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Statewide Public Facilities (SWPF) was established as a separate office with statewide responsibilities on August 

3, 2007 (See Section 18.5). 

The SWPF section provides cradle to grave project management of vertical construction projects for the 

Department of Transportation and Public Facilities (Department) and other executive branch agencies.  SWPF 

contributes to the Department’s mission by improving the delivery of state services in Alaska and protecting the 

health and safety of Alaska's people by constructing safe, environmentally sound, reliable, and cost-effective 

buildings. 

Core services provided by SWPF include site assessments, energy conservation services, facility planning, 

structural assessments, project programming, cost estimating, management and  construction  administration 

services necessary to design, construct, renovate, or repair state owned public facilities.  Project planning requires 

architectural, engineering, environmental, and estimating services.  Design carries the project through the 

completion of a bid-ready set of plans, specifications for the legal and technical contract terms, and an engineer's 

estimate for the cost of construction. Construction contracts are administered with project management personnel 

and on-site personnel. 

This manual provides guidance to SWPF personnel administering the construction phase of project delivery 

contracts. Its main purpose is to provide consistency in the way SWPF administers the construction phase of 

projects. That said; there will often be unique circumstances on any project that may not fit within the guidance 

provided and require additional consultation between the Project Engineer and the Project Manager (PM). 

This manual is a companion to the Alaska Construction Manual (ACM) for some federal aid projects.  The ACM 

provides detailed guidance on contract administration requirements for projects funded by the Federal Highway 

Administration (FHWA), the Federal Transit Authority (FTA) and the Federal Aviation Administration (FAA). 

The ACM is referenced throughout this manual and should be consulted for FHWA, FTA or FAA funded 

projects. 

This manual is not part of the construction contract.  The construction contract governs the relationship between 

the Department and the Contractor, and the terms of the contract supersede any information or guidelines 

contained in this manual.  

The following items apply to this manual: 

1. The SWPF Construction Manual is written to the Project Engineer and PM unless otherwise noted.  

2. The words Project Engineer, Department, and PM are capitalized throughout.  

You may download this manual at the intranet site:  

 http://web.dot.state.ak.us/public-facilities/resources.shtml 

 You will need to enter your user name (without the preceding SOA\) 

 You will need to enter your LDAP password (same as email password) 

Questions and comments may be directed to: 

sandra.barzilay@alaska.gov 

DOT&PF/Statewide Public Facilities 

Attn: Sandra Barzilay 

2200 East 42nd St. 

Anchorage, AK, 99508 

Phone 907-269-0856 
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1. Construction Overview 

1.1. Acronyms 
1.2. Definitions 
1.3. Organizational Structure 
1.4. Channels of Authority 
1.5. Project Staff – Assignments & Training 
1.6. Employee Conduct 
1.7. Federal-Aid Project Oversight 

Responsibility Agreements 
1.8. Construction Manual Exceptions 
 

1.1. Acronyms 

The following acronyms are used in this manual: 

AC Account Code 

A/E Architect/Engineer 

AKOSH Alaska Occupational Safety and Health 

AKSAS Alaska State Accounting System 

CC Collocation Code 

CPM  Critical Path Method 

CSI Construction Specifications International 

CMGC Construction Manager / General 

 Contractor 

BMP Best Management Practice 

DEC Department of Environmental 

 Conservation (state) 

DB Design Build 

FAA Federal Aviation Administration 

FHWA Federal Highway Administration 

GC General Conditions 

IBC International Building Code 

ICAP Indirect Cost Allocation Plan 

IRIS Integrated Resource Information System 

IWA Interim Work Authorization 

LC Ledger Code 

M&O Maintenance and Operations 

NOI Notice of Intent  

NTP Notice to Proceed 

OSHA Occupation Safety and Health 

 Administration (federal) 

OMB Office of Management and Budget (state) 

PDA Project Development Authorization 

PM Project Manager 

PR Program Code 

PSA  Professional Service Agreement 

RFI Request for Information 

RFP  Request for Proposal 

ROW Right of Way 

RSA Reimbursable Service Agreement 

SWPF Statewide Public Facilities 

SWPPP Storm Water Pollution Prevention Plan 

T&M Time and Material 

 

1.2. Definitions  

The terms defined below are used in this manual or 

they are likely to be encountered during contract 

administration. If there is any conflict between these 

definitions and definitions contained in the project 

delivery contract, the language of the contract 

governs. 

Adjusted Bid Amount:  A basis for comparing bids 

after credits for Alaska bidder’s preference, Alaska 

veteran owned business preference, and Alaska 

products preference have been subtracted.  The 

resulting amount is used to select the low bidder, 

but is not the same as the award amount. 
Preferences do not apply to federally funded projects.  

Alaska Construction Manual provides instructions 

to personnel who inspect and administer airport, 

highway and marine construction contracts for the 

Department. The ACM has application to some SWPF 

projects, primarily those funded by the FHWA and 

FAA. The ACM is available on the Departments web 

site under Statewide Design and Engineering Services. 

As-Advertised Documents: The plans, project 

manual and addenda available to contractors prior to 

bid or technical and price proposals. 

Competitive Sealed Price Proposals: Project 

delivery method where the contractor submits 

technical and sealed price proposals in response to an 

RFP containing complete plans and project manual. 

The contractor is selected based on the scoring and 

ranking of technical proposals, followed by a public 

opening of the sealed price proposals for final scoring 

adjustment. 

Construction Manager / General Contractor: 
Project delivery method where the contractor submits 

technical proposals in response to RFP containing 

conceptual design documents. The contractor is 

selected based on qualifications, past experience or 

best-value. The contractor (construction manager) 

provides input regarding material, design, scheduling, 

pricing, phasing and other input that helps the 

designer (under separate contract to Department) 

develop a more constructible project. At 

approximately 90% design completion, the 
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Department and the construction manager negotiate a 

guaranteed maximum price for construction of project 

based on the defined scope and schedule. If this price 

is acceptable to both parties, they execute a contract 

for construction services, and the construction 

manager becomes the general contractor. 

Conformed contract: The bound contract documents 

containing the plans and specifications, addenda, the 

fully-executed contract, payment and performance 

bonds, and completed bid schedule form. DB 

contracts include the contractor’s proposal. 

Department: Alaska Department of Transportation 

and Public Facilities. 

Division 0:  The sections listed under 

Bidding/Proposal and Contract Requirements and 

Contract Provisions and Specifications in the 

conformed contract table of contents.  These sections 

delineate contract administration requirements. 

Division 1:  The sections listed under General 

Requirements in the conformed contract table of 

contents.  These sections contain general 

administrative and procedural requirements as they 

apply to the Technical Specifications sections.  

Design-Bid-Build: Project delivery method where the 

Department develops complete design and solicits 

bids.  The contractor is selected based on low bid. 

Design-Build (DB): Project delivery method where 

the contractor is selected at conceptual design phase 

through a RFP process. The contractor is responsible 

for final design. Selection is based on evaluation of 

technical proposals. Sealed cost proposals are also a 

rating factor; however, low cost proposal may or may 

not be the deciding factor. 

Encumbrance:  The accounting process of reserving 

project funds for a specific contract obligation.  

General Conditions:  Section 00700 of Division 0 in 

the conformed contract (design-bid-build and CMGC 

contracts), or Section 00920 of Division 0 in DB 

contracts.  This section defines rights, responsibilities, 

relationships and administrative requirements and 

applies to all sections of specifications including 

Division 1. 

General Requirements: See Division 1 definition. 

Inspector:  A person assigned to the Project Engineer 

with the sole responsibility of quality assurance. 

Office Engineer: A person responsible for a 

construction project’s clerical and administrative 

matters, with no field responsibilities. 

Project Manager:  The person responsible for 

managing the design and construction for one or more 

individual facilities projects. The PM has overall 

responsibility for cost, schedule, and quality 

performance. The PM will provide supervision, 

direction, guidance, conflict resolution, and 

coordination to the Project Engineers assigned to 

specific construction projects. In some instances, the 

PM will perform duties normally assigned to Project 

Engineers due to staffing shortages or other reasons. 

Project Manual: Bound paper or consolidated 

electronic document(s) consisting of Divisions 0, 1, 

technical specifications and plan set. The plan set is 

usually separated, except for small projects. 

Project Engineer: The Department’s designated on 

site representative. 

Record Drawings: Digitized or mylar plan set 

modified by designer of record to reflect the 

contractor’s final red line record drawings. 

Red Line Record Drawings:  Plan set annotated by 

the contractor to show actual installation as it happens.  

Small Procurement: Simplified contract procurement 

method for small projects as limited by Alaska Statue 

36.30.015 and Alaska Administrative Code (2 AAC 

12.740). Guidance is provided in the Department’s 

Small Procurement Manual. 

Supplemental Conditions:  Section 00800 of the 

conformed contract modifies the General Conditions 

(Section 00700 in design-bid-build and CMGC 

contracts) specific to a project, its locale, and its 

unique requirements.  DB contracts do not have 

supplemental conditions. 

1.3. Organizational Structure 

Commissioner 

The Governor appoints the commissioner of the 

Alaska Department of Transportation and Public 

Facilities and the legislature confirms the 

appointment. The commissioner is responsible for 

administration of all functions of the Department 

throughout the State.  The commissioner exercises this 

responsibility through delegation of authority.   

Deputy Commissioners 
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Three Deputy Commissioners report to the 

Commissioner. One of them supervises the Chief of 

SWPF. 

 

 

Chief of Statewide Public Facilities (the Chief) 

The Chief is responsible for directing the activities of 

design and construction administration for all projects 

assigned to SWPF. The Chief ensures that personnel 

performing these activities adhere to policies, 

procedures, and standards set by the Department and 

client agencies. The Chief also serves as the 

Contracting Officer for most of the contracts 

administered by SWPF. One example of an 

exception is when SWPF staff providing construction 

administration for a project at Ted Stevens Anchorage 

International Airport (ANC). In this case, the ANC 

Director of Environmental Engineering and Planning 

is the Contracting Officer. There may be other 

exceptions. 

Client  

A client is any entity requesting support from SWPF 

and securing said support through a formal agreement. 

SWPF is a service provider. Services include public 

facilities project management, planning, 

programming, design and construction contract 

administration for clients. Clients include the 

Department and other state agencies, with the 

exception of the court system and the University of 

Alaska which have separate contracting authority.  

SWPF does not own, operate or maintain any public 

facilities. The financial and administrative relationship 

between SWPF and clients is described in more detail 

in Section 2 of this manual. 

Contracting Officer  

The person authorized by the Commissioner of the 

Department to enter into and administer the contract 

on behalf of the Department. The contracting officer 

for SWPF is usually the Chief, but there are 

exceptions. The project’s Contracting Officer is 

always identified on the invitation to bid or the notice 

to proceed. 

Project Manager 

The PM reports directly to their supervisor and is 

responsible for day to day management of one or more 

SWPF projects and is the primary point of contact for 

the client. The PM may or may not be the direct 

supervisor of a project engineer assigned to a project 

managed by the PM. 

A PM may be assigned responsible charge of several 

small to medium sized projects or be tasked with 

administering a large complex project.  

Project Engineer 

The Project Engineer is the primary point of contact 

for the contractor and reports directly to a PM on a 

project by project basis. This means a Project 

Engineer often reports to more than one PM 

concurrently due to overlapping assignments for 

projects in closeout, startup and construction phases. 

The Project Engineer may be either a Department 

employee or contract employee provided by a 

consulting engineering firm under a professional 

services agreement. 

The Project Engineer (if a Department employee) is 

assigned a supervisor for timesheets, leave, 

performance evaluation purposes, and work 

assignments.  This subject is covered in more detail in 

Section 6 of this manual. 

The Project Engineer ensures that all work performed 

by the contractor conforms to the requirements of the 

contract in accordance with policies, procedures and 

standards established by the Department.  The Project 

Engineer has responsibility to lead any assigned 

project staff. 

Project Staff 

Project staff may include inspectors and technicians 

assigned to a project who report directly to the Project 

Engineer. Project staff may be either SWPF 

employees or contract employees provided by a 

consulting engineering firm under a professional 

services agreement. 

Regional / Headquarters Support Staff 

There are Department employees outside the SWPF 

chain of command that have oversight roles that may 

influence contract administration decisions. 

 Quality Assurance Engineers (QAE) report 

directly to regional construction engineers, 

who report to regional upper management, 

who report to the commissioner directly or 

indirectly. QAE’s duties are described in 

Department policy and procedure: 05.01.050 

Concurrent Review of Construction Projects. 

The QAE is only required to be involved in 

SWPF administered projects that are funded 



 

Construction Overview 1-4 Statewide Public Facilities  
Effective August 1, 2014  Construction Manual 

by the FHWA, FAA or Federal Transit 

Authority; however the QAE my support 

other QA efforts if requested by SWPF and 

subject to availability.  Most SWPF projects 

are not subject to mandatory QAE oversight. 

 Environmental Compliance Staff exist at 

the Department regions and headquarters 

through a wide variety of supervisor chains of 

command that will not be detailed here for 

brevity. Environmental compliance staff from 

the Department, permitting or regulatory 

agencies may visit the project during 

construction and conduct informal or formal 

compliance inspections, either prearranged or 

unannounced. Procedures for accommodating 

these environmental compliance inspections 

are detailed in Section 9 of this manual. 

 Utility Staff exist at the Department regions 

and headquarters to assist SWPF in utility 

contract coordination and contract 

development with local utility companies. 

1.4. Channels of Authority 

It is the Department’s policy to delegate authority and 

responsibility to the lowest level of management 

consistent with the Department’s policies, sound 

business practices, and applicable statutes and 

regulations in order to achieve Departmental 

objectives efficiently and expeditiously (General 

Policy 01.01.010), available on Department web site 

homepage.  

Decision making is the most important element of 

contract administration, and personnel at every level 

must take responsibility to make decisions within the 

authority delegated to them.  Consequently, 

construction personnel are expected to follow the 

channels of authority as outlined herein.   

Immediate supervisors will not be bypassed except in 

case of a contract administration emergency, and then 

only in the event the supervisor cannot be readily 

located. 

The Project Engineer is the single point of contact 

between the Department and all other parties 

associated with the project delivery contract, except 

that the PM is the primary point of contact for the 

client. The PM may in some instances delegate some 

or all of the client contact responsibility to the Project 

Engineer. All communications from the contractor 

should be directed to the Project Engineer, allowing 

the Project Engineer to deal effectively with the 

contractor.  All communications from the client 

should be directed to the PM unless the PM has 

delegated this duty to the Project Engineer. 

1.5. Project Staff – Assignments & 
Training 

Shortly after a contract is awarded, the PM prepares a 

delegation of authority letter signed by the 

Contracting Officer to the contractor identifying the 

Chief, PM, Project Engineer, and consultant assigned 

to administer the contract.  

The PM is responsible for developing a staffing plan 

for a project. Positions are filled with available staff in 

accordance with collective bargaining agreements, or 

as described in a professional service agreement for 

consulting engineering services. All project staff 

members should receive written notification of their 

initial assignment to a project, but notification may be 

done verbally. The notification should list the Project 

Engineer as their lead, along with the specific staff 

responsibilities, authorities, and assignments. 

The PM should review employee’s qualifications and 

the requirements of the assignment. If any job task or 

safety-related training is needed (Alaska Statue 

18.60.066 Employee Safety Education Programs), the 

PM should make required arrangements before the 

start of the assignment, if possible. As the PM 

familiarizes each employee with their assignment or 

reassignment, the PM should review the employee’s 

responsibilities, authority, relationship with their 

supervisor and other project personnel, and any other 

information that will make the employee better able to 

perform in the assigned capacities. 

1.6. Employee Conduct 

Employees should conduct themselves in an ethical, 

courteous, and helpful manner within the confines of 

their project role when dealing with contractors, 

clients, the public and other project staff.  Rules of 

conduct apply to all Department employees, including 

consultant employees.  

When in doubt, discuss the issue with your supervisor. 

Consult with the lead administrative assistant if you 

need help finding policy concerning employee 

conduct. 

The Chief is the ethics advisor for SWPF. The 

Department’s human resources office is another 

source of support and guidance for employee conduct 

questions or issues. 
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1.7. Federal-Aid Project Oversight 
Responsibility Agreements 

Overall responsibility and protocol for projects with 

federal funding from other agencies varies 

considerably. Such responsibility and protocol will be 

identified by the PM during the preconstruction phase 

of the project and included in the project delivery 

contract. Any special or unusual requirements that are 

not contained in the project delivery contract will be 

conveyed to the Project Engineer once assigned to a 

project. 

1.8. Construction Manual Exceptions 

Due to variances in project staffing or to the nature of 

a project; there may be situations where full 

compliance with this manual is neither cost-effective 

nor practical. There will also be situations that are not 

adequately addressed in this manual. In such cases the 

Project Engineer should discuss exceptions with PM. 

Exceptions may not violate federal, state, or local law, 

federal aid requirements, Department policy and 

procedure or the Department’s Chief Engineer 

directives. 

Exceptions not resolved through verbal consultation 

between the Project Engineer and PM will be 

documented in a memo. The memo will be sent to the 

Chief through the PM. 
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2. Fiscal Management

2.1. General 
2.2. Project Numbering & Project Account 

Coding 
2.3. Reimbursable Service Agreements 
2.4. Utility Agreements 
2.5. Project Development Authorization 
2.6. Federal Funding 
2.7. Memorandum of Agreement 
2.8. Project Budget 
2.9. Project Encumbrances 
2.10 RSA Billings 
2.11. Expenditure Monitoring 
2.12. Unauthorized Expenditures 
 

 General 2.1.

The PM will develop project budgets at project 

inception and update them each month, or more 

frequently as necessary to document significant 

changes. The PM may maintain a number of budgets 

for each project depending on the intended audience 

(detailed and summary). 

The PM will encumber funds for all contractual 

financial obligations as contracts are awarded or 

amended by a change document. Failure to do so may 

result in insufficient funds for contractor payment. 

Budget updates are distributed with the project status 

summary report each month.  The project budget and 

status summary reports are management mandates and 

do not effect contract management.  Failure to 

perform these duties is not subject to comment by 

regional concurrent review associated with FHWA, 

FTA or FAA funded projects and shall not be used to 

delay final payment to the contractor. 

 Project Numbering & Project 2.2.
Account Coding 

Every project is identified by a unique five digit 

Alaska state accounting system (AKSAS) project 

number, whether the project is state-funded, federally-

funded, or a combination of both. AKSAS is a legacy 

accounting system scheduled for replacement. 

July 1, 2015 is the projected launch date for the new 

integrated resource information system (IRIS); which 

includes a new financial accounting system. After the 

IRIS accounting system is live and AKSAS is retired, 

much of the information here will need to be revised. 

Post IRIS implementation, projects will continue to be 

identified by state and federal (if applicable) project 

numbers. Other accounting coding and terminology 

will change. 

The following information is related to AKSAS. The 

launch date for IRIS is only a projection. Changeovers 

of accounting systems generally require a significant 

re-education and training for staff. 

Many federally funded projects also have a federal 

project number or numbers assigned to it; this number 

relates to the federal funding agreement.  During the 

preconstruction process the PM must determine if 

federal project numbers need to be shown in the 

contract.  

Within AKSAS, there are two series of numbers that 

identify a project’s financial account:  an eight digit 

collocation code (CC) identifying the source of project 

funds, and an eight digit ledger code (LC), the first six 

of which identify the project, the seventh digit 

identifies the project phase (design, right-of-way, 

construction, utility) and the eighth digit identifies the 

eligibility of the expense (non-participating/state-only 

funds, participating/federally reimbursable funds, or 

deferred participating/state-funds until eligibility is 

resolved). 

Additionally, there are two five-digit number codes 

that further identify a particular expense charged to a 

project:  an account code (AC) identifying category of 

expense (payroll, per-diem, commodity, travel, 

contractual service), and a program  code (PR) 

identifying both project phase (design, construction) 

and segment of the budget or support group that incurs 

the expense (Civil Rights Office, field engineering, 

contractor payments, construction administration, 

environmental unit, quality assurance/materials unit, 

utilities, project control unit). 

For most projects, the CC and the first seven digits of 

the LC are usually the same for all of a project’s 

construction expenses.  The Project Engineer needs 

only to know how to use the PR and AC, and how to 

determine the federal funding eligibility (if any) of a 

particular expense (the last digit of the LC).  Projects 

that have multiple funding sources may prove more of 

a challenge. Project Control and the SWPF Financial 

Coordinator should be consulted for guidance on 

unusual situations. The Departments A-87 

Implementation Manual, available on line, explains 

the use of these codes and provides examples. 
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The Department assesses an overhead rate (officially 

called the Indirect Cost Allocation Plan, ICAP) on all 

capital projects. ICAP charges are applied to all 

capital expenses once a month. This ICAP revenue 

supports the overhead activity within the Department.  

 Reimbursable Service Agreements 2.3.

SWPF frequently performs work for other state 

agencies (clients). RSAs are formal agreements 

between two agencies whereby the requesting agency 

requests the services of the other, the servicing 

agency, and the requesting agency agrees to 

compensate the servicing agency for services 

rendered.  SWPF is usually the servicing agency, 

although occasionally it will request the services of 

another agency through the RSA process.  The 

servicing function is generally to plan, design and 

construct facility related projects for the client, 

including but not limited to new construction, 

rehabilitation, renovations, energy upgrades, 

demolitions, and hazardous material abatement. 

The requesting agency does not actually give SWPF 

funds to perform the requested service.  Instead, the 

agency gives SWPF authorization to spend the client’s 

funds.  SWPF pays its contractors, vendors, and 

payroll obligations from Department funds and bills 

the client’s funding for reimbursement. 

The RSA comprises the source documentation 

authorizing a project's funding from a client.  From 

the RSA the following information can be learned: 

 Scope of work 

 Expiration date 

 Project number and financial Coding 

 Source of funds (non-federal and/or federal) 

 Allocated of funding broken out by work items 

 Schedule of maximum cost 

As a cautionary note, if the box at the bottom of 

Section V on the RSA form is checked, the servicing 

agency may not change line items without approval of 

the client. This can cause significant delays if funds 

need to be shifted between funding allocations on 

short notice. PM’s should carefully consider and 

discuss potential impacts with the client if a proposed 

schedule of maximum cost appears to be 

unnecessarily restrictive, before sending the RSA to 

the Chief for approval. 

Clients may request RSA modifications to increase or 

reduce existing authorizations.  During construction, 

clients may request contract changes that increase the 

scope and cost of the project beyond the limits of 

available funding, including change order contingency 

funding. The RSA must be modified to increase 

funding before executing any such change documents. 

Original and amended RSA's are co-signed by 

Departmental representatives (client and SWPF).  The 

Chief is the approving authority for SWPF.  The PM 

must initial the amended RSA to indicate the 

authorization increase is adequate to finance the 

additional work before sending the RSA amendment 

to the Chief for approval.  

A client may believe the current authorized RSA 

funding level is too high and request a portion of it be 

returned.  This is called a "negative RSA" and it 

reduces the authorization from the current amount to 

the new amount specified by the client.  In this case 

the Chief requires “initials” sign off from the PM that 

the negative RSA is appropriate before approving any 

such action.  It is imperative that careful attention be 

paid to negative RSA requests to preclude release of 

funding required to complete the project. Copies of 

the RSA should be kept in the project fiscal file. 

 Utility Agreements 2.4.

Utility companies sometimes pay for a portion of the 

work done under a contract administered by SWPF.  

These funding arrangements are set up under RSAs or 

Utility Agreements. 

 Project Development Authorization 2.5.

A PDA allows SWPF to perform work for the 

Department. A PDA places project funding on the 

books and into the proper phase. 

PDA’s provide the same basic information as an RSA: 

 Project number and ledger code 

 Authorized funding by phase (design, 

construction, utilities, land, etc.) 

 Collocation codes 

The PM may only spend up to what is authorized by 

phase and CC.  The PM will initiate PDA 

amendments through the SWPF Financial 

Coordinator. 

Copies of original PDA and amendments should be 

kept in the project fiscal file. 
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 Federal Funding  2.6.

On federally funded projects, the State enters into two 

contracts:  one with the contractor and the other with 

the federal funding agency.  Federal financial 

programs are set up and run differently, but all 

accomplish the same end – the transfer of federal 

funds to the receiving entity, which for the purposes 

of this manual is our clients (including the 

Department). 

Federal funding sources have different rules and the 

PM must become familiar with the requirements 

detailed in individual federal grants or agreements. 

These federal agreements or grants sometime some 

with strict billing and reporting requirements and it is 

important that the PM study and become familiar with 

all the terms and conditions. 

Since this can be an overwhelming amount of 

information for a single PM to absorb, SWPF 

generally assigns projects attached to similar or the 

same federal funding streams to a single PM initially. 

This PM becomes the subject matter expert for the 

particular funding source and passes this knowledge 

on to other PM’s who encounter these funding types. 

The Department has a long history, and support 

structure at Headquarter and the Regions to properly 

handle FHWA, FTA, and FAA federal funding 

sources. 

RSA’s with a client are sometimes funded partly or 

entirely by federal funding from various federal 

agencies. As an agent for our client, PM’s must be 

familiar with the source(s) of federal funding (if any) 

associated with an RSA and what the requirements are 

for administering the funds. 

PM’s should get a copy of any federal funding 

agreement between the client and the federal funding 

agency. A client may or may not be very familiar with 

the terms and conditions of the federal funding 

agreements supporting their project. PM’s are 

responsible for ensuring that projects administered by 

SWPF are in compliance with federal funding 

requirements that sometimes vary greatly from one 

federal agency to another. 

 Memorandum of Agreement 2.7.

Occasionally a memorandum of agreement (MOA) is 

used in place of an RSA. Whereas an RSA applies to 

agreements between state agencies, MOAs may apply 

to agreement between SWPF and a municipality, 

tribal organization or even a federal entity. The MOA 

serves a similar purpose as an RSA, but it is important 

that the PM study the MOA and become familiar with 

all the terms and conditions. 

 Project Budget 2.8.

PM will prepare budget at project inception and 

updated monthly until final completion. After 

construction bids are received, PM will verify 

authorized funding and revise the budget as necessary. 

The PM will work with the SWPF Financial 

Coordinator to make any needed adjustments. 

A budget form is available (see BLDG-Form 43, 

Section 17.43).  The PM may modified format to meet 

project's particular needs, but as a minimum must 

include the following information: 

 Current authorized funding 

 Expenditure categories by PR 

 Current expenditures 

 Projected expenditures at completion 

 Projected balance (authorized funding minus 

projected expenditures) 

Columns in the budget form should be totaled for each 

phase (design, construction) and for total project.  An 

overrun in one phase will require programming action 

to move funding between phases.  A total project 

overrun will require supplemental funding. 

Whenever a change to the project is made and at least 

monthly, the project budget should be updated. This is 

needed to verify that the authorized funding will not 

be exceeded and to provide as much warning as 

possible when supplemental funding must be sought.    

PM’s will always provide a timely, honest and 

realistic appraisal of what the project will cost as 

presently designed and managed. 

 Project Encumbrances 2.9.

Contracts and associated change orders or 

amendments cannot be executed without sufficient 

funds encumbered to make all anticipated payments.  

Encumbrances must be for the exact amount of the 

contract: i.e. no contingencies may be encumbered.  

The PM’s will encumber funds for the contract, 

including professional service agreement (PSA) when 

initially executed and for each individual amendment 

or change order as it is executed.  Excess funding will 

be unencumbered.  Failure to do so opens the 

possibility of inadvertent overpayment to a contractor 

and also makes it difficult to monitor unencumbered 

project balances. 
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Encumbrances establish a priority for payment of 

project expenditures.  The State accounting system 

makes payments on a first come, first served basis 

until the money runs out.   

The PM will ensure sufficient funding is always 

encumbered to cover remaining contract payments as 

the project progress.  All contractual obligations 

(consultant contracts or equipment purchases) and 

certain vendor stock requests are handled in a similar 

fashion. 

PM’s must ensure that encumbrances for each contract 

and each change document are made in a timely 

manner, or run the risk of being unable to pay the 

contractor's progress payments when they come due. 

 RSA Billings 2.10.

The RSA is charged for all project expenses. An 

"Execute RSA" report is produced monthly showing 

all prior month expenditures. The Finance Section 

sends these reports to the PM. 

The PM reviews these reports and certifies 

expenditures. The Finance Section then sends the 

report to the client. 

The PM responds to any client inquiries about 

individual charges. 

 Expenditure Monitoring 2.11.

The PM is the financial manager for all active 

projects.  The PM (with the Project Engineer’s 

support) will maintain the construction phase financial 

account in a positive condition at all times. 

The PM will closely monitor construction phase 

expenditures to avoid exceeding the available funds.  

This is particularly important when the project 

encounters changed conditions or when additional 

work is contemplated.  Current project financial 

information can be viewed daily in AKSAS or 

through monthly printed project expenditure reports or 

special audit trails.  Project expenses will be paid only 

if sufficient funds are available in AKSAS to cover 

them. 

 Unauthorized Expenditures 2.12.

If a PM determines inappropriate expenditures were 

charged to a project, the PM requests an Alder Report 

from the SWPF Financial Coordinator. Adjustments 

for timesheet and travel errors will be processed by 

the Administrative Assistant. The Accounting 

Technician will process project related errors, such as 

wrong coding on a project. 
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3. Preliminary Activities 

3.1. Review the Records 
3.2. Prior to Bid Opening 
3.3. Bid Opening and Evaluation 
3.4. Protest Period 
3.5. Letter of Award 
3.6. Notice to Proceed 
3.7. Federal Aviation Administration Notice to 

Proceed 
3.8. Preconstruction Conference 
3.9. Contractor’s Progress Schedule 
3.10. Project Staffing & the Construction 

Engineering Budget 
3.11. Conflict Resolution 
3.12. Partnering Conference 
3.13. Pollution Prevention Plans 
3.14. Preconstruction Site Inspection 
 

 Review the Records 3.1.

Newly assigned Project Engineers should thoroughly 

review the contract and related documents. This holds 

true no matter what stage the project is in when the 

assignment is made. 

The Project Engineer should obtain and review the 

following documents as applicable: 

 Conformed Contract - including separate 

“information available to bidders” 

 Designer’s Estimate - useful when reviewing 

proposals and schedule of values 

 Environmental Documents (federal funding) - 

including  environmental commitments and 

permits  

 State Environmental Checklist (state funding) - 

including environmental commitments and 

permits 

 Materials Report - to anticipate conditions likely 

to be encountered during excavation 

 Property Plans - usually shown on plan set or a 

separate information available to bidders 

 Utility Agreements – for relocation or extension 

of utilities 

 Right of Way (ROW) Agreements – for impacts 

to land not owned by the client 

 Lease Agreements -  for impacts to leased 

property (land and or facilities) not owned by the 

client 

  Prior to Bid Opening 3.2.

The most critical aspect of the advertising phase of 

a project is answering questions from bidders.  The 

PM and the Project Engineer must ensure that all 

bidders receive the same information.  The best 

method of accomplishing this is to write down all 

questions and any answers provided by the PM or 

Project Engineer.  The questions and answers are 

then sent to our Contracts Section who 

incorporates them into an Addendum which is 

issued to all bidders. 

During the advertising period, the PM responds to 

bidders' inquiries through our Contractions Section 

only but may ask the Project Engineer for support.  

The PM also coordinates responses with the designer 

of record as appropriate. 

The PM may delegate some pre-bid-opening duties, 

but not responsibilities, to the Project Engineer such 

as participating in pre-bid meetings or site visits.  In 

this case it is imperative that the PM discuss 

communication protocol with the Project Engineer to 

ensure SWPF speaks with one voice to contractors 

prior to bid opening and that all the contractor 

questions are recorded in one place. 

If contacted by a bidder, the PM should limit 

discussion to understanding questions being asked.  If 

a response is warranted, the PM should issue the 

response in a written addendum through our Contracts 

Section only.  The PM should keep a permanent 

record of all contacts made with bidders, suppliers, 

and subcontractors during the advertising period. 

When answering potential bidder’s questions it is 

critical that the PM ensure that ALL potential bidders 

have access to the exact same information provided by 

the Department. If the question is simply a matter of 

clarification of what is in the contract documents then 

the question could be answered verbally. For example:  

Question “Where is the geotechnical report?” Answer 

“Sheet 18”. Any other questions and answers should 

be recorded in writing through an Addendum. 

Answering bidders question via phone calls is a 

dangerous practice. 
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Prior to the bid opening, the only information on 

project cost the Department releases to the public is a 

range of estimated contract prices the designer’s 

estimate fits within. The designer’s estimate is not 

made public until bid opening. 

 Bid Opening and Evaluation 3.3.

After the bid opening, the Central Region Chief of 

Contracts (Chief of Contracts) releases certified bid 

tabulations and the PM evaluates the bids with the 

support of the consultant designer to determine that 

there are no irregularities. On unit bid items, 

irregularities could include significant variation in 

price for a particular bid item between bidders. 

Variations of 30% usually warrant analysis and 

comment. Other irregularities could be unbalancing 

the bid by greatly inflating the cost of a unit bid item 

that will be constructed early in the project. 

SWPF projects are often lump sum and most contain 

very few unit bid items. Irregularities on a lump sum 

contract could include an unusually wide spread 

between the low bidder and other bidders, particularly 

if the low bidder is significantly below the designers 

estimate. This would warrant analysis and comment. 

The PM will sometimes ask the Project Engineer for 

assistance in the bid evaluation. When the evaluation 

is complete, the PM prepares a memo from the 

Contracting Officer to the Chief of Contracts 

recommending issuing the intent to award letter. 

The Chief of Contracts issues a subcontractor’s list 

letter to the apparent low bidder once identified; this 

may be concurrent with the bid evaluation by the PM. 

This letter triggers the requirement that within five 

working days after the identification of the apparent 

low bidder (AS 36.30.115); the apparent low bidder 

must provide the Department with the subcontractors 

list (Form 25D-5). On this form, the apparent low 

bidder certifies they will subcontract one-half of one 

percent or less of the contract amount, or list all 

subcontractors with the items of work that each will 

perform. The apparent low bidder may be declared 

non responsive if they miss the 5 day deadline. 

Alaska Statutes mandate preferences for Alaska 

bidders and for bidders obligating themselves to use 

various Alaska products and Alaska Veterans 

Preference for State funded projects.  These 

preferences are in the form of deductions from the 

total bid amount only for purposes of determining 

the low bidder.  These deductions are not actually 

deducted from the contract amount paid to the 

successful contractor. 

Care must be exercised when reading the bid schedule 

in the conformed specifications or the bid tabulation.  

The line titled total bid is the contract amount, not the 

line titled adjusted bid amount. 

Bidding preferences are not allowed on federal-aid 

projects. 

After receipt of the bid evaluation and 

recommendation to precede memo, the Chief of 

Contracts sends a notice of intent to award letter to the 

apparent low bidder with a copy going to all the 

unsuccessful bidders. This starts the protest period as 

detailed in the next section. 

The notice of intent to award letter indicates the 

following requirements: 

 A request for the executed contract form 

 Performance and payment bonds, if required 

 Certificate of insurance 

 EEO Certification (Form 25A-304) 

 Disadvantaged business enterprise (DBE) 

utilization report (Form 25A-325C) 

 The Contractor’s Questionnaire (Form 25D-8)  

 Buy American certificate (FAA – funding only) 

 A request for written DBE commitment (Form 

25A–326) 

The apparent low bidder has 5 days to return the 

subcontractor’s list and 15 days to return all of the 

forms indicated above, acceptably completed, to the 

Chief of Contracts. The Chief of Contracts then 

prepares a letter of award for the Contracting Officer’s 

signature. 

On federally funded projects that contain DBE 

requirements, if the apparent low bidder is unable to 

meet the DBE goals, they must submit: 

 DBE summary of good faith effort documentation 

(Form 25A-332A)  

 DBE contact reports (Form 25A-321A)  

 DBE utilization report (Form 25A-325C)  

The Chief of Contracts and the Civil Rights Office 

(CRO) review these forms, which document the 

apparent low bidder’s unsuccessful efforts at meeting 

the DBE goals. The Chief of Contracts and the CRO 

recommended to the Contracting Officer to either 

accept the good faith effort documentation or adjust 

the project’s DBE goals or to award the contract to the 
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The Project Engineer drafts the preconstruction 

conference agenda (see sample 02, Section 17.46). 

Ideally the agenda should be transmitted with the 

meeting notice, but may be transmitted separately if 

timing constraints make it necessary. 

The agenda should be structured to allow parties with 

limited involvement to be excused early in the 

meeting. 

The following items should be given to the Contractor 

at the preconstruction conference. 

Delegation of Authority Letter (see sample 03) 

EEO Poster (see sample 04) 

Blank Forms 

 Contractor delegation (BLDG-Form 02) 

 Subcontractor certification (BLDG-Form 05) 

 Alaska forest products cert. (BLDG-Form 08) 

 Substitution request (BLDG-Form 10) 

 Submittal log (BLDG-Form 11) 

 Request for information (BLDG-Form 14) 

 Change notice (BLDG-Form 16) 

 Cost of work (BLDG-Form 19) 

 Schedule of values (BLDG-Form 23) 

 Periodic est. for partial payment (BLDG-Form 25) 

 Stored materials worksheet (BLDG-Form 26) 

 Contractor’s civil rights rep. (BLDG-Form 30) 

 EEO-1 certification (BLDG-Form 31)  

 Time impact evaluation form (BLDG-Form 37) 

The PM should chair the meeting and the notes for the 

minutes should be kept by the Project Engineer. The 

meeting may be tape recorded on very large or 

complex projects at the discretion of the PM. It is 

generally best practice to have a significant portion of 

the discussion come from the Project Engineer to help 

establish the single point of contact concept. After the 

meeting, the Project Engineer drafts the minutes and 

submits them to the PM for approval.  The minutes are 

distributed to each attendee by method acceptable to 

PM (email or transmittal letter for example). 

 Contractor’s Progress Schedule 3.9.

The contractor must submit a construction progress 

schedule to Project Engineer by deadline established 

in contract. The Department may attempt to secure the 

schedule early, prior to the preconstruction 

conference, so the PM can develop a timely and 

meaningful staffing plan and field engineering budget. 

Prior to the issuance of the NTP on FAA funded 

projects, the FAA will review the PM’s construction 

management plan, which should be prepared based on 

the contractor’s progress schedule. Early submittal of 

the progress schedule on FAA funded projects is very 

important. 

The contract specifies the type of progress schedule 

the contractor is to submit; critical path method 

(CPM) or bar chart (for example). The schedule 

should show beginning and ending dates for the 

principal items of work, periods of multiple shift 

work, and periods of anticipated shutdown.  

The PM reviews the schedule for adequacy and 

returns a signed and dated copy to the contractor if 

acceptable. The Project Engineer will post a copy of 

the accepted schedule in the field office. 

The Project Engineer annotate actual schedule on the 

original accepted schedule as work progresses. This 

information is essential when analyzing the validity of 

any delay claims long after the fact. The Department’s 

position will be significantly weakened if accurate 

records of actual vs. scheduled work are not 

maintained on an ongoing basis. 

 Project Staffing & the Construction 3.10.

Engineering Budget 

The PM will establish the project staffing plan and 

construction engineering budget. SWPF projects are 

typically staffed with a small contract administration 

team that often includes consultants. The Chief is 

responsible for assigning SWPF staff to each project. 

 Conflict Resolution 3.11.

At a minimum every project should include a 

discussion of how conflicts will be resolved. This 

discussion should include the parties who have 

primary responsibility and address how unresolved 

conflicts will be elevated. 

 Partnering Conference 3.12.

Partnering conferences are encouraged as appropriate 

for the size and complexity of the project.  Partnering 

can very beneficial to the Department and the 

contractor on large, complex or high risk projects 

since it creates a forum for better communications and 

information sharing. Potential challenges can often be 

discussed and mutually resolved before disputes arise.  

Partnering should only be attempted if both parties 

share a sincere interest in it.  The PM should contact 



Statewide Public Facilities 3-5 3. Preliminary Activities 
Construction Manual  Effective August 1, 2014 

the contractor shortly after contract award and inquire 

if the contractor is interested in the partnering process. 

Excess pressure should not be placed upon the 

contractor to partner. If the verbiage in the 

information to bidders clearly calls for sharing the 

costs of partnering, there will be no question regarding 

which party pays.  If not, a change order is necessary 

which pays the full cost of partnering. 

The principles of partnering may be applied to any 

contract between two parties.  However, in the context 

of Department construction contracts, formal 

partnering is the use of an impartial third party 

facilitator in a neutral setting to formulate a project 

partnering agreement which sets forth a methodology 

for day to day project administration.  This partnering 

agreement is outside the contract and depends on the 

cooperation of all parties.  It is a "contract" in the 

sense that all parties sign a summary statement, but it 

is only bound by the personal integrity of the signers. 

 Pollution Prevention Plans  3.13.

The Department requires the contractor to:  

 Prepare a storm water pollution and prevention 

plan (SWPPP) for all projects that disturb ground 

 File a NOI with DEC for projects disturbing one 

or more acres of ground (and other selected 

projects) 

 Prepare a hazardous materials control plan 

(HMCP) for all projects 

 Prepare a spill prevention control and 

countermeasure plan if required by contract 

Timelines for contractor submittals and Department 

reviews are identified in the contract. This subject is 

covered in more detail in Section 9.4. 

 Preconstruction Site Inspection 3.14.

The Project Engineer should make an on-site 

inspection with the client’s M&O representative after 

contract award and prior to or concurrent with 

contractor mobilization to the site. During this 

inspection the following should be discussed: 

 Project scope and schedule 

 What M&O expects to gain from the project 

 How the facility should be maintained during 

construction 

The contract dictates when maintenance becomes the 

contractor’s responsibility. 

The Project Engineer should document all site 

conditions prior to start of construction using a video 

or still camera. The maintained condition of the 

facility and any Department furnished materials 

should be documented. 
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4.1. Field Office 

The field office should be located at a site acceptable 

to the Project Engineer and convenient to the project 

as a whole. Not all projects have a field office. 

The field office is usually provided by the contractor 

as part of the contract, if needed. The Project Engineer 

should review the contract for details on what is being 

provided. The Project Engineer and PM need to 

determine what additional furnishings, equipment and 

supplies are needed. Anything not in the contract as 

contractor provided is the responsibility of SWPF. 

Some projects located within commuting distance of 

SWPF administrative offices may be administered out 

of those offices. Projects may also be administered out 

of a room in a public facility being renovated or even 

on occasion out of a vehicle. When in doubt check the 

contract and talk to the PM. 

4.2. Vehicles  

Vehicles are usually not provided for SWPF 

administered projects. The job site is often the duty 

station and the Project Engineer and staff provide their 

own private transportation to and from home, or home 

office, to the duty station. 

For remote sites, the contract may require the 

contractor to provide a vehicle for the Project 

Engineer. As with the field office, check the contract 

and talk to the PM to determine what is or is not being 

provided. 

For projects administered out of SWPF home offices, 

the Project Engineer and project staff may use a state 

vehicle if one is available. In some cases it may be 

appropriate to use a privately owned vehicle to go to 

and from the project site and home office. 

The state is self-insured by the Alaska Office of Risk 

Management and state vehicles are owned and 

controlled by the Statewide Equipment Fleet (SEF) 

and governed by state statutes, regulations and 

Department policies and procedures. There are also 

travel rules under the Alaska Administrative Manual 

(AAM) concerning reimbursement for use of private 

vehicles for official business. 

Be cautious making assumptions about the use of state 

vehicles or use of a privately owned vehicle for 

official business. There are potential personal liability 

and personal tax consequences (commuting) to the 

individual employee. The laws, regulations, rules, 

policies and procedures are available on the state and 

Department web sites. The best course of action to 

stay out of trouble and avoid unanticipated out of 

pocket cost is to clearly and carefully communicate 

and coordinate travel/vehicle needs with the SWPF 

administrative staff and the PM. 

4.3. Housing, Travel and Per Diem 

Project Engineer’s and other project staff working at 

sites beyond commuting may have to find housing or 

use state furnished housing near the project site. The 

rules regarding temporary or permanent change in 

duty station and reimbursements for various cost 

associated with housing and allowable living expenses 

can be complex. The job site is often the temporary 

duty station.  

There are tax responsibilities that Project Engineers 

should be aware of for both long term and short term 

per diem. Best practice is to discuss the details of 

potential housing arrangements, travel and per diem 

with the SWPF administrative staff and the PM as far 

in advance of physical project construction start up as 

possible. Sometimes this may occur on short notice. 

4.4. Equipment 

Equipment (including vehicles) is defined by the state 

as any item (excluding construction projects) costing 

over $1,000 or any item having an assigned sensitive 

item class code, regardless of cost. All equipment is 

given a mandatory inventory control number. If in 
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doubt, talk to SWPF administrative staff to find out if 

the item in question has an inventory control number. 

The Project Engineer is responsible for all assigned 

state equipment used on the project. In the case of loss 

or damage of assigned equipment, coordinate with 

SWPF administrative staff to ascertain the correct 

reporting procedures to reconcile the property control 

inventory. 

4.5. Supplies 

Supplies needed on the project for contract 

administration are expendable items and are not on the 

controlled property inventory. Each Project 

Engineer’s purchase authorization limit may vary 

depending on delegated authority. SWPF 

administrative staff should be consulted for 

purchasing and stock request procedures to ensure 

compliance with Department policy and procedure. 

4.6. Required Postings 

Depending on the type of project and the funding 

source, the Project Engineer is responsible for 

displaying a number of posters at the field office.  The 

specific posting requirements are shown in Section 

18.2 of the ACM. 

4.7. Meeting Minutes 

Project meetings are often required by contract or by 

mutual agreement by both parties. They may include 

regular periodic progress meetings (monthly or 

weekly) pre-installation conferences and special 

agenda meetings like claims presentations, change 

order negotiations, or design clarification meetings. 

All such meetings should be run similar to the Pre-

construction Conference (see Section 3.8); i.e., 

sufficient time allotment, preparation of an agenda, 

and a documenting of the proceeding.  In some cases 

the contract may specify that the contractor prepare 

the agenda, chair the meetings, and record and 

distribute minutes of the meetings.  If the contract 

does not specify who is to chair the meetings, the PM 

or the Project Engineer shall reach an agreement with 

the contractor on this before the meeting is held.  

Some basic guidelines regarding meetings are as 

follows: 

 Scheduled in advance - three day's notice should 

be given, unless all parties agree otherwise 

 Meetings should not last more than one hour, or as 

mutually agreed 

 If the meeting cannot be concluded in one hour, a 

continuation meeting should be scheduled 

 Designate someone to take notes in advance of 

meeting starting (not the chairperson)   

 Transcribe notes into meeting minutes and 

distributed to all attendees within two work days 

 Minutes should summarize all agreements 

reached, required action items, schedule for 

resolution, and time/ place for next meeting (s) 

 Transmittal should state that minutes will become 

part of the project records unless corrections are 

received within two work days 

Meetings are expensive for the contractor and the 

Department.  Therefore, maximize efficient use of 

meeting time by adhering to the agenda and 

discouraging idle conversation. 

4.8. Telephone Records and E-mail 

Important telephone conversations and e-mail 

messages often take place on a project wherein 

decisions are made or directions are given. Not all 

telephone conversations are sufficiently important to 

warrant a permanent record.  However, when it is 

anticipated that the content of the conversation will be 

important at a future date, a record should be made 

and sent to the other party.  This should be handled 

similar to meeting minutes, i.e. opportunity to respond 

in a specified time.  A Telephone Log can never 

substitute for a Directive, a Request for Information or 

an Interim Work Authorization. A blank Telephone 

Log is can be found in Section 17, BLDG-Form 03. 

Print e-mail and place in file when appropriate. 

4.9. Project Records 

The Project Engineer is responsible for maintaining 

project records. Records that originate or terminate at 

the project field office should be filed there with 

copies made and transmitted to the SWPF central 

office for their files. This includes hard copies of e-

mail correspondence. 

4.10. Central Office Records 

In addition to the records maintained on the project 

site, records are maintained in the SWPF central office 

in Anchorage.    Records that originate or terminate at 

the central office should be filed there with copies 

made and transmitted to the project field office for 

their files. 
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When the project field office is closed, the Project 

Engineer blends the project files with the central 

office files by discarding duplicate copies. 

4.11. Records Systems 

SWPF has developed a project filing system (See 

Section 18.4). The filing system is the general 

framework within which project staff store the 

documents generated by contract administration.  

The Project Engineer and project staff are responsible 

for establishing and maintaining a system of accurate 

and complete records covering all project activities. 

Administrative staff can help create these files.  These 

records must substantiate the acceptability and the 

quantity of the contractor’s work and certify the 

disbursement of funds.  In addition to covering 

quality, quantity, and payment, project documentation 

must cover all of the important administrative matters 

including contract modifications (time, money, and 

contract language), differing site conditions and their 

resolutions, and contractor compliance with all of the 

administrative aspects of the contract (labor and 

payroll, DBE, EEO, origin-of-manufacture 

requirements).  The importance of developing and 

maintaining proper records is basic to successful 

construction contract administration. 

The Project Engineer must tailor the filing system to 

meet the needs of each project.  On any given project, 

some elements of that system may be used hardly at 

all, while others will be developed extensively; the 

extent and direction of development is largely a matter 

of the Project Engineer’s judgment.  For the filing 

system to be effective, project records must be 

sufficiently clear and complete and must be filed in 

such a manner that they are readily accessible, either 

manually or electronically. Hard copies of all records 

are required at the project field office for ready access 

by PM’s or another Project Engineer who has to take 

over the project unexpectedly for any reason. 

The filing system for each project should include the 

basic elements shown in Section 18.4.  

Accomplishing these organizational steps prior to the 

start of construction will make it much easier to 

document the work as it is being performed. It will 

also allow more time to be focused on the primary job 

of ensuring that the project is constructed in 

accordance with the contract. 

4.12. Records Management 

Accurate and well organized project records are 

critical to ensuring a successful project. When the 

Department becomes involved in a claim or a 

lawsuit accurate and well organized project 

records are the most vital tool the Department has 

to protect itself. 

Records developed during the course of the project 

consist of both loose leaf records (which may be hand 

written, typed, or computer-stored, and which may 

include the Project Engineer’s diary, inspector’s daily 

reports, specialized daily reports, photographic 

records, materials test results, correspondence, 

progress summary, progress payments, change 

documents, construction progress reports) and bound 

book records (hand written records which may include 

the Engineer’s diary, inspector’s daily reports, 

specialized daily reports, field books, progress 

summary).  All project records, particularly loose-leaf 

records, must contain the project name and project 

number for identification purposes. 

Project records are used to support payments to the 

contractor, determine the acceptability of materials, 

verify conformance of the work to the contract, 

develop a record of the completed project, and, on 

federally-funded projects or under reimbursable 

agreements, substantiate the eligibility for 

reimbursement of construction phase expenses.  On 

contracts with multiple projects or funding sources, 

the project records must account for the separation of 

charges to each project or source. 

Computers may be used to record and store the 

records of project progress.  The master index, as well 

as the Project Engineer’s diary, inspector’s daily 

reports, and the Construction Progress Report all may 

be prepared on a computer and the records stored in 

computer files.  Computers may also be used to 

calculate quantities and prepare progress estimates, 

prepare change documents, calculate and prepare 

materials test results and reports, and prepare general 

project correspondence.  Computer-generated forms 

may be used in place of any form listed in this manual 

as long as the computer form contains the same 

information, in the same or in a different format, and 

maintains the essential integrity and legal 

requirements, if any, of the original form. 

Computer records used as source documents must be 

printed, signed and dated by the person creating the 

record. 
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All documentation recorded on a computer bank must 

be downloaded onto data storage devices for backup 

and storage no less frequently than once each week; 

depending on the volume of data being generated on 

the project, more frequent backup may be advisable.  

The Project Engineer should maintain two sets of 

portable hard drives for all project documentation; one 

of those sets should be stored at a location other than 

the project office. 

Loose-leaf records may contain field notes, 

calculations, transcriptions of audiotape records (such 

as the Project Engineer’s diary or the minutes of 

meetings), and other information necessary to 

document the progress and acceptance of the work.  

Project name and number must identify each loose-

leaf record.  Signature and dating requirements vary 

for loose leaf records, depending on the type of 

record: calculation sheets and records serving as pay 

quantity source documents must be signed and dated 

by both the author and the checker, if applicable, on 

the front page with initials and dates used on 

subsequent pages.  If it is necessary to change an entry 

on any written project record, the original entry should 

be lined out and initialed, with the corrected entry 

immediately following. 

Bound book records may contain survey 

measurements, field notes, staking data, calculations 

and other information necessary to document the 

progress and acceptance of the work.  Certain 

Department forms may also be available in bound 

book form, as well as loose-leaf form, including 

inspector’s daily reports and scales diary forms.  The 

number, type and content of field and computation 

books will vary with the type of project.  Each book 

should have its own index on the first pages, and each 

project staff member making entries in a book should 

print and sign their name and initials near the front of 

the book.  The pages in bound books should be 

numbered as they are used, for ease in cross-

referencing the contents.  Calculations made in bound 

books must be initialed and dated by both the person 

who calculates and the person who checks.  If it is 

necessary to change an entry on any written project 

record, the original entry should be lined out and 

initialed, with the corrected entry immediately 

following. 

Photographic records, including video are usually 

kept electronically and backed up with portable hard 

drive. 

The following are typical items requiring 

photographic documentation: 

 Unusual construction techniques 

 Accidents or damages 

 Unsafe or hazardous working conditions 

 Job visits by prominent personnel 

 Areas or activities where claims or change 

orders are anticipated (photo or video.) 

 Work that is to be concealed. i.e.; rebar, 

electrical conduit, and piping in walls and slabs 

 Monthly progress photos 

The photographer should set the digital camera/video 

recorder with the date/time feature turned on.  The 

Project Engineer is responsible for sending 

photos/video segments to central office for filing at 

the end of the project. 

4.13. Source Documents 

Source documents are required for certain federally 

funded project (FHWA and FAA for example) and 

State funded projects that contain unit price pay items. 

Source document are the basis for determining that 

work on a unit price pay item in the SOV (See Section 

8.7) has been acceptably performed and is eligible for 

payment.  To be complete and valid, the source 

document must: 

 Identify the project by name and number 

 Identify the pay item and the location of the 

installation, placement, or acceptance 

 Be made on the site at the time the action 

(acceptance or rejection of the item) is taken, and 

by the person taking the action 

 Contain a validation or acceptance statement, 

indicating that the item substantially conforms to 

the plans and specifications and was incorporated 

into the project 

 Be dated and signed by the person creating or 

receiving it 

Source documents that are used in determining 

contract quantities may include materials 

certifications, field notes, calculations, receipts, 

invoices, or time equipment records, survey 

measurements, and reports.   

The Project Engineer should never destroy an original 

source document; if the Project Engineer must replace 

one (to clarify the information or to correct an error), 
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the Project Engineer should line out the original 

information and label it as original, and label the 

replacement as a copy.  Cross-reference and retain 

both documents in the project records; add an 

explanatory note to the original record along with the 

date and the signature of the person making the 

change. 

4.14. Materials Certification List (MCL) 

A MCL is a listing of all the material certifications 

required by the contract for certain federally funded 

projects; primarily projects funded by the FHWA or 

FAA. 

SWPF typically uses special inspections and submittal 

schedules to accomplish the same result. These 

processes are discussed in Sections 5.2 and 8.3. 

If applicable, the MCL requirements will be included 

in the PDC. For more information consult chapter four 

of the ACM. 

4.15. Qualified Products List (QPL) 

The QPL identifies products that meet the 

Department’s standard specifications for highway, 

aviation projects. The QPL only applies to SWPF 

projects that incorporate elements of highway or 

aviation standard specifications. 

Chapter four of the ACM and the SWDES Materials 

web site should be consulted for more information.  

4.16. Disclosure of Records 

All project records are available for review by the 

contractor and the public (under AS 09.25.110 – AS 

09.25.220), except for personnel files, labor 

compliance interviews (Section 7.4), and 

correspondence between the Department and their 

attorneys that is marked CONFIDENTIAL – 

ATTORNEY CLIENT PRIVILEGE.  Attorney client 

privilege correspondence should be kept in a separate 

file to make its inadvertent release less likely.  The 

Project Engineer should keep a record of all requests 

to review the project records and should coordinate all 

reviews in advance with the PM. 

4.17. Reference Books/Material 

The Project Engineer should equip the field office 

with a small library of reference material that may be 

useful during construction. The Project Engineer and 

PM should discuss which reference materials are 

needed at the field office to meet specific project 

requirements.
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 Field Laboratory 5.1.

SWPF rarely sets up field laboratories, but relies 

instead on special inspections performed by 

consultants working for SWPF under a PSA. The field 

laboratory, if required, is set up at approximately the 

same time as the project office.  The ACM contains 

additional details and should be consulted if the need 

for a field laboratory arises (FHWA or FAA funded 

projects for example).  

 Special Inspections - General 5.2.

Materials to be incorporated into the project must 

meet the quality standards that are established in the 

contract.  Some materials are accepted based on 

manufacturer’s certifications and the results of tests or 

inspections performed off-site.   

Other materials or construction methods require on-

site special inspections to demonstrate that they meet 

quality standards as established by the technical 

specifications in the contract and the international 

building code (IBC) requirements as adopted by the 

authority having jurisdiction (AHJ).  Special 

inspection requirements in adopted building codes 

apply even if not specifically called out in the plans 

and technical specifications. 

The Project Engineer should carefully review the 

plans, technical specifications and adopted building 

codes to confirm the total number of and detailed 

requirements for special inspections. Special 

Inspections are an owner (not a contactor) expense 

and responsibility and the PM must include them in 

the construction engineering budget. 

Unless the Project Engineer or the design consultant is 

qualified to perform specific special inspection(s), the 

PM shall execute a PSA for the services of special 

inspector(s), or use a term PSA if one is in place.  The 

PM procures these services and provides contact 

information to the Project Engineer in order to 

coordinate inspections. 

At the start of a project, it is important to have a pre-

special inspection meeting. The contractor is 

responsible for setting up this meeting, which should 

include the contractor, any relevant subcontractors, 

Project Engineer, special inspector(s), designer(s) of 

record and AHJ.  Discuss procedures for inspections 

and re-inspections, time lines for notifications, and 

special conditions with respect to the project.  

 International Building Code Special 5.3.

Inspections 

The IBC does not allow this responsibility to be 

passed on to the construction contractor.  The IBC 

does not allow the special inspector(s) to be employed 

by or under the contract to the construction contractor, 

including DB contracts. The design consultant is 

responsible for identifying required special 

inspections and the PM is responsible for procuring 

the required consulting services for special inspections 

that cannot be performed by the Project Engineer or 

the design consultant.  

Special inspections are required for such things as (but 

not limited to): 

 Steel construction 

 Welding 

 Reinforcing steel 

 High strength bolts 

 Concrete  

 Masonry 

 Soils 

 Foundations 

 Wind requirements 

 Seismic resistance 

The special inspector(s) shall prepare a special 

inspection report for each special inspection. Copies 

of each report must be provided to: 

 Project Engineer 

 AHJ 

 Designer of record 

 Contractor 

The AHJ official will typically not visit the job site to 

perform acceptance inspections until the special 

inspection report(s) have been received. 

The AHJ's in Alaska are (list may not be all 

inclusive): 

 City and Borough of Juneau 

 City and Borough of Sitka 

 City of Fairbanks 
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 City of Kenai 

 City of Ketchikan 

 City of Kodiak 

 City of Seward 

 City of Wasilla 

 City of Soldotna 

 Municipality of Anchorage 

 University of Alaska Fairbanks 

 State Fire Marshall (if not covered above) 

 Third Party Inspections 5.4.

In addition to the special inspections required by the 

IBC as adopted by the State and amended by AHJ, 

there are additional inspections required by the 

technical specifications.  These inspections are 

referred to as “third party inspections”. The third party 

inspector may be an agent of an AHJ unaffiliated with 

the SWPF, the contractor or the client. Other types of 

third party inspections include independent testing 

firms hired by either the contractor (as called for in 

the technical specifications) or hired by the SWPF 

directly. 

One typical example would be where the contractor or 

the Department pays for permit reviews, the permit 

itself and ultimately the third party acceptance 

inspection by the AJH. This could include a municipal 

permitting office that is verifying compliance with all 

local building permit requirements as issued. 

Another example would be State or local fire marshal 

inspections for life safety issues, including, but not 

limited to: egress, fire alarms, and fire suppression 

systems. At remote sites outside the limits of the 

AJH’s listed above, the State Fire Marshall’s office 

may perform this function at its discretion. 

Other examples may include: 

 DEC inspections for permitted storm drains 

or water systems or to check compliance with 

approved SWPPP 

 DEC inspections for permitted operations, 

such as commercial kitchens 

 DOL Wage & Hour Inspections 

 DOL State Plumbing Inspections 

 DOL State Electrical Inspections 

 DOL Mechanical Inspections 

 DOL Elevator Inspections 

 AKOSH 

 OSHA 

Federal funding agencies, State and federal safety 

offices, the State Ombudsman’s office, federal office 

of the Inspector General, bonding companies and 

others with legal jurisdiction to do so could 

conceivably enter the work site and conduct 3
rd

 party 

inspections to ensure compliance with contract, State 

and federal law, including implementing regulations.  

The Project Engineer should contact the PM if unable 

to determine if the third party inspector has 

jurisdiction. The Project Engineer should ask for 

identification and record the name of the inspector and 

who the inspector is representing in the daily log. 
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6.1. Project Staff Administration 

The on-site contract administration team typically 

consists of the Project Engineer, with full time or 

intermittent support from design and special 

inspection consultants. On large or complex projects 

the Project Engineer may have one subordinate Office 

Engineer and one or more subordinate inspectors on a 

more a less full time basis.  

The Project Engineer’s personnel administration 

duties, when staff is assigned, include assigning duty 

and shift assignments, managing overtime and leave, 

monitoring ethics and conflicts of interest, accident 

reporting and approving time sheets. 

6.2. Staff Logistics 

The logistics of setting up a field office and 

transporting, housing, equipping and supplying the 

on-site contract administration team are covered in 

Section 4. The rules, policies and procedures related 

to staff logistics planning should be discussed with the 

PM and administrative staff as far in advance of the 

physical construction start up as possible. 

6.3. Authority and Duties 

The Contracting Officer will delegate specific contract 

administration authority to project staff (including 

consultants) in writing based on their position, 

assignment, level of experience and expertise. The 

specific delegated authority is identified in a letter to 

the contractor (Section 17.47, Sample 03). 

6.4. Channels of Authority 

Decision making is the most important element of 

contract administration. SWPF staffs at every level are 

responsible for making decisions within their 

delegated authority.  Consequently, all SWPF staff 

involved in contract administration is expected to 

follow the channels of authority as outlined herein.  

An immediate supervisor will not be bypassed except 

in case of a contract administration emergency and 

then only in the event the immediate supervisor 

cannot be readily located.  Channels of authority will 

likewise apply in the descending order in the SWPF 

chain of command. 

Instructions, comments, suggestions, or criticisms 

directed at contract administration staff during a site 

visit by an official outside the SWPF chain of 

command should be redirected to the SWPF official 

with the appropriate delegated authority to respond. 

Typically inspectors should direct all such 

communications to the Project Engineer. The Project 

Engineer may further redirect the official up the 

SWPF chain of command if the issue is beyond the 

Project Engineer’s delegated authority. It is important 

not give an official outside the SWPF chain of 

command the impression that you personally will 

respond to or even accept receipt of or responsibility 

for, an issue that is above the Project Engineer’s 

delegated level of authority. 

6.5. Personal Safety 

Personal safety and safe working conditions are the 

top priority on construction project sites, where the 

exposure to potential accident and injury is higher 

than in most work environments.  Assigned staff 

should maintain safe working conditions and bring 

safety concerns to the Project Engineer’s attention.  

The Project Engineer should hold monthly safety 

meetings with assigned staff (if any).  The topics of 

discussion should fit the type of project and the 

particular construction activities under way at the 

time. Safety meetings should be documented. 

All necessary safety equipment, required for the 

particular field conditions, must be made available to 

any employee who needs it (AS 18.60.075).  The 

Departments Safety Manual references personal 

protective equipment and required assessments. Check 

with the PM and SWPF administrative staff 

concerning safety equipment purchases to avoid 

unauthorized expenditures since not all items are 

covered (steel toe boots are not covered - for one 

example).  Department policy and procedure 

10.01.022 Unauthorized Expenditures/Purchases 

provides additional guidance. 

Each employee should familiarize themselves with the 

contents of the Safety Manual that applies to their 

working conditions. The manual is available on the 
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Department’s internal website. Section 5.3 of the 

ACM covers safety precautions that must be taken 

around toxic and hazardous substances that may be 

present on the project site.  

6.6. Emergencies 

A list of emergency contact telephone numbers should 

be posted on the wall of the Project Engineer’s office.  

At a minimum, police, fire department, paramedics, 

PM, AKOSH, contractor and client contact numbers 

should be listed.  

6.7. Accident Reporting 

The ultimate responsibility for reporting job site 

accidents to proper legal authorities rests with the 

person or entity directly paying the employee 

involved. SWPF is not responsible for reporting job 

site accidents on behalf of contractors (including 

subcontractors or consultants) for accidents involving 

any loss time on-the-job injury or fatality to a 

contractor employee, or any fatality, injury or property 

damage to a third party within project limits. 

However, the Project Engineer should notify the PM 

as soon as possible and record the accident in the 

inspector’s daily log with as much detail as personally 

witnessed. The PM may provide additional guidance 

depending on the situation. 

For accidents involving State employees, the Project 

Engineer must notify the employee’s supervisor as 

soon as possible and provide as much information that 

is known at the time, and record the information in the 

daily inspection log. A “Supervisor’s Accident 

Investigation Report” must be completed by the 

employees supervisor and submitted to the Chief for 

any on-the-job fatality, injury or property damage 

accident involving a state employee.  The supervisor 

may contact the Project Engineer for additional 

information to complete the report or assist in the 

investigation. For more information, guidance, and 

forms visit the Safety, Security & Emergency 

Management Office on the Department’s internal web 

site. 

6.8. Employee Safety Concerns 
Program  

The Department’s employee safety concerns program 

is managed by the Statewide Safety Officer. The 

program is intended to handle safety concerns from 

employees who do not choose to raise concerns with 

their immediate supervisors. For more information 

visit the Safety, Security & Emergency Management 

Office on the Department’s internal web site and read 

the Employee Concerns Manual. 

6.9. Contractor Safety 

Safety of the contractor’s work force is the 

responsibility of the contractor.  The contract requires 

the contractor to obey all laws and regulations. State 

safety laws and regulations are enforced by AKOSH. 

Enforcement of the federal Occupational Health and 

Safety Act is the responsibility of OSHA.  The Project 

Engineer has no contractual or legal obligation to 

administer any safety plans or laws for the contractor 

or OSHA, and the Project Engineer should refrain 

from doing so in anyway. 

Notwithstanding the above, it is prudent for the 

Project Engineer to be familiar with 29 CFR 1910, 

section 1926 of the federal Occupational Health and 

Safety Act, the Alaska Department of Labor safety 

regulations, and the Department’s own Safety Office 

guidance.  If the contractor is observed ignoring or 

violating the Act or regulations, the Project Engineer 

should discuss this verbally with the contractor.  If the 

contractor continues to ignore or violate the Act or 

regulations, the Project Engineer should notify 

AKOSH. AKOSH will not respond unless they 

receive a formal complaint, phone calls do not 

constitute a formal complaint. 

Above all, if the Project Engineer or inspector 

observes a condition where there is an imminent 

danger of serious injury or loss of life, the Project 

Engineer should immediately report this to the PM.  

If, in the judgment of the Project Engineer, there is not 

sufficient time to report the condition to the PM, the 

Project Engineer should write a directive to the 

contractor to stop work in the affected area. 
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7. Program Administration 

7.1. General 
7.2. External Affirmative Action Program 
7.3. Internal Reporting Requirements 
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7.5. Buy American 
7.6. Buy America 
7.7. Alaska Product Preferences 

 

7.1. General 

Federal and state mandated administrative programs 

fall into two groups: 

 External affirmative action programs 

 All other administrative programs 

The following is a summary of these administrative 

programs. Consult the ACM for more detailed 

guidance. 

7.2. External Affirmative Action 
Program 

The Civil Rights Office (CRO) is the Department’s 

program authority (ref. policy and procedure 

01.02.010). The Project Engineer should contact the 

CRO with questions concerning program 

administration. 

External affirmative action has three major 

components: 

 Equal employment opportunity (EEO) 

 Disadvantaged business enterprise (DBE) 

 On-the job training (OJT) 

The EEO program applies to state and federally 

funded projects. The contract provides specific: 

 Goals 

 Good faith effort definition 

 Reporting requirements 

The DBE program applies to federally funded 

projects. The contract provides specific: 

 DBE goals 

 Requirements and definitions 

 Reporting requirements 

The OJT program applies to select FHWA funded 

projects. The contract provides specific: 

 Program requirements 

 Contractor obligations 

7.3. Internal Reporting Requirements 

The Project Engineer will collect information and 

provide reports to the CRO as required. 

For contracts with DBE requirements, a commercially 

useful function (CUF) monitoring report, Form 25A-

298, is needed regardless of the amount of the 

established DBE goal. 

The Project Engineer (or designee) will interview each 

DBE’s representative the first time they come onto the 

job site. A CUF report must be completed for each 

construction season, on a multi season project. Each 

CUF report must be signed and dated by the 

interviewer. 

A CUF report should also be completed whenever 

there are significant changes to the DBE’s day-to-day 

operations: such as a change in, or the lack of, an on-

site representative. The Project Engineer will verify 

that the DBE on-site representative is a key employee. 

The CRO should be immediately notified if the 

interview reveals a potentially adverse finding.  Some 

examples of potentially adverse findings include: 

 A “Yes” answer to the two-party check question 

 Employee working for both DBE and prime 

contractor 

 DBE is renting or leasing equipment 

 No DBE on-site representative present 

Discuss findings and significant changes with the 

CRO. 

A copy of the report(s) may be provided to the 

contractor upon request. The Project Engineer will 

notify the contractor of potentially adverse findings 

and discuss ways to resolve issues. 

The Project Engineer will send a copy of all reports to 

the CRO.  They may be paper copies or electronic 

PDF files. 

7.4. Labor Compliance 

All contracts require the contractor to pay workers not 

less than the laborers and mechanics minimum rate of 

pay. These rates are bound into each project manual. 

The general provisions require the contractor and all 
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subcontractors to submit weekly certified payrolls to 

the Alaska Department of Labor (DOL).  Submitting 

certified payrolls to the Contracting Officer is 

discretionary unless required by the supplemental 

conditions.  

DOL is responsible for enforcing minimum rates of 

pay on state funded projects.  The Project Engineer 

may rely on DOL or chose to review the certified 

payroll (optional). 

7.5. Buy American 

Steel and manufactured products produced in the 

United States have a preference on FAA funded. 

Other federally (non FHWA) funded projects may 

also have this requirement. 

7.6. Buy America 

This applies only to FHWA funded contracts.  The 

terms of Public Law 98-229 require that under most 

conditions only certain domestic materials may be 

incorporated into the project (23 CFR 635.410). 

7.7. Alaska Product Preferences 

Under the provisions of the Alaska product 

preferences in AS 36.15.050, the use of Alaska 

agricultural and fisheries products, including Alaskan 

timber and products manufactured in the state from 

timber and lumber, is required on state-funded 

contracts when the Alaskan items are priced no more 

than seven percent above similar outside products.  

Additionally, under AS 36.30.324, the Department 

encourages the use of Alaskan products and recycled 

Alaskan products in all Department procurements.  

Bidding preferences and monetary penalties for the 

use of or for the failure to use such products are 

established for all products except timber, lumber, and 

manufactured lumber products. The Alaska product 

preferences are not acceptable for federally funded 

projects. 

The Alaska Department of Commerce and Economic 

Development (DCED) maintain a list of all Alaskan 

products eligible for the program.  Contracts 

containing Alaska product preferences reference the 

availability of the “Alaska Product Preference 

Program Preparation Pamphlet” in the Special Notice 

to Bidders.  The Project Engineer and assigned staff 

should review this pamphlet.  It contains complete 

information on the program including: instructions to 

bidders for completing the Alaska product preferences 

worksheet; required product specification and 

installation schedule submittals; inspection procedures 

and procedures for correcting absent, nonconforming 

or not substantiable Alaskan products; documentation 

required to substantiate the declared value of Alaskan 

products (3AAC 92.050); and instructions for 

calculating applicable preferences and penalties. 
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8. Contract Administration in the Office 

8.1. Subcontract Process 
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8.4. Substitution Request 
8.5. Shop Drawings, Material 

Certifications, Product Submittals, 
Warranties, O&M Manuals, Spare 
Parts, and Training 

8.6 Schedule Assurance 
8.7. Schedule of Values 
8.8 Recording As-built Changes 
8.9 Other Administrative Approvals 
8.10 Administrative Reviews & Inspections 

by Others 

8.1. Subcontract Process 

Most contracts prohibit subcontracting work without 

the Contracting Officer’s prior written approval.  

Except for DB and Small Procurement contracts, AS 

36.30.115 requires the contractor to submit a list of 

first tier subcontractors within five days of being 

notified of being apparent successful bidder.  DB 

RFP’s sometimes require major subcontractors to be 

listed in the contractor’s proposal. 

Listed first tier subcontractors may only be changed 

for the special circumstances listed in the contract.  

The contractor is thus obligated to a subcontractor 

well before being allowed to enter into a subcontract. 

The Department recognizes this contractual situation 

and allows the contractor to sign a subcontract and 

obtain approval from the Contracting Officer after 

being notified of being apparent low bidder.  In order 

for the Contracting Officer to retain the ability to 

reject a subcontract, subcontractors are not allowed to 

work on site until their subcontract is approved by the 

Contracting Officer. This includes all (first, second, 

third, etc.) tiers of subcontractors.  This must be made 

clear to the contractor at the pre-construction 

conference. 

Subcontractors may attempt to begin work without an 

approved subcontract.  The Project Engineer will 

verbally notify the contractor if this situation is 

observed. If a contractor does not take immediate 

corrective action and uses or attempts to use a 

subcontractor not on the approved subcontractor list, 

the Project Engineer should write a letter advising the 

contractor that doing so is in violation of AS 

36.30.115 and subject to penalty. 

8.2. Subcontract Approval Process 

There are two acceptable processes for approving 

subcontracts. The PM may review each subcontract 

and all subordinate documentation and then draft and 

sign a subcontract approval letter; or the PM may sign 

the contractor's Subcontractor Certification Form.  

The later process is the most commonly used process.  

The Contracting Officer typically delegates authority 

to approve subcontracts to the PM.  The PM may in 

turn delegate this authority to the Project Engineer. 

The following requirements must be met before the 

subcontract is approved. 

OPTION 1 

1. A first tier subcontractor must be on the 

subcontractor list; not required if subcontract is less 

than ½ of 1% of contract amount. 

2. Subcontract must contain the required EEO 

document; BLDG-Form 30 (25A302) and BLDG-

Form 31 (25A304) for federal projects. 

3. Subcontractor must have insurance coverage in 

amounts required by the contract documents or that 

the subcontractor is covered on the general 

contractor's insurance policy. 

4. Subcontract must provide documentation of the 

required electrical or mechanical administrators 

licenses if they are electrical or mechanical 

subcontractors. 

5. Subcontract must have a provision for payment of 

subcontractor within 7 days of being paid by the 

Department. 

6. Subcontractor must have a current Alaska 

business license. 

7. Subcontractor must have a current Alaska 

contractor’s license. 

8. Amount of the subcontract must be clearly 

identified in the subcontract. 

The PM is responsible for drafting and signing 

subcontract approval letters. The approval letter must 

name the subcontractor and the effective date of the 

approval.  More than one subcontract may be 

approved in the same letter (Sample 08). 

 

OPTION 2 

The preferred and most commonly utilized method 

is to have the contractor fill out and sign a 



Statewide Public Facilities 8-2 8. Contract Administration in the Office 
Construction Manual  Effective August 1, 2014 

Subcontractor Certification Form (BLDG-Form 

05); the contractor, not the subcontractor, is to make 

this certification and sign this form.  The PM is 

responsible for accepting the contractor’s certification 

by signing the form after the contractor (no letter 

required). 

8.3. Submittal Schedule 

The specifications require the contractor to submit and 

maintain a schedule detailing submission dates for 

shop drawings, product data, and samples.  The 

schedule should also indicate the date submittals are 

required to be returned by the Department and list 

decision dates for selection of finishes.  Unless 

amended by supplemental conditions, the contractor is 

required to deliver a submittal schedule within fifteen 

days after the effective date of the NTP; this should be 

communicated in writing and at the pre-construction 

conference.  The schedule should be checked for 

completeness (ensure that each submittal required by 

the contract documents is scheduled) and practicality 

(the design consultant should be consulted on this) 

and the contractor notified in writing (see sample 07) 

of its acceptability or need for revision.  Like the 

progress schedule, the submittal schedule must be 

accepted by the PM prior to processing the 

contractor's first application for payment. 

A properly prepared submittal schedule is a valuable 

tool for planning and tracking the submittal process.  

It should be discussed regularly at progress meetings 

and revised by the contractor as needed to reflect 

accurately the contractor's actual submission progress.  

Adherence to the schedule should be required of the 

consultants since shop drawing approval delays can 

result in impact claims by the contractor. 

8.4. Substitution Request 

Substitution requests will be permitted during the 

period identified in the contract, typically a set 

number of days after the NTP.  Only one substitution 

will be considered for each item.  The Project 

Engineer should verify these requirements and 

deadlines by reviewing Division 1 of the contract (not 

applicable to DB contracts). 

All substitution requests must be made on the 

substitution request form (BLDG-Form 10).  Use of 

this form ensures that the proper certifications 

required by the GC's and Division 1. 

8.5. Shop Drawings, Material 
Certifications, Product Submittals, 

Warranties, O&M Manuals, Spare 
Parts, and Training 

Prior to the pre-construction conference, the Project 

Engineer is responsible for reading the technical 

specifications and making a list of all required 

submittals, e.g., shop drawings, product data, samples, 

manufacturer's instructions, material certifications, 

operation and maintenance manuals, warranties, spare 

materials, training, etc.  The Department’s design 

consultant may be tasked with preparing the list. 

This list shall be used in reviewing the contractor's 

submittal schedule and as a checklist to monitor actual 

submittal activity.  Each item on the list is assigned a 

consecutive submittal number and a designated 

reviewer (usually the A/E of Record). 

The contractor will submit all copies of each submittal 

directly to the Project Engineer. Submittals accepted 

by the Project Engineer shall be logged on the 

submittal log (BLDG-Form 42).  

The GC’s require the contractor to stamp or otherwise 

indicate in writing that each submittal has been 

reviewed by the contractor and is in compliance with 

the contract, except as may be noted otherwise.  It is 

the Project Engineer’s responsibility to check for 

compliance with this requirement and to ensure that 

the submittal is sufficiently complete for review.  Any 

submittal failing this test must be logged and 

immediately returned to the contractor with a note 

explaining the rejection.  The log entries for “To A/E” 

and “From A/E” are skipped.  The status is “rejected” 

and requires resubmission. 

Upon receipt of a submittal, the Project Engineer will 

give the submittal to the designated reviewer with 

notice that the submittal has been received for review.  

This transmittal/notification needs to be documented. 

The date that the designated reviewer is notified is 

recorded on the log in the "To A/E" column.  The 

submittal number shall be marked on the 

corresponding submittal item (the submittal number 

shall be marked on each copy in the event of multiple 

copies of the same submittal). 

The designated reviewer will recommend action 

(usually by means of checking a box on the 

Department’s submittal stamp) on each copy of the 

submittal, retain one copy and send the remainder to 

the Project Engineer. 

The Project Engineer receives the submittal, logs the 

receipt date under “From A/E”.  The Project Engineer 
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reviews the reviewer’s recommended action and 

decides to either accept the submittal or return the 

submittal to the contractor for further action.  The 

Project Engineer will stamp each copy of the 

submittal, check the appropriate box, and retain one 

copy of the submittal for field. 

The Project Engineer will retain one copy for the 

permanent record, one copy for the owner’s facility 

maintenance personnel and update the submittal log 

and send the remaining copies to the contractor. 

8.6  Schedule Assurance 

The specifications may require the contractor to 

submit an anticipated CPM schedule for review at the 

Preconstruction Conference.  The anticipated CPM 

schedule will cover the contractor’s activities in detail 

for up to the first 60 days after issuance of the NTP, 

and in summary form through the milestone of final 

completion.  The contractor is required to submit a 

finalized CPM schedule prior to submitting the first 

application for payment. 

The specifications may call for a bar chart or a 

network analysis schedule.  Detailed instructions for 

the preparation of the schedules are included in 

Division 1 and should be referenced in the review of 

the schedules.  Schedules that do not meet the format 

required should be immediately returned for 

correction in strict accordance with the contract. There 

should also be a correlation between the progress 

schedule and the payment SOV for ease of reviewing 

payment requests. 

The Department "accepts" rather than "approves" 

progress schedules.  The progress schedule should 

realistically represent the contractor's labor, 

equipment, and materials projections; indicate any 

periods during which no work will be performed; and 

allow sufficient contingency for long lead items and 

equipment maintenance and repair.  Pay items on 

progress schedule should match identical items on the 

SOV. 

If it appears in light of all considerations that the work 

could reasonably be completed as shown, the Project 

Engineer shall draft a letter (see sample 06) for the 

PM’s signature (Unless PM delegates responsibility to 

Project Engineer) notifying the contractor that 

DOT&PF has received and reviewed the schedule and 

that the schedule appears reasonable, contingent upon 

the furnishing of adequate materials, labor, and 

equipment to carry out the schedule. 

If, however, the proposed schedule appears overly 

optimistic, unnecessarily protracted, or otherwise 

unreasonable, the Project Engineer should seek the 

guidance of the PM before further action is taken. 

The contractor may be required on some projects to 

submit a revised progress schedule with each 

Application for Payment.  Detailed requirements 

regarding this are included in the Division 1 

specifications (01310, 01311).  These schedules 

should be carefully reviewed just like the original 

schedule to be sure they realistically represent actual 

conditions.  As with the original submittal, any 

unacceptable schedule should be formally returned to 

the contractor and the contractor put on notice that the 

current Application for Payment will not be processed 

until the schedule has been corrected.  The contractor 

should be advised to resubmit before the next pay 

estimate to preclude unnecessary delay in processing 

that payment. 

If it becomes apparent that the contractor may not be 

able to complete work on time or is otherwise failing 

to make satisfactory progress, a letter should be 

written alerting the contractor of the probability of 

having funds withheld (retained) on the next 

progress payment for falling behind schedule 

and/or incurring liquidated damages and 

requesting a plan for improving the rate of 

progress.  This letter should be prepared by the 

Project Engineer and signed by the PM with a copy 

sent to the Contracting Officer.  No funds will be 

withheld (retained) without written approval of the 

Contracting Officer. 

The current schedule should be filed in the project 

office for ready reference and actively used for 

scheduling inspections, staff assignments, and 

marking key construction activity dates. 

8.7. Schedule of Values 

The contractor is required to submit a schedule of 

values (SOV) on a BLDG-Form 23 or a contractor 

furnished form that clearly depicts the required 

information.  The deadline is usually tied to the NTP 

and is defined in Division 1 of the Contract 

Documents. No payment can be made to the 

contractor until the SOV has been submitted and 

accepted. 

 

The PM accepts the SOV.  The Project Engineer is 

responsible for reviewing the SOV and recommending 

acceptance or recommending revisions required for 
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acceptance. The Project Engineer should review the 

SOV for the following conditions. 

 Total work must be separated into pay items that 

can be easily evaluated for degree of completion 

 Pay items on SOV should match identical items 

on the progress schedule 

 Value of early pay items cannot be exaggerated at 

the expense of later items (front loaded) 

 Submittals may be included as a pay item 

 Subcontract work must be in separate pay items 

 Stored Materials cannot be included as pay items 

 Contract closeout must be included as a pay item 

with a reasonable amount specified 

 Contingent Sum pay items must be included 

consistent with the bid schedule 

 Total scheduled amount must equal the total 

contract amount 

 The Project Engineer may use cost estimate 

prepared during design as a tool to truth the value 

of specific items in the SOV 

If the SOV is acceptable, the Project Engineer drafts a 

letter (see sample 05) for the PM’s signature accepting 

it for the limited purpose of approximating progress 

payments and disclaiming any determination that it 

represents the contractor’s actual costs. 

8.8  Recording As-Built Changes 

Although the contractor is required by contract to 

keep a set of red line drawings to document current 

as-built conditions, the Project Engineer should 

clearly identify to project staff the Department’s set of 

drawings set aside for recording red-line changes.  

Throughout the project, as changes occur, project staff 

must revise and update the designated set of red-line 

drawings in the field office on a timely basis. The 

Project Engineer should check the contractor’s red 

line drawings against Department’s red line drawings 

at each pay estimate. 

The Project Engineer should enter all corrections, 

revisions, or additions to the work on the red-line 

drawings.  New drawings or sketches should be added 

to the set as appropriate.  Certain information on the 

drawings does not need to be updated, particularly 

information of no significance to the finished project 

like temporary construction features, staged 

construction schedules, or temporary traffic control 

measures. 

Any change made during construction to a permanent 

feature of the project, should be correctly shown on 

the final record drawings. 

8.9 Other Administrative Approvals 

If the Project Engineer receives notice of the loss of a 

contractor’s insurance coverage or bonding coverage, 

through cancellation or insolvency, the contractor 

must immediately be notified of the requirement to 

completely restore the lost coverage. The contract 

specifies the time frames, if any, that apply and the 

procedures the contractor must follow in replacing the 

coverage. 

If a contractor wishes to designate a third party to 

receive the payments on the contract or wishes to 

transfer the remaining work to another contractor, this 

is known as an assignment. The approvals of the 

Contracting Officer and of the contractor’s bonding 

agent are both required.  The contractor must present a 

written request to the Project Engineer, in accordance 

with the contract. The request will be subject to the 

review of the Contracting Officer.  If an assignment of 

payments is approved, it is for the contractor’s 

convenience only, and does not relieve the contractor 

of any contract obligations. When applicable, if 

payments and/or liquidated damages are withheld, it is 

the same as if the assignment had not occurred. 

8.10 Administrative Reviews & 
Inspections by Others 

The Project Engineer and project staffs are subject to 

inspections and reviews by numerous groups. 

Periodically the PM will visit the project site, as may 

the Contracting Officer and client. 

8.10.1 Visitors 

Generally, casual visits to the various projects should 

be discouraged due to safety considerations. 

Preferably, official visits will be scheduled and 

arranged through the PM. Safety is your primary 

concern. Do not allow visitors on-site if the project 

area is not safe. If visitors are not allowed on-site, the 

Project Engineer needs to inform the visitors of the 

safety concerns. 

All visitors on site must receive a safety briefing by 

either the Project Engineer or the contractor’s 

safety officer prior to entering the work site. 

When visitors do visit the project, the Project 

Engineer will extend all courtesies and cooperation, 

provide visitors’ hard-hats, vests, etc. as necessary, 
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and personally escort or provide escort for all visitors 

to the project. Records, charts and reports will be 

current and available for review of visitors, as 

approved by the PM. The Project Engineer will 

maintain a register that visitors are to sign. 

8.10.2 Regional Quality Reviews 

On FHWA and FAA funded projects, the regional 

quality assurance/review unit may make periodic field 

reviews to check project documentation, record 

keeping and progress payment quantity calculation 

procedures, as well as to inspect field laboratory 

equipment, record keeping, and testing procedures. 

8.10.3 Other State Reviews and Audits 

Auditors from the Department and the Legislature 

may review project’s records related to financial 

matters such as contractor and consulting engineering 

contract payments and reimbursement requests to 

federal and other agencies.  DOLWD may conduct 

AKOSH safety inspections. DEC may conduct 

SWPPP inspections.  

8.10.4 Federal Reviews 

On federally funded projects, federal agencies can 

inspect the contractor’s operations and the field 

operations of the Department (14 CFR 151.49a). The 

funding agency, the Office of Management and 

Budget, and the Inspector General may inspect the 

project’s records.  
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9. Contract Administration in the Field 

9.1. Request for Information 
9.2. Directives 
9.3. Contractor’s Equipment 
9.4. Erosion, Sediment, and Pollution 

Control 
9.5. Environmental Permits and 

Commitments 
 

 Request for Information  9.1.

The contractors will periodically ask verbal and 

written questions (including email) regarding contract 

requirements.  Verbal questions best answered by 

directing the contractor to a specific statement or 

drawing in the contract will be answered verbally and 

recorded in daily inspection report. Email questions 

will be treated in the same manner as verbal questions, 

answered verbally and recorded in the daily inspection 

report. 

If the contractor desires a written response to 

questions, the Project Engineer should remind the 

contractor to submit a completed and signed request 

for information (RFI) form (BLDG-Form 14) as 

discussed in preconstruction conference. 

The filled out RFI form may be transmitted back and 

forth as a PDF file via email. Original signatures are 

not required. 

RFI’s received by other construction management 

team members must be forwarded to Project Engineer 

as soon as possible. All RFI’s must flow through the 

Project Engineer. 

Logging RFI’s 

 Establish RFI log (BLDG-Form 42) 

 Assign every RFI a sequential number starting 

with 001 and log it 

 Don’t re-use numbers even if the RFI is later 

rescinded, withdrawn or modified and resubmitted 

 The contractor may assign numbers to the RFI 

form, if so, note the contractors number in log 

under description 

 Put sequential number on RFI form above or 

below the contractor’s number (if applicable) 

before sending RFI to designer of record or 

returning RFI to the contractor 

 

Evaluating RFI’s 

 Return unclear, incomplete or ambiguous RFI 

forms to the contractor with request for 

clarification or more information 

 Return RFI forms requesting change or 

substitution to the contractor with request to 

submit change notice or substitution request 

 Log RFI’s returned to the contractor in comments 

column 

Answering technical RFI’s 

 Forward RFI regarding drawings or technical 

specifications to respective designer of record 

 Project Engineer prepares response after designer 

of record comments are received 

Answering RFI’s dealing with Division 1, General 

and Supplemental Conditions or field conditions 

 Project Engineer prepares response immediately 

and designer of record review is discretionary 

Transmittal to the contractor 

 Project Engineer signs and dates RFI form when 

response is complete 

 Log reply in comments column  

 Signed RFI is sent to the contractor 

 Directives 9.2.

Directives are written communications to the 

contractor from Contracting Officer interpreting or 

enforcing a contract requirement or ordering 

commencement  of an item of work. Directives 

provide “no cost” written clarification or 

interpretation of the contract. 

Contractually, directives can take on any form so long 

as they constitute formal written direction from an 

authorized representative of Contracting Officer to the 

contractor.  Authority to issue directives is limited to 

delegations contained in authorities and limitation 

letter issued to the contractor at pre-construction 

conference. Project Engineers should use BLDG-

Form 36 when issuing directives. 

Logging directives 

 Establish directive log (BLDG-Form 42) 

 Assign every directive a sequential letter 

starting with A.  After 26 directives, use 

double letters 
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 Contractor’s Equipment 9.3.

When the contractor first mobilizes equipment to 

project site and as each additional piece of equipment 

arrives on site, the Project Engineer and project staff 

should inventory equipment.  The contract, with a few 

exceptions, only requires the contractor to provide 

equipment spread capable of completing contract 

within contract time; the choice of equipment is left 

up to the contractor.  Contractor vehicles and 

equipment requiring licensing must be licensed in 

Alaska at all times during their use. 

When Project Engineer and project staff inventory 

equipment, they should gather basic information on 

each piece. Information should include the 

classification, make, model, year of manufacture, 

horsepower, attachments and optional features, 

capacity, engine fuel, serial number, and the 

contractor’s number. This information will help 

Project Engineer establish a rental rate for each piece 

of equipment, if necessary. The project staff should 

use still photographs and videotape to document the 

initial condition of the contractor’s equipment. 

 Erosion, Sediment, and Pollution 9.4.

Control  

The magnitude of work required by the contractor and 

Project Engineer to comply with erosion, sediment 

and pollution control contractual and permitting 

requirements depend on many factors, but two are 

particularly important. 

 Is there any soil disturbing activity associated 

with the construction? 

 If so, is the total soil disturbance one acre or more 

in area?  

If there is no known potential for soil disturbance 

during construction, an erosion and sediment control 

plan (ESCP) is not required to be part of the contract. 

If there is known potential for soil disturbance during 

construction, the PM is responsible for including an 

ESCP in the contract indicating location and estimated 

area (in acres or fraction thereof) of soil disturbance. 

There are subtle differences in contractual and 

contract administration requirements for projects with 

less than an acre or soil disturbance and projects with 

one or more acres of disturbance. The PM must ensure 

contract adequately addresses these requirements. 

The PM is responsible for ensuring the contract 

includes: 

 Latest version of Section 01 57 10 

Erosion, Sediment and Pollution Control  

 ESCP in Drawings (if potential for soil disturbing 

activities exists) 

 Reference ESCP in Drawing index 

 Reference Section 01 57 10 in 

o Summary of work – need to tell the 

contractor if construction general permits 

applies (1 acres or more) or not 

o Work restrictions 

o Project meetings 

o Submittals 

o Quality control 

o Construction facilities & temporary controls -

if applicable 

o Contract closeout 

If the ESCP estimates less than one acre of soil 

disturbance, but the contractor does something 

unexpected, like lease, clear and grub an adjacent lot 

for a project lay down area, for example, the more 

stringent contractual and contract administration 

requirements may apply if the total disturbed area 

equals or exceeds one acre. 

The Project Engineer must carefully read and 

understand Section 01 57 10 of the contract. The 

Project Engineer is responsible for reviewing and 

approving the SWPPP and performing other SWPPP 

related duties. The Project Engineer must be qualified 

in conformance with the contract requirements and 

certification shall be current prior to performing any 

duties related to the SWPPP. The Project Engineer is 

also responsible for reviewing and approving 

hazardous material control plan (HMCP) which may 

be an appendix to the SWPPP (if required) or a 

standalone document. 

There are significant potential penalties for both the 

Department and the contractor for failure to properly 

implement and maintain pollution prevention plans. 

The Project Engineer must be thoroughly versed in 

contractually required pollution prevention for each 

project before the contractor begins work on site. 

Additional guidance is available on the Departments 

web site under SWDES under Resources: 

 Construction: ACM Chapters 3 & 9 

 Environmental: Storm Water & Water Quality 

 Bridge: Alaska Highway Drainage Manual, 

Chapter 16 
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While the above guidance may have a highway and 

aviation construction focus, the information within has 

broad application useful to SWPF as applicable. 

Any penalties accumulated by the contractor under 

Section 01 57 10 must be dealt with by a deductive 

change order at the end of the project or in the form of 

a billing to the contractor. FHWA and FAA (and 

perhaps other federal aid providers) will not 

participate in these deductive change orders, so the 

only option in these cases is to bill the contractor. 

 Environmental Permits and 9.5.

Commitments 

The contractor must comply with all environmental 

permits and commitments required to construct a 

project. The PM is responsible for ensuring that 

environmental permits and commitments obtained or 

agreed to by the Department are included in the 

contract. 

The entity granting the permit generally has 

enforcement authority. The Project Engineer’s role is 

to verbally notify the contractor if permit violations 

are observed, followed by written notification if 

corrective action is not taken in a timely manner. 

Additional guidance is available on the Departments 

web site under SWDES, Environmental Resources: 

Alaska Environmental Procedures Manual. 
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10. Quality Control and Quality Assurance 

10.1. General 
10.2. Quality Control 
10.3. Quality Assurance 
10.4. Warranty and Guarantee 
10.5. Defective Work 
10.6. Minor Non-Compliance 
10.7. Non-Compliance Notification (NCN) 
10.8. Failed Test Results 
10.9. Corrective Action Proposal 
10.10. Corrective Action Proposal Approval 
10.11. NCN Close Out 
10.12. NCN Log / Payments 
10.13. Nonresponsive Contractor 
10.14. Other Potential Remedies 
10.15. Detailed Records of Disputes 
10.16. Deviations From Contract 

 

10.1. General 

There are subtle differences between quality control 

(QC) and quality assurance (QA) as defined in 

contract. The PM will ensure QC and QA are 

correctly defined in contract.  The Project Engineer 

must understand the difference between QC and QA 

and seek guidance from the PM if confusion arises 

about correct application of the two concepts. 

10.2. Quality Control  

QC is defined in the contract in several places. 

Division 0 of contract defines QC as “Tests and 

inspections by the CONTRACTOR to insure the 

acceptability of materials incorporated into the work.  

QC test reports are used as a basis upon which to 

determine whether the Work conforms to the 

requirements of the Contract Documents and to 

determine its acceptability for payment”. 

The contract technical specifications sometimes use 

the term QA interchangeably with the term QC, which 

can be confusing. Division 0 of the contract 

compensates for this by defining QA as “Where 

referenced in the technical specifications (Division 2 

through 16), Quality Assurance refers to measures to 

be provided by the CONTRACTOR as specified”. 

QC is further defined in Division 1; Section 01400. 

The term “QC Program” may also be defined in the 

contract as a supplementary condition to the GC’s. 

The contract does not establish any obligation for the 

Department to assist the contractor with QC.  Failure 

of the Department to inspect or observe work does not 

excuse or waive any requirement of the contract.  The 

Project Engineer must not allow the contractor’s 

contractual QC obligation to be performed by the 

contract administration team at the Department’s or 

client’s expense. 

10.3. Quality Assurance 

QA is a program comprised of tests and inspections 

performed to evaluate the methods, accuracy and 

precision of the contractor’s QC tests. SWPF is 

responsible for implementing its QA program. QA is 

done by SWPF at its expense to verify the contractor’s 

QC measures are adequate and to confirm the 

contractor is performing work in accordance with the 

contract.  As such, QA does not duplicate or replace 

QC. 

The PM is responsible for retaining under a PSA the 

services for QA testing and inspection, which will 

include but not be limited to IBC special inspections.  

During construction the Project Engineer must obtain 

the contractor’s QC plan and use it to help develop a 

QA plan to schedule the type and frequency of QA 

tests and inspections. 

10.4. Warranty and Guarantee 

The contractor must warranty and guarantee all work 

will be in accordance with the contract and will not be 

defective.  The Project Engineer is responsible only 

for approving payment for work acceptably completed 

in accordance with the contract. 

10.5. Defective Work 

Work deviating from the contract is defective work. 

The Project Engineer should bring defective work to 

the contractor’s attention. 

Deviations include: 

 Unauthorized extra work 

 Unacceptable materials 

 Unacceptable workmanship 

10.6. Minor Non-Compliance  

In general, a minor non-compliance may be verbally 

communicated to the contractor and correction 

observed and confirmed.  Where verbal notification 

does not produce correction within 24 hours, written 

notification of non-compliance will be issued 

referencing previous verbal notification. 
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10.7. Non-Compliance Notification (NCN) 

If the contractor is non-responsive to verbal 

notification after 24 hours, or a major non-compliance 

issue is observed, written notification should be issued 

immediately.  The Project Engineer will notify the 

contractor (other than tests corrected on the same day) 

using a non-compliance notification form (NCN), 

BLDG-Form 12.  The NCN will identify non-

conforming work or non-compliance and if re-work is 

extensive or complicated or time consuming, the 

contractor is required to submit a corrective action 

proposal. 

10.8. Failed Test Results 

If QC or QA test results indicate work does not meet 

specified minimum requirements, the test report is the 

written NCN for work represented by the test result.  

The failed test will be noted on NCN form for ease 

and consistency of record keeping and logged as a 

non-compliance notice.  The effective date of NCN is 

the time and date of failed test. 

10.9. Corrective Action Proposal 

For extensive or complicated NCNs, the contractor 

must provide a corrective action proposal to resolve a 

non-compliance issue.  The Project Engineer (and 

respective consultant if applicable) will review the 

contractor’s corrective action proposal. 

If the contractor’s corrective action proposal (page 2 

of BLDG-Form 12) is not acceptable, the Project 

Engineer (and A/E of record as required) will sign the 

NCN as unapproved and annotate additional 

contractor action required. 

10.10. Corrective Action Proposal 
Approval 

If the contractor’s corrective action proposal is 

acceptable, the Project Engineer will sign NCN as 

approved.  The PM's or design A/E's approval may 

also be required depending on the nature of the non-

compliance issue.  The contractor’s actual proposal 

will either be on NCN form or noted as an attachment. 

A copy of signed NCN will be given to the contractor.  

10.11. Non-Compliance Notice (NCN) 
Close Out 

When the contractor completes corrective action and 

work is accepted, the PM signs the bottom line of 

NCN and gives it to the contractor.  The Project 

Engineer may sign the form if delegated this authority.  

Acceptance of work should be recorded promptly in 

the NCN log to ease review and ensure accuracy of 

contractor’s next payment requests. 

10.12. Non-Compliance Notice (NCN) Log / 
Payments 

Whether a NCN is handed, faxed, Emailed or mailed 

to a contractor it must be logged in NCN Log, 

including failed test results. The Project Engineer is 

responsible for maintaining the NCN Log (BLDG-

Form 42). 

The Project Engineer must review the NCN log when 

analyzing each request for contractor payment. The 

Project Engineer will not recommend payment for 

any work covered by an unresolved NCN. 

10.13. Nonresponsive Contractor 

If the contractor disregards an NCN and continues to 

work, The Project Engineer should inspect work. The 

Department’s decision to inspect and measure 

defective or unauthorized extra work does not 

constitute acceptance of work or commitment to pay 

the contractor for work. 

The Project Engineer should issue a directive to the 

contractor to correct or remove defective work and 

notify the PM that a directive was issued.  Unless the 

situation is critical or the PM is unavailable, the 

Project Engineer should seek verbal concurrence from 

the PM in advance of issuing a directive. 

If the contractor disregards a directive to correct or 

remove defective work, the Contracting Officer is 

authorized to stop the contractor’s work.  Stopping the 

contractor’s work is a very drastic and potentially 

costly decision requiring coordination with the PM 

and the Contracting Officer prior to preparing a stop 

work letter. 

If the Contracting Officer decides to stop the 

contractor’s work, the Project Engineer will prepare a 

draft stop work letter for review by the PM prior to 

submitting the letter to the Contracting Officer for 

signature. 

10.14. Other Potential Remedies  

The Contracting Officer may accept defective work 

with (or without) a decrease in the contract price. This 

option is usually undesirable and should only be 

considered after the Project Engineer and PM have 

explored and evaluated all other options. 
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The Contracting Officer may also elect to correct 

defective work with state forces or by separate the 

contract and deduct payment from the contract.  

Again, this option is usually undesirable and should 

only be considered after the Project Engineer and PM 

have explored and evaluated all other options. 

10.15. Detailed Records of Disputes 

The Project Engineer must keep detailed records of 

any disputes in the daily report.  If the Project 

Engineer is unable to resolve the situation the PM 

must be notified. 

10.16. Deviations From Contract 

The Project Engineer should notify the PM 

immediately if the contractor encounters physical 

conditions different from those described in the 

contract.  The PM should also be immediately notified 

if permit modifications or additional permits appear 

necessary. 
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11. Claims

11.1. Contractor Claims 
11.2. Claims Against the Contractor for 

Damage 
11.3. Claims Against the Contractor for 

Money 

11.1. Contractor Claims 

The contract requires the contractor immediately bring 

to the Department's attention in writing any act or 

occurrence which may become the basis of a claim for 

additional compensation or time.  Under some 

circumstances, the contractor may not believe timely 

notice is in the contractor’s best interest and this 

requirement will be ignored. Therefore, the Project 

Engineer should always be watching for potential 

claims. 

The contractor is required to provide notice before 

beginning any work upon which a claim may be 

based, insofar as possible, or as soon as the contractor 

encounters such circumstances, as to when differing 

site conditions are found.  The specifications require 

the contractor to continue diligent performance of the 

work. 

The PM will immediately acknowledge receipt of the 

contractor's notice with a letter and will forward a 

copy of the notice to the Contracting Officer.  At this 

point the contract administration team will make every 

effort to equitably solve the problem, by contract 

change document, or whatever means may be correct 

and proper within the policies, procedures, and 

specifications.  

If after seven days no resolution has been reached, the 

contractor has fourteen days to submit a formal 

written notice of intention to claim.  The intent to 

claim must be addressed to the PM and should include 

the reasons for requesting additional compensation or 

time, substantiating facts, and an understandable 

derivation of the amount of money and/or time 

requested. 

The PM should immediately acknowledge receipt in 

writing of the intent to claim.  The written receipt 

should state the deadline for submission of the claim.  

The PM should also request any missing information 

needed to support the contractor's intended claim, but 

must not make reference to the validity of the claim. 

The contractor has 60 days from the intent letter to file 

the formal claim with the PM.  During this period, 

before the dispute becomes a formal claim, 

negotiations between the contractor and the contract 

administration team may continue, in an effort to 

resolve the matter at the lowest possible level. 

A letter acknowledges receipt of the formal claim.  If 

necessary, additional information can be requested 

during this time to fully review the claim.  Meetings 

should be held to ensure both parties clearly 

understand each other's positions. 

These informational meetings should follow an 

agenda.  In the event that negotiations are entered into, 

those meetings should also follow a general agenda 

but should not be tape recorded in order to maintain 

confidentiality of the negotiations. 

It should be emphasized that maximum effort must be 

exerted to resolve the claim below the Contracting 

Officer level.  No claim is to be passed on to the 

Contracting Officer for a Contracting Officer's 

Decision until the PM has exhausted all research into 

the claim and has reached an impasse in negotiations.  

If all efforts do prove futile during the 60 days 

allotted, a finding of fact letter shall be prepared by 

the PM denying the claim (or portion thereof if a 

partial settlement was reached) and informing the 

contractor that the only recourse is to submit the claim 

to the Contracting Officer.  The PM will then prepare 

a report of the facts and circumstances, documented 

with all the data relative to the claim.  The data must 

not be edited and shall include all correspondence, 

contract documents, test reports, diary entries, etc., 

that have any bearing on the matter.  This report shall 

be transmitted to the Contracting Officer for 

consideration prior to the formal Contracting Officer’s 

decision. 

11.2. Claims Against the Contractor for 
Damage 

Claims received by the Department for alleged 

damage to third party property or injury resulting from 

the contractor's operations should be investigated, and 

referred to the contractor for settlement, if considered 

by the PM to have been the result of the contractor’s 

operations. 

Copies of correspondence pertaining to impending 

claims should be transmitted to the Contracting 

Officer.  The Attorney General's office may be asked 
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for advice if the responsibility of the State or 

contractor is not clearly defined. 

11.3. Claims Against the Contractor for 
Money 

When the Department receives claims for money 

owed by the contractor, the claimant should be 

advised to file a lien against the contractor's payment 

bond in accordance with AS 36.25.020(c).  A copy of 

the contractor's payment bond should be included with 

the correspondence.  If the claim has not been 

satisfied by the time the final estimate is submitted by 

the contractor, the contractor should provide written 

acknowledgment of the existence of outstanding 

claims by subcontractors, suppliers, etc. when 

submitting certification of payment. 

Wage or tax complaints received from the State 

Departments of Labor or Revenue should be handled 

as detailed in Section 12.8. 
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12. Contractor Payments 

12.1. General 
12.2. Pay Estimate 
12.3. Payment Verification Process 
12.4. Retainage 
12.5. Payment for Stored Materials and 

Equipment 
12.6. Withholding Payment 
12.7. Interest 
12.8. Assignment of Payments 

12.1. General 

A primary duty of the Project Engineer and PM is to 

see that the contractor receives timely progress 

payments for work acceptably completed. 

Complementary to this duty is the requirement to 

prevent overpayment by ensuring that the contractor is 

not inadvertently paid for work that is unacceptable, 

not yet acceptably completed, or for deductions that 

may apply in compliance with contract requirements. 

SWPF has 30 days to process pay estimate for State 

funded and 21 days for Federal funded projects. 

However, it is good practice to review and notify the 

contractor within 7 days if there are any issues.  

Alaska Statute 36.90.200 (c) requires this notification 

to be made in writing within eight working days after 

receipt of the payment request. 

12.2. Pay Estimate 

The contractor is allowed to submit a pay estimate 

each month, or twice a month with approval of the 

PM. The contractor must use the periodic estimate for 

partial payment (BLDG-Form 25) unless the PM 

approves the use of a contractor generated form.  Any 

substitute form must have all of the same information 

as the SWPF form and be based on total work 

completed to date, not work performed this period. 

The pay estimate is prepared and signed by the 

contractor and then transmitted to the Project 

Engineer.  There is no requirement for the contractor 

to coordinate the pay estimate with the Project 

Engineer prior to submission, but it may be worth 

reminding the contractor that prior coordination 

usually expedites the process. 

12.3. Payment Verification Process 

Due to the high importance of this task, dedicating 

sufficient time and attention to the effort is essential. 

The Project Engineer is responsible for reviewing or 

confirming the following aspects of pay estimates 

submitted by the contractor. 

 Original SOV must be accepted by PM (or Project 

Engineer if delegated this authority) before 

approving first pay estimate. 

 SOV must be amended and accepted by Project 

Engineer if a change order adds new pay items to 

SOV and / or changes the amount of existing pay 

items prior to approving payment for change order 

work. 

 Verify the contractor’s estimate of percentage 

complete for each work item and each change 

order. Discuss apparent irregularities with the 

contractor and seek agreement. Discuss with PM 

if agreement cannot be reached. 

 For FHWA or FAA projects complete a Progress 

Summary form (BLDG-Form 24) for each item 

and each change order, for every pay estimate. 

 Do not approve payment for any change order 

work without a fully executed change order and 

an amended SOV approved by PM (or Project 

Engineer if delegated this authority). 

 Change Orders for non-participating (not eligible 

for federal funding) work should be separated and 

totaled/referenced to the correct line of coding 

before sending it to Region (for FHWA/FAA 

work). 

 Check the cost of completed work extensions for 

mathematical accuracy. 

 “Stored Material or Equipment” must be verified 

by physical inventory (See Section 12.5) 

 Verify payment for materials stored on site by 

checking contractor submitted documentation 

(See Section 12.5).  

 Deduct from “Stored Material or Equipment” any 

materials previously paid on this line which have 

subsequently been incorporated into the work.  

(See Section 12.5). Use BLDG-Form 26. 

 Verify “Less Previous Payments” by checking 

accounting records. 

 Verify “Amount Payable this estimate” by 

checking all math. 

 Verify that a progress schedule update has 

been submitted since the last pay estimate if 

required by the contract. 

 Verify that the contractor’s red line record 

drawings have been updated since the last pay 

estimate 
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 For federally funded projects, verify certified 

payroll is up to date in project files 

 For federally funded projects, verify DBE 

monthly summary reports have been submitted 

 

When the Project Engineer is satisfied that the pay 

estimate accurately reflects a reasonable estimate of 

the work performed and accepted, the Project 

Engineer signs it and forwards it to the PM, typically 

by Email as a PDF attachment.  The PM completes the 

pay estimate by entering the encumbrance number and 

amount to be paid in the appropriate lines and signs it. 

The PM delivers the payment request to the SWPF 

Financial Coordinator. 

The SWPF Financial Coordinator is responsible for 

checking math, encumbrances, obtaining the Chief’s 

signature, forwarding the original to the Finance 

Section for payment, and forwarding a copy of the 

signed pay estimate to the contractor. 

Due to the time sensitive nature of contractor 

payments, it is considered best practice for each 

person processing a pay estimate keep their own log 

indicating the date they processed and forwarded it. 

Pay applications shall be processed by the Project 

Engineer within seven days of receipt.  Processed may 

mean returning to the contractor for corrections and 

resubmitting.  Every effort should be taken to process 

the application for payment immediately upon receipt.  

12.4. Retainage 

The contract GC’s permit the Department to retain up 

to 10% of payments due the contractor when the 

Department finds that satisfactory progress is not 

being made.  This is intended to protect the State from 

making overpayment in the event the contractor fails 

to complete the job.  It is not intended to be a penalty 

against the contractor.  Because it is not a penalty, the 

State is required by statute to pay interest which 

accrues from the date of approval of the pay request 

until the date of payment to the contractor on all 

retainage.  At the time the statue was written, the 

interest rate was specified as 10.5% per annum.  

Therefore, retainage should only be considered when 

it is absolutely necessary to protect the State's best 

interests. 

The procedures shown below are to be followed when 

contemplating any retainage action: 

 The PM, upon finding cause for withholding 

retainage shall prepare justification with 

supporting documentation such as progress 

schedules, etc. for forwarding to the Chief 

 Documentation should include a draft 

encumbrance memorandum for the 10.5% per 

annum interest on the proposed retainage until 

scheduled substantial completion 

 Approval of the Chief to retain contractor 

payments shall be for one month only and shall be 

renewed only if the PM demonstrates that prior 

justification is still valid 

 Approval authority for retainage shall not be re-

delegated 

12.5. Payment for Stored Materials and 
Equipment 

Progress payments may include allowance for 

materials and equipment not yet incorporated in the 

work, or deposit payments for manufacturers per the 

contract GCs Articles 13.2 and 13.5.  The PM is 

responsible for ensuring that the contract 

supplementary conditions specify the minimum 

amounts that will be considered for payment. 

The material and/or equipment must meet contract 

requirements and be stored on the project site or other 

location accessible to and approved in writing by the 

Project Engineer.  Unless stated otherwise in the PDC 

or approved by the PM, the contractor must produce 

evidence of payment or other documentation that 

warrants that the Department has received the 

materials free and clear of all charges, security 

interests, and encumbrances.  The contractor must also 

produce evidence of property insurance sufficient to 

protect the Department's interest.  Test reports, 

certifications, approved shop drawings, and other 

necessary literature must also be on file. 

When payment is made for stored material or 

equipment delivered and suitably stored, the 

contractor is no longer free to dispose of it in any 

manner chosen. Any transfers, waste, etc. must be 

noted and debited out.  Similarly, when material is 

removed for incorporation in the project an 

appropriate reduction in stored material or equipment 

allowance must be made on the next application for 

payment.  

Allowance is normally given for the invoice price of 

material or equipment plus freight charges as 

delivered to the project.  Occasionally, stockpiling of 

material or equipment at a location other than the 

project site may be approved.  In such cases, the 

allowance should include the invoice price of the 
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materials plus freight charges to the approved 

stockpile location.  

The value of stored material or equipment paid must 

provide a reasonable allowance for sufficient funds to 

cover installation the items based on the SOV. As a 

general rule, an item in the SOV may be expected to 

be about 50% materials and 50% labor. If the 

contractor presents a request for payment of 

stockpiled materials or equipment that appears to be 

unbalanced, the contractor should be asked to provide 

evidence of sufficient remaining funds to install the 

item, or be given the option of modifying the SOV. 

If the accepted schedule indicates an item is to be 

installed within the next 60 days, payment requests for 

stockpile materials should usually be disallowed. 

Minimum thresholds for payment of stored material or 

equipment (dollar amount or percent of contract) may 

be established in the contract; if so, requests for 

payment below these thresholds must be disallowed. 

Stockpiled payment will not be made for the 

following: 

 Materials that do not meet the specifications 

 Materials valued below minimum threshold 

established in contract supplementary conditions 

 Materials without necessary documentation of 

suitability, evidence of payment, and insurance 

 Materials that have not been personally 

inventoried by an employed or contracted 

representative of the State 

 Materials which will not become a permanent part 

of the completed facility (such materials are 

eligible for payment under mobilization costs or 

as a percentage of completion on a given item of 

work; however, they are not considered stockpiled 

materials per se for the purpose of this section).  

Examples would be lumber for falsework, 

visqueen for concrete curing, and temporary 

lighting materials. 

 Perishable materials, such as Portland cement, 

epoxies and seed, unless properly stored to 

prevent loss of these materials due to weather or 

moisture intrusion.  Living plants will not be paid 

for until planted. 

 Small warehouse items such as nails, screws, and 

miscellaneous shelf items 

Materials that are damaged, but which are repairable 

may be paid for with an appropriate reduction for 

repair costs, providing the Client is in agreement; 

otherwise no payment will be made until repairs are 

satisfactorily completed. 

If materials are stored at a location other than on site, 

the contractor shall pay for Department to inspect. 

This can include airfare, car rental, hotel, etc. 

12.6. Withholding Payment 

The contract GCs allow the Department to withhold 

payment for: 

 Defective work 

 Department having to correct defective work 

 Evidence of the contractor being in default of the 

contract 

 Claims against the Department on account of the 

contractor's actions 

 Nullifying previous payment for work 

subsequently discovered to be defective 

 Nullifying previous payment for work 

subsequently discovered to have been overpaid on 

previous pay estimate 

 Other violations of the contract 

If payment is withheld for any reason, the PM should 

bring this to the attention of all parties by attaching an 

explanatory memorandum to the first pay estimate 

from which money is withheld. 

12.7. Interest 

Alaska statutes provide for payment of interest on 

amounts due a contractor if payment is not made 

within 30 days after receipt of a pay estimate from the 

contractor that complies with the contract.  Interest 

accumulates from the 31st day through the payment 

date.  Therefore, all progress and final estimates must 

show the date received from the contractor and the 

date approved for payment.  The date paid can be 

found in the Alaska State Accounting System. 

Statutory interest is 10.5% per annum.  

Payment of interest is not automatic; the contractor 

must request interest payment in a letter to the Project 

Engineer.  Such a letter will be treated as a change 

notice. 

12.8. Assignment of Payments 

Do not assign any contractor payments to another 

party unless specifically directed in writing by the 

Contracting Officer.  The Contracting Officer will 

require consent of Surety before the request will be 

considered.  Requests from the contractor, Alaska 
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Department of Labor or by an Officer of the Alaska 

Court System may be forwarded to the Contracting 

Officer for consideration. 

Subcontractors, suppliers and lenders should be 

notified of the existence of the payment bond and the 

performance bond before their request for assignment 

is accepted.  If after being so advised a request for 

assignment is received, it should be forwarded to the 

Contracting Officer for reply.  Most sureties will not 

consent to assignments where a bond claim is more 

appropriate. 
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13. Contract Changes and Supplemental Agreements

13.1. General 
13.2. Interim Work Authorization 
13.3. Requests for Changes 
13.4. Evaluating Change Request 
13.5. Supplemental Agreements 
13.6. Change Orders 
13.7. Funding and Encumbrance 
13.8. Requests for Proposals 
13.9. Contract Changes and Change Order 

Procedures 
13.10. Requirements for Professional Seals 
13.11. Procurement of Supplies vs. 

Procurement of Construction 

13.1. General 

Contract changes may include modifications to: 

 Material requirements 

 Specifications 

 Contract time 

 Details of construction 

Contract changes may also be used for: 

 Resolution of disputes 

 Equitable adjustments 

 Other deviations from the original contract 

Changes are authorized differently depending on type 

of contract. The Project Engineer must review change 

procedures in the contract.  

The change is part of the contract once executed.  

13.2. Interim Work Authorization  

Under some circumstances, an interim work 

authorization (IWA) may be used to initiate work until 

a subsequent contract change is executed.  

Contract changes outside the scope of original 

contract are made according to the procurement code 

(AS 36.30). If the work is awarded to the current 

prime contractor, a supplemental agreement to the 

contract will be executed (see Section 13.7). 

For changes within the scope of the original contract, 

the PM and Project Engineer can initiate work, within 

their delegated authority through an: 

 IWA 

 Change Order 

 Directive (for contingent sum items only) 

 Contingency authorizations for CMGC 

contracts 

The change document is considered executed when 

the Department signs and issues the written order. No 

payment for proposed changes will be made to the 

contractor until after the change document is 

executed.  

In some cases the change document or the 

supplemental agreement related to a federal-aid 

project requires federal agency authorization prior to 

execution. PM’s are responsible for being aware of, 

and communicating these project specific 

requirements to the Project Engineer. Additional 

information concerning FHWA or FAA funded 

projects is available in the ACM. 

Contracts administered for a client may require client 

approval prior to execution of a change document. 

PM’s will refer to the individual project agreements.  

When emergency conditions occur that threaten the 

safety, health, welfare, or sanitary conditions of the 

public, DOT&PF infrastructure, or the environment, 

the Project Engineer may verbally initiate changes to 

the contract with change documents to follow on the 

same day. The Department employee with delegated 

authority must approve the verbal authorization prior 

to beginning work, unless communications are 

unavailable or delayed. In this case, the Project 

Engineer may assume this responsibility and will 

notify the Department employee with delegated 

authority as soon as practicable. 

An issue should not be separated into multiple change 

documents in order to avoid circumventing delegated 

authority limits.  Unless an emergency exists, the 

Project Engineer must inform the PM of any 

pending action which may increase or decrease the 

contract amount or may increase or decrease the 

contract time. 

13.3. Requests for Changes 

Requests for changes may be made by: 

 Client 

 Contractor 

 Designer(s) 

 Regulatory agencies 

 Department 
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All requests must be in writing and be routed through 

the Project Engineer.  The Project Engineer must 

forward the request to the PM for a determination 

concerning availability of funding and the correct 

procurement method.  

Contractor requested changes, including those 

originating with a subcontractor, must be submitted on 

a Change Notice (BLDG-Form 16). 

13.4. Evaluating Change Request 

A change order must meet all three conditions: 

 Compelling reason for changing contract instead 

of issuing a separate contract for added work. 

 Must be within the general scope and result in 

substantially same end product as original 

contract. 

 Must be within the project limits of the original 

contract. 

Any change not meeting all three criteria is a 

supplemental agreement. 

13.5. Supplemental Agreements 

Supplemental agreements are a negotiated written 

agreement between the Department and the contractor 

authorizing performance of work beyond the general 

scope of, but in conjunction with, the original 

contract. Supplemental agreements are new 

procurement under the State procurement code, AS 

36.30.  

Supplemental agreements cover changes outside the 

scope of the contract.  The Chief Contracting Officer 

determines whether the proposed additional work falls 

within or outside the scope of the contract. 

Supplemental agreements are awarded to the current 

prime contractor. All supplemental agreements are 

bilateral agreements.  

Supplemental agreements for federally funded 

projects usually require funding agencies approval 

before adding the work. Depending on federal funding 

source, send:  

 A cover letter and a copy of the waiver request for 

alternate procurement methods and the draft 

supplemental agreement to the FHWA for 

approval. 

 A cover letter and the draft Supplemental 

Agreement to the FAA for approval. 

13.6. Change Orders 

Change orders are written by the Project Engineer, 

reviewed and approved by the Project Engineer if 

within the Project Engineer’s delegated authority or 

the PM (under $25,000), or the Contracting Officer 

(over $25,000).  Change orders are consecutively 

numbered in the order of issuance.  

 

13.7. Funding and Encumbrance 

The PM must ensure funding is available and 

encumbered prior to change document or IWA being 

executed.   

The project’s change order reserve (if any) should not 

be used to fund client requested program changes.  

If the PM has set up a program contingency fund to 

cover client directed discretionary changes, funding 

for program changes should come from the project’s 

program contingency funds. In cases where there is no 

program contingency and it is anticipated that the 

change order reserve is not sufficient for “extra” work, 

the client should be advised that additional funds will 

be necessary to fund the work and all related design, 

inspection and administration costs. A contract change 

should not be issued prior to a funding commitment 

by the client. 

13.8. Requests for Proposals 

The Department uses a RFP (BLDG-Form 17) to 

request price proposal from the contractor for extra 

work.  The Project Engineer drafts the RFP and sends 

it to the contractor with a copy to the PM.  The RFP 

usually results from one of the many forums of a 

request for a change.  The Project Engineer processes 

the RFP or CN as follows. 

 Log item on the RFP/CN Log (BLDG-Form 42). 

 A contractor generated CN must be submitted to 

the Project Engineer before any work is 

performed.  The Project Engineer and PM need 

the opportunity to mitigate costs for the perceived 

“change”. A RFP may need to be issued or a 

change document may be required. 

 For CN's, the Project Engineer and PM confirm 

that the issue is a change to the contract.  If it is 

not, the Project Engineer prepares a letter for 

signature by the PM to the contractor rejecting the 

CN.  If the issue is a legitimate change to the 

contract documents, proceed to the next step. 
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 The Project Engineer prepares a draft RFP. 

 The Project Engineer circulates the draft RFP for 

review by the PM and the design consultant if 

applicable. 

 If applicable, the Project Engineer circulates the 

draft to CRO or Regional Environmental Sections 

if DBE goals or environmental commitments are 

affected (federal funds only). 

 The Project Engineer establishes and 

communicates a specific due date for comments, 

stating that if no comments are received by the 

due date, processing will proceed without 

modification. 

 The Project Engineer prepares final RFP by 

resolving/incorporating all comments, establishing 

deadline for response. 

 Transmit the RFP to the contractor and distribute 

copies to the PM, and if appropriate, the design 

consultant. 

 The Project Engineer requests an estimate from 

the respective consultant or prepares one himself 

 Upon receipt of estimate and contractor’s 

proposal, Project Engineer resolves any scope 

differences with the contractor so that both 

estimates cover the same scope of work. 

 The Project Engineer schedules a change order 

negotiation meeting with Contractor.  

 The PM (or Project Engineer if delegated this 

authority) negotiates with the contractor and the 

Project Engineer records the negotiations. 

 If an agreement can be reached on both price and 

time, the Project Engineer drafts a change order in 

accordance with the procedures below. 

 If an agreement cannot be reached, the Project 

Engineer may prepare a unilateral change 

document.  It is executed when the Department 

signs it.  If the contractor refuses to do the work –

a directive is issued.  After the unilateral change 

document is executed it is part of the contract and 

therefore a directive can be used. 

 If an agreement cannot be reached, the Project 

Engineer may also consider not doing the work or 

doing the work under separate contract when the 

job is done. 

13.9. Contract Changes and Change 
Order Procedures 

There are two parts to every change order, the change 

document itself and the change order backup. The 

change order backup is not part of the contract change 

document, but is very important for other reasons. 

Change Document: The change order is prepared on 

a BLDG-Form 20.  The text of the change order 

describes the work to be done in terms of plan, 

specification, quantity changes (if any), references any 

related RFP’s or RFI’s and summarizes changes in 

contract time and cost.  Any necessary attachments 

(drawings, catalog cuts, specifications, etc.) are 

identified as such by reference in the narrative.  The 

change order may also reference documents that are 

not attached; e.g., building codes, existing contract 

specifications, previously transmitted drawings, and 

directives.  However, it is recommended for clarity 

that each change order be as self contained as 

possible.  The complete assembly constitutes the 

revision to the contract. 

Change Order Backup: Documentation for every 

change order must be sufficient to justify the amount 

of compensation agreed upon and the necessity for the 

change.  Personnel preparing back up must realize that 

the change order must stand up to review, sometimes 

years after it is written, and that almost any change is 

a potential dispute which can take years to settle.  

Documentation must contain information such as the 

following: 

 Origin and necessity of the change 

 Description of the change (supplementary to that 

described on the change document) as needed to 

fully explain the work 

 Copies of, or reference to, all correspondence to 

and from the contractor that is pertinent to the 

change 

 RFP’s and RFI’s pertinent to the change 

 Copies of the designer and/or Project Engineer’s 

estimate, or copies of the contractor's proposal 

with Project Engineer’s initials signifying review 

and concurrence 

It is not necessary that a formal document be written 

to summarize all the above information.  It is 

essential, however, that all change order backup, in 

whatever form, be consolidated into a single file that 

can be easily reviewed.  

IWA's are used to establish entitlement to be 

compensated, not to establish change to the contract 

price.  IWA's give the contractor assurance to proceed 

with changed work with the understanding the 

Department will not dispute the contractor’s right to 

be paid for the work. 

The IWA shall be used as an exception when time is 

of the essence and it is not possible to negotiate a 
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change order before the work is performed. The 

Project Engineer shall endeavor to negotiate the 

change order in a timely manner and shall not use 

IWA’s as a routine way of managing contract 

changes. 

13.9.1  Procedures 

To avoid disputes, a contractor should not be allowed 

to commence work on any contemplated change until 

after a change order is fully executed for that work.  

However, it is recognized that in certain cases the 

parties to the contract cannot afford to wait until a 

formal document is signed for necessary work.  In 

such cases an IWA is issued to get the work started on 

a Cost of the Work basis while the two parties enter 

into negotiations to settle the time and cost 

adjustments to the contract.  In accordance with the 

GC’s, only a change order formalizes the settlement 

and changes the contract price. 

The IWA must stipulate: 

 The not-to-exceed amount of the work 

 The Scope of the work 

 That the IWA shall be converted into a 

change order based upon T&M backup 

 The basis of compensation for the change 

order, i.e. lump sum, or time and material 

(T&M) 

The PM shall encumber the amount of the IWA and 

shall disencumber the amount when encumbering the 

amount for the associated change order. 

It may be necessary in some instances where impasse 

is reached in the negotiations to authorize payment for 

the work on a Cost of the Work (T&M) basis in the 

change order.  In the event the work is completed 

prior to agreement on price, use of Cost of the Work is 

again the practical approach since T & M records will 

already have been generated to support payment, or 

the negotiation of a lump sum change order.  The 

negotiation of a lump sum change order based upon 

T&M records may result in fewer complications 

during project closeout and is often a preferred 

approach. 

If a contractor is issued an IWA to perform specific 

work in accordance with a Cost of the Work, a Cost of 

the Work Report (BLDG-Form 19) must be filled out 

each day from the date of the IWA until the work is 

complete.  The Cost of the Work report may be filled 

out by the Project Engineer, but it is generally best 

practice to have the contractor fill out the report daily 

and provide it to the Project Engineer each day for 

signature. A Report must be completed even on 

workdays that no work is performed on the IWA.  

The Project Engineer and contractor must sign the 

Cost of the Work report each day.  If the contractor’s 

representative will not sign the report, this fact must 

be reported immediately to the PM. 

The cost of the work report will provide all of the 

information needed for executing the change order 

when the work is complete.  Requiring agreement 

each day on labor, materials and equipment will 

eliminate the need for negotiations later. 

The normal procedure for processing change orders is 

as follows: 

 After review of the RFP and subsequent 

negotiations, the Project Engineer drafts the 

change order and forwards two originals on 

yellow paper and all necessary backup 

information to the person who will sign the 

approval block (approving authority.)  In the case 

of federally funded projects three copies are 

forwarded. It is best practice to retain one extra 

original change order until the contractor returns 

one of the signed originals. The extra original can 

be destroyed once the original signed by the 

contractor is received. 

 The approving authority reviews and signs all 

originals of the change order. 

 For FAA funded projects, the Project Engineer 

transmits all three originals to the FAA.  The FAA 

generally will retain one of the copies for their 

files.  After FAA approval, the Project Engineer 

sends a transmittal letter to the contractor with 

copies to the Office Engineer, Chief and PM.  The 

Project Engineer requests the SWPF Financial 

Coordinator encumber the change order amount.  

The contractor retains one original; the other is 

returned to the Project Engineer.  On a project by 

project basis, the FAA may allow change orders 

to be approved electronically (e-mail.)  If this 

procedure is used, only two originals are routed.  

The e-mail approval is filed with the change order 

back up. 

 For state funded projects the Project Engineer 

sends a transmittal letter to the contractor with 

copies to the PM.  The PM requests the SWPF 

Financial Coordinator encumber the change order 

amount, unless this duty has been delegated to the 

Project Engineer.  The contractor retains one 
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original; the other is returned to the Project 

Engineer. 

 The returned signed original document is kept in 

the project files. 

The change order is effectively executed when signed 

by the Department, i.e. it becomes a unilateral change 

order.  The change order form has two boxes next to 

the contractor’s signature block.  The contractor 

checks "accepted" in order to indicate concurrence 

and acceptance of the terms of the change order, the 

work ordered, as well as the compensation allowed.  

Occasionally a contractor may not agree with the 

terms of a change order, in which case the contractor 

may check "acknowledged".  This preserves the 

contractor's right to file an “Intent to Claim”, provided 

that the contractor follows the claims and disputes 

clauses of the contract (including timely notice). 

Every effort should be made to reach accord regarding 

price and time on every change order.  However, if 

negotiations reach an agreement on price, but not 

time, the unilateral change order allows the contractor 

to be paid for the work on the next pay estimate and 

continue to dispute the time extension.  This removes 

costly interest payments when the time extension 

dispute is settled. 

13.10. Requirements for Professional 
Seals 

Policy and Procedure 70-1003 requires that plans, 

drawings, plats, and all reports or similar documents 

that the public relies on for the design or construction 

of a project must be sealed by the designer of record 

or by the person under whose direct supervision they 

were prepared.  This requirement can be found at the 

SWDES Construction Standards website. 

Technical change orders made during construction 

that fall within the practice of architecture, 

engineering, or land surveying must be sealed by the 

designer of record or shall bear the seal, date and 

signature of those making the design change or under 

whose direct supervision the change was made. See 

AS 08.48.341 (9, 10, and 11) for the definitions of the 

practice of architecture, engineering, or land 

surveying.  

Seal Required 

Some examples of technical change orders that require 

a professional seal are: 

 Mechanical design changes to heating and 

ventilation systems, piping systems, pumps, etc. 

 Structural design changes to a building, column, 

piling, footing, retaining wall, structural member, 

etc. 

 Changes related to type or quality of material 

requirements. 

 Revisions in geometric design (width, length, 

height). 

 Revisions of pavement structural section. 

 Changes to safety appurtenances. 

 Technical specification changes. 

 Typical section modifications. 

Seal Not Required 

Some examples of nontechnical change orders are: 

 Administrative matters, such as quantities and 

payment amounts.                                                                                                                           

 Extension of contract time. 

 Changes to methods of measurement and basis of 

payment. 

 Changes to specifications not related to structural 

elements (seed specifications, color selections, 

temporary facilities, etc.) 

 Changes to utilities requested by the utility owner, 

or repairs to utilities, that do not affect the public 

facility structure. 

 Changes to drainage features that do not affect the 

function of the facility or impact adjacent property 

owners. 

 Temporary erosion, sediment and pollution 

control best management practices (BMP). 

The seal must comply with 12 AAC 36.180. The 

regulation allows for a similar electronic or digital 

representation of the seal. 

If other registered professionals prepare portions of 

plans, documents, or other professional work, a 

registrant may seal only the portion of the work for 

which it has direct professional knowledge and direct 

supervisory control (12 AAC 36.185.7[b], Use of 

Seals). 

The Project Engineer, in consultation with the PM, 

should decide early in the change order process if the 

change is technical and if it is necessary for the 

change to be sealed.  

The change order form does not have an area for a 

seal to be applied or inserted. If required, the seal 

must be affixed to an attachment.  Note on the change 

order form that the attachment is sealed. 
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13.11. Procurement of Supplies vs. 
Procurement of Construction 

Items that normally would be procured as supplies 

(furniture, technology, service agreement, etc.) are 

often incorporated into a contract as part of the 

procurement for construction. Sometimes towards the 

end of a construction contract a client may request 

additional “supplies” if the project still has remaining 

funds. 

The Project Engineer needs to be aware that 

procurement of these requested “supplies” may or 

may not be eligible for procurement as part of the 

construction contract. As with all changes, the 

Project Engineer must forward the request to the 

PM for a determination concerning availability of 

funding and the correct procurement method. 
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14. Contract Time

14.1. General 
14.2. Temporary Suspension of Work 
14.3. Seasonal Suspension of Work 
14.4. Extension of Contract Time 
14.5. Liquidated Damages 

14.1.  General 

The contractor must complete the project within time 

specified in the contract.  The contract establishes the 

completion time or date based on the designers 

estimate of the time reasonably required to complete 

the work.   Some contracts contain interim completion 

dates for portions of the work. 

The most commonly specified completion times are:  

 Fixed completion date  

 Set number of calendar days 

A contractor failing to complete the work on time may 

be assessed liquidated damages.  These damages are 

meant to compensate the Department for additional 

construction engineering costs and / or loss of use 

impacts to client or the public.  

The liquidated damages are calculated during design 

and shown in the contract.  

On a calendar day contract, the count of contract time 

starts on the day stated in the NTP.  Time is not 

counted during designated shut down periods (if any) 

specified in the contract.  The count of contract time 

ceases upon substantial completion. 

14.2. Temporary Suspension of Work 

The Contracting Officer may temporarily suspend 

work for reasons specified in the contract. Contract 

time may continue to be charged during those periods. 

If the temporary suspension impacts work on a pay 

item that is on the contractor’s critical path schedule 

and it is a controlling factor in project progress, the 

suspension may entitle the contractor to an extension 

of contract time.   

The Contracting Officer (or designee with delegated 

authority) will issue all temporary suspension orders 

and orders to resume work in writing.  The directive 

(BLDG-form 36) or a letter to the contractor will be 

used. Orders to resume work will state the remaining 

contract time. 

When the temporary suspension of work changes the 

completion date, or adds calendar days to the contract 

time, a change document must be issued.  Only whole 

days of contract time are charged, beginning and 

ending at midnight. 

14.3. Seasonal Suspension of Work 

On calendar day contracts, the count of contract time 

stops only during the calendar dates specified in the 

contract (if any).  Seasonal suspension of work is 

rarely a factor in SWPF projects. 

The timing of the seasonal shutdown, if allowed in the 

contract, as well as the resumption of work, is 

dependent on the weather, the nature of the project, 

the contractor’s plans, and the concurrence of the PM.   

Depending on the language in the contract, either the 

contractor or the Department may be responsible for 

maintenance during the seasonal suspension. 

It is incumbent on the Project Engineer, contractor, 

and client’s maintenance and operations representative 

to work together in advance of the shutdown to 

document the condition of a partially-completed 

facility and to assure that it is in safe maintainable 

condition before the contractor suspends work.   

Prior to the work suspension, the Project Engineer 

should record the condition of the facility using a 

video camera (if available) or a still camera.  Project 

Engineer should repeat the recording following the 

seasonal suspension. 

With approval of the PM, the Project Engineer will 

issue the seasonal suspension order and the resume 

work order in writing.  The directive (BLDG-form 36) 

or a letter to the contractor will be used.   

The order to resume work should state the remaining 

contract time, and should provide notice to the 

contractor that the client will be terminating seasonal 

maintenance if applicable. 

14.4. Extension of Contract Time 

If additional work is added by change order or 

supplement agreement, contract time may be 

increased based on the amount and difficulty of the 

additional work and/or the estimated time to complete 

it. 
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If the Department suspends work that is a controlling 

factor in job progress and the contractor request an 

equitable extension of contract time; it should be 

granted using a change document. 

The time impact evaluation form (BLDG Form 37) 

should be used to calculate an equitable extension of 

contract time. The primary evaluation factor is how 

the contractor’s critical path schedule, as accepted by 

the Department, has been impacted. 

14.5. Liquidated Damages 

A contractor’s failure to complete the project by the 

completion date or within the allotted contract time, 

establishes the basis for the assessment of liquidated 

damages.  These damages, shown in the contract, are 

meant to compensate the Department for its additional 

construction engineering costs and / or loss of use 

impacts to client or the public, resulting from the 

contractor’s failure to complete the project in the time 

allowed. 

If it becomes apparent the contractor may not be able 

to complete the work on time or is otherwise failing to 

make satisfactory progress, the Project Engineer 

prepares and PM signs a letter alerting the 

contractor of the probability of being assessed 

retainage for falling behind schedule and/or 

incurring liquidated damages and requesting a 

plan for improving the rate of progress.  The 

Contracting Officer will be sent a copy of the letter. 

No retainage will be assessed without written approval 

of the Contracting Officer.

When the Department must assess liquidated 

damages, it calculates them in accordance with the 

contract, using the established daily charge. 

Before assessing liquidated damages, the Project 

Engineer will discuss the situation with the PM and 

then the contractor. The Project Engineer must give 

the contractor written notice. The PM may contact the 

bonding agent only after Contracting Officer 

consultation and approval. 

Liquidated damages are shown as deductions on all 

subsequent progress payments, including the final 

estimate.  Contracts that contain intermediate 

completion dates may require the assessment of 

liquidated damages at specified rates for failure to 

complete by that intermediate date. These liquidated 

damages are shown in the same manner on all 

subsequent progress payments, including the final 

estimate. 
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15. Contract Completion 

15.1. Start-up, Commissioning, and System 

Demonstration 
15.2. Partial Acceptance 
15.3. Requirements for Substantial Completion 

Inspection 
15.4. Substantial Completion 
15.5. Inspection Procedures 
15.6. Verifying Substantial Completion 
15.7. Certificate of Substantial Completion 
15.8. Final Completion Inspection 
15.9. Final Completion 

15.1.  Start-up, Commissioning, and 
System Demonstration 

The Project Engineer coordinates with the contractor 

and client to arrange for start-up, operations training, 

and systems demonstration required by contract.  The 

Project Engineer also attends meetings called by the 

PM and client relating to tenant move-in.  

15.2. Partial Acceptance 

The Department may partially accept completed 

usable units or portions of the work, as allowed by 

contract.  

Partial acceptances permit early occupancy of units 

and allow different timelines for warranty periods. 

The Project Engineer should follow procedures below 

for substantial completion and final inspections. The 

certificate of substantial completion and final 

completion acceptance letter should include 

statements as to the limitations of the acceptance.  A 

conditional certificate of occupancy must be obtained 

for each unit partially accepted. 

15.3. Requirements for Substantial 
Completion Inspection 

The Project Engineer receives the following from the 

contractor prior to scheduling substantial completion 

inspection: 

 Written request for substantial completion 

inspection. 

 Written list of items not complete or needing 

correction. 

 All operation and maintenance manuals received 

and accepted by Department. 

 All commissioning requirements have been met. 

 All equipment and systems tested, adjusted, 

balanced and fully operational. 

 All demonstration and training requirements have 

been met. 

 All automated and manual controls are fully 

operational. 

 Operation of all equipment and systems have been 

demonstrated to the Department. 

 Certificate of occupancy is submitted. 

 Certificate of inspection for required inspections 

have been submitted. 

 Project record documents for work or portion of 

the work being accepted are submitted and 

approved. 

 Spare parts and maintenance materials are turned 

over to the Department. 

 All keys are turned over to the Department. 

 All warranties and bonds are submitted and 

approved. 

 Final cleaning has been completed to the 

satisfaction of the Department. 

15.4. Substantial Completion 

The contractor may request inspection and acceptance 

of project or portion of project as being "substantially 

complete".  This means there is still unfinished work, 

but work is complete enough for facility to be put to 

its intended use (i.e., occupied and operated).  All 

mechanical, electrical, and architectural features must 

be completed to the extent that work on punch list 

items will not adversely affect or disrupt the 

occupancy and use of the facility or the life and safety 

of the occupants of the facility. 

Substantial completion is contractually important 

because it establishes cutoff date for assessing 

liquidated damages, if any, and starts the warranty 

period for equipment and systems not previously 

turned over to the Department.  All operational 

function tests must be complete in compliance with 

the contract requirements before substantial 

completion. 

15.5. Inspection Procedures 

The contractor must request substantial completion 

inspection in writing and list all items that are not 

complete.  Sufficient time (per contract) must be 

allowed to notify all attendees; 14 days advance notice 

is typically specified. 

The Project Engineer, inspectors (if any) and 

contractor jointly conduct walk through to verify work 
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is sufficiently complete for occupancy. The Project 

Engineer also verifies all special inspection reports are 

complete and in hand before scheduling substantial 

completion inspection. 

The Project Engineer should invite the following 

people in writing: 

 Chief 

 PM 

 Inspectors 

 Contractor's representative 

 Critical subcontractors 

 Respective design consultant 

 Critical design sub-consultants 

 Client designee with authority to make decisions 

concerning issues relating to occupancy 

 FAA PM (FAA funded projects only) 

 Client maintenance personnel 

The Project Engineer creates a punch list of known 

deficiencies prior to inspection and provides list to 

inspection party.  The Project Engineer organizes and 

leads inspection party. 

Operational tests of all systems should be conducted 

for inspection party even though the contractor 

previously tested individual systems for Project 

Engineer. 

All members of inspection party should compile own 

punch lists and transmit lists to the Project Engineer 

for consolidation. The Project Engineer sends 

consolidated punch list to the PM. 

Consolidated punch list item should include: 

 Deficiency 

 Location 

 Specific instruction on required correction 

The Project Engineer transmits consolidated punch list 

to contractor with or before issuance of the certificate 

of substantial completion. 

15.6. Verifying Substantial Completion 

The Project Engineer and client must mutually concur 

on acceptability of the facility.  When accepted, the 

Project Engineer prepares and issues a certificate of 

substantial completion (BLDG-Form 27) within 14 

days of the inspection. The PM and contractor sign the 

form. The acceptable date is the date of the inspection. 

If unacceptable, the Project Engineer issues a letter to 

the contractor including: 

 Reason(s) work isn’t substantially complete 

 Reminder - one re-inspection allowed at no charge 

to the contractor 

 Reminder – Department’s cost for all subsequent 

re-inspections are borne by the contractor 

 Consolidated punch list as attachment 

The Project Engineer recovers Department’s cost for 

re-inspections (2
rd 

re-inspection and subsequent) 

through a deductive change order. 

15.7. Certificate of Substantial 
Completion 

The certification serves a threefold purpose: 

 Establishes date project (or portion thereof) was 

ready for beneficial occupancy 

 Documents the contractor's agreement to rectify 

deficient and uncompleted punch list work  

 Establishes both parties' responsibilities for 

security, operation, safety, maintenance, heat, 

utilities, insurance, and warranties pending final 

completion of entire project 

The PM and contractor each sign two original 

certificates.  The contractor retains one original and 

other is kept in project file. 

15.8. Final Completion Inspection 

The Contractor notifies the Project Engineer in writing 

that work (or portion thereof) is complete, including 

all punch list items previously identified.  The 

contractor's certification of final completion (either a 

form or letter) must state work is ready for final 

inspection.  Upon such notice the PM and Project 

Engineer make the inspection. 

If deficiencies are found on final completion 

inspection, the Project Engineer gives the contractor a 

letter stating project is not accepted for final 

completion and the contractor is responsible for all re-

inspection costs until the work is done. 

15.9. Final Completion 

Once the Project Engineer verifies the contractor 

satisfactorily completed all physical construction on 

project, including all punch list items and final clean 

up, the project is ready for project completion.  The 

Project Engineer prepares final completion letter 

(Sample 09) for the PM’s signature. 
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16. Project Closeout

16.1. Overview 
16.2. Checklist for State Funded Projects 

Closeout  
16.3. Federally Funded Projects (FHWA & FAA) 

Closeout 
16.4. Federally Funded Projects (Other) 

Closeout 
16.5. Building Facilities Form 
16.6. Final Acceptance 
16.7. Obligations to Client 
16.8. Bonds 
16.9. Warranties 
16.10. Final Construction Completion Report 

16.1. Overview 

The project closeout process has two primary goals: 

 Verification that contractual obligations have 

been met 

 Timely final payment to Contractor 

The following steps should be followed upon receipt of 

contractor’s application for final payment. 

16.2. Checklist for State Funded Projects 
Closeout 

The Project Engineer and PM will jointly: 

 Review checklist (see section 17.35) 

 Initial all acceptable items 

 Notify contractor of missing or unacceptable 

items (if any) 

 Review final pay estimate when checklist is 

compete 

 Forward checklist, documents and final pay 

estimate to Senior PM when complete 

The Senior PM will review the documents for accuracy 

and completeness regarding: 

 Liquidated damages (if any) 

 Statement of accounts 

 Notice of completion (Dept. of Labor) 

 Original Contractor’s Release 

The Senior PM then does the following: 

 Requests corrections (if required) 

 Initials-off on checklist when complete 

 Initials-off on final pay estimate 

 Submits final pay estimate to the SWPF 

Financial Coordinator for processing 

16.3. Federally Funded Projects (FHWA & 
FAA) Closeout 

The Project Engineer will: 

 Complete the closeout checklist (see section 

17.35) 

 Review contract for other requirements 

 Submit checklist along with all required 

documents to Central Region Quality 

Assurance Engineer (QAE) for review. 

Documents must be submitted with the 

appropriate transmittals.                                       

 Make any requested corrections and re-submit 

to QAE 

 Receive Certification of Final Estimate 

(BLDG-Form 29) from QAE and obtain 

necessary signatures.  Return the signed form 

to QAE. 

 Receive the Final Acceptance letter prepared 

by QAE and obtain signature of the 

Contracting Officer.  Mail the original signed 

letter to the contractor and distribute copies to 

all necessary persons. 

 Receive project documents returned from QAE 

and prepare them for archiving. 

 Receive the final pay estimate assembly from 

QAE 

The PM will: 

 Submit final pay estimate to the SWPF 

Financial Coordinator for processing 

16.4. Federally Funded Projects (Other) 
Closeout 

The PM should develop a checklist that includes the 

closeout requirements for the funding type.  

The Project Engineer will: 

 Receive and review items on the PM’s 

checklist (if available) 

 Review contract for any additional required 

documentation 

 Submit checklist along with all required 

documents to Supervisor for review 

 Make corrections requested by Supervisor 

 Submit final pay estimate assembly to PM 
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16.5. Building Facilities Form 

The State of Alaska is self insured. The Office of Risk 

Management maintains an inventory of state owned 

facilities for insurance purposes. 

For new construction or project adding space to existing 

state facility, the Project Engineer will: 

 Complete the Building Facilities Form used by 

the particular client agency.  Confirm with the 

Facility Manager that the form being used is the 

appropriate form. 

 Do not complete the AKSAS Coding section of 

the form. 

 Send the completed form to the Facility 

Manager for signature, completion of the 

AKSAS Coding section and submission to 

the Office of Risk Management. 

 Obtain a copy of the completed form for 

the project files. 
(Rev. 12-8-14) 

16.6. Final Acceptance 

After the PM signs the final pay estimate, the Project 

Engineer prepares the Final Acceptance letter (see 

section 17.56) and obtains the Contracting Officer’s 

signature.  The Project Engineer then mails the original 

signed letter to the contractor, and distributes copies to 

all necessary persons. 

16.7. Obligations to Client 

The PM and Project Engineer will review the RSA and 

ensure all obligations to the client are being met. 

 

The Project Engineer will: 

 Transmit original certifications, O&M Manuals, 

Warranties & Bonds (retain one for file) to client 

 Arrange for drafting of Record Drawings using 

existing PSA if possible, or new PSA if necessary 

 Transmit copies of contractor's as-built drawings 

and Record Drawings to client (retain originals for 

SWPF archives). 

The PSA PM must draft a consultant performance 

evaluation(s) and submit to the Chief. 

16.8. Bonds 

The PM must ensure contract specifications are clear on 

format and manner contractor prepares individual 

warranties and bonds. The contract secures one-year 

correction period by requiring contractor's performance 

and payment bonds to remain in effect for one year 

after date of Final Acceptance. 

16.9. Warranties  

The Project Engineer must ensure contractor responds 

to all warranty deficiencies noted during warranty 

period unless specifically waived by client in writing. 

The PM (or Project Engineer) should communicate 

with client regularly to confirm warranty issues are 

being resolved and no new issues have arisen. 

The Project Engineer should set up and conduct a 

warranty inspection with client approximately one 

month prior to expiration of warranty period. 

Contracts require contractor to correct defective work 

for one year after date of substantial completion. The 

one year correction period does not relieve the 

contractor from fixing defective work discovered after 

one year correction period. 

In addition to the one-year correction period, the 

specifications may require certain equipment and work 

items to be guaranteed for a longer period.  Certain 

portions of the work may also have their warranty 

periods start earlier than the substantial completion date 

if that work has been taken over and put into use by the 

department or client before the substantial completion 

date. 

Each warranty in effect before the final/substantial 

completion date should have its beginning date filled in; 

otherwise, the date used will be the date of the 

final/substantial completion inspection. 

16.10. Final Construction Completion 
Report 

The PM and Project Engineer jointly complete the 

project closeout data sheet (BLDG-Form 32). This form 

is given to the Administrative Assistant for entry into 

the SWPF data base. 
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17. Exhibits – Index, Forms, Worksheets, Letters, and Memos 

17.1. Meeting Sign In: BLDG-Form 01 
17.2. Contractor Delegation of Authority: BLDG-Form 02 
17.3. Telephone Log: BLDG-Form 03 
17.4. Site Visit Sign-in: BLDG-Form 04 
17.5. Subcontractor Certification: BLDG-Form 05 
17.6. Labor Compliance: BLDG-Form 06 
17.7. Permit Log: BLDG-Form 07 
17.8. Alaska Forest Products Certification: BLDG-Form 08 
17.9. Daily Inspection Report: BLDG-Form 09 
17.10. Substitution Request: BLDG-Form 10 
17.11. Submittal Log: BLDG Form 11 
17.12. Non Compliance Notice: BLDG Form 12 
17.13. Non-Compliance Notice Log: BLDG-Form 13 
17.14. Request for Information: BLDG-Form 14 
17.15. Request for Information Log: BLDG-Form 15 
17.16. Change Notice: BLDG-Form 16 
17.17. Request for Proposal: BLDG-Form 17 
17.18. Request for Proposal/Change Notice Log: BLDG-Form 18 
17.19. Cost of Work: BLDG-Form 19 
17.20. Change Order: BLDG-Form 20 
17.21. Supplemental Agreement: BLDG-Form 21 
17.22. Interim Work Authorization: BLDG-Form 22 
17.23. Schedule of Values: BLDG-Form 23 
17.24. Progress Summary: BLDG-Form 24 
17.25. Periodic Estimate for Partial Payment: BLDG Form 25 
17.26. Stored Materials: BLDG-Form 26 
17.27. Certificate of Substantial Completion: BLDG-Form 27 
17.28. Contractor’s Release: BLDG-Form 28 
17.29. Certification of Final Estimate: BLDG-Form 29 
17.30. Contractors Civil Rights Representatives: BLDG-Form 30 
17.31. EEO-1 Certification: BLDG-Form 31 
17.32. Project Closeout Data: BLDG-Form 32 
17.33. Insurance Memorandum: BLDG-Form 33 Deleted 12-8-14 
17.34. Final Estimate Funding Breakout: BLDG-Form 34 
17.35. Construction Contract Closeout Checklists: BLDG-Form 35 and FAA & FHWA Checklist 
17.36. Directive: BLDG-Form 36 
17.37. Time Impact Evaluation: BLDG-Form 37 
17.38. Project Completion Form Certification – Design: BLDG-Form 38 
17.39. Project Completion Form Certification – Construction: BLDG-Form 39 
17.40. CSI Division 1 Checklist: BLDG-Form 40 
17.41. Project Engineer Responsibility Checklist: BLDG-Form 4 
17.42. Contractors Log: BLDG Form 42 (Option to Replace Multiple Forms) 
17.43. Project Budget: BLDG-Form 43 
17.44. Project Status Report 
17.45. Notice to Proceed Letter: Sample 01 
17.46. Preconstruction Conference Agenda: Sample 02 
17.47. Authorizations and Limitations Letter: Sample 03 
17.48. EEO Poster: Sample 04 
17.49. Schedule of Values Acceptance Letter: Sample 05 
17.50. Progress Schedule Acceptance Letter: Sample 06 
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17.51. Submittal Schedule Acceptance Letter: Sample 07 
17.52. Subcontract Approval Letter: Sample 08 
17.53. Final Completion Letter: Sample 09 
17.54. Labor Tax Clearance Memo: Sample 10 
17.55. Revenue Tax Clearance Memo: Sample 11 
17.56. Final Acceptance Letter: Sample 12 
17.57. Flow of Information Diagram: Sample 13 – For Preconstruction Meeting Handout 
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 Meeting Sign In: BLDG-Form 01 17.1.
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 Contractor Delegation of Authority: BLDG-Form 02 17.2.
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 Telephone Log: BLDG-Form 03 17.3.
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 Site Visit Sign-in: BLDG-Form 04 17.4.

 



17. Exhibits 17-6 Statewide Public Facilities  
Effective August 1, 2014  Construction Manual 

 Subcontractor Certification: BLDG-Form 05 17.5.
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 Labor Compliance: BLDG-Form 06/25D-040 17.6.
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 Permit Log: BLDG-Form 07 17.7.
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 Alaska Forest Products Certification: BLDG-Form 08 17.8.
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 Daily Inspection Report: BLDG-Form 09 17.9.
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 Substitution Request: BLDG-Form 10 17.10.
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 Submittal Log: BLDG Form 11 17.11.
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 Non Compliance Notice: BLDG Form 12 17.12.
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 Non-Compliance Notice Log: BLDG-Form 13 17.13.
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 Request for Information: BLDG-Form 14 17.14.
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 Request for Information Log: BLDG-Form 15 17.15.
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 Change Notice: BLDG-Form 16 17.16.
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 Request for Proposal: BLDG-Form 17 17.17.
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 Request for Proposal/Change Notice Log: BLDG-Form 18 17.18.
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 Cost of Work: BLDG-Form 19 17.19.
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 Change Order: BLDG-Form 20 17.20.
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 Supplemental Agreement: BLDG-Form 21 17.21.
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 Interim Work Authorization: BLDG-Form 22 17.22.
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 Schedule of Values: BLDG-Form 23 17.23.
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 Progress Summary: BLDG-Form 24 17.24.
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 Periodic Estimate for Partial Payment: BLDG Form 25 17.25.
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 Stored Materials: BLDG-Form 26 17.26.
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 Certificate of Substantial Completion: BLDG-Form 27 17.27.
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 Contractor’s Release: BLDG-Form 28 17.28.
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 Certification of Final Estimate: BLDG-Form 29 17.29.
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 Contractors Civil Rights Representatives: BLDG-Form 30 17.30.
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 EEO-1 Certification: BLDG-Form 31 17.31.
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 Project Closeout Data: BLDG-Form 32 17.32.
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 (Deleted 12-8-14) 17.33.
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 Final Estimate Funding Breakout: BLDG-Form 34 17.34.
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 Construction Contract Closeout Checklists: BLDG-Form 35 and FAA & FHWA 17.35.
Checklist 
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FAA and FHWA Funded: 
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 Directive: BLDG-Form 36 17.36.
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 Time Impact Evaluation: BLDG-Form 37 17.37.
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 Project Completion Form Certification – Design: BLDG-Form 38 17.38.
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 Project Completion Form Certification – Construction: BLDG-Form 39 17.39.
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 CSI Division 1 Checklist: BLDG-Form 40 (Proposed) 17.40.
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 Project Engineer Responsibility Checklist: BLDG-Form 41 17.41.
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 Contractors Log: BLDG Form 42 (Option to Replace Multiple Forms) 17.42.
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 Project Budget: BLDG-Form 43 17.43.
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 Project Status Report 17.44.
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 Notice to Proceed Letter: Sample 01 17.45.
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 Preconstruction Conference Agenda: Sample 02 17.46.
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 Authorizations and Limitations Letter: Sample 03 17.47.
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 EEO Poster: Sample 04 17.48.
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 Schedule of Values Acceptance Letter: Sample 05 17.49.
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 Progress Schedule Acceptance Letter: Sample 06 17.50.
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 Submittal Schedule Acceptance Letter: Sample 07 17.51.
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 Subcontractor Approval Letter: Sample 08 17.52.
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 Final Completion Letter: Sample 09 17.53.
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 Labor Tax Clearance Memo: Sample 10 17.54.
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 Revenue Tax Clearance Memo: Sample 11 17.55.
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 Final Acceptance Letter: Sample 12 17.56.
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 Flow of Information Diagram: Sample 13 – For Preconstruction Meeting Handout 17.57.
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18. Appendix 

18.1. General Conditions for Design-Bid-Build Contracts 
18.2. General Conditions Modified for CM/GC Contracts 
18.3. RESERVED (General Conditions Modified for Design – Build Contracts) 
18.4. Statewide Public Facilities (SWPF) Filing System 
18.5. Commissioner Leo von Scheben Memorandum 
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 General Conditions for Design-Bid-Build Contracts 18.1.
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18. Appendix 18-34 Statewide Public Facilities  
Effective August 1, 2014  Construction Manual 

 
 



Statewide Public Facilities 18-35 18. Appendix 
Construction Manual  Effective August 1, 2014 

 
 



18. Appendix 18-36 Statewide Public Facilities  
Effective August 1, 2014  Construction Manual 
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Statewide Public Facilities 18-69 18. Appendix 
Construction Manual  Effective August 1, 2014 

 General Conditions Modified for CM/GC Contracts 18.2.
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 RESERVED (General Conditions Modified for Design – Build Contracts) 18.3.



Statewide Public Facilities 18-141 18. Appendix 
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 Statewide Public Facilities (SWPF) Filing System 18.4.
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 Commissioner Leo von Scheben Memorandum 18.5.
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