
Purpose:

The purpose of this document is to clarify the relationship between _________ County (County) and the Virginia Department of Transportation (VDOT) on the Route _________ Project (Project No. ___________).  This document has been created to ensure an atmosphere of teamwork and to clarify expectations from VDOT and the County.

This project will be administered by the County with oversight by VDOT.  VDOT will assist the County with core functions, but will not have an everyday role in the project.  All aspects of construction and administration are to be the responsibility of the County.  VDOT will conduct periodic reviews of the project to ensure that all applicable FHWA requirements are being met.

The core areas covered in this document are:

· Civil Rights Compliance

· Environmental Compliance

· Materials

· Monthly Estimates

· Work Orders

· Project Closeout

This document is not meant to be all encompassing, rather it is meant to provide a blueprint for responsibilities during the project.

Civil Rights Compliance:

The County will oversee and verify that contractor submits:

· EO Meeting Minutes (due prior to first monthly estimate and every six months).

· C-64 or equivalent (due before construction begins and every six months).

· Name of EO officer (due once a year).

· Name of DBE Liaison Officer.

· For C-57 or equivalent (due for the first three months and every July).

· Weekly Certified Payrolls with Statement of Compliance.

· Form C-28 or equivalent (due prior to second estimate and every 90 days thereafter).

· DBE Progress Schedule (within 30 days after NTP and prior to first estimate).

· C-63 and C-63A or equivalent.

· County will verify required posters are present on the jobsite.

· Actual Subcontract agreements for each DBE used to claim credit.

County personnel will complete:

· Project Inspector’s Report (Schedule B) or equivalent when DBE firms reports to work on the project.

The Department will provide periodic Civil Rights Compliance, Equal Opportunity Compliance, and DBE Compliance Reviews of the project to ensure that all applicable documentation is in place.  These reviews will be conducted at least every three months throughout the duration of the project.  The purpose of the reviews is to ensure that the County is meeting the requirements set forth to receive federal funds.

Should any of the required documents not be submitted in a timely manner by the contractor, the County shall be guided by Construction Division Memorandum 94-17 regarding withholding of payment to the contractor.

With the submission of each estimate to the Department for approval, the County shall provide a certification that all of the required Civil Rights, Equal Opportunity, and DBE Documentation is in place.  The Department will be guided by the Special Provisions for Section 107.15 contained in the Road and Bridge Specifications when approving estimate for payment.

Environmental Compliance:

The County will oversee and verify that contractor:

· Complies with all applicable permits.

· Maintains Erosion and Sediment Controls as required.

· Has an Erosion and Sediment Control Contractor Certification (ESCCC) or certified DCR-Land Disturber personnel on site during all land disturbing activities.

· Inspects the E&S System weekly and after each significant rainfall event and repairs any deficiencies.  This should be documented on Form C-107a or equivalent.

The County shall conduct an Environmental Compliance Review every 2-3 weeks for the duration of the project.

The Department will provide periodic reviews of the County’s compliance review responsibilities for the contract work.  These reviews will be conducted at least every two months throughout the duration of the project.  The Department’s primary focus during its reviews will be on verifying that the County is monitoring the contractor’s response to environmental concerns and documenting their monitoring.  The Department’s focus will not be on reviewing the contractor’s work.

The County shall notify the Department of any Environmental Deficiencies discovered during their reviews of the project and the proposed action to remedy the issue.

With the submission of each estimate to the Department for approval, the County shall provide copies of the County Environmental Inspection Reports, Form C-107a’s (or equivalent), and a certification that all of the required Environmental Controls are in place.  

Materials:

The County will oversee and verify that contractor:

· Submits a Source of Materials (Form C-25 or equivalent) for each material used on the project.  Include mix design numbers for concrete and asphalt mixes.

· Acquires all pipe and precast units from a VDOT approved QA/QC supplier.

· Has certified VDOT technicians on site during all asphalt, concrete and pavement marking operations.

· Utilizes the Pre-approved Traffic Control Device Listing for electrical items.

The Department will provide the following support to the County:

· Plant testing of materials (concrete, asphalt, etc.).

· Review of Source of Materials to ensure supplier is on approved list.

· Submit a Materials Certification to FHWA at the end of the project.

The Department requests the County and its contractor endeavor to use materials available on the pre-approved lists whenever possible to avoid project delays in approval of the materials.  Should a material not be on the VDOT pre-approved lists, the Department will assist the County in obtaining approval for the material.  The Department will not be responsible for any project delays during the approval process.

The Department will provide periodic reviews of the County’s compliance review responsibilities for the contract work.  These reviews will be conducted at least every three months throughout the duration of the project.  The Department’s primary focus during its reviews will be on verifying that the County is maintaining adequate documentation on Materials issues.  The Department’s focus will not be on reviewing the contractor’s work.

With the submission of each estimate to the Department for approval, the County shall provide a certification that all of the required Materials Documentation is in place.  

Monthly Estimates:

When submitting a monthly estimate to the Department for payment, the County will provide the Department:

· Certification that all Civil Rights, Equal Opportunity, and DBE documentation has been submitted by the contractor.

· Certification that all applicable Environmental Controls are in place and are being maintained by the contractor.

· Certification that all Materials used on the project during the pay period meet applicable FHWA and VDOT requirements.

· An updated progress schedule showing the items completed during the pay period.

· Any documentation submitted by the contractor when he requested payment.

· A certification by the responsible charge person on the project that the estimate is accurate and that the items being requested for payment have been installed on the project.

· A breakdown of the current charges relative to materials on hand, any price adjustments (if applicable), and change orders.

The Department will review the submitted estimate within 5 business days and process for payment within 30 business days of receiving a correct estimate.

Work Orders:

When additional work required outside of scope of contract is required, the County shall provide the completed FHWA documents as required.  The initial request to FHWA shall be a Conceptual request and if conceptually approved by FHWA, the Final request shall be submitted.

The Department will work with the County to obtain Conceptual and Final FHWA approval for any work orders.  It is the intention of the Department to work with the County to expedite the work order process and not delay construction on the project.  Any instructions to the contractor to begin work prior to VDOT and FHWA final approval may result in the cost for the additional work being borne solely by the County.  

When provided with a complete Work Order from the County, the Department will acknowledge within 3 days and will take action within 30 days.  The Work Order will be provided to FHWA for a concurrent review by both parties.  

The FHWA required forms for Conceptual and Final approval follow this section.

WORK ORDER 

FHWA CONCEPTUAL APPROVAL REQUEST

	TO:
	FHWA – 

Area Engineer

Federal Highway Administration

Virginia Division

 
	
	DATE: 
	(MM-DD-YY)

	PHONE:
	804-
	
	PAGES: 
	, incl. this sheet

	E-MAIL:
	
	
	ORDER#
	

	FAX #:
	804-


	
	SUBJECT:



	FROM:
	
	
	

	FHWA PROJECT: 

	
	

	STATE PROJECT:


	
	


Mr. ____________,

This is to provide you with information, as follows, for upcoming work that appears to have the potential for a Work Order: 

(INSERT SCOPE OF WORK)

I would appreciate your review and comments, and like to have your conceptual approval of the need for the potential Work Order. Contractor’s price quote will be forwarded to you, once this office reviews it. Please advise if you have any question. Thanks. 

	FHWA RESPONSE:
	APPROVED
	

	
	REJECTED
	

	
	DATE:
	


WORK ORDER 

FHWA PARTICIPATION APPROVAL REQUEST

	TO:
	FHWA – 

Area Engineer

Federal Highway Administration

Virginia Division

 
	
	DATE: 
	(MM-DD-YY)

	PHONE:
	804-
	
	PAGES: 
	, incl. this sheet

	E-MAIL:
	
	
	ORDER#
	

	FAX #:
	804-


	
	SUBJECT:



	FROM:
	
	
	

	FHWA PROJECT:  

	
	

	STATE PROJECT:


	
	


Mr. ________,

You provided FHWA’s conceptual approval of this Work Order on XX-XX-XX. Attached herewith please find the price proposal that the contractor provided for the subject Work Order: 

We have reviewed the prices at the project level.

(IF NEEDED MORE INFORMATION MAY BE ADDED IN THIS SPACE)

The result of his review of the price proposal is attached herewith for your information. If you have any questions, please advise.

I would appreciate your review of this package. Upon receipt of your concurrence to participate in this Work Order, we will generate a formal Work Order to the contractor.

Thanks.

	FHWA RESPONSE:
	APPROVED
	

	
	REJECTED
	

	
	DATE:
	


Project Closeout:

The County will submit final project records to the Department for review.  The final records should be submitted within 30 days of project completion and acceptance.  The items to be included in the submission to the Department are outlined below.

The County has the responsibility for the assembly, review, verification and submission of all required project records (as listed in these guidelines) including additional information necessary for the proper computation or documentation of quantities (as required).

The data referred to above shall consist primarily of the following items. This data shall be directed to the Department for distribution as required to complete the review and estimate as follows:
(1) CONTRACT ITEMS

Semi-final estimate, tabulation of shutdowns, certification of payment for materials, labor, equipment and supplies for unbonded projects, Form ISD-20 or equivalent (Pavement Description Information), Form C-29 or equivalent (Contractor's Certifications of Wage Rates and Job Classifications), Form C50 or equivalent (Statement of materials and labor used by the Contractor). Letter from the Engineer certifying that all payrolls are up to-date and on file.

(2) MATERIALS ITEMS
Materials notebooks, plants diaries, letters listing the items accepted by visual

inspection and the TL-28 or equivalent forms.
(3) DESIGN ITEMS
Roadway plan revisions or other records which may be designated, roadway diaries, survey notebooks, weigh tickets, TL-102A or equivalent forms, other data to support pay quantities and Federal Highway Inspection Reports.
(4) TRAFFIC ITEMS
Traffic Control Device plan revisions and other records related to the installation of traffic control devices which are the responsibility of the Department for maintenance purposes. This information is for recordkeeping purposes only and not for completion of the review and estimate.
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*  This document provides additional guidance to Localities Administering VDOT Projects, but is not intended to substitute for information provided in VDOT’s LOCALLY ADMINISTERED PROJECTS MANUAL








