identifying Resident Engineer: The Identifying RE will track all issues related to backcharge work, 
whether or not they result in a backcbarge or are resolved by the Respc,nsible Contractor. The Identifying 
RE will: 

• Review the General Te1111s and Conditions of the contracl related to backcharges and advise the 
Responsible RE. 

• Notify the appropriate cost engineer, scheduler and estimator as required and provide suspense dates 
for receipt of their input. 

• Negotiate the final costs. 

• Process the change documents as required, retaining sufficient documentation in the files l-0 suppon an 
audit. 

4.3 Responsible Resident Engineer: The Responsible RE reviews the Notice of Rackcharge Work, transmits 
the notice and backup documentation to the Responsible Contractor, ensures the contractor meets the 
suspense date for reply, evaluates the contractor's response and coordinates implementation of the 
contract-Or's or an alternative work plan with the Performing RE. 

4.4 Scheduler: The scheduler assigned to the task will review and analyze the change and identify any delay 
impacts on aflected contracts. 

4.5 Cost Engineer: The cost eogineer will define cost tracking requirements for the backcharge, track all costs 
directly associated with the work and add verifiable pro-rated costs for construction management, design 
support, and program management. When CCNs are involved, the cost engineer will assure that in-house 
time sheet recording requirements are established and followed, and will arrange for a special account 
number, if appropriate. 

4.6 Estimator: The estimator wi ll review backcharge documentation for inclusion of all cost infomiation 
peninent to the backcharge and provide a fair cost estimate to the Identifying REs. 

5.0 PROCEDURE 

5, 1 When nonconfom1ing work is identified, the Identifying RE will notify the Responsible RE. Notification 
shall be given within 24 hours if the change is considered exigent but no later than five (5) work days by 
written noti fication. 

5.2 ff the nonconfo1111ance is discovered by the RE of a follow-on contract, the drawings for the 
illlerfacing/overlapping contracts must first be reviewed to detenn ine that a nonconformance has indeed 
occurred. Once a nonconformance is verified, 1he Identifying RE will fi ll out a Notice of Rackcharge Work 
(Exhibit 7. 1). The fom1 will contain a description of the nonconformance, citing contract specifications and 

Consullction: Generic Residtnl Engineer Manual 
MT.A CM 111.01 
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drawing numbers as applicable. All supporting documentation will be included as attachment 10 the form. 
The Notice ofBackcharge Work shall contain as a mi.nimum: 

• Why it is a backcharge (in summary form). 
• W11at the nonconfonnance work consists of (i.n summary form). 
• The location of the work to be performed, referencing drawings, details and other contract documents. 
• When the nonconformance was discovered. 
• Who discovered it. 
• The contract or entity responsible for the non-conforming work. 
• The schedule impact, if any. 

5.3 Upon receipt of a Notice of Backcharge, within 24 hours if the change is considered exigent but no later 
than rwo (2) working days, the Responsible RE will review the backcharge for concurrence. If the 
backcharge is agreed to, the Responsible RE will send the Notice of Backcharge Work with a cover letter 
..,d supporting documentation to the Responsible Contractor. The lener will state that the Contractor must 
respond to the notice witl1in five working days. The lener will further direct the Contractor to correct the 
nonconformance or be backcharged for the cost of having others perform the work. 

5.4 The Responsible Contractor wi ll review the correspondence and decide what action to take. The 
Responsible Contractor will enter his response on the Notice of Backcharge Work and return same to the 
Responsible RE. The Responsible Contractor will exercise one of three options as follows within five (5) 
work days from receipt from Contractor: 

5.4.1 Option 1: The Responsible Contractor agrees to perform the work, and submits a work plan to correct the 
non-conformance: 

• After review and acceptance of the Responsible Contractor's work plan, the Responsible RE will 
forward a copy of the plan to the Identifying RE. 

• The Responsible RE will coordinate the Responsible Contractor's work efforts with any overlapping or 
follow--0n contracts, mitigate conflicts, and perform final inspection and acceptance of work. 

5.4.2 Option 2: The Responsible Contractor accepts the backcharge, but not the perfonnance of work: 

• The Performing RE will prepare a detailed scope of work prior to agreeing on the price. The 
Responsible RE will reach an agreement with the Perfom1ing and Responsible Contractor(s) on the 
price prior to starting the work. 

• When the price is agreed on, the Performing RE will process a change order for the Performing 
Contractor, and will provide all support documentation to the Responsible RE to prepare a parallel 
deductive change order for issuance 10 the Responsible Contr.actor. 

5.4.3 Option 3: The Contractor rejects tlte backcharge and the performance work or the Contractor fails to 
respond within the time limit: 

• The Responsible RE will notify the Identifying RE of the Responsible Contractor's rejection of the 
backcharge or failure to respond wi.thin five (5) days from Contractor's response or lapse of time 
allowance to Contractor five (5) days. In the lane, case, the Responsible RE will notify the 
Responsible Contractor by registered lener that, in tl1e absence of a response, a rejection of the 
backcharge has been assumed, and that a unilateral deductive change order will be issued for 
completion of the work by others. 

• In the absence of an approved work plan and price agreement, !he Perfo11ning RE will prepare and 
negotiate a change order for the Performing Contractor to proceed with the corrective work. 

• A copy of the completed change order package will be sent to the Responsible RE who will then 
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prepare a unilateral deductive cha11ge order for the Respo11sible Contractor. 

5.4.4 If the contract wilh the Kesponsible Contractor has already closed and a unilateral deductive change order 
cannot be issued, a backcharge against the Responsible Contractor will be pursued through a claim. 

5.4.5 No11conformances that are determined to be the responsibility of "third party" emities (utilities, local 
governments, municipalities, etc.) shall be referred to the DEO, ConstIUction and the Third Party 
Administrator for disposition. 

6.0 REfE.RENCE.S 

None 

7.0 EXHIBITS 

Exhibit 
7 l 
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Exhibit 7.1 
NOTICE OF BACKCHARGE WORK 

Date Prepared: _ ___ __ _ 

Originator Data: 

Contract No: Contract Title: 

Backcharge: Backcharge Title: 

Ref. No: CO: I CN: I RFC: I RFI: 

Backcharge To: 

Contract No: Contract Title: 

Backcharge Amount $ CCR □ Yes □ No POReq D Yes D No 

Description of Work: 

Notes: l. All costs to be detennined in accordance with the Pricing Provisions of the Contract performi.ng the work. 

Identifying Resident Engineer: 

Signature: 

Title Contract: 

Date: 

Responsible Resident Engineer: 

Signature: 

TiCle Contract: 

Date: 

Conswc1;on: Generic Residenl £nginecr Manual 
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Contractor: 

D Accept Notice of l:lackcharge and submit Work 
Plan to correct the Non-Conformance 

D Accept Backcharge, will not correct Non-
Conformance 

D Reject the Backcharge and Performance of Work 

Signature: 

Title Contract: 

Oate: 

Revision O: 03.27 .00 
Baseline: 03.27 .00 
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1.0 PURPOSE 

This procedure provides a method for recording and documenting differing site conditions. U also gives the 
Resident Engineer (RE) guidelines for assessment of the impact and consequences of the site condition and 
notification process 10 mitigate delays in the construction process. 

2.0 GENERAL 

2. l Alleged differing site condition(s) can, at a minimum, disrupt a Contractor's planned construction activities 
and delay completion of the project, and may result in increased conr:ract costs and/or increased costs on other 
contracts (e.g., those associated with delayed access), and additional administrative and supervisory expense. 

2.2 This procedure outlines the responsibilities of the RE in responding to notification by the Contractor of 
differing site conditions. 

• Investigate the alleged differing site condition. 
• Make an initial detennination of impact on construction progress and request assistance as needed. 
• Record and document differing site conditions at the site. 
• Notify other project participants and third parties. 

3 .0 DEFINITIONS 

3. I Differing Site Condition: Subsurface or latent physical conditions differing materially from those indicated in 
the contract documents, or unknown physical conditions at the work site of an unusual nature, differing 
materially from those ordinarily encountered and generally recognized as inherent in the work of the character 
provided for in the contract. 

4.0 RESPONSIBILITIES 

4.1 The RE is responsible for investigations of any alleged differing site condition; for detennining the effect of 
the differing site condition on work progress; for documenting and photographing the alleged differing site 
condition; for notifying all affected parties; for issuing a Change Notice (CN) for differing site conditions that 
can t>e readily resolved, and for monitoring conti.nuing differing site conditions until the condition is 
remedied. 

4.2 If the investigation does not find a differing site condition or finds that the differing site condition does not 
impact the contract cost or schedule, the RE will direct the contractor to resume the work in the area of the 
alleged differing site condition. If necessary, the RE will have the contractor submit a plan for resumption of 
the work. 

5.0 PROCEDURE 

5.1 CONTRACTOR NOTIFICATION OF DIFFERING SITE CONDITION 

5.1.1 Per General Conditions, Differing Site Conditions of the Contract Documents, notification by the Contractor 
of an alleged differing site condition requires a prompt and decisive response by the RE. The R£ must 
investigate the differing site condition before conditions are disturbed. Continued work in the area may make 
it difficult to verify the existence of the-differing site condition or verify its original extent. 

5.1.2 If the RE detem1ines that an alleged differing site condition will materially affect the Contracto~s operation, 
any interim contract milestone, critical or near-critical path activities, the R£ will notify the DEO, 
Construction. This will alert the DEO, Construction to potential delays in work progress. or potential cJa.i.ms, 
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and provide an avenue for action when delays afe not resolvable by the RE. 

5.1.3 If the differing site condition affects design assumptions, the MTA Engineering will be notified by the RE of 
the potential redesign. 

5. I .4 The RE will notify Public Affairs if the differing site condition affects the area residents and husinesses. 

5.2 RECORDING AND DOCUMENTING DIFFERING SITE CONDITIONS 

5.2.1 The R£ will investigate the alleged differing site condition. The RE will need a date-back camera and a 
measuring device. The measuring device will have a scale large enough to be clearly visible in the picture. 

5.2.2 Photographs, measurements, and sketches of the differing site condition should be taken from a permanent 
reference point, and indicate the exact location of the condition being documented. Photos should be labeled 
with respect to the permanent reference point (eg.,"looking northeast from the drug store on the comer of..."). 
A scaled measure should be shown in the photos to provide visible evidence of depth and dimension, size 
(e.g., of obstructions such as boulders), and diameters (conduits, pipes, etc.). A third parry should be able to 
review the field reports and identify the differing site condition. 

5.2.3 1l1e RE, or designee, documents the results of the site condition investigation. This documentation and the 
photos provide a permanent written and visual record of the differing site condition. The name of the 
investigator must be on the documentation for future reference. 

5.2.4 The differing site condition will also be noted in the Daily Inspection Report. The impact on Contracto~s 
work force and equipment must be included. 

5.2.5 Appropriate entries will be made in the R.E's Daily Diary. 

5.3 CONTINUING Dl!'FERJNG SITE CONDlTlONS 

5.3.1 If the consequences of a differing site condition are readily apparent, the RE will issue a Change Notice in 
accordance with Policy CF l4 for detem1ination of merit. Upon determination of merit and approval of the 
Change Notice, the contract will be modified and the contractor authorized to proceed with tbe work, in 
accordance with the General Condition entitled CHANGES. Otherwise, the RE will direct the contractor to 
resume the work affected by the differing site condition and will continue to monitor, document and evaluate 
the long-range impacts of the differing site condition. The RE is responsible for keeping the DEO, 
Constl'Uction, infom1ed on the status of the differing site condition. 

5.3.2 TI1e RE must ensure that Daily !11spection Reports continue to document the differing site condition and that 
copies of these reports are kepi in the historical file. 

5.3.3 TI1e RE will coordinate aJI monitoring of the differing site condition by third-party experts. 

6.0 REFERENCES 

None 

7.0 EXHIBITS 

None 
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1.0 PURPOSE 

This procedure outlines the Resident Engineer's (RE's) responsibilities m providing full and complete 
documentation for processmg changes to MTA construclion and procurement contracts. Addilional 
detail requirements are contained in MTA Procedure CF l4: Change Control: Construction/Procurement 
Contrac1s for CIP Projects. In 1he case of conflict or discrepancy, MTA procedures supersede any 
direction provided below, with the exception of discrepancies between the contract and the MTA 
procedures, in which case the contracl requirements take precedence. 

2.0 GENERAL 

2.1 ·n1e change conrrol process consisls of five basic steps: 

1. Change initialioo 
2. Change Nolice (CN) processing 
3. Negotiation/Cost verification 
4. Change Order (CO) processing 
5. Change cost posting and file closeout 

All conlTact changes will be processed in accordance with California Public Ulilities Code 130234 
(Exhibit 7. I). 

2.2 Tenns and conditions vary from contracl to conlract, refer to lhe specific contract documents in question 
when processing changes. 

3.0 DEFINITIONS 

Refer 10 the MTA procedure CF l4: Change Control: Construction/Procurement Contracts for CIP 
Projects for definitions of change-process terms. 

4.0 RESPONSIBILITIES 

4.1 RESIDENT ENGINEER 

RE authority for approving and executing contract changes is detined in MTA Procedure Cf 14: Change 
Control: Construction/Procurement Contracts for CIP Projects. The RE is not authorized to execute any 
conlract change extending contract duration or milestones or otherwise affecting the contract General or 
Special Conditions or to unilaterally execute changes witbout Contract Adminislrator approval. lhe RE 
is responsible for the earliest possible identification of potential changes, monitoring the progress of 
contract changes, tracking and reporting change s1an1s, coordinating change resolution with the Engineer, 
and contractor, preparing change documentation, ensuring that changes and conlTactor claims are 
processed ma timely manner, and ensuring that mil.estones and schedu les within his/her jurisdiction are 
not affected or impacted by avoidable delays in processing changes. 

4.2 CONTRACT ADMlNJSTRATOR 

The Contract Administrator is responsible for general oversight of change activity on assigned projects, 
and for ensuring that all changes are processed in compliance with policy and procedure requirements, 
S1ate Laws, and contract tcnns and conditions. 
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5.0 PROCEDURE 

5.1 REQVJ::S-r FOR !NFORMA TION OR CHANGE 

5. 1.1 REQUEST FOR INFORMATION (RFI) 

The RE will insure all that all RFls are logged and tracked in the CCS. All RFI transmittals will be 
generated from CCS. RFls will be reviewed by the Engineer for technical response when required. If the 
response lo an RFI indicates a change is required or contains design modifications, the RE will generate a 
CN in accordance with MTA procedures. Multiple Rfls may be processed in a single CN. 

5. 1.2 RE.QUEST FOR CHANGE (RFC) 

The R£ will insure that all RFCs are logged and tracked in the CCS. All RFC transmittals will be 
generated from CCS. llie RFC will be reviewed by the Engineer and the RE, and merit will be 
detennined. If the RFC is merited, the RE will generate a CN in accordance with MTA procedures. If the 
R£ detennines the RFC has no merit, the contractor will be notified. If the contractor does not agree, it 
may submit a notice of intent lo claim i.n the lime frame required by the contract, typically JO working 
days from the date of receipt of the RFC denial (refer to GREP 6.06). 

5.1.3 RESPONSE TIME 

All Rfls/RFCs shall be responded to in accordance with contractual requirements. Typically, the time 
from receipt to response should not exceed IO working days. 

5.2 CONTRACT CONTROL SYSTEM (CCS®) 

Project construction/procurement contract changes will be logged, tracked, and reported using the CCS. 
All standard change documentation forms (e.g., CN, CO, Approval Sign-Off Sheets, Change Technical 
Evaluation, Summary/Detail Records of Negotiation, Finding-of-Fact statements, standard change 
document transmittals, etc.) will be generated from the CCS. All RE staff who participate in the change 
control process must attend a CCS instJUclion session, provided by the MTA, within 90 days of 
assignment to the contract. 

5.3 CHANGE DOCUMENTATION 

Change documentation will be processed in accordance with MTA procedure CF14: Change Control: 
ConslJUction/Procurement Contracls for CIP Projects. The most recent revision oflhis procedure should 
be considered the definitive guide in the preparation of change documentation for the Project. Copies of 
this procedure may be obtained from the Manager, Document Control or the Manager, Change Control. 
Directives issued by the Manager, Change Control may supersede MTA procedure CF 14 pending formal 
incorporation and release of revised procedures. 

5.4 CHANGE STA TlJS REPORTS 

Change status reports will be taken direclly from the CCS database files. The RE is therefore responsible 
for keeping change information current by providing data to update critical database fields throughout the 
change process (e.g., "next action" and "need date" [for ball-in-court and priority reports); CN/CO issue, 
acceptance, approval and execution dates; change cost data, cost recovery data). Change Status reports 
based on real-time CCS data may be generated at any time, therefore it is critical that the RE maintain 
current data at all times. 
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5.5 CHANGE CONTROL BOARD 

All changes may be presented to the Project Change Control Board (CCB) as defined in CFl4. The RE 
or designee shall be present at the CCB meeting to address the change, as requested. 

S.6 CHANGE ORDER BOOKS 

Change Order Books (Change File Packages) should be prepared as outlined in Change Control 
.Procedure CFl4. The Change Order Books are organized using a five-tab system. White sub-tabs should 
be used lo break out documentation supporting individual CNs within a given tab (if the CO involves 
multiple CNs), to break out attachments and exhibits within a tab or to simplify reader access within a tab 
when several, or very lengthy documents are presented to the reader in a given section. 

To insure that a Change Order Book is complete, the Change Package Document Completeness 
Checklist, generated from CCS, will be used to verify that all required documents ate included in the 
book. The RE shall forward the completed Change Order Book to the Contract Administrator. The 
Contract Administrator will obtain approval signatures. When all signatures have been obtained., the 
Contract Administrator will rerum the original Change Order Book to Change Control, who will process 
the documents as required. On completion of processing, Document Control will forward a complete 
original copy, including all cost documentation to the Records Management Center for retention. 

5.61 SIGNED ORIGINALS 

All change documentation (especially originals requiring approval signatures) should be printed on MTA 
lenemead paper. Where indicated, document approvaVvalidation shall be by wet ink signarure. A typed 
name on a CCS-generated form does not constirute approvaVvalidation. 

5.6.2 SUPPORTDOCUMENTAT(ON 

All document< and correspondence related to change merit and cost determination are to be included in 
the change tile, including any documentation generated following change execution. A 11 
correspondence, reports, or records will be listed as part of the Chronology of Events listing in the CCS 
change record. Any support documentatioo (e.g., daily time and material cost records, 001 included in 
the original Change Book), will be ide11titied in the book by a target sheet. The support file is part of the 
legal project record and will be included in the project fi le at co11tract closeout. 

5.7 NEGOTJATJONS 

The RE wjJJ prepare or obtain an independent Fair Cost Estimate before negotiation of change cost as 
required by CFJ4. Prior to scheduling formal negotiations, the RE may form a negotiation team lo 
develop a negotiation position and negotiating limits on cost and schedule impac~ based on the Fair Cost 
Estimate and Time Impact Analysis. The RE will determine the time and place for the negotiations, 
schedule a meeting with the contractor, and contact negotiating team members to anend. All parties will 
be provided a minimum of two working days 11otice of negotiation meetings. 

On COs requiring execution signarure beyond the RE's authority, the CM will obtain the Contract 
Administrator's concurrence prior to negotiations taking place. The RE will implement the following 
procedures prior to starting change order negotiations. 

For any CO within the criteria described in paragraphs 5.7.1 through 5.7.3, the evolution of negotiations 
from original position to final settlement shall be clearly documented and explained in the Record of 
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Negotiations. 

5.7. I CHANGES WITHIN RE AUTHOR.ITV LEVEL 

The RE establishes a pre-negotiaooo position based on FCE and/or other supporting data, notifies the 
Contract Administrator, and negotiates and documents the CO accordingly, including a Cost and Price 
Analysis form stating the method used for pricing the change. 

5.7.2 CHANGES ABOVE THE R.E AUTHOR.ITV LEVEL 

The contract administrator establishes a written pre-negotiation plan based on FCE and/or other 
st1pporting data and sends it to the RE. 

The written pre-negotiation position is placed in the change file and is included in the final Change Order 
Book. 

The R.E aod Contract Administrator negotiate the CO accordingly. If, during the course of negotialions, 
it appears that the final settlement is going to exceed the upper limit of the pre-negotiation position, the 
RE will prepare a revised negotiation plan. 

5.7.3 MEETING MINUTES 

Meeting minutes for negotiations and finding-of-fact sessions will be recorded by a designated tean1 
member, and an anendance roster will be circulated at the meeting. A finding-of-fact memorandum or 
Detail Record of Negotiations, if required, will be prepared after the meeting and will be included in the 
change documentation. 

5.8 UNILATERAL CHANGES 

5.8.1 METROPOLITAN TRANSPORTATION AUTHORJlY 

The contractor's contract gives the MTA the right 10 issue a unilateral CO to the contractor in the event 
the contractor and the MT A are unable to agree on an adjustment to the contract price or contract time. 
The contractor is then entitled to file a claim. 

5.8.2 RESIDENT ENGINEER 

The RE may choose to issue a unilateral CO or Work Authorization Change Notice (WACN) with prior 
approval by the Contract Administrator if: 

• Negotiations with the cont.ractor fail to result in agreement on cost and schedule adjustments. 

• Notice and agreement of the contractor is not required. 

• Contractor fails to submit a CostiSchedule Proposal on time. 

• Contractor refuses to accept the bilateral change by failing to sign the bilateral CO. 

A unilateral CO is issued based on 01e cost and time adjustments determined by the RE, and documented 
by an independent Fair Cost Estimate and Time Impact Analysis. lf the contractor wishes to dispute those 
adjustments, it m11st file a claim per the General and Special Conditions of the contract. Cost and 
schedule infonnation supporting the change should be well documented, because of the high risk of 
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contractor claims resulting from issuance of a unilateral CO. 

The RE, however, wiU not make a unilateral change in design or substitution of materials without the full 
consent and authorization of Engineering Project Leader and the Contract Administrator. 

Prior to requesting approval to issue a unilateral CO and when the contractor fails 10 respond with a 
proposal within the allotted time, the RE will: 

• Send the contractor a letter to establish a drop-dead date for submittal of the proposal based on 
the schedule needs. (Do not use an arbitrary number (e.g., two weeks) but base ii on the 
schedule). Allow enough time to negotiate and implement the change if the contractor does 
respond. 

• One week prior to the drop-dead date, notify the cona·actor that failure to submit the proposal on 
time will result in the issuance of a unilateral CO. 

Once concurrence is received, proceed with tbe issuance of the unilateral CO in accordance with the 
contract and MTA procedures. 

5.9 TIME AND MA TERlAL CHANGES 

There are only two situations that require time and material (T&M) records: Inability to forward price 
change work or disputed work. 

5.9.1 TIME AND MATERIAL WORK AUTHORJZATION CHANGE NOTICE (WACN) ISSUING 
CONDITIONS 

A WACN mandating submission of time and material cost records is issued under the following 
conditions: 

• lf it is impractical to ascertain the total cost of changes in the work 
• If agreement cannot be reached on changes in the work or total contract price and it is necessary to 

proceed immediately 10 avoid delays 

When a WACN is issued the comractor is required by the General Conditions to submit T&M records on 
• daily basis for cost documentation purposes. Work performed pursuant to a To-Be-Negotiated WACN 
also requires submittal of T&M records until the value of the change is negotiated. To-Be-Negotiated 
(not-to-exceed) values should not exceed the amount required to conduct final negotiations and the 
issuance ofa change order. 

5.9.2 TIME AND MATERIAL RECORDS 

When a WACN is involved, the scope of work needs to be clearly understood by both parties. For 
example, the following conditions apply to T &M sheets when a W ACN is involved: 

• T&M sheets should reflect only that work for which tlie WACN is issued. 

• Contract work a.nd WACN work should not be commingled on the same time sheet. 

• If there. is a dispute over the runount of hours, material. or e(!U ipment on a particular time sheet, then 
the RE should not sign off on that timesheet 
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• The contractor is required to submit time sheets on a daily ba.~is and the RE needs to confi{Tl) and 
sign them on a daily ba.~is. This must be enforced. 

When an inspector signs off on the daily T&M sheet, infonnation on the sheet shall include the name 
and craft, quantity of man-hours, equipment number, equipment description, equipment hours, and 
materials. It is also possible that the contractor may include items on the daily sheet that should be 
covered by the markups. Therefore, final resolution cannot be reached until the contractor submits 
completed T &M sheets that include all appropriate rates and markups. 

Daily sign off by an inspector (or another knowledgeable staff member) should resolve the majority of 
reimbursement issues, provided there is a clear understanding of the scope of work. This should allow for 
prompt payment to the contractor as the work progresses. However, there should be a sheet-by-sheet 
audit by the RE--prior to finalization of the CO to verify that all the charges are in accordance with die 
contract. Refer to Exhibit 7.2, Time and Material Work Sheet. 

If the T&M sheet does not contain language similar to diat contained just above the inspector's signature 
on the Time and Material Work Sheet (E.xhibit 7.2) the inspector (or knowledgeable RE staff member) 
should add this language (via a stamp or in writing) prior to signing the T&M sheet. 

5.9.3 DISPUTED WORK/CLAIM CONO!TJONS 

In this situation, the contractor is proceeding with work as directed, but feels that a change is merited. 
The contractor has been directed to perfonn work by the Owner as pan of the contract and has been 
denied a Request for Change. Consequently, the contractor intends to pursue reimbursement through the 
claim process. 

In certain cases, T&M sheets should be kept without any acknowledgment of merit. The RL will state 
dtis requirement in the response to the RFC. This facilitates quantification of the cost of the disputed 
work. This requirement is identified in the General Conditions on Claims, regarding disputes over claims. 
Here, as in WACNs, it is important that there be a clear understanding of the scope of the disputed work 
and that die time sheets be submitted and signed off on a daily basis. 

If dte T &M sheet does not contain language similar to that contai.ned just above the inspector's signarure 
on the Time and Material Work Sheet (Exhibit 7.3) the inspector (or knowledgeable RE) should add this 
language (via a stamp or in writing) prior to signing the T&M sheet. The ftnal paragraph of Exhibit 7.3, 
just above the inspector's signature, differs from the final paragraph of Exhibit 7.2. 

6.0 REFERENCES 

The following documents are referred to in this procedure and are available under separate publication: 

I. CFJ4: Change Control: Construction/Procurement Contracts for CJ'P Projects 

2. MTA Contract Control System (CCS) Users Manual, (a=ssiblc on-line). 

3. GREP 6.06, Claims Process 

7.0 EXHIBITS 

The following exhibits are included in this procedure: 
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TEXT OF CALIFORNIA STATE PUBLIC UTILITIES CODE 130234 (Initiated as ABl869) 

.Effective March 13, 1996 

130243. The Los Angeles County Metropolitan Transportation 
Authority shall adopt a change order procedure for contracts awarded 
l>y the authority that includes each of the following requirements: 

(a) When a change order is proposed, the contract administrator of 
the authority shall be notified and shall detennine whether a change 
order is required. After consulting with the general counsel of the 
authority and appropriate technical advisers, the contract 
administrator shall either approve or disapprove the proposed 
contract change order. 
(b) The general counsel oft he authority shall be consulted on the 
proposed change order at the earliest possible time to consider and 
render advice on the legal implications of the proposed change. The 
contract administrator shall not approve a proposed change order 
unless the general counsel recommends changing the terrns of the 
contract. 
(c) The contract administrator shall requi.re the contractor to 
submit certified cost and pricing data for the proposed change, and 
shall require an internal fiscal audit of any proposed change order 
that would cost in excess of one hundred thousand dollars ($100,000) 
to implement. 
(d) The opi.nions of informed individuals working on the contract 
who oppose the adoption of a proposed change order shall be 
documented and be taken into consideration by the authority's change 
control board when determining whether a contract change is 
warranted. 
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Exhibit 7.2 

TIME AND MATERIAL SHEET (FORCE ACCOUNT WORK RECORD) 

Contractor: Cl Number: ------------ -------
Contract No: ______ Titl.: 

-------------- Date: 
J)eseription of Work: 

Approved by: R.E. Accepted by: Contractor 

LABOR MATERIAL & OTHER (Invoices Required) 

Name and Craft Hour.; Rate Wages Description lJnit Amount 
Cost 

Equip 
EQUlPMBNT Hours Rate Amoun1 SUMMARY No. 

I Wages Paid 

Travel Allowance 

Subtotal 

Mark-Up % 

TOTAL LABOR 

Material 

Equipment 

Subtotal 

Markup % 

TOTAi, MATERIAi. & 
EQUIPMENT 

TOTAL 
. . This SJgnature acknowledges verification of Jahor, eqmptoent, and n1atenal quanttllcs only. Costs and contract nllowab1lity are 

subject lO audit verification in accordance with contrac( tcnns. An)• costs dctcnnined not to be allowable for payment shall be 
deducted fro,n the tirne sh..:et prior to final resolution of the change order. 

Inspector 

Consuuc1ton: Generic Residenl Ehgineet Manual 
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Exbibit7.3 
TIME AND MATERIAL SHEET (DISPUTED WORK RECORD) 

Contractor: ___________________ CN Number: 

Contract No: ______ Title: _____________ _ Date: 

Description of Work: 

Approvoo by: _________ _:.R:;;.E::;._ A<e<:pted by: Contractor 

lABOR MATERIAi, & OT'HER (Invoices Rt<tuiroo) 

Name and Craft Hours Rate Wages Description Unit Amounc 
Cost 

Equip 
EQUIPMENT Hours Rat¢ A.mount SUMMARY 

No. 

r 
Wages Paid 

Trove! Altowaoce 

Subtotal 

Mark-Up % 

TOTAL LA l30R 

Material 

Equipment 

Subtotal 

Markup % 

TOTAL MATERIAL & EQUIPME:NT 

TOTAi, 

This signature adrnowJedg.es verification of labor, equipment., and ma1erial quantities expended under disputed contract work. 
This aclcnowledg.ment is for eosr acco\lllling 011ly and in no way binds the Authority to pay for the itemized costs. Any costs 
determi.ned not to be allowabJe for payment shall be in accordance with the contract terms and are subject to audit verificaLion. 

Inspector ___ _ _ _ _ _ _ ____ Signature __________ _ __ Datc 

Consttoc.:lion: 0(-;neric flesldent Engineer Manuo.J 
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1.0 PURPOSE 

This procedure provides specific instructions for processing potential claims received from the 
con tractor. 

2.0 GENERAL 

2.1 CLAIMS ANO DISPUTES 

Claims and disputes will be handled in accordance with the contract General Conditions articles 
governing: 

• Disputes 
• Notice of intent 10 claim 
• Subminal of claims 
• Mediation or Disputes Review Board 

2.2 REQUESTS FOR TIME AND COMPENSATION 

Contractor requests for additional time and compensation for work that are found to have merit are 10 be 
processed as bilateral ch•nge orders, whenever possible. If the request for change is detennined to have 
no merit or a unilateral change order is issued and the contractor does not agree, the contractor may 
submit a notice of intent to claim. 

2.3 CLAIMS AND FINAL PAYMENT 

No claims shall be made after final payment is made to the contractor for the work. A claim will cease to 
be a claim if, at any time, a change order or contract amendment resolving the issue is signed by all 
parties. 

3.0 DEFlNITlONS 

3.1 Request for Change: Any letter or conespondence from the contractor requesting modification to the 
contract. 

4.0 RESPONSIBILITIES 

4.1 The RE is responsible for initially assessing the validity of contractor requests for change, preparing a 
response to requests for change and appeals, and compiling a file of potential claims-related 
documentation and conespondence. The RE also has the primary responsibility for the negotiation of all 
change settlements, with the Contract Administrator assisting in the negotiation of claim senlements. 

4.2 The Contract Administrator will assist the RE in coordinating the dispute-handling process between the 
RE and the contractor. 

5.0 PROCEDURE 

5. l 11,e process begins when the RE reviews a Contractor Request for Change (RFC) and makes a 
detennination of merit. 1 f the request has merit, the RE proceeds to issue a Change Notice in accordance 
with GREP 6.05. If the RE makes a "no merit" detennination, the RE will issue a rejection letter to the 
contractor. A 11 RFCs will be Jogged into the Contract Control System (CCS) on receipt. 

Cuns.truction: Generic Re.!iident fnginccr ManuaJ. 
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5.2 If, despite lhe rejection letter, cite contractor still believes the request has merit, the contractor may 
provide a written "Notice of Intent to Claim" to the RE. The RE will assign a control number 10 the NOi 
and enter appropriate information into the Claims Module of the MTA CCS computer tracking system. 
The RE shall es1abl.ish a potential claim file with all pertinent infonnation using the assigned CCS Claims 
Module tracking number. 

5.3 The contractor and any subcontractors involved in a dispute are responsible for furnishing the 
infonnation and details necessary for the detem1ination of the facts or contentions involved in any 
potemial claim. Requests for time extensions musl include a revised construction schedule showing the 
effects of the delay on the schedule and must include proposals to minimize schedule impacts. Support 
data for any dispute involving a time extension will be submitted per the tenns and conditions of the 
specific contract. 

5.4 If, upon reconsideration of the contractor's request, the RE detenni.nes the request now has merit, the 
issue will be handled via a Change Notice that summarizes the basis for negotiation of cost or schedule 
impacts. If the RE detennines the request still has no merit, the RE will write a second rejection letter 
and forward it to the contractor. The RE should assume at that point that the dispute constitutes a 
potential claim and should begin amassing pertinent documentation in support of the RE'S "no merit" 
detennination. 

5.5 The contractor may now choose to pursue the issue by submitting a claim, Upon receipt of such a claim 
from the contractor, the RE will log pertinent information in CCS, Any applicable contractor reference 
numbers should be logged, along with the stated basis for claim. The request along with supporting 
documentation, will then be forwarded 10 the contract administrator for further processing. 

6.0 REFERENCES 

Contractor's Contract General Conditions 

7.0 EXHIBITS 

None 
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J.0 PURPOSE 

The purpose of th is procedure is to provide guidelines for claims avoidance and to define the role of the 
RE in cl•irns mitigation. 

2.0 GENERAL 

2. l Potential claims may come from the Contractor in the form of: 

• Notice of Intent to Claim 
• Request for Information or Requests for Change 
• Phone calls from the work site (infomial notification) 
• Notification of differing site conditions, deficient specifications or design drawings, conflicting 

information in contract docwnents 

2.2 Contract specifications generally allow the Contractor to claim damages or delays provided adequate 
notice and docum entation are furnished. It is essential that the RE recognize potential claims situations 
and look ahead pro-actively to idemify potential claims. Prompt notification to the OEO, Construction of 
potential claims situations will give responsible parties sufficient ti.me to set the mitigation process in 
motion and possibly avoid the claim enticely. 

3.0 DEFJNITJONS 

None 

4.0 RESPONSIBIUTIES 

4.1 TI1e RE is responsible for the timely resolution of potential claims through the prompt negotiation of a 
change order, when appropriate. The RE is responsible for identifying potential claims; providing initial 
technical analysis and review of all requested changes; providing clear and concise descriptions of the 
change notice or change order scope of work; schedu ling ahead for major changes; and communicating 
requirements and problems to the DEO, Construction, for prompt resolution. 

4.2 The RE is responsible for keeping clear and accurate records of (he events and issues leading to a 
potential claim. Timely response to Contractor Requests for Information or Requests for Change is 
coordinated wough the RE and the Contract Administrator. 

5.0 PROCEDURE 

5.1 CLAIMS AVOIDANCE GUIDELINES 

5.1.1 The RE should conduct periodic job coordination meetings with the Contractor to discuss work progress 
and any schedule, administrative or project problems. The Engineer should be included in these meetings, 
if specific design issues are to be addressed. Detailed meeting minutes should be kept. 

5.1.2 The R.E and inspector(s) $hould monitor the Contr•ctor's work for compliance with plans, specifications, 
and contractual provisions, perfom, quality assurance inspections of the workmanship, materials and 
equipment and monitor dte Contractor's quality control process. 

5.1.3 The overall project schedule should be maintained and Contractor schedules monitored. Schedule 
progress should be compared against actual observed field progress. The RE may require the Contractor 
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lo provide mitigation plans to recover the schedule if the Contractor is not maintaining schedule progress. 

5.1.4 Payment requests, change notices, and change orders should be processed in a timely manner. 

5. 1.5 The RE should plan, schedule and expedite the delivery of MT A-furnished materials and equipment to 
the job site. This responsibility includes warehousing and coordination between supplier and Contractor. 

5.2 IDENTlFYJNG AND DOCUMENTING A POTENTIAL CLAIM 

5 .2.1 The RE should anticipate and identify potential problem areas in the work. II is the RE's responsibility 10 

alert the DEO, Construction, in order to allow as much lead time as possible to schedule mRjor changes 
requiring action from the MTA Change Conn·ol Board and other Boards. 

5.2.2 The RE will maintain a complete history of potential changes, to include written records of the following: 

• Contract change possibilities 
• Claim of differing site conditions 
• Omissions or conflicting infonnation in contract documents 
• Cust or time revision requests 

5.2.3 Any documentation relating to disputed work and/or documents, lo include correspondence, memos, 
diaries, and photographs, should be kepi in a potential claim file whenever a potential claim is 
recognized. 

5.3 MITIGATING POTENTIALCLAlMS 

5.3. l The RE will reach one of three decisions in detennining the merit of a potential claim: 

• There is merit in the claim and the Contractor clearly has the entitlement ln this case, the RE acts 
inunediately to issue a Change Notice or Work Authorization Change Notice to remedy the problem. 

• There is clearly no entitlement, in which case the RE nolities the DEO, Construction, lhe Contract 
Administrator and the Contraclur that the potential claim has no merit. 

• There is entitlement, but time and/or dollars cannot be quantified at this time. In such cases, lhe RE 
will issue a Change Notice or Work Authorization Change Notice. 

• Authority limits and appeal procedures wi.11 fo llow the provisions in the Contract. 

5.3.2 The RE is responsible for providing clear and concise descriptions of lhe scope of change notices and 
change orde~. Unclear definition of the scope can delay lhe resolution process. 

6.0 REFERENCES 

None 

7.0 EXHIBITS 

None 
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1.0 PURPOSE 

1.1 This procedure covers melhods by which lhe Projecl records are controlled, retained, and secured for 
ready retrieval. Procedures include: 

• Documenl sequence number idemification and indexing 
• Subject code/file assignmem 
• Records Management System (RMS} 
• Document Response Tracking 
• Document Dislribulion 
• Case Files 
• RE Diary and Telephone Log 
• Records Storage 
• Contract doctunenl maintenance 

l .2 This procedure establishes documem control methods for the Resident Engineer (RE) offices. 

2.0 GENERAL 

These procedures are compliant with the Document Control procedures and file coding system which 
provide requirements for records management and document control procedures for MTA construction/ 
procurement contracts. The RE may delegate project file maintenance to the Document Control staff. 

3.0 DEFINITIONS 

Case Files: Files segrega1ed by document type such as Change Orders, Subminals. Case files are 
segregated lo provide efficient retrieval. See Paragraph 5.6 for a listing of required case files. 

3. l Project Record,: All correspondence and records pertaining to the contract work includes but is not limited 
lo: 

• All correspondence and documents sent to and from lhe contrac1or 
• All correspondence and documents sent to and from lhe MTA 
• All correspondence and documents sent to and from 1he Engineer 
• All correspondence and documenls sent to and from third parties and agencies 
• All con1rac1or deliverables 
• All comracl documents 

3.2 Records Management System (RMS): The au1omated MTA correspondence and docurnenl indexing 
system. 

3.3 Sequence Files: Correspondence and documents tiled in sequence number order. See Seclion 5.1. 

4.0 RESPONSIBILITIES 

4.1 RESIDENT ENGINEER 

Each RE is responsible for controlling contrac1 records received or genera1ed by the RE and ensuring 
their safekeeping until fom1ally transmined 10 MTA Records Managemenl Cen1er as part of the contract 
closeout process as defrned in GREP 4.12. The RE is responsible for ensuring lhat a comple1e record of 
Contract correspondence is maintained, and for ensuring Iha! a complete and curreJll set of contract and 
design documents is maintained by the RE al all times. The RE is responsible for maintaining files of all 
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contract deliverable documents. The RE's file is the orficial project record of the related contract until 
closeout transfer is completed. Exact copies of these documents in the possession of other deparnnents or 
RE retained for convenience :uc not considered part of the record file. 

The RE is responsible for maintaining accurate and detailed documentation in support of all construction 
activities, including the RE Diary, and for tracking all activities that impact the work. REs managing 
more than one contract must maintain a separate RE Diary for each contract. 

4.2 DOCUMENT CONTROL 

Document Control is responsible for coordinating with v:uious departments and REs and for providing 
training and assis1ance, as required, to ensure consistency of document processing an.d filing . . Documen.t 
Control is also responsible for coordinating records storage, and transfer of completed project files. 

5.0 PROCEDURES 

5.1 DOCUMENT SEQUENCE NUMBER IDENTIFICATION AND INDEXING 

5.1. l SEQUENCE NUMBER ASSIGNMENT 

Documents and correspondence to be included as part of project records and/or contract files will be 
assigned a unique document sequence number identifier and subject code. 

5.1.2 SEQUENCE NUMBER LOCATION 

For incoming and outgoing correspondence, the document sequence number should be placed in the 
upper portion of the document prior to its distribution. The sequence number may be typed or hand­
written. 

5.1.3 SEQUENCE NUMBER STRUCTURE 

The document sequence number identifier for correspondence will include: project number • contract 
number - to/from code• sequence number. For ex:unple, for contract H0 l20, the first letter from the RE 
to the contractor shall be assigned R9 I-H0 120-REC-0000 I. Subsequent letters would be assigned 00002, 
etc. The foUowing list describes components of the document sequence number: 

• Project Number: Example "R9 I" 

• Contract Number: Example: "H0!20" 

The alphanumeric contract number assigned at award. For documents not related to a specific 
contract, the contract number NCS (non-contract specific). 

• From/To Acronym 

The following codes are used on all projects 

REC ~ Identifies all RE to Contractor correspondence 
CR.E = Identifies all Contractor to R.E correspondence 
RED= Identities all RE to Designer correspondence 
DRE= Identifies all Designer to R.E correspondence 
{OC = Identifies all RE i.nteromce mcn,os 
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• Sequence Number 

Sequence number shall be a five-digit sequence number beginning with 00001 for each "From/To" 
code and continuing sequentially until completion of contract and/or project. 

5.1.4 CORRESPONDENCE INDEXING 

The RE's office will enter all incoming and outgoing correspondence into the MTA RMS. During 
document approval cycle, if a sequence number is assigned and for whatever reason the document is 
canceled prior to signature and issuance, the originator will note "canceled" and the date in the indexing 
system for the corresponding sequence number. Canceled sequence numbers will not be re-used . 

An issued document cannot be physically revised, recalled or withdrawn (images caonot be removed 
fi-om the optical disk). If, for whatever reason, a document requires revision or cancellation, a subsequent 
document shall be issued to supersede, void, or rescind the document. The index shall be updated 10 

reflect the superseded or voided document. 

5. l.5 CASE FILE SEQUENCE ASSIGNM ENT 

For documents other than correspondence, sequence numbers may be the unique number or date assigned 
10 the document. For example, Change Orders, Change Notices, Requests for Information, Requests for 
Change, Notice of Intent to Clain1, Claims, and Submlttals have a unique sequential number assigned to 
them. Refer 10 the procedure applicable 10 the documer11 for assigning these sequence numbers. In the 
case of reports, either a sequential report number is assigned or the issue dare of the report becomes the 
report number. 

5.2 MTA CONSTRUCTION SUBJECT CODE/FILE SEQUENCE SYSTEM 

5.2. 1 CODING SYSTEM 

MTA Construction maintains a unified Subject Code/File Sequence System. The latest listing, maintained 
by Document Control is required to be used for all project related correspondence and documenl5. 

5.2.2 CODE CHANGES 

Any changes or additions made to the index must be coordinated througb Document Co11trol. When 
changes are accepted, Document Control will distribute changes to appropriate staff. 

5.2.3 CODING DOCUMENTS 

'Jbe document originator will assign at least two code numbers. The first code number should be the 
sequence file code, and the second code number should be the appropr.iate subject code. Multiple code 
numbers may be assigned to a single document. 

5.2.4 CODE NUMBER LOCAT1ON 

The subject/fi le code numbers will be placed on the document prior to distribution of the docwnent. l be 
code nwnbers may be typed or hand-written and will be located in the lipper right hand corner of the 
document or as otherwise specified in the MTA File Coding System document (PA302). 

5.2.5 SEQUENCE FO.,ES 
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At a minunum, the RE maintains a complete (physical) sequence fi le of all incoming/outgoing 
correspondence. Duplicate copies of documents may also be filed in subject files at the discretion of the 
RE or as required for certain case fi les. See paragraph 5.6 for case fi le requirements. 

5.3 RECORDS MANAGEMENT SYSTEM (RMS) 

5.3.1 RMS INDEXING SYSTEM 

Tlte MTA is responsible for the maintenance of the RMS program. Input to the RMS document index 
provides an index of project-related correspondence and allows for prompt and accurate retrieval of 
records. 

5.4 DOCUMENT RESPONSE TRACKfNG 

The RE will establish and maintain a method for tracking incoming and outgoing correspondence that 
requires a response and is not tracked in other automated systems. 'The tracking of documents not 
controlled in other systems may be maintained manually or electronically. The RE is responsible for 
ensuring that a timely response is generated and that open items are closed. The following document 
types do oot require separate response tracking as they are maintained and tracked in the Contract 
Control System (CCS): Requests-for-Information (RFI), Requests-for-Change (RFC), Change 
Orders/Change Notices, Claims/Notices of Intent to Claim (NOi), and Contractor Submittals. 

5.5 DOCUMENT DISTRIBUTION 

The originator of outgoing correspondence is responsible for specifying who will receive copies. The 
distribution will depend on the subject of the document. The RE will detennine While standard 
distribution lists may exist, the originator must use good judgment to ensure that appropriate distribution 
of correspondence is made. 

5 .6 CASE F1LES: 

The following document types will be maintained in segregated subject sequence files: 

• Request-for•) nfonnation (RF!)• 
• Request-for-Change (RFC)• 
• Change Orders/Change Notices• 
• Clainw'Notice of Intent to Claim (NO!)• 
• Contractor Submittals: Submittals will be filed by Submittal Number. 

•Note: RFI/RJ-'C/CN/Claims files that are ultimately issued as a Change Order shall be filed in a single 
file under the Change Order number. ·nie remaining files should include only these types of files: 
R.Fls/RFCs that did not result in a contract change; CNs that were canceled or wi01drawn; and claims that 
were canceled or unresolved. 

5.7 RE DI.ARY AND TELEPHONE LOG 

5.7.1 The RE will record the events of the day in a bound notebook. Handwritten entries will be made every 
working day by the RE or his/her desigoee. As an alternative, the RE may maintain the Daily Diary 
electronically. In that case, each daily entry shall be primed out and signed and dated by the RE. 'The 
hard copy of these daily entries shall be maintained iJ1 a file separate from other RE records. The diary 
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shall remain at the office at all times. Legibi)jty and ease of understanding are required. 

5.7.2 The RE diary is not intended to duplicate infomtation fonnally documented elsewhere. For example, 
Inspection Reports contain information about weather and site conditions. The RE diary should, as 
appropriate, contain infonnation in addition to that documented elsewhere, including all verbal 
communication. 

5.7.3 The diary should contain a record of all verbal agreements and telephone conversations between the RE 
and the contractor or other project participants. The diary should be sufficiently detailed to be used as a 
reference by construction management review teams or the MTA. Specific names, dates, locations, and 
other variables affecting the decision-making process at the work site should be noted. All conditions, 
events, or situations that might impact the progress of the work (e.g., notification of differing site 
conditions, adverse weather conditions affecting work progress, spot evaluations of an individual's 
performance on the job, and similar observations of the RE that pertain to job conditions) should also be 
included. 

On days when no work is done, "No Entry" will be entered for that day (this includes weekends and 
holidays). The diary will be securely stored and is not to be made available to contractor personnel or the 
RE staff without RE permission. 

5.7.4 The RE shall log significant telephone calls in his/her diary. Telephone calls that include agreements or 
negotiations must be documented with follow-up letters. The RE's Daily Diary will be retained as part of 
the Project File at contract closeout. 

5.8 RECORDS STORAGE 

The following procedure describes the requirements/process for preparing project files for archiving to 
records storage. Although this process generally occurs at project completion, preparation for records 
stornge should be considered as files are maintained. 

5.8.1 FILE QUALITY REVIEW 

The RE will review all files prior to document closeout transfer. File folders for unused file codes and 
duplicate copies shall be removed and disposed of. Letter size file folders shall be used wherever 
possible. Files or records should be placed in a logical order that will allow for the prompt retrieval of 
records. 

5 8.2 RECORDS lNDEX PREPARATION 

A Records Index must be completed by the originating RE for each storage box. Multiple boxes listed on 
a single page will not be accepted by Document Control. The completed fonn should be placed in the 
corresponding box. 

The Records Index must include sufficient information to retrieve records, including document date or 
date range (from/to), applicable file codes, document numbers and contract numbers. For example, JO 
boxes labeled "Harry's files" make it difficult to retrieve a specific document. All 10 boxes would have to 
be reviewed lo find the requested document. Chronological files should indicate a date range and subject 
lites should list subject headings. 

5.8.3 BAR CODE 

Document Control will coordinate with the Records Management Center to obtain bar code numbers. 
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Each box will be assigned a bar code number and the Records Index will include the Bar Code number 
assigned. 

5.8.4 BOX PACKJNG 

Records storage boxes must be full but not overflowing. Half-empty boxes are crushed when stacked and 
waste valuable space. Overflowing boxes will break and boxes will not stack well. Boxes received by 
Document Control not in compliance will be retllmed to the originator for correction. 

Pendaflex (hanging) folders are designed for use in file cabinets, not storage boxes. Storage boxes will 
not support the weight of Pendaflex folders. 

Generally, only standard record storage boxes (12 inches by 18 inches) will be accepted by Document 
Control for storage. Xerox or paper boxes will not be accepted for storage. The originator shall contact 
Document Control for ass.istance with records that will not fit in sta11dard storage boxes. 

5.9 CONTRACT DOCUMENT MAINTENANCE 

The RE office will maintain a current conformed set of all contract document$ at all times. The current 
conformed set of contract documents will include the "as-awarded" set of contract documents conformed 
to include all modifications or revisions issued to the contractor under a change notice, including mark­
ups, sketches, or other teclrnical direction issued to the contractor which alters or modifies the original 
contract tenns, specifications, drawings, or design. 

6.0 REFERENCES 

The following documents are referred to in, or are related to, this procedure and are available under 
separate publication: 

Document 
GREP4.08 
GREP4.09 
GREP4.ll 
GREP4.12 
GREP 6.01 
PA302 
Cf4 
CFS 
Cf6 

7.0 EXHIBITS 

None 
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1.0 PURPOSE 

This procedure explains !he process of identifyiog, documenting and evaluating potential lessons learned 
under the MTA Lessons Learned Program. 

2.0 GENERAL 

2.1 The pu!pOSe of the MTA Lessons Learned Program is to enable project management to take timely action 
to control the budget and schedule impacts associated with problems encountered on the job and to 
improve future design and performante. 

2.2 Tbe Lessons Learned Program is the vehicle for identifying problems and improvements affecting safety, 
quality, schedule, or budget. Subsequent to documenting and submitting a lessons learned item and its 
impact, management is able to prioritize the item and take remedial action in a timely manner. 

3.0 DEFINITIONS 

None 

4.0 RESPONSIBILITIES 

4.1 RESIDENT ENGINEER 

The Resident Engineer (RE) is responsible for submitting lessons learned items to the MTA Lessons 
Learned Coordinator for every significant change and improvement initiated which may impact other 
contracts, future design, or improve project management. The RE is responsible for evaluating concract 
changes for potential lessons learned items. 

4.2 LESSON!; LEARNED COORDINATOR 

The Lessons Learned Coordinator is responsible for coordinating funher evaluation, processing and 
tracking of Lessons Leanied items. The Lessons Leanied Coordinator is responsible for managing and 
operating the Lessons Learned Program. 

5.0 PROCEDURE 

5. I JDENTIFYlNG LESSONS LEARNED 

When a significant change or improvement occurs in response to problems eucountered during 
construction and at coutract close-out, the RE, and co a lesser extent suppon staff, will document Lessons 
Leamed items as the follows: 

• A description of the observed situation or issue 
• Other contracts that are affected 
• Drawings affected, if known 
• A description of any immediate action that was taken to correct the situation 
• The immediate cost or schedule impact, if known 
• The recommended action to prevent a recu.rrence of a problem or to implement an improvement 

Lessons Leanied identified as part of the change process shou ld be identified as part of tlie change record 
in the MTA CCS. 
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5.2 LESSONS LEARNED EXIT INTERVIEW 

Ln order to systematically caprure lessons learned, a lessons learned exit intecview,will be conducted by 
the RE with members ofRE's staff. This interview is part of lhe contract closefout procedure. Refer to 
REP 4.1 I. 

6.0 REFERENCES 

MTA POLICIES AND PROCEDURES 

DSGN06 Engineering: Lessons Learned 

7.0 EXH IBITS 

None 
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