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ODOT Materials and Inspection Quality Assurance Program 
General Construction Inspector Training Resource Manual 

 
FOREWORD 

 
Along with the General Construction Inspector Training Manual, we have provided this 
Resource Manual. The Resource Manual includes excerpts from other manuals. Full copies of 
the manuals are available in class for your review and on the internet for later access.  
 
This manual was developed as a reference for inspectors to access construction inspection 
related sections without the overwhelming feeling of seeing each entire manual. We expect that 
you will take the time to review each of the manuals in their entirety to see how they are 
organized and the wealth of information they contain. Included in the Resource Manual are:  
 

• QA Inspection Certification Program Document – This document explains the entire 
Inspection Certification process. It also explains the different Inspection Certifications 
that are available. 

• QA Program – This section from the Manual of Field Test Procedures explains what the 
three separate and distinct sub-programs are and the responsibilities that each have for 
Field Testable Materials. In this section you will find the Contractor, Project Manager, 
and Region QA Team responsibilities. It also defines each of the different material 
testing certifications that individuals should hold when testing materials on the project.  

• Section 4D – This is another section from the Manual of Field Test Procedures. The 
section provides tables that list testing requirements for materials that are tested in the 
field (e.g., aggregate, concrete, HMAC). The document includes production testing as 
well as placement testing. It specifies who should be performing the tests, when they 
should be performing the tests and on what form to record the test results. 

• Non-Field Tested Materials Acceptance Guide (NFTMAG) – This document is a table 
that lists each Quality Document required for product acceptance. Ensure that you, as 
the inspector, consult this table for product compliance documentation and verify each 
document is received prior to Contractor installation.  

• Qualified Product List (QPL) – This document is a complete list of Qualified or 
Approved products and manufacturers that are available for use on ODOT projects.  

• Chapter 12 – Project Records (Construction Manual) – This chapter explains that 
most of the project records and documents that are made and kept are public records. 

• Chapter 12G – Extra Work Performed on a Force Account Basis (Construction 
Manual) – This section explains when to use Extra Work performed on a Force Account 
Basis to equitably and uniformly compensate the Contractor for Extra Work when a 
negotiated price cannot be reached. 

• Chapter 19 – Labor Compliance (Construction Manual) – This section explains that 
anyone working on construction projects is not to be taken advantage of and is entitled 
to the appropriate wage. It explains what DBRA and BOLI wages are. It also explains the 
requirements of the Contractor for reporting the payroll and the Agency requirements for 
performing wage interviews, along with labor complaints and investigations.   
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ODOT Inspection Certification Program 
 

Overview 
 
The Inspection Certification Program is one element of ODOT’s Inspection Quality 
Assurance (QA) Program. The purpose of the Inspection Certification Program is to 
provide training and resources for Construction Inspectors, and to ensure consistent 
administration of highway construction contracts.  The monitoring of construction 
activities by Certified Inspectors will promote industry best practice and will help to 
ensure quality materials and workmanship on ODOT construction projects. 
 
The Inspection Certification Program: 
 
• Improves Contractor compliance with approved Plans and Specifications 
• Improves the level of knowledge among Construction Inspectors 
• Provides clear and consistent expectations of Inspectors 
• Improves the consistency of construction inspection practices 
• Reduces the potential for construction claims and other contract disagreements 
• Improves construction quality in the State of Oregon 
• Complies with implied Federal requirements prescribed in Title 23 of the Code of 

Federal Regulations. 
 
Inspection Certification Program 1 
 
The Inspection Certification Program requires all Inspectors on ODOT construction 
projects be Certified by ODOT. It is required that all inspectors be certified in General 
Construction Inspection, and Inspectors may obtain Certifications in one or more 
discipline specific areas. Additional discipline specific Certifications are required when 
performing inspection duties in these areas. A description of the current Certifications is 
provided below. 
 
As a point of clarification, the Project Manager is responsible for all inspection activities 
on a construction project and at times may need to supplement their Inspection 
workforce with non-Certified personnel during periods of heavy construction activity. 
Therefore, the program makes allowances for the temporary use of non-Certified 
inspectors. The following information outlines the activities that can be conducted by 
Certified and non-Certified inspectors. 
 

1 Certification is required for all non-ODOT and ODOT new hire/promoted Inspectors. It is highly 
recommended for existing ODOT Inspectors. 
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Certified vs. Non-Certified Personnel 
 
Activities that are performed by Certified Inspectors include the following: 
 
• Inspect the work as needed to ensure it conforms with the Plans and Specifications 

and Approved Changes 
• Ensure Quality Control testing is being performed as required 
• Inform Quality Assurance personnel of problems or potential problems with field-

tested materials 
• Record progress and/or delays with the work 
• Ensure source documents allow proper payment to the Contractor 
• Work with the Project Manager, Contractor, and others to troubleshoot problems with 

construction 
• Provide clear direction and guidance to non-Certified individuals that are assisting 

with monitoring the work 
• Monitor the activities of non-Certified individuals 
 
When circumstances occur that prevent the use of a Certified Inspector the Project 
Manager may assign specific tasks to a non-Certified individual.  The Project Manager 
must ensure that non-Certified personnel have a thorough understanding of their 
assigned duties.  Non-Certified personnel should review the applicable training and/or 
reference material before performing inspection activities. 
 
Some examples of duties that could be performed by non-Certified personnel include 
the following: 
 
• Collect weigh memos and record material receipts 
• Work with a Certified Inspector to monitor specific aspects of a construction activity or 

process.  For example: On an HMAC paving project, a non-Certified individual could 
be assigned to monitor one or more of the following: 

 
o HMAC temperature 
o Surface Preparation 
o Tack Coat application 
o Rolling patterns 
o HMAC Contamination (i.e. diesel, debris) 
o Clumps or crusted mix in the mat or on grade ahead of paver 
 

In this example, the Certified Inspector would be on-site performing 
other various Inspection duties and would be receiving regular 
project updates from the non-Certified individual. 
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Certifications 
 
All Inspectors working on ODOT construction projects are required to possess the 
General Inspector (CGI) Certification. Additional Certifications are required when 
performing inspection duties in the other Certification areas. For example, if an 
Inspector is working on a paving project, he/she would be required to possess Hot Mix 
Asphalt Concrete Inspector (HMAC) Certification but not be required to obtain the 
Bridge Construction  Inspector (CBCI) Certification until such time that he/she is 
expected to inspect Bridge work.  
 
Inspector Certifications will be valid for a three (3) to five (5) year period, after which the 
Inspector will need to pass a re-Certification exam to extend their Certification for an 
additional three (3) to five (5) years.  
 
Following is a summary of the Inspector Certifications: 
 
Certified Bridge Construction Inspector (CBCI): Bridge Inspection Training will build on 
the General Inspector Certification by informing the Inspector of the various types and 
methods of bridge construction and proper Inspection practice.   
 
Certified Environmental Construction Inspector (CECI): The purpose of this class is to 
build on the General Inspector Certification by informing Inspector's of general 
environmental issues, and NPDES permit requirements and Best Management 
Practices for Erosion and Sediment Control. 
 
Certified Drilled Shaft Inspector (CDSI): The goal of this course is to build on the 
General Inspector Certification by providing Drilled Shaft Foundation Inspectors with the 
practical knowledge and Standard-of-the-Industry practices for the inspection of drilled 
shaft foundation construction. 
 
Certified General Inspector (CGI):  The General Inspector Training is intended to be a 
pre-requisite, or foundation, for the other discipline specific Certifications.  The training 
focuses on the General Provisions, Contract Administration, Roles and Responsibilities, 
etc. 
 
Certified Hot Mixed Asphalt Concrete Inspector (HMAC):  The purpose of the HMAC 
Inspector class is to build on the General Inspector Certification by providing each 
participant with information and tools to be an effective HMAC Inspector.  Attention is 
focused on inspection of items that are critical to HMAC performance and how to fulfill 
the necessary contract documentation requirements. 
 
Certified Traffic Signal Inspector (CTSI) -- Traffic Signal Inspection training is designed 
to build on the General Inspector Certification by providing the training and resources 
necessary to properly inspect Traffic Signal and Electrical Installations on State 
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Highways.  The training focuses on Traffic Signals, but applies to all Electrical 
Installations. 

Certification Process 

Under the Inspection Certification Program, to become Certified, Inspectors are required 
to demonstrate their understanding of the inspection process by passing an 
examination.  Training is available, but not required, for each of the Inspector 
Certifications. Experienced inspectors may choose to challenge the Certification 
examination without attending training. The chart below shows the exam process: 

Training course materials are available for download or purchase2 through the ODOT 
Construction Section internet site to allow inspectors who intend to challenge the exam 
an opportunity for self study. Participants are required to bring  their own current version 
of the training course materials to the challenge exam3.   

The schedule for training courses is set every fall for classes during November through 
April.  The schedule and registration requirements are available on ODOT’s Inspection 
Certification Program website4. Training course participants will receive course 
materials the first day of the course as part of their paid registration. 

Inspector Certifications will be valid for a 3 to 55 year period, after which the Inspector 
will need to complete a reCertification course and/or examination to extend their 
Certification for an additional 3 to 5 years.  

2 http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/docs/manual_purchase_form.doc 
3 The requirements for each class are outlined on ODOT’s Publication Page:  
http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/publications2.shtml 
4 http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/Cert/InspCert.shtml 
5 Certified Traffic Signal Inspector Certification is valid for 3 yrs from the date of issue.  The remainder of
the Certifications are valid for 5 yrs. 
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The QA Unit will work with all of the training providers to ensure a consistent 
Certification/re-Certification process that will measure an Inspector's skills and ability. 
 
Training and Certification is strongly recommended at the earliest opportunity for New 
Inspectors and other non-Certified individuals.  Certification exams are readily available 
for non-Certified individuals to challenge.  Non-Certified individuals who have 
demonstrated competence on the job are encouraged to challenge the applicable 
Certification Exam(s) and obtain proper Certification. 
 
Certification Examinations 
 
To apply for the Certification, the applicant may either register for one of the approved 
training classes, where the exam will be administered as part of the class, or submit an 
application to challenge the exam6.  Challenge exams will be scheduled at a time that is 
convenient for ODOT and the applicant. 
 
Exams are: 
 

a. Open Book 
b. Multiple choice and true or false questions about inspection procedures, 

specifications, plans, and other relevant documents. 
c. Written exam time lines vary depending on the needed Certification.  In general, 

2 to 4 hours are given to complete the exam. 
d. The passing score is 80% for all Certifications. 

 
Documentation of Certification 
 
Upon the successful completion of the current examination(s), the participant’s name, 
address, and/or company affiliation will be entered in the official registry of Certified 
individuals for the appropriate Certification. The official registry is maintained by the 
ODOT Construction Section and can be accessed on the internet at the following 
address:  www.odot.state.or.us/techserv/operatns/techcert/techcertDynamic/Index1.cfm 
 
It is anticipated that many Inspectors will hold multiple Certifications. Each Certified 
Inspector will be given a laminated wallet-size identification card, which indicates all 
areas of Certification, and official letter(s) indicating Certification(s) held. 
 

 
 
 

6 ftp://ftp.odot.state.or.us/techserv/construction/QA_Certification/challenge_registration_form.pdf 
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OREGON DEPARTMENT OF TRANSPORTATION 
QUALITY ASSURANCE PROGRAM 

 

I.  OVERVIEW 

 
The Oregon Department of Transportation (ODOT) has implemented a Quality Assurance (QA) 
program approach that complies with the FHWA Guidelines for a QA program for construction 
projects on the National Highway System.  This program defines the responsibilities of the 
contractor and ODOT in order to satisfy the needs of the program.  This program is currently 
used for all construction projects administered by ODOT or its consultants. 
 
ODOT recognizes that there are other benefits of developing and implementing Quality 
Assurance specifications into its construction program.  These benefits include: 

 To improve the overall quality of highway and bridge construction; and 
 To place responsibility on the contractor for quality control in contracted work. 

 
The success of the Departments Quality Assurance program is dependent on three primary 
features.  The first is the Laboratory Certification program, which is discussed in Section III of 
this document.  The second is the Technician Certification program, which is discussed in 
Section IV, and the final feature is the specific product QC/QA testing plan detailed in Appendix 
C of this document. 

Quality Assurance (QA) 
 
Quality Assurance is defined as: All those planned and systematic actions necessary to provide 
confidence that a product or service will satisfy given requirements for quality. 
  
 
ODOT has developed its QA Program, which includes three separate and distinct sub-programs 
as illustrated below: 

 
 
      
 

 
 
 

 
 

 
Quality Assurance Program 

 
Verification  

 

 
Quality Control  

 

 
Independent Assurance 
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Quality Control (QC) 
 
Quality Control is defined as:  All contractor/vendor operational techniques and activities that 
are performed or conducted to fulfill the contract requirements. 
 
The contractor is responsible for providing quality control sampling and testing, furnishing 
material of the quality specified, and furnishing QL levels during aggregate production, when 
required.  The contractor’s Quality Control technician must perform or observe the sampling 
operations.  Testing operations will be performed by a Certified Technician unless the Training 
Program option is utilized (see Appendix H (Training Program) for details).  The certified 
technician, who performs the sampling and testing procedures, must sign the testing 
documentation.   
 
Contractor quality control tests will be used for acceptance only if verified by tests performed by 
an independent group (Region QA). 
 
Small quantities of some materials may be accepted when requested by the contractor and 
approved by the Project Manager (see Section 4(B) of MFTP). 
 
NOTE:  ODOT will perform testing for all source/compliance tests and those non-field tested 
items associated with construction products (e.g. asphalt’s, emulsions, tack, water, cement, 
lime, etc.). 

Verification 
 
Verification is defined as:  Sampling and testing performed to validate the quality of the product. 
 
Verification samples are taken randomly (minimum ten-percent of specified quality control 
frequency) and tested by an independent group (Region QA) to verify that products meet 
required specification(s).  Quality Control samples shall not be used for verification. 
 

Independent Assurance  
 
Independent Assurance is defined as:  Activities that are an unbiased and independent evaluation 
of all the sampling and testing procedures used in the acceptance program. 
 
ODOT’s Independent Assurance (IA) Program uses a combination approach requiring laboratory 
certification, technician certification, proficiency samples, and where possible, split samples of 
verification or QC tests.  The Construction Section certifies quality control and quality assurance 
testing laboratories and technicians.  Contractor’s test results of split IA samples are compared to 
Region QA test results for compliance using ODOT IA parameters.  The PM performs random 
inspections of QC labs and technicians for compliance.  The quality of Region QA test results 
are constantly monitored through the Departments proficiency samples program, which is 
outlined in Appendix B. 
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NOTE:  The Quality Assurance Testing (both Verification and Independent Assurance) 
will be performed by a Quality Assurance Laboratory designated by the Agency in 
compliance with 23CRF637. 

Quality Assurance Program Components 

Third-Party Resolution 
 
Third Party Resolution is used when the Agency’s Quality Assurance test results conflict with 
ongoing Quality Control test results and when verification requirements are not met or the 
conflict cannot be resolved.  Third-Party Resolution can be requested by either the Contractor or 
the Project Manager. 
 
Third Party Resolution testing shall be performed by a Dispute Resolution Laboratory.  The 
Construction Section’s Central Materials Laboratory performs third party and dispute 
resolutions.  This is normally done by testing quality control production backup samples , but 
may include other resolution techniques or procedures as determined by the agencies technical 
expert for the corresponding specification section. 
 
The test result(s) of the Dispute Resolution Laboratory performing dispute resolution materials 
testing for any or all disputed test results will be considered the actual test results and will 
therefore be used for acceptance of the material.  
 
CERTIFICATION ADVISORY COMMITTEE 
 

The certification programs (both Technician and Laboratory Certifications) for ODOT’s Quality 
Assurance program will be overseen by a Certification Advisory Committee. The purpose of this 
committee is to review and provide general oversight to the certification programs. The 
committee will be responsible for establishing policy as related to the certification programs and 
will also be responsible for reviewing allegations concerning abuse by technicians. The 
Certification Advisory Committee will perform other duties as required to successfully 
implement and continue the Certification Programs. A meeting of the committee may be called 
at any time by the Chair of the Certification Advisory Committee or by written request of at least 
two members of the Committee. A majority of the members of the Committee shall be present 
for transaction of official business. 
 
Membership 
 
Membership of the Certification Advisory Committee will include the following: 
 
ODOT Construction and Materials Engineer (Chair) 
ODOT Pavements Services Engineer 
ODOT Quality Assurance Engineer 
ODOT Structural Services Engineer 
ODOT Laboratory Services Manager 
APAO Executive Director or Representative 
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OCAPA Executive Director or Representative 
AGC Heavy Highway Representative 
Industry “At Large” Representative (appointed by Committee) 
 
Random Samples 
 
The Quality Assurance Program is based on theoretical conditions and the application of 
statistical acceptance procedures. Sampling shall be by simple random, stratified random, or 
systematic means as specified. 
 
To obtain a representative sample, a reliable system of random sampling shall be employed.  
Some work, like process control, lends itself quite well to the use of the Random Units Table and 
the Random Sample Location forms that ODOT has developed.  ODOT TM 400 (Determining 
Random Sampling and Testing Locations) is also available to assist with Random Number 
determinations and test site locations.  This is the preferred method to assure that the samples are 
representative and eliminate sampling bias.  In other work, like Verification or Independent 
Assurance, it may be difficult to apply random numbers to sample selection.  In this case, it is 
imperative that the samples are taken at locations or times, which do not have an identifiable 
pattern, and are completely random and without bias. 
 
 
Commercial Source Quality Control 
 
The ODOT quality assurance program allows some freedom for commercial sources to establish 
their own quality control plan that is tailored to the operation of the specific commercial source.  
The commercial supplier is required to submit a written quality control plan to the appropriate 
Region Quality Assurance Coordinator for approval.  All testing for the approved quality control 
plan is required to be performed by a certified technician in an ODOT certified laboratory.  
Specific details on Commercial Source Quality Control may be found in Appendix D.
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II. ROLES AND RESPONSIBILITIES 

Contractor 
 
The contractor’s responsibilities are to: 
 

 Furnish a written quality control plan (See Appendix G, Pg. 60,  for minimum 
requirements); 

 Furnish and incorporate materials/products which are of the quality specified; 
 Provide ODOT certified technicians and laboratories; 
 Perform quality control of all materials/products used on ODOT construction projects; 
 Sample and test materials using appropriate devices and procedures; 
 Furnish QL when required; 
 Sample and provide splits to ODOT upon request, witnessed by an agency representative; 
 Perform required tests on contractor’s split of IA samples; 
 Properly document, sign and deliver test results as required, on ODOT forms according 

to Section 3 criteria; and 
 Retain splits of all QC samples until PM determines that the split samples may be 

discarded. 
 Retain all split portions of IA samples until notified in writing by the Project Manager to 

discard. 

Project Manager (PM) 

 
The Project Manager has the authority and responsibility to enforce the provisions of the 
contract. The PM’s Quality Control Compliance Specialist (QCCS) is involved with the project 
QA activities and is experienced and certified in all areas of field testing and documentation.   
The QCCS is required to maintain certification in CAgt, CEBT, CAT 1, CDT and QCT.  
Certification in CAT II, CCT and CMDT are recommended. 
 
The Project Manager is responsible to ensure that: 

 The project meets the requirements specified in the plans and specifications.  
 All required tests are performed, documented, and submitted. The PM is also responsible 

for informing the QAC of project schedules, current quantities, and anticipated sampling 
requirements so verification testing can be accomplished. 

 The contractor’s QC program meets required standards.  This is accomplished by 
performing inspections of contractor’s personnel, testing procedures, and testing 
equipment. 

 The contractor and Region Quality Assurance Laboratory is notified in writing within 5 
working days of an IA/Verification sample’s completion, as to which backup samples 
may be discarded or that an investigation is in progress.   Upon the completion of an 
investigation inform the contractor, in writing, as to which backup samples may be 
discarded.  Written notification will identify the Lot/Sublots, include the IA test results 
and if required the resolution of an IA investigation. 
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Region Quality Assurance Team 
 
The Region Quality Assurance Team consists of a Quality Assurance Coordinator (QAC), 
Assistant Quality Assurance Coordinator and Quality Assurance Technicians (QAT). They are 
resources for the PMs, inspectors, technicians, other agencies, and contractors.  They are also 
experienced in construction and are certified in design and testing of construction materials. 
 
Specific duties include, but are not limited to, the following: 
 

 Maintain uniformity in construction and testing activities; 
 Witness Quality Control Technician Sampling for IA and verification testing; 
 Perform all required IA and verification testing; 
 Properly document on ODOT forms according to Section 3 criteria; 
 Calibrate or verify calibration of all nuclear moisture density gauges for ODOT, industry, 

and other agencies; 
 Administer the Region’s radiation safety program; 
 Troubleshoot construction problems related to materials; 
 Recommend changes to mix designs; 
 Assist in the technician certification program; 
 Oversee Region testing facilities; 
 Inspect contractor facilities and/or technicians; and  
 Assist in QC laboratory certification. 
 Retain IA/Verification splits until notified by the PM. 
 Administer the Commercial Source Program 

 

Construction Section  
 
The Construction Section’s duties include: 
 

 Support of the QA program by coordinating training and certification for technicians and 
by certifying all testing labs associated with ODOT construction projects;  

 Administer the proficiency sample program;  
 Provide third-party dispute resolution, according to the QA program, when necessary. 
 Utilize the QA Steering Committee to establish and ensure statewide consistency in the 

QA Program. 
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III.  LAB CERTIFICATION PROGRAM 
 

OVERVIEW 
 
The Construction Section (CS) developed this laboratory certification program to support the 
Oregon Department of Transportation’s (ODOT) Quality Assurance Program for Construction 
Materials.  This program recognizes three categories of laboratories that will test materials for 
ODOT construction projects: Quality Control, Quality Assurance, and Dispute Resolution.  To 
ensure that laboratories consistently provide quality test results, they shall be certified according 
to this Program. 
 
 
PROGRAM DESCRIPTION 
 
1. Quality Control Laboratories 
 
Quality control of construction materials is the responsibility of the contractor.  Laboratories 
performing quality control testing may be the contractor’s own, the material supplier’s or an 
independent testing laboratory. 
 
The ODOT Central Laboratory will certify all Quality Control Laboratories for those test 
methods necessary to perform Quality Control tests of construction materials for ODOT 
construction projects.  An outline of the on-site inspection process and laboratory certification 
criteria is found in Appendix A.  This certification will be valid for one year.  If a laboratory’s 
certification expires and the laboratory has a continued need to test materials for ODOT 
construction projects, the laboratory shall apply for re-certification. 
 
This laboratory certification process is designed to provide a “snapshot” of the quality of a 
laboratory.  The ODOT Central Laboratory or its authorized representative will examine the 
laboratory’s testing equipment for accuracy and conformance to specifications.  If the 
laboratory’s equipment is properly calibrated and within specifications, and if the laboratory 
meets all other conditions specified in Appendix A, ODOT will certify the laboratory as 
competent and able to test materials for ODOT construction projects. 
 
 
2. Quality Assurance Laboratories 
 
Quality assurance is the responsibility of ODOT (the owner). Quality Assurance Laboratories 
perform Independent Assurance (IA) and/or Verification tests in coordination with Quality 
Control Laboratories performing quality control tests of materials for ODOT construction 
projects.  This provides ODOT with an independent analysis of the quality control test results to 
ensure that the results of quality control tests are valid. 
   
Quality Assurance Laboratories will usually be ODOT Region Laboratories, but may also be the 
ODOT Central Laboratory or an ODOT contracted independent testing laboratory. 
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Quality Assurance Laboratories perform Independent Assurance (IA) and/or Verification tests 
during production of materials.  These laboratories perform a portion of the tests that the Quality 
Control Laboratories perform.  The quality control and quality assurance test results are 
compared to each other to determine the reliability of the quality control testing program.  
 
The ODOT Central Laboratory will certify all Quality Assurance Laboratories for those test 
methods necessary to perform quality assurance tests of construction materials for ODOT 
construction projects.  This certification will be valid for one year.  If a laboratory’s certification 
expires and the laboratory has a continued need to test materials for ODOT construction projects, 
the laboratory shall apply for re-certification.  An outline of the on-site inspection process and 
laboratory certification criteria is found in Appendix A. 
 
This laboratory certification process is designed to provide not only a “snapshot” of the quality 
of a laboratory, but also an evaluation of the laboratory’s performance in maintaining quality and 
consistency.  ODOT Central Laboratory inspectors will examine the laboratory’s testing 
equipment for accuracy and conformance to specification.  In addition, the quality assurance 
laboratory is required to participate in the ODOT Central Materials Laboratory Proficiency 
Sample Program (see Appendix B).  If the laboratory’s equipment is properly calibrated and 
within specifications, and if the laboratory meets all other conditions specified in Appendix A, 
then ODOT will certify the laboratory as competent and able to perform independent assurance 
and/or verification tests of materials for ODOT construction projects. 
   
3. Dispute Resolution Laboratories 
 
When Quality Control and Quality Assurance test results conflict and the conflict cannot be 
resolved; a neutral Dispute Resolution Laboratory will test the material in question.  The test 
results of the Dispute Resolution Laboratory will decide the dispute. 
 
The ODOT Central Laboratory will perform all third party and dispute resolutions unless 
a potential for conflict of interest exists.  
 
In the event that the ODOT Central Laboratory acts as the Quality Assurance laboratory, and that 
the dispute is therefore between the Quality Control Laboratory and ODOT Central Laboratory, 
the ODOT Central Laboratory will defer its dispute resolution duties to a certified laboratory 
agreed upon between ODOT and the Contractor. 
 
The ODOT Central Laboratory shall certify dispute Resolution Laboratories., other than the 
ODOT Central Laboratory. 
 
Any Laboratory which has run Independent Assurance, Verification or Quality Control testing 
on the material under dispute is considered to have a conflict of interest and shall not perform 
Dispute Resolution on its own tests.  
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Laboratory Decertification 
 
A Quality Control or Quality Assurance Laboratory may have its entire certification or its 
certification for specific test methods revoked by ODOT if it is found to not conform to the 
specifications and standards of its ODOT certification.  A laboratory that has had its certification 
revoked for a specific test method(s) may not test materials that require the use of such revoked 
test certification(s).  A laboratory that has had its entire certification revoked shall promptly 
cease testing materials for ODOT construction projects. 
 
A laboratory that has had its certification partially or entirely revoked may seek reinstatement by 
demonstrating conformance to the ODOT Laboratory Inspection criteria (See appendix A). 
 
In addition, any laboratory/company intentionally misrepresenting the status of their certification 
or falsifying test results will be subject to disciplinary action up to a one-year suspension of their 
certification.  Any allegation regarding the practices of a certified laboratory will be made in 
writing to the Certification Advisory Committee.  The Certification Advisory Committee will 
investigate the complaint and take appropriate disciplinary action.  In all cases, the parties 
involved in the complaint will be provided an opportunity to appear before the committee before 
any actions are taken. 
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IV. TECHNICIAN CERTIFICATION PROGRAM 

 
INTRODUCTION / BACKGROUND 
 

The Oregon Department of Transportation’s Quality Assurance Program will require all 
personnel and laboratories performing testing on ODOT projects to be certified. The level of 
certification is dependent on the specific type of testing to be performed.  The Certification 
Advisory Committee, described in Section I, of the QA Program, will provide approval and 
General oversight for the certification programs. Specific direction and administration of the 
individual certifications will be provided by ODOT unless other groups are specifically 
referenced in the description of the individual certifications. 
 

The Oregon Department of Transportation is a member of the Western Alliance for Quality 
Transportation Construction (WAQTC), which consists of 11 western states committed to the 
quality of our transportation systems.  WAQTC has developed a technician-training program, 
which is comprised of instructional, and student modules used to assist in the training process of 
material field-tested procedures.  ODOT has adopted the training packages for all certifications 
except for ODOT specific certifications and those controlled by entities other than WAQTC such 
as QCT, CCT, CMDT and CAT II.   
 

The purpose of the Technician Certification Program is to insure technicians performing testing 
have a minimum level of knowledge in the area of certification.   
  

Technician Certifications 
 

Following is a summary of the approved Technician Certifications currently in place.  Initial 
certification, in any discipline, will be valid for a 3-year period, except CSTT, which is valid for 
a 6-year period.  After the initial 3-year certification period has expired, the certification renewal 
period will be 5 years for all certifications, except CSTT, CCT, CMDT and Cat-II.  CSTT will be 
valid for a 6-year period and CCT and Cat-II will be valid for a 3-year period.  Recertification 
for CMDT is required every 2 years following the initial 3-year certification.   The length and 
conditions of any extension will vary and are at the discretion of ODOT. 
 
 
Certified Aggregate Technician (CAgT): 
 

A CAgT performs a variety of tests on soils and aggregates including; sieve analysis, fracture, 
sand equivalency, and other tests. A CAgT also performs other duties as required by current 
specifications for soils and aggregate materials. 
 

Certified Embankment and Base Technician (CEBT): 
 

The CEBT performs testing of soils and aggregates for establishing the relative maximum 
density and optimum moisture for use in compaction testing of sub grade soils and aggregate 
bases.  A CEBT also determines the Specific Gravities of aggregate. 
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Certified Density Technician (CDT): 
 
A CDT performs in-place density testing of soils, aggregates, and asphalt mixtures using the 
nuclear density gauge.   In addition to certification, a CDT must possess a current Radiation 
Safety Card issued by an approved source.  For soil, soil aggregate mixtures, and aggregates a 
CDT determines percentages of coarse and fine material, performs one point testing and related 
calculations. 
 
Certified Asphalt Technician I (CAT-I): 
 
A CAT-I performs sampling and testing for HMAC and EAC mixtures including AC content, 
maximum specific gravity, sieve analysis, void measurements, and other tests and duties as 
required by current specifications. 
 
Certified Asphalt Technician II (CAT-II): 
 
A CAT-II is responsible for managing the volumetric properties of asphalt mixes by controlling 
plant operations, for troubleshooting HMAC sampling and testing processes, and for making 
appropriate adjustments to HMAC production and lay down procedures.  Certification at   
CAT-II level is contingent on having successfully completed the CAT-I certification phase 
at least once. 
 
Certified Mix Design Technician (CMDT): 
 
A CMDT is responsible for preparing HMAC and EAC Mix Designs, including all material 
testing and data analysis necessary to properly complete a design.  A CMDT prepares designs for 
both dense and open graded mixtures. 
 
Quality Control Technician (QCT): 
 
A QCT performs testing of fresh Portland cement concrete including sampling, concrete 
temperature, slump, unit weight, air content, and fabrication of specimens for strength testing 
and performs other duties including calculating cement content and water-cement ratio as 
required by specifications. QCT certification is obtained through the ACI Concrete Field Testing 
Technician - Grade 1 certification program, with the Oregon written Supplemental test, 
conducted by the Oregon Concrete and Aggregate Producers Association (OCAPA).     
 
Concrete Control Technician (CCT): 
 
A CCT is responsible for preparing concrete mix designs.  Proportioning concrete mixtures to 
meet job requirements, and for making adjustments to the mix design as necessary to provide a 
concrete mixture of the quality required by specifications.  A CCT certification is obtained 
through a training program conducted by OCAPA.  
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Concrete Strength Testing Technician (CSTT): 
 
A CSTT is responsible for testing the compressive or flexural strength of hardened concrete 
cylinders or beams.  The duties of a CSTT include proper capping of specimens (bonded and un-
bonded), correct operation of breaking device and visual evaluation of broken specimens.  Also, 
the CSTT is responsible to insure the proper handling, mold removal, logging and curing of field 
fabricated samples upon arrival at the laboratory.  A CSTT certification may be obtained through 
a program conducted by Oregon Chapter of the American Concrete Institute.    
 
Who Must Be Certified? 
 
All personnel responsible for performing testing, and reviewing test reports, required on projects, 
which the ODOT Quality Assurance Program applies must be certified. This requirement applies 
to project personnel working as technicians or fulfilling the role of a Quality Control Compliance 
Specialist for the State, Contractors, or Consultants on such projects. 
 

Certification Requirements 
 
To obtain any of the above certifications, the technician will be required to pass a written and/or 
a practical test demonstrating a knowledge and understanding of how to perform the specific 
tests and of specifications applying to the material being tested. All tests shall be administered 
and evaluated only by evaluators approved by the Certification Advisory Committee Chair, or 
their designated representative. 
 
To apply for the certification, the applicant will register either for one of the approved training 
classes, where the exam will be administered as part of the class, or submit an application to 
challenge the exam.  The challenge applications will be submitted through the approved training 
program to facilitate scheduling.  Appropriate fees will be charged for the challenge exams to 
cover scheduling, overhead and facility use. Applicants will be scheduled for examination 
through a cooperative effort between ODOT and the appropriate training program service 
provider. 
 
All certifications shall be contingent upon the technicians signing a rights and responsibilities 
agreement. This agreement outlines the technician’s rights and responsibilities along with the 
possible consequences of the abuse and/or neglect of these responsibilities.  The technician will 
submit a signed agreement at the time they take the certification examination. 
 
Examination Process 
 
The Asphalt Paving Association of Oregon (APAO) and Oregon Concrete Aggregate Producers 
Association (OCAPA) currently perform the instructional phase, while ODOT maintains the 
certification and administration of the written and practical exam processes.  The certification 
system is made up of three phases.  Phase one - WAQTC written exam, phase two - ODOT 
written exam and phase three - combined ODOT and WAQTC performance exam.   
During the exam process, only hand calculators are allowed, the use of computers is not 
permitted during any exam phase. 
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Challenge Process   
 
A person may challenge the exam process if they feel that they have the knowledge and skills to be 
able to pass without attending formal training. If the person does not currently possess a certification 
for that specific discipline and fails any of the following mentioned examination events, then that 
person must attend the formal training for that certification. If the person currently possess a 
certification for that specific discipline and fails any of the following mentioned examination events, 
then that person may challenge the failed examination event for that certification a second time. If the 
person fails the challenged event a second time, then the person must attend formal training for that 
specific discipline. 
 
WAQTC Written Examination 
 

a. Closed Book  
b. Consists of multiple modules, depending on the needed certification 
c. Each module consists of 5 questions with multiple choice, true or false, and required 

calculations. 
d. Written exam time lines vary depending on the needed certification.  1 to 1 ½ hours is 

given to complete the exam. 
 

 ODOT Written Examination: 
 

a. Open Book 
b. Consists of multiple choices, true or false, and essay questions related to test procedures 

as well as specifications and completion of various ODOT forms. 
c. Written exam time lines vary depending on the needed certification.  3 to 3 ½ hours is 

given to complete the exam. 
d. For CMDT certification, there are two written exams covering Dense and Open graded 

HMAC, EAC and Aggregate Treatment applications.  4 hours is allowed for the Dense 
HMAC exam and 2 hours for the Open HMAC, EAC and Aggregate Treatment exam. 

 
 ODOT /WAQTC Combined Performance Examination 
 

a. Each participant will demonstrate proficiency in the designated test methods with 
prepared samples and will demonstrate the ability to apply specifications and ODOT 
specific requirements to the needed test and identify the quality of the material being 
tested.  

b. The exam is open book but the technician may not use the performance exam checklist. 
c. The performance examination for ODOT is performed in conjunction with the WAQTC 

performance exam.  4 ½ hours is given to complete the performance exam process with 4 
hours actual lab time and ½ hour given to complete calculations.  The performance exam 
answers are graded based on completion of the required tests, accuracy of computations, 
application of the correct specifications, and the results of computations meeting the 
parameters set forth in the Independent Assurance Parameters section of the Quality 
Assurance Program. 

d. During the performance exam the examinee may be asked to explain various steps of a 
procedure to reduce the full test time. 
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e. The performance exam checklist consists of yes and no blocks.  In order to complete the 
checklist successfully, all of the yes blocks must be filled out. 
   
In the event, a participant fails the first attempt; a second attempt is given, if time 
permits, and after the exam proctor explains the correct procedure.  Anyone failing a test 
method on the performance exam may repeat that trial during the day of the performance 
exam, depending on the timelines and the type of test.  Repeat trials will be allowed in 
not more than 50% of the total test methods in that performance exam.  If the participant 
fails on the second attempt the performance exam will stop and the participant will have 
to re-take the exam at the scheduling convenience of the Agency. 

 
 Passing Score – Written 
 

a. Initial exam (first attempt) WAQTC: An overall score of 70% with a minimum of 60% 
on any one-test method. 

b. Re-exam (second attempt) WAQTC: An initial exam overall score below 70% will 
require a re-exam on all test methods.  An initial exam score above 70% overall, but 
below 60% on one or more test methods, will require a re-exam on only those test 
methods.  In the case of one test method comprising the re-exam, the examinee must 
receive a score of 70%.  In the case of more than one test method comprising the re-
exam, the examinee must receive an overall score of 70% with a minimum of 60% on 
any one-test method. 

c. Initial exam (first attempt and second attempt) ODOT: An overall score of 70% is 
required to successfully complete the exam requirement. 

d. Initial exam (first attempt) for the QCT ODOT supplemental exam:  An overall score of 
80% is required to successfully complete the exam requirement.  For the CCT and 
CMDT certification exams, an overall score of 75% is required to successfully complete 
the exam requirement.   

e. Re-exam (second attempt) for the ODOT QCT and CCT exam the participant must meet 
the same criteria as the Initial exam (first attempt). 

 
 Passing Score – Performance 
 

a. All performance checklists must have 100% yes blanks checked and each test method 
must be performed within the designated time limit. Each examinee is allowed two 
attempts to complete procedures if time allows. 

b. First attempt: Performing all the required tests, application of correct specifications and 
meeting the Independent Assurance Parameters is required to receive a pass rating.  The 
grading is based on pass/fail of all associated tests performed under the desired 
certification. 

c. Second attempt: The same criteria as the Initial exam must be met. 
d. For CMDT, an acceptable Level 2, 3 or 4 HMAC design must be submitted along with 

verification materials, as described in Section 6 of the most recent edition of the 
“Contractor Mix Design Guidelines for Asphalt Concrete”.  A six-month period will be 
allowed for the mix design submittal from the date of the written exam.  
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 Re-examination Policy – Written/Performance 
 
Failure of any exam phase a second time will require attendance of the course for that 
qualification and passing the exam element failed on the second attempt if certification is still 
desired.  In addition, on the date the certification process is started a technician will have 120 
days to complete the exam requirements for the desired certification.  If the exam requirements 
are not met within the 120-day period and certification is still desired the technician will be 
required to perform the entire exam process again. 
   
 
Applicants with Disabilities or Special Needs 
 
Applicants with a disability or those having special needs should notify the Certification 
Advisory Committee Chair, or their designee, at the time application is made of what appropriate 
accommodations need to be made so that these can be planed for. 
 
 
Disclaimer 
 
Certification of an individual by the ODOT Technician Certification Program indicates only that 
the individual has demonstrated a certain level of competence on a written and/or practical 
examination in a selected field of activity. ODOT may require this certification of individuals 
performing activities specified in work contracts or other activities. ODOT and the Certification 
Advisory Committee make no claims regarding the abilities or competence of certified 
individuals. Each individual or organization utilizing certified individuals must make its own 
independent judgment of the competence of certified individuals. ODOT specifically disclaims 
any responsibility for the actions, or the failure to act, of individuals who have been certified 
through the ODOT Technician Certification Program. 
 
To obtain certification may involve hazardous materials, operations and equipment.  This 
program does not purport to address all safety or regulation concerns associated with the use of 
the procedures used.  It is the responsibility of the users to use and establish appropriate safety 
and health practices and determine the applicability of regulatory limitations. 
 
Documentation of Certification 
 
Upon the successful completion of the examination(s), the participant’s name, home address, 
and/or company affiliation is registered in the official registry of certified technicians for the 
appropriate certification. ODOT Construction Section maintains the official registry. It is  
accessible on the internet at the following address:   
 
http://highway.odot.state.or.us/cf/techcertDynamic/Index1.cfm. 
 
It is anticipated that many technicians will hold multiple certifications. Each certified technician 
is given a laminated wallet-size identification card, which indicates all areas of certification, and 
official letter(s) indicating certification(s) held. 
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Recertification 
 
To remain current, a Certified Technician must obtain recertification before the expiration date 
of the certification.  Recertification may only be obtained by passing the written and/or practical 
test required for that particular certification. A Certified Technician must apply for the individual 
certification for which they want to remain certified. The Certified Technician is responsible for 
scheduling his/her own written and/or practical comprehensive examination.   
 
It should be noted that should a technician fail to successfully complete a Certification renewal 
in a specialty area, the technician will be considered disqualified in that area, only, until the 
requirements for Certification renewal have been successfully met, subject to the limitations set 
forth in this document. 
 
Revocation or Suspension of Certification 
 
The Certification Advisory Committee Chair for just cause may revoke technician Certifications 
at any time.  Proposed revocations are sent to the individual in writing along with the 
individual’s right to appeal the proposed revocation.  A proposed revocation is effective upon 
receipt by the technician and will be affirmed, modified, or vacated following any appeal.   
 
The reasons that certified technicians will be subject to revocation or suspension of their 
certifications are negligence or abuse of their responsibilities.  The Certification Advisory 
Committee (CAC) may disqualify certified technicians for other reasons of just cause, which 
may or may not be specifically defined herein following the due process procedures outlined 
herein. 
 
Negligence is unintentional deviations from approved procedures that may or may not cause 
erroneous results.  The following penalties are guidelines for findings of negligence: The first 
finding of negligence will result in a letter of reprimand being sent to both the employee and the 
employer. Depending on the nature of the incident, the CAC could impose up to a 30 day 
suspension The second significant incident during the certification period will result in the 
Quality Assurance Engineer (QAE) discussing the issue with the individual and their employer 
to establish a corrective action plan. Depending on the nature of the incident, the CAC could 
impose up to a 180 day suspension. The QAE will also notify the entire ODOT Quality 
Assurance staff of the issue. A third instance of neglect may result in permanent revocation of 
the Certification.   
 
Abuse is knowingly deviating from approved procedures or when the technician should have 
known they were deviating from approved procedures.  There are two levels of severity for 
abuse. For level 1 abuse: The first finding may result in up to a 180-day suspension all of the 
Certification’s of the individual.  A second instance (within the certification period) would result 
in a minimum of 180-day suspension of all certifications. 
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For level 2 abuse: the first finding will result in a 1-year suspension of all Certification’s of that 
individual. A second finding will result in permanent revocation of all Certifications. 
 
Revocations or suspensions for abuse or negligence in one Certification area are considered 
revocations or suspensions in all Certifications held by the technician.   
 
Allegations of negligence or abuse are made to the Quality Assurance Engineer (QAE) in 
writing.  The allegations will contain the name, address, and signature of the individual(s) 
making the allegation.  The QAE will investigate all allegations.  The QAE will decide if the 
incident is significant to warrant review by the Certification Advisory Committee (CAC). If the 
incident is given to the CAC for review, then the accused and the individual(s) making the 
allegation are given the opportunity to appear before the CAC to present any appropriate 
information.  Within a 60 day period, all involved parties will receive a report of the findings in 
writing.  Any warranted penalties will be imposed in accordance with guidance contained herein 
and according to the guidelines outlined under the Technician Compliant Process (See Appendix 
F).  Decisions regarding allegations of negligence or abuse may be appealed in writing to the 
Committee Chair. The Committee Chair will independently consider such written appeals but 
may rely on the advice and counsel of the Committee. 
 
Because ODOT is a member of the Western Alliance for Quality Transportation Construction, 
the Certifications are honored by other member states.  The Certification Advisory Committee 
will notify the other members of the WAQTC, or other participants in the TTQP, of anyone 
having a Certification revoked or suspended.  
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APPENDIX A 
 
 OREGON DEPARTMENT OF TRANSPORTATION 
 CONSTRUCTION SECTION 
 CENTRAL MATERIALS LABORATORY 
 
 ON-SITE LABORATORY INSPECTION CRITERIA 
 FOR QUALITY CONTROL AND QUALITY ASSURANCE LABORATORIES 
 
A laboratory desiring information and/or an application package for ODOT laboratory 
certification may contact the ODOT Central Laboratory at the following address: 
 
 Oregon Department of Transportation 

Construction Section, Materials Laboratory 
Attn:  Lab Certification Coordinator 
800 Airport Road SE 
Salem, OR  97310-4798 
Telephone  (503) 986-3087 
 

Laboratories requesting ODOT certification shall make arrangements to receive an on-site 
inspection.  Forms will be included in the application package to facilitate the laboratory’s 
response to this requirement. 
 
NOTE:  It is the responsibility of the requesting laboratory to have their lab clean, 
organized and in complete operating order at the time of inspection. All equipment must be 
readily available and accessible.  The ODOT Laboratory Certification Team does not 
search for stowed equipment.   In addition an authorized representative must be present at 
the time of inspection to answer questions or respond to identify and present equipment.  
Failure to meet this criterion or to find unorganized, unkempt facilities may result in a 
canceled inspection. 
 
On-Site Inspection 
 
The Lab Certification Inspector will visit each laboratory whose application for certification has 
been accepted.  The laboratory inspector will evaluate the laboratory using criteria A through H 
listed below.  A discussion of the criteria follows: 
 

 
A. Requirement:  The laboratory shall maintain facilities (fixed or mobile) for proper 

control of the laboratory environment.  This criterion is used to evaluate the 
laboratory’s physical ability to provide an appropriate environment in which to test 
materials.  General requirements include: the facility shall be physically able to function 
as a laboratory (e.g. adequate power, water, lighting, floor space etc.) and have the 
capability of maintaining temperatures that are specified in the test methods for which the 
laboratory is seeking certification. 
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B. Requirement:  The laboratory shall maintain facilities for proper storage, handling, 
and conditioning of test specimens and samples.  This criterion is used to evaluate a 
laboratory’s physical ability to store samples and keep them organized.  The laboratory 
shall maintain separate areas on its premises to store samples and splits of samples in an 
organized manner so that samples are not lost or discarded and may be found at a future 
date.  In addition, the laboratory shall have facilities for the conditioning of samples as 
required by any test method for which the laboratory seeks certification. 

 
C. Requirement: Calibration certificates held by laboratories shall meet the 

requirements of ISO/IEC 17025 and shall include appropriate statements of 
uncertainty. Laboratories shall use accredited calibration service providers. The 
laboratory shall maintain necessary calibration equipment and reference standards.  
A laboratory shall have, on hand, calibration and verification equipment necessary to 
ensure the accuracy of its equipment.  Such equipment could include calibration weights 
for scales or balances; manometers for the verification of vacuum pumps; thermometers 
etc.  

 
D. Requirement:  The laboratory shall maintain equipment conforming to specification 

requirements necessary for the testing performed.  This criterion is used to ensure that 
the laboratory’s testing equipment conforms to the specifications listed in the test 
methods for which the laboratory is seeking certification.   

 
E. Requirement:  The laboratory shall demonstrate adequate care when recording and 

processing data and test results.  This criterion is used to evaluate the laboratory’s 
ability to produce accurate test reports.  The laboratory shall have procedures in place 
that facilitate the timely and accurate recording of data and the ultimate accuracy of its 
test reports.   

 
F. Requirement:  The laboratory shall demonstrate proper techniques for selection, 

identifying, handling, conditioning, storing, and retaining test samples.  This 
criterion is similar to criteria B but is concerned with the laboratory’s internal policies 
and procedures rather than its physical capabilities in regards to the above activities.  The 
laboratory shall have policies and procedures in place to ensure that its personnel and 
technical staff have the ability to select, identify, handle, condition, store, and retain test 
samples as required by the test methods for which the laboratory is seeking certification. 

 
G. Requirement:  The laboratory shall include the laboratory’s name and address and the 

name(s) of the technician(s) performing the test(s) on their test reports.  This criterion is 
used to ensure that the above information appears on the laboratory’s test reports that are 
submitted to ODOT.  In addition to the above, the technician(s) certification card number 
shall be entered on all test reports. 
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H. Requirement:  The laboratory shall have on site at the time of inspection and during 
production operations, a copy of the current MFTP and all equipment (except items listed 
as mobile equipment) necessary to perform the test methods for which they have 
requested certification.  The ODOT Lab Certification inspection team has a Color Coded 
Tagging System, which identifies various lab equipment that has met the certification 
criterion.  The unique Colored Tag is valid for a 1 year period and starts from the date of 
the Final Report.  (Note:  Not all testing equipment is tagged; reference the 
appropriate test procedure to identify required equipment.)      Mobile equipment 
for additional test procedures may be added at a later date provided the following 
conditions are met: 

 
 The laboratory must demonstrate adequate workspace and electrical system to operate 

required equipment. 
 If equipment is new, they must provide copies of invoices that include the make, 

model and serial number of the equipment. 
 If the equipment is rented or borrowed, it must come from another ODOT certified 

laboratory and provide the make, model and serial number as well as the number and 
color of the ODOT inspection tag. 

 
Mobile Equipment 
 
1. Ignition Oven 
2. Gyratory Compactor 

      3.   Field concrete equipment 
 
Preliminary Report 
 
The ODOT Lab Certification Inspector will prepare a preliminary report of findings and present 
it to the laboratory manager at the conclusion of the on-site inspection.  The preliminary 
inspection report will list all discrepancies for each test method in which the laboratory has 
requested certification.  The inspector will discuss each discrepancy noted in the preliminary 
report with the laboratory manager in sufficient detail so that the laboratory manager understands 
the scope of the problem(s) and what corrective action is required in order to obtain certification 
for the test method(s) in question.  When the inspector and the laboratory manager have covered 
all of the deficiencies, both parties will sign the preliminary report.  These signatures indicate 
that both parties have read the report and understand its contents.  The inspector will leave the 
original copy of the report with the laboratory manager and place a copy in the laboratory’s 
permanent file.   
 
The laboratory inspector will immediately (same or next day) FAX or hand deliver a copy of the 
report to the project manager and the region QA personnel for their files and general information.   
 
Laboratories are expected to correct all deficiencies within thirty-days so that a certification may 
be issued.  If a laboratory needs more than thirty-days to correct deficiencies, the laboratory shall 
notify the laboratory inspector, in writing, explaining why they need additional time.  The 
laboratory will not be certified until all deficiencies are corrected.   
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If the ODOT Lab Certification Inspector within the thirty-days receives no response to the 
preliminary report allowed, then the laboratory will be immediately decertified until the 
deficiencies are corrected or a written response has been received. 
 
Final Report 
 
Once all of the deficiencies have been corrected the ODOT Lab Certification Inspector will 
prepare a final report of findings and mail it to the laboratory.   
 
The laboratory inspector will mail copies of the final report to the project manager and the region 
QA office. 
 
Certificate of Laboratory Certification 
 
The ODOT Central Laboratory will prepare a Certificate of Laboratory Certification for a 
laboratory when the laboratory has met the requirements listed in Appendix A, and has corrected 
all deficiencies noted by the inspector.  The certificate will be mailed to the laboratory with the 
final report of findings.  The Certificate will include the type of certification, laboratory name, 
test methods the laboratory has been certified to perform, color of the inspection tag and the 
Construction Section Manager’s signature.  This Certificate is proof of a laboratory’s ODOT 
certification for the listed test methods and may be presented as such to any ODOT project 
manager. 
 
The laboratory inspector will mail copies of the Certification with the final report to the project 
manager and the region QA office. 
 
Certificates of Laboratory Certification are valid for one-year from the date of the inspection. 
 
Follow Up On-Site Inspections 
 
If at any time during a laboratory’s term of certification, the project manager or region QA 
personnel suspect that any of the contractor’s laboratory equipment, conditions outlined under 
Requirement H or the laboratory building itself are out of specification, the project manager or 
region QA personnel may request an additional on-site inspection.  The project manager or 
region QA personnel will contact the Lab Certification Inspector and schedule the follow up on-
site inspection.  
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Laboratory Decertification 
 
If the follow up on-site inspection reveals that the laboratory is deficient in one or more areas, 
the laboratory inspector will immediately decertify the laboratory for those test methods affected 
by the deficient equipment or facilities.  The laboratory inspector will recertify the laboratory 
following correction of all deficiencies.  A laboratory may not perform materials tests using test 
methods for which it has been decertified. 
 
In addition, any laboratory/company intentionally misrepresenting the status of their certification 
or falsifying test results will be subject to disciplinary action up to a one-year suspension of their 
certification.  Any allegations regarding the practices of a certified laboratory will be made in 
writing to the Certification Advisory Committee.  The Certification Advisory Committee will 
investigate the complaint and decide on appropriate disciplinary action.  In all cases, the parties 
involved in the complaint will be provided an opportunity to appear before the committee before 
any actions are taken.  
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APPENDIX B 
 
 OREGON DEPARTMENT OF TRANSPORTATION 
 CONSTRUCTION SECTION 
 QUALITY ASSURANCE LABORATORY 
 
 PROFICIENCY SAMPLE PROGRAM 
 
Proficiency sample testing is an additional factor used to evaluate the performance of a Quality 
Assurance (QA) laboratory and the Quality Assurance (QA) laboratory technicians.  It provides 
information not otherwise available from the on-site laboratory inspection (Appendix A) and a 
means of continued monitoring of testing personnel and testing equipment.  The ODOT 
Construction Section requires QA Laboratories and QA laboratory technicians to participate in 
this Proficiency Sample-testing Program.  Participation includes testing all applicable samples, 
which are to be distributed and completed within the specified time frame.  The resulting data is 
analyzed by the ODOT Quality Assurance Engineer.   
 
Proficiency samples are distributed by Construction Section at annual intervals as outlined in the 
Proficiency Sample Testing Plan in Table 1 of this Appendix.  The Construction Section will 
distribute a minimum of one set of samples from each material test method listed in Table 1 for 
each of the QA laboratory technicians.   The ODOT Central Laboratory and the QA laboratory 
technicians will perform the required testing listed in Table 1 on each set of samples.  The 
distribution of proficiency samples is not intended to coincide with the on-site laboratory 
inspection.  Proficiency Sample test results will be submitted to the Quality Assurance Engineer 
within 30 days of receipt of the sample.  The results will tabulate all of the testing results from 
the ODOT Central Laboratory and the QA laboratory technicians and statistically evaluate if any 
of the technician results are more than two standard deviations beyond the grand average value 
for each test method. 
 
When a QA laboratory technician results are beyond two standard deviations of the grand 
average values, the Quality Assurance Coordinator (QAC) shall investigate the reason for the 
discrepancies and report the findings and actions taken to the ODOT Quality Assurance Engineer 
(QAE) within thirty days of issuance of a final report.  The QAE will determine whether or not 
the findings warrant further action to address the testing deviations and identify steps that need to 
be taken to ensure that the technician is correctly performing the test.  The QAE will be 
responsible for monitoring the technician testing results until there is confidence that the 
technician is following approved procedures. 
 
When an ODOT Central Lab technician results are beyond two standard deviations of the grand 
average values, the ODOT Laboratory Services Manager shall investigate the reason for the 
discrepancies and report the findings and actions taken to the ODOT Quality Assurance Engineer 
(QAE) within thirty days of issuance of a final report.  The QAE will address the testing 
deviations, identify steps to be taken, and be responsible for monitoring results in the same 
manner as for a QA laboratory technician. 
 
 
 
 



 

24  
 
 

If a QA laboratory technician or ODOT Central Lab technician exceeds the two standard 
deviation limit on the next year’s Proficiency Samples for the same material test method and is 
not able to provide the QAE with a satisfactory explanation for exceeding the limits; the 
technician will immediately perform a backup proficiency sample witnessed by the QAE or 
designated representative.  The QAE will review the process that was followed from the previous 
year’s investigation findings and make a determination if the technician is not following 
approved procedures.  If the QAE finds that the technician is not following approved procedures 
the QAE will immediately suspend the technician from performing any QA project work or third 
party dispute resolution work involving the test method that has been identified.  The QAE will 
identify what steps are necessary to allow the technician to resume testing for the failing test 
method.   

 
TABLE 1 – PROFICIENCY SAMPLE TESTING PLAN 

 
January Distribution 

 
TEST METHOD 

 
SOIL  & Aggregate Sample 

Bulk Specific Gravity – AASHTO T85 
Coarse Particle correction – AASHTO T224 
Max. Density – AASHTO T99 Aggregate Base 
Max. Density – AASHTO T99 Soil 
 
Sieve Analysis – AASHTO T27/11 
Sand Equivalent – AASHTO T176 
Fracture – AASHTO TP 61 
Wood Particles – ODOT TM225 
Elongated Pieces – ODOT TM229 
 
 

HMAC Mixture Sample 
Bulk Specific Gravity – AASHTO T166A 
Max. Specific Gravity – AASHTO T209 
AC Content by Incinerator – AASHTO T308 
Mechanical Analysis of Extracted Aggregate- AASHTO T30 
Fabrication of Gyratory Specimen – ODOT TM326 

 
A laboratory may obtain additional information on the Construction Section’s proficiency-testing 
program by contacting the Construction Section at the following address: 
 

Oregon Department of Transportation 
Construction Section, Materials Laboratory 

 Attn:  Quality Assurance Engineer 
800 Airport Road S.E. 
Salem, OR  97310 
Telephone (503) 986-3061 
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APPENDIX C 
PRODUCT SPECIFIC QC/QA TESTING PLAN 

 
The Quality Assurance Program consists of three distinct sub-programs.  The Quality Control 
Program, the Verification Program and the Independent Assurance Program.  This appendix 
provides specific details on how these programs work together to assure specification materials 
are incorporated into ODOT projects.  It also provides details on specific requirements of each 
of the programs for each of the materials, which are utilized on ODOT projects. 
 
In general, contractor’s quality control tests are obtained at the highest frequency.  Agency 
verification tests are run usually on a frequency of 10% minimum, of the QC testing frequency.  
While the Independent Assurance program takes steps to assure the quality of both the QC and 
the verification test results. 
 
ODOT will accept materials based on the contractors QC test results only if verified by the 
Agency verification testing.  Verification of QC test results will require all of the following 
conditions to be met: 
 

1.  The Department's testing results show that the material meets the specified quality.  
2.  The split samples meet Independent Assurance parameters. 

 3.  The Department's Verification test results compare reasonably to the ongoing Quality 
     Control data. 

 
If any of the above conditions are not met, an investigation will be conducted by the Project 
Managers office to determine whether to reject the material or if the material is suitable for the 
intended purpose according to section 150.25 and also what price adjustment might be applied.  
See Investigation Criteria for details and requirements.    
 
Step 2 in the above conditions compares the contractor’s test results on the split IA sample to 
the agency results.  The Independent Assurance Parameters to be used for the comparison are 
listed in Table 1 of this appendix. 
 
The following pages detail the Investigation Criteria, Quality Control, Verification and 
Independent Assurance requirements for each of the specific materials used on ODOT projects. 
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Investigation Criteria  
 

The intent of the investigation is to determine reasonable cause for the discrepancy and provide 
supporting documentation.  Materials failing to meet the conditions outlined for Verification, 
Independent Assurance and prior Quality Control testing, potentially have an impact on the 
quality of the material produced or incorporated into the project.   
 
Several resources are available to assist with the troubleshooting process and data collection.  
Appendix E, (Troubleshooting Guide) provides some guidance through the evaluation phase 
based on material discipline and the associated tests.  The guide is an evaluation tool and is not 
necessarily a complete listing of all potential areas to be investigated and the assistance of the 
Region QAC, QAE or other technical resources is encouraged. 
 
The investigation and the resolution of the discrepancy shall be documented on form (734-4040) 
and at a minimum will contain the following information: 
 

 Clearly explain the issue under investigation.  Provide the bid item number, material 
description, test procedure or process in question, associated Quality Assurance 
testing reference’s and date or timelines of the testing issue. 

 
 Describe the steps taken to resolve the discrepancy and the associated information or 

test results gathered to support the findings. 
 

 Provide a conclusion based on the findings. 
 

 Describe recommendations or actions to be taken. 
 

 Provide written notification to the QAC and Quality Control entity upon completion of 
the investigation.  Ensure a copy of the investigation is maintained in the project files.  

 
    
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
 
 
 
 
 
 
 
 

INSERT TAB 
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ODOT Quality Assurance Program 
 

FIELD TESTED MATERIALS 
SMALL QUANTITY GUIDELINE 

 
This Guideline defines a method for accepting relatively small quantities of field tested materials 
without following the normal Quality Control sampling and testing frequencies.  These quantities 
are usually less than the sublot amounts shown in the Field Tested Materials Acceptance 
Guide. 
 
The Contractor may request, in writing, that normal QC sampling and testing of materials be 
waived for the quantities listed in the table below.  The Project Manager has the option to waive 
normal QC sampling and testing on the basis of one or more of the following conditions, if the 
Contractor submits the appropriate documentation with their request. Aggregate Product 
Compliance testing or documentation (Section 4A) shall be included with the submitted request.  
All asphalt cement products require a certificate of compliance. 
 

(1) If similar material from the same source has been accepted for use on ODOT 
       projects within the past two years, and was found satisfactory under the Department's       
       QA Program.  Include the QC test data with the request. 
 
(2) Provide a Quality Compliance Certificate verifying that the material conforms to 

the contract requirements. 
 

(3) Provide other information indicating, by what method or workmanship that the 
Contractor will assure that all the contract requirements will be met. 

 
(4) For Section 00330 (Earthwork) provide a minimum of one Deflection test (TM 158) per 

area, performed by a ODOT Certified Density Technician (CDT).  The Contractor’s 
written request must identify the distinct work areas that small quantity acceptance is 
requested. 
 

(5) For section 00440, Small Quantity usage is not allowed for Structural Items.  
 

(6) For Section 00744 (MHMAC), acceptance shall be based on 744.17 or on QC data for 
the same Mix Design used on other projects within the past 24 months.     

 
(7) For Section 00745 (HMAC), acceptance shall be based on 00745.17 or on QC and QA 

data for the same Mix Design used on other projects within the past 12 months. 
 

(8) For Sections 00495, 00510, 0A596, 0B596 and 0C596 Small Quantity usage only 
applies to Quality Control Testing and sampling during Aggregate Production.    

 
The Project Manager will report the basis of acceptance for the materials used in the project 
documents, including references to the appropriate test results and attachments.   
 
See next page for Small Quantity Table. 
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ODOT Quality Assurance Program 
 

Small Quantity Table 
 

Section Type of Material 

 

Approximate 

Quantity 

00330 Earthwork (Embankment) 500 yd3 

00330 Earthwork (Excavation) 500 yd2 

00345 & 00346 Lime & Cement Treated Subgrade 2000 yd2 

00390 & 00395 RipRap & Rock Gabions 100 yd3 

00405 Ditch & Trench Excavation, Bedding and Backfill 50 yd3 

00440 

Commercial Grade Concrete 

 (Non-Structural Items) 50 yd3 

00495 Trench Resurfacing 500 Ton 

00510 Structure Excavation and Backfill 500 Ton 

0A596, 0B596 & 

0C596 Retaining Walls 500 Ton 

00641 & 00642 Aggregate Sub-base, Base & Shoulders 2000 Ton 

00680 Stockpiled Aggregate 2000 yd3 

00730 Asphalt Tack Coat 50 Ton 

00735 

Emulsified Asphalt Concrete Pavement 

(includes asphalt cement) 

 

2500 Ton 

00744 

Minor Hot Mix Asphalt Concrete (HMAC-each Level) 

(includes asphalt cement) 2500 Ton 

00745 

Hot Mix Asphalt Concrete (HMAC-each Level) 

(includes asphalt cement). 

 

2500 Ton 
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Project Records 



 



OREGON DEPARTMENT OF TRANSPORTATION 
CONSTRUCTION MANUAL 

∗CHAPTER 12 – PROJECT RECORDS 
 
The Project Manager (PM) will develop or receive many documents and records while 
administering a construction Project.  The documents and records include those that are 
needed to justify that the Work has been completed according to Contract requirements 
and that payment has been properly made. 
 
For the purposes of this manual, “Project Records” is defined as follows: 
 

All information in any way relating to the Project or performance of the Contract, 
including but not limited to all: 
 

• Financial and accounting records and information. 

• Correspondence – including internal communications, emails, field notes, file 
notes, diary entries, communications with Agency, Subcontractors and authorities. 

• Notices, orders, permits, and opinions. 

• Survey data – including survey drawings, reports, maps, original computations 
and other data. 

• Materials testing records and Materials certifications. 

• Work products. 

• All other documents and information whether generated by, for, or received by the 
Agency in the performance of the Contract, and whether any of such records are: 
 

o Paper-based. 

o In the form of electronic data. 

o In electronic/digital format capable of being reduced to paper-based or 
electronic/digital format, 

o In audio format. 

o Constitute visual reproductions such as photos or videotape. 
 
At any time during the life of the Project, the Project Records may be reviewed or audited 
by a number of parties, including: 
 

• Construction Section personnel. 

• ODOT’s Internal Audit and Review group. 

• Federal Highway Administration (FHWA). 

• Region personnel. 

• Representatives of Department of Justice or attorneys for a Contractor. 

• Any other group performing an audit. 

• A person reviewing records under the Public Records Law. 

∗ All marked text updated October 2013 
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The Project Records: 
 

• Provide documented evidence that the Project was built with Materials that were 
in conformance with Contract requirements; 

• Provide documented evidence that the Contractor has been appropriately 
compensated for the Work completed; 

• Record events and happenings on the Project or that involved the Project; and 

• Justify that Project costs are properly reimbursable with Federal or other funds 

 
The Project Records must be maintained in such a manner that anyone can review the 
documentation and clearly understand how the Project progressed, what Materials were 
incorporated into the Project, and how much Work was performed on the Project. 
 
 
12-1  ORGANIZATION OF PROJECT RECORDS 
 
For each Project, the PM and the Project staff must become familiar with conditions 
pertaining to all Pay Items and quality requirements, which are included in the Project 
Plans and Specifications.  They also must establish methods to determine quantities, to 
assure proper quality, and to organize the Project records. 
 
The Project Records associated with an Agency construction Project must be organized, 
kept current, and filed in a manner that makes documents easy to find.  Contact the 
Region Assurance Specialist (RAS) or the Contract Administration Unit (CAU) for further 
guidance. 
 
An efficient means of organizing and tracking the Project quality and quantity 
documentation is to use binders and notebooks that are divided by bid item or Pay Item.  
As the appropriate quality documentation is received, enter the information into the Test 
Summaries and place the documents in the quality notebook. [Refer to Chapter 12B – 
Quality]  As the quantity documentation is received, check the calculations, enter the 
payment information into the Contract Payments System (CPS), and place the 
documents in the quantity notebooks. 
 
Contact the RAS or the CAU for support or guidance in setting up Project files.  The RAS 
will periodically review the Project documentation for compliance with the Contract 
requirements during the life of the Project. 
 
 
12-2  ∗PUBLIC RECORDS AND DISCLOSURE 
 
Project Records are generally classed as public records, under Oregon’s Public Records 
Law and as defined in ORS 192.005(5), and are available to be reviewed by the 

∗ All marked text updated October 2013 
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Contractor, attorneys, and anyone else who may now, or later, have an interest in the 
Project. 
 
Certain Project Records are exempt from disclosure and should not be made available to 
persons other than Agency employees.  Two (2) types of Project Records that are 
generally exempt from disclosure are: 
 

• Records pertaining to litigation when a complaint has been filed or is likely to be 
filed, and 

• Communications of an advisory nature within or between public bodies, with 
other than purely factual material that is preliminary to final Agency action. 

 
As defined in ORS 192.501 to 192.515, public records that are exempt from disclosure 
include, but are not limited to: 
 

• Home address. * 

• Date of birth. * 

• Telephone number. * 

• Social Security number. 

• Signature. 

• Trade secrets. 

• Information relating to the appraisal of a real estate prior to its acquisition. 
 

If exempt information is contained in a record that has been requested, such as on a 
certified payroll, the record must be copied, the exempt information blacked out, and the 
record recopied before it is released. This is done to ensure that none of the exempt 
information is visible. 
 

* Per ORS 192.502, this information may be disclosed if the requestor can show that the 
public interest requires its disclosure. The person requesting the information has the 
burden of showing that public disclosure would not constitute a reasonable invasion of 
privacy.   

 
For Project Records pertaining to litigation or potential litigation, contact the Contract 
Administration Engineer (CAE).  If you have a question about whether a specific 
document is exempt from public disclosure, contact the CAE.  Do not provide any 
exempt records to persons other than Agency employees without the authorization of the 
CAE. 
 
When a non-ODOT employee is allowed to examine any Project Records, safeguard the 
records from theft, damage, or destruction, and record the event in a diary or 
memorandum.  Include the date, place, persons present, and a listing of the records 
examined. 
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The ODOT Records Manual specifies the procedure for providing access to or copies of 
public records and the charges for doing that. The manual is available on the ODOT 
Records Management website at: 
 

http://intranet.odot.state.or.us/ssb/BSS/rim.htm. 
 
The ODOT Records Officer has also developed a “Helpful Hints” document for 
responding to public records requests which is also posted on the Records Management 
website at: 
 

http://intranet.odot.state.or.us/ssb/bss/rmds/records_hints.pdf. 
 
If a public records request is received, it must be processed according to the procedure 
outlined in the ODOT Records Manual.  The Agency cannot waive or reduce any fees 
over $13, or time required for processing the request over 15 minutes.  The fee schedule 
for employee time, copies and delivery costs, which are stipulated in OAR 731-001-0025, 
include, but are not limited to: 
 

• Beginning on the 16th minute, employee labor charge for researching, locating, 
compiling, editing or otherwise processing information and records is $25/hour or 
$6.25/quarter hour. 

• The actual cost for delivery of records such as postage or courier fees. 

• $5.00 for each true copy certification. 

• $0.25 per page for photocopies. 

• $5.00 for the first page and $1.00 for each additional page, limited to a 20-page 
maximum, not including the cover page. 

• Actual cost for use of material and equipment for producing copies of non-standard 
records. 

• $5.00 each for CD’s. 
 
The person processing the public records request should refer to the ODOT Records 
Manual and OAR 731-001-0025 for guidance. 
 
 
12-3  RETENTION OF PROJECT RECORDS  
 
The CAU is responsible for storage of the Project documentation that is required to be 
submitted to the Construction Section at the completion of a Project.  [Refer to Chapter 
37 - Submittal of Final Project Documentation] 
 
The submitted quality, quantity, and labor compliance documentation is combined with 
the Construction Section files and, along with all other Project Records, is submitted to 
the State Archives to be archived for the applicable retention period. The records 
retention period is defined in the Special Records Retention Schedules for program and 
administrative records which are unique to ODOT.  
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http://intranet.odot.state.or.us/ssb/BSS/rim.htm
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http://arcweb.sos.state.or.us/pages/rules/OARS_700/OAR_731/731_001.html
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For more information on the ODOT records retention schedule, contact the CAU, and 
visit the Oregon State Archives record management special schedule at: 
 

http://bluebook.state.or.us/state/executive/Transportation_Dept/transportationsched.htm. 
 
The PM and Region Manager must retain all Project Records not submitted to the 
Construction Section for the retention period identified in the Special Records Retention 
Schedule.   
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CHAPTER 12G – EXTRA WORK PERFORMED ON A FORCE 
ACCOUNT BASIS (EWO) 

 
 

Extra Work performed on a Force Account Basis (EWO) is used to equitably and 
uniformly compensate the Contractor for Extra Work when a negotiated price cannot be 
reached. When the Agency orders Extra Work to be performed via Force Account, the 
Agency is assuming control for the portion of Work governed by the EWO. The Agency 
will make the determination regarding what Equipment shall be used, what manpower is 
necessary, and the work methods to be used to perform the Work (i.e., whether or not 
overtime is necessary to accomplish the Work). The Agency assumes all control of, and 
responsibility for, the portions of Work to be accomplished under the EWO. 
 
The following steps need to be followed to perform Extra Work on the Force Account 
Basis: 
 
1. The Project Manager (PM) will need to make the determination that Extra Work is 

necessary. Only Work not included in the Contract as awarded but deemed by the 
PM to be necessary to complete the Project will be paid as Extra Work (See 
00140.60). 

 
2. The PM must discuss the Extra Work with the Contractor, define the scope of Work, 

and discuss the options of means and methods for completing the Extra Work. 
 
3. The PM must attempt to negotiate a Contract Change Order (CCO) with the 

Contractor to perform the Extra Work.  If the PM is unable to successfully negotiate 
a CCO, the Extra Work will be completed on a Force Account Basis. 

 

4. Before the Extra Work to be performed on a Force Account Basis can begin, the PM 
must: 

a. Prepare and obtain approval of an Extra Work Order (EWO); 

b. Provide the Contractor with a written order to begin the Extra Work; and 

c. Reach agreement with the Contractor on when, how, and with what 
Equipment and labor the Extra Work will be completed (Actual Cost or 
Standard Calculation).  

 

5. For each day on which Extra Work is performed, the Agency (typically the Inspector) 
will complete a Daily Force Account Record (DFAR): 

a. Both the Inspector and the Contractor’s representative must sign the 
completed DFAR at the end of the day. These signatures indicate agreement 
on the accuracy and completeness of the information recorded on the DFAR. 

                                            
 All Marked Text Updated October, 2010 
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b. If there are any disagreement regarding the information recorded on the 
DFAR, and the disagreement cannot be resolved the same day, the Extra 
Work must stop until the PM and the Contractor resolve the disagreement.  
Do not proceed with Extra Work without daily agreement on the DFAR. 

 
6. On a monthly basis, the Contractor will send its Force Account Work Invoice, along 

with the required supporting documentation, to the PM. 
 
7. The PM will date stamp the invoice upon receipt. If the invoice is received on or 

before the 15th of the month, the PM will enter the amount due, as determined by the 
PM, on the progress estimate for the Work completed that month. If the invoice is 
received after the 15th of the month, the amount the PM determines to be due will be 
added to the pay estimate for the following month. 

 
8. The PM will process the invoice according to the Steps for Reviewing Force Account 

Invoices in the Project Managers Office guide in Section 12G-8. Once the PM has 
completed their review of the invoice, it will be submitted to the Contract 
Administration Unit (CAU) for final review and processing. 

 
12G-1   BACKGROUND 
 
Force Account Work is addressed in Section 00197.  The PM must become familiar with 
the language in this Section. 
 
As described in 00197.01, the Agency will solely determine the manner and method in 
which the Force Account Work is performed. Before ordering the Force Account Work, 
the PM will need to discuss the Work with the Contractor and seek the Contractor’s 
input and advice on the manner and methods required to perform the Work. 
 
In ordering the Extra Work, and in directing the Force Account Work, the PM should 
only give direction through the Contractor’s superintendent or supervisor assigned to 
the Work. The PM should not give direction directly to any of the Contractor’s 
employees, but should only answer questions or provide clarification requested by the 
employees. 
 
If Force Account or added or Changed Work will modify the Work of any subcontract, 
the Contractor must submit an amended subcontract for PM review and approval. 
[Refer to Chapter 14 – Subcontracts] 
 
Force Account procedures should only be used as a last resort when agreement cannot 
be reached on the price of a new Work item, or when the extent of the Work is unknown 
or of such character that a price cannot be determined to a reasonable degree of 
accuracy.  The FHWA Headquarters memorandum dated September 8, 1982 (Appendix 
A-120) contains FHWA’s policy on the use of Force Account.  
 

http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/ConstructionManual/cm14.pdf�
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The memorandum is available on the FHWA website at: 
 

http://www.fhwa.dot.gov/programadmin/contracts/cacc.pdf 
 

The intention of Standard Specification Section 00197.30 is to reduce the amount of 
work required to prepare Force Account billings on smaller Extra Work Orders. 
 
At the time a EWO is written, the PM will prepare a cost estimate according to the 
current Specifications using Cost Estimate Form 734-1877.  If the labor estimate is less 
than $10,000, or the type of Work to be performed will result in a Workers 
Compensation rate less than 25%, the PM will need to discuss the billing method to be 
used for the EWO with the Contractor.  The Contractor will be electing to use either the 
“Actual Cost” or “Standard Calculation” method for both themselves and all 
Subcontractors performing Work under the EWO.  
 
The Cost Estimate and Contractor election shall both be documented on the Extra Work 
Order form 734-3208. Labor cost estimates under $10,000, or having industrial accident 
insurance rates of 25% or less, may use the Standard Calculation when billing labor 
costs (See Section 00197.30). The Force Account Invoice for Labor – Standard 
Calculation, form 734-1863A will be used.  
 
Labor cost estimates over $10,000, or having industrial accident rates over 25%, will 
use the Actual Cost Calculation when billing labor costs. The Force Account Invoice for 
Labor – Actual Cost Calculation, form 734-1863B will be used.  
 
12G-2   DEFINITIONS 
 
The following definitions are taken from FHWA CFR 635.102: 
 
Force Account – A basis of payment for the direct performance of Highway 
construction Work with payment based on the actual cost of labor, Equipment and 
Materials furnished and consideration for overhead and profit. 
 
Per Diem – A daily allowance for expense generally prescribed by a labor contract. 
When reimbursement for Per Diem is requested, the Agency must obtain a copy of the 
labor contract which describes how the Contractor is paying Per Diem. Per Diem costs 
will be paid on an actual cost basis for the Force Account Work according to Section 
00197.30(a-1) and (a-2), if the Per Diem is paid to workers for similar Pay Item Work. 
 
Subsistence – Reimbursement for actual costs of invoiced and receipted expenses 
incurred as the direct result of the Force Account Work and must be agreed to in 
advance. Subsistence is not reimbursed under the Standard Calculation method, as 
described in Section 00197.30(a). 
 

http://www.fhwa.dot.gov/programadmin/contracts/cacc.pdf�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1877.xls�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/3208.xls�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/3208.xls�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1863A.pdf�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1863A.pdf�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1863B.xls�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1863B.xls�
http://edocket.access.gpo.gov/cfr_2005/aprqtr/23cfr635.102.htm�
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Standby Equipment Rates – The Contractor continues to incur certain ownership costs 
when Equipment is required to be on standby. The use of a standby rate is appropriate 
when Equipment has been ordered to be available for Force Account Work, but is idle 
for reasons which are not the fault of the Contractor. While an industry standard does 
not exist for standby rates, it has been the normal practice of the courts to reduce 
published ownership rental rates by 50 percent for standby rate usage. Therefore, 
FHWA will accept the use of 50 percent of the ownership rental rates of an approved 
guide as the standby rate in lieu of a Contractor’s actual standby costs. There should be 
no operating costs included in the rate used, and standby time should not exceed eight 
(8) hours per day, 40 hours per week, or the annual usage hours as established by the 
rate guide. 
 
Base Hourly Wage – Interpreted to mean wages, regular hours and overtime hours 
calculated to one and one-half times the regular wage. For the purposes of the 
Standard Calculation, regular and overtime wages will be calculated at two (2) times the 
actual hourly wage (excluding fringe benefits, vacation, taxes, insurance, and markups, 
plus all other direct or indirect costs including subsistence).  (See Section 00197.30(a)) 
 
Class Code – The National Council on Compensation Insurance (NCCI) four (4) digit 
code corresponding to each classification determined for the insured. The classification 
codes describe the business of the insured rather than the occupation of the employee. 
 
Experience Modification Factor – A factor calculated by NCCI from actual case loss 
experience to adjust an insured’s annual premiums (up or down) based on the insured’s 
loss experience relative to the average underlying annual premiums. It compares the 
insured’s experience to the average class experience.  
 
12G-3   PROCESS 
 
The following process and documentation is required when the PM orders the 
Contractor to perform Extra Work on a Force Account Basis: 
 
(a) STEP 1 – The PM must prepare an Extra Work Order, form 734-3208. This form will 
formalize the proper approvals, defines the Work to be done by the Contractor, and 
identifies the EWO number to use on the billings.  The form also documents the 
Contractor’s election of billing method (Standard Calculation or Actual Cost method). If 
the Extra Work must be started prior to issuing the EWO, the PM must issue a written 
order to allow the Work to start.  The written order must include the following: 
 

1. A description of the Work, the location, and when the Work must be 
accomplished; and 

2. A statement identifying that the Work will be performed on a Force Account basis 
and notifying the Contractor of the EWO number to use on billings. 

 

ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/3208.xls�
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EXAMPLE: 
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(b) STEP 2 - A Cost Estimate, form 734-1877 shall be prepared by the PM. 
 
EXAMPLE: 
 

 
 
 
(c) STEP 3 – For each day on which Extra Work is performed under the EWO, the 
Inspector must complete a Daily Force Account Record (DFAR), form 734-3428. The 
DFAR must list all labor, Equipment, Materials, and other resources used for each days 
Work on the EWO. Never request or allow the Contractor to complete the DFAR. Only 
list overtime hours ordered by the PM. The Inspector and the Contractor’s 
representative must both sign the sheet daily indicating agreement with the information 
shown on the DFAR. If both parties are unable to agree on any items listed on the 
DFAR, the PM and Contractor must resolve the issue(s) promptly. 
 
The PM may also modify the DFAR form and use it to record information for any 
disputed items. [Refer to Chapter 27 – Disagreements, Disputes and Claims] 
 

1. Labor Section of the DFAR – Record the first and last names of each employee 
working on the EWO, as well as the employee’s craft and group or grade level within 
that craft. Record the daily hours worked by each employee. The more detail 
recorded will assist in checking Force Account billings as you will need to check the 
DFAR information against the Contractor’s certified payrolls.  

ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1877.xls�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/3428.pdf�
http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/ConstructionManual/cm27.pdf�
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Pay for only one (1) level of supervision on the EWO. Do not pay for additional 
supervisors or Contractor administrative staff on the EWO. However, if more than 
one (1) crew is involved in the Work, it may be appropriate to pay for two (2) different 
supervisors. If this is the case, make a note on the DFAR to document the 
circumstance. 
 
A supervisor can be paid less than a craft person only if the supervisor is performing 
supervisory duties at least 80% of the time. Otherwise, the supervisor must be paid 
at least as much as the craft the supervisor is performing. 

 
The Agency can pay for travel and subsistence only if it can be documented that the 
Contractor pays those same expenses for other similar Work on the Project. The PM 
and Contractor must agree on this prior to the start of the EWO Work. Rates should 
be reasonable. Rates paid to Agency employees for travel and subsistence are 
generally considered to be reasonable 

 
2. Equipment Section of the DFAR – Record each piece of Equipment, with 
identification, that is used for the EWO Work. For Equipment owned by the 
Contractor, record the Equipment type, model, year of manufacture, and type of 
attachments.  This information is needed to determine the proper rental rate for the 
Equipment. Other information needed to determine the proper rental rates may 
include: 

 

 Type of fuel (gasoline, diesel, etc.) 

 Two (2) or four (4) wheel drive 

 Horsepower rating 

 Speed (RPM, etc.) 

 Weight or capacity rating 

 ROPS or EROPS (Rollover or enclosed rollover protection) 

 Number of axels 

 For Low-boys, is it a tilt-deck gooseneck, fixed gooseneck, or folding gooseneck 
 

If the Contractor has rented the Equipment from an entity other than its own 
organization, note this on the DFAR.  The Agency will pay the cost determined from 
the invoice submitted with the Contractor’s billing. Also refer to Section 12G-5 – 
Force Account Invoice for Equipment and Materials. 
 
If a piece of Equipment has multiple attachments, the Agency will only pay for the 
attachment with the higher rental rate, provided the attachment is needed for the 
EWO Work. 
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The Agency will not pay for rental of small tools that have a daily rate of less than 
$5, or for Equipment that has a fair market value of $400 or less.  

 
3. Materials Section of the DFAR – List enough detail so that invoices can be 
supported by the information on the DFAR.  Do not list items such as safety goggles, 
hammers, etc. Such items are reusable and are not eligible for reimbursement. 
 
Before the EWO Work begins, the PM and Contractor must negotiate how to pay for 
expendable items, or items that are only partly used on the EWO Work. For 
example: 

 
 For teeth on a pavement grinder, determine how you will agree on how much of 

the life of the teeth will be used up on the EWO Work; or 
 If the Contractor purchased a spool of cable for the EWO Work, but only used a 

portion of it, and the Agency has no use the remaining cable, agree on the value 
used and the Contractor retains the remainder of the cable. 

 
Do not use words such as “All”, “Lump Sum” or “Per Attached Invoice” in the 
Materials description section. 

 
EXAMPLE: 
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12G-4 FORCE ACCOUNT INVOICE FOR LABOR – ACTUAL COST 
CALCULATION 

 
Use the Force Account Invoice for Labor – Actual Cost Calculation, form 734-1863B.   
 
The PM must: 
 

 Ensure that the proper group is used for the craft required to perform the Work.  
 Ensure that the wages paid are no less than required by the Contract. This is 

done by comparing the Force Account Invoice for Labor against the Special 
Provisions and the Contractor’s certified payrolls. 

 Verify that the craft, group, wage rate, fringe benefits, and hours being billed on 
the Invoice are accurately shown. 

 
If Ironworkers and Painters are both working on the same day, doing types of Work that 
are classified differently, they should be billed on separate Invoices for Labor, charging 
the appropriate rates based on the class of Work for Workers Compensation Insurance. 
 
Check the hours and rates billed against the Contractors certified payrolls. Use the 
certified payroll rates if there is a discrepancy between the Invoice and certified payrolls.  
Use the hours listed on the DFAR if there is a discrepancy between the Invoice and 
DFAR.  
 
The Agency will only pay for one (1) level of supervision. The costs of other Contractor 
personnel are included in the markup on the Force Account Work.  
 
Use the following guidelines for verifying information provided on the Invoice: 

 
 

(a) Workers Compensation Class Codes and Assigned Risk Rates  
 
Workers Compensation class codes and assigned risk rates are published yearly by the 
ODOT Contract Administration Group and published on the Agency website at: 
 

http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/docs/ClassCodes.xls 
 

 
 
 
 
 
 
 

 
 

ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1863B.pdf�
http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/docs/ClassCodes.xls�
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EXAMPLE: 
 

 
 

 
When reimbursing the Contractor for Force Account Work, the Agency is reimbursing 
the Contractor for their actual costs. At certain times the Contractor’s governing class 
code will have a higher rate than the class code for the time period in which the EWO 
Work is performed. If the actual rate can be verified, the Agency should reimburse the 
Contractor for their actual cost. 

 
(b) Reduction Rates   
 
Reduction rates are unique to each Contractor and reflect the accident record of that 
Contractor. Contact the Contract Services Specialist in the CAU to verify this rate. Use 
the rate for the Contractor or Subcontractor who actually performed the EWO Work. 
 
The Agency will reimburse the Contractor for the following taxes and insurance: 

 

 Social Security  (Combination of Social Security at 6.20% and Medicare)  

 Average Between 1.45 and 7.65% 

 Oregon Unemployment Compensation  

 Average between 1.0 and 5.4% 

 Federal Unemployment Compensation 

 0.8% 
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 Transit District Taxes  

 Tri-Met in the Portland area 

 LTD in the Eugene area 

 Chariots in the Salem area 
 
The Agency does not pay for: 
 
 Oregon Hourly Assessment 
 State of Oregon Assessment (WBF) 
 Medicare Tax (included in Social Security) 
 SDI or other liability insurance 

 
(c) Fringe Benefits   
 
Fringe benefits must be the benefits shown in the Contract. 
 
(d)  Markup   
 
The Contractor is allowed a 22% markup on labor as specified in Section 00197.80. Be 
sure that the Invoice does not include any other unacceptable markups. 
 
Once the Invoice review has been completed, the Agency person completing the review 
will sign and date the Invoice. 
 
EXAMPLE: 
 

 



OREGON DEPARTMENT OF TRANSPORTATION 
CONSTRUCTION MANUAL 

 
Chapter 12G 12G - 12 Updated 10/10 

12G-5 FORCE ACCOUNT INVOICE FOR LABOR – STANDARD 
CALCULATION 

 
For Work performed under the 2001 or newer specifications, and when the Contractor 
has elected to bill for Force Account Work under the Standard Calculation method, the 
Agency will pay the Contractor two (2) times the actual base hourly wages (excluding 
fringe benefits, vacation, and all other direct or indirect costs including subsistence). 
The Contractor will submit billings on Force Account Invoice for Labor – Standard 
Calculation, form 734-1863A.  
 
 
EXAMPLE: 
 

  
 
 
 
 
 

ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1863A.pdf�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1863A.pdf�
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12G-6      FORCE ACCOUNT INVOICE FOR EQUIPMENT & MATERIALS 
 
(a) Rental Rates 
 
The Contractor must bill for Equipment and Materials using the Force Account Invoice 
for Equipment and Materials, form 734-1864. 
 
EXAMPLE: 
 

  
 
For Equipment owned by the Contractor, verify the rental rates from the rates shown in 
the Rental Rate Blue Books for Construction Equipment (“Blue Book”), Refer to Section 
00197.20 for the procedure.  
 
Contractors may have several sub-entities within their organization that may perform 
specific Work, or provide specific services, such as leasing Equipment. Use only the 
rates from the Rental Rate Blue Books to determine rental rates for any Equipment 
owned by the Contractor, or any of their sub-entities.  Do not pay different rates if the 
Contractor leases or rents Equipment within its own organization, and do not pay any 
additional markup on such usage. 
 

ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1864.xls�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1864.xls�
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Be sure to use the proper volume of the Blue Books for the Equipment rates. Contact 
the Contract Services Specialist in CAU if you need assistance. 
 
Additional items to consider when reviewing the Contractors Invoice for Equipment and 
Materials: 
 

1. Verify that the rate used applied to the period when the Work was performed, 
since the Blue Books are updated frequently. Historical Equipment rates are 
available through the web based version of the Blue Books. Select the 
appropriate effective date for the rates based on when the Work was performed.  

 
2. If an Equipment year goes below the low end of Table 2 on the Rate Adjustment 

Table, use the oldest rate for that type of Equipment. 
 

3. If a piece of Equipment has a date in parenthesis this means that the Equipment 
was discontinued during the year in parenthesis. To calculate the correct rate 
adjustment for discontinued Equipment, divide the rate for the year that the 
Equipment was manufactured by the rate for the year that it was discontinued. 
Show the calculation on the Invoice for auditing purposes. 

 
4. It may be helpful to compile a list of the Contractor’s Equipment with the 

appropriate rental rates and codes to facilitate quicker checking of EWO 
Invoices. If requested, CAU can verify the rates.  Be sure to update the listing if 
the rates change due to a periodic rate revision. 

 
5. The Agency does not allow a Regional Adjustment Factor. 

 
6. Pay standby time only when the PM has ordered the Contractors Equipment to 

remain on site.  Payment for standby time should be according to 00197.20(e). 
 
7. Invoices for rented Equipment or Materials must include the vendors name, 

date, quantity, rate, and extended amount for Materials or rented Equipment. 
Quantities must be sufficient to cover the quantities shown on the DFAR and 
billing. Dates must match those on the DFAR. 

 
8. Do not accept Invoices for Equipment that the Contractor has obtained from 

within its own organization, since that Equipment would be paid as determined 
for Equipment owned by the Contractor. 

 
9. Do not accept Invoices on the Contractor’s letterhead.  

 
10. Unless requested by the PM, the Contractor does not need to submit Invoices 

for $10 or less. 
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11. The Agency will pay for the operating expenses on Equipment at the rate listed 
in the Blue Books only when the Invoice states that the rental charges does not 
include fuel, lubricants, or field repairs. 

 
12. The Contractor is allowed a 17% markup on all Equipment and Materials actual 

costs. In addition, if the EWO Work is performed by a Subcontractor, the 
Contractor will be allowed a supplemental markup of 8% on each EWO. 

 
Once the Invoice for Equipment and Materials review has been completed, the Agency 
person completing the review will sign and date the Invoice. 
 
12G-7   FORCE ACCOUNT SUMMARY 
 
The Force Account Summary form 734-3385 will be completed by the PM. The PM will 
use this form as the basis for payment for the EWO Work on the progress estimate. The 
form will then be submitted to the CAU, along with the Contractor’s invoice and all 
supporting data. 
 
CAU will perform the final review of the Invoices and provide any relative feedback to 
the PM regarding needed corrections. The PM must notify the Contractor of any 
corrections, as well as correcting the progress estimate.  No corrections will be made if 
further review identifies the corrections to be less than $10. 
 

 

ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/3385.pdf�
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12G-8 STEPS FOR REVIEWING FORCE ACCOUNT INVOICES IN THE 
PROJECT MANAGERS OFFICE  

 
(a) Make sure you have all the documents to perform the review.  You will need: 
 

1. A copy of the Extra Work Order, form 734-3208.  If there is none, check with the 
Project Manager (PM).  It may not be completed yet, or it may be that this work will be 
paid under a Contract Change Order, 734-1169.  

2. Invoices from the Contractor for labor.  This may be either: 

 Force Account Invoice for Labor – Actual Cost Calculation, form 734-1863B; or  

 Force Account Invoice for Labor – Standard Calculation, form 734-1863A 

The Extra Work Order form has a check box to indicate which one is used. 

3. Invoices from the Contractor for any equipment, materials, and subcontracts, on the 
Force Account Invoice for Equipment and Materials, form 734-1864. 

4. Daily Force Account Record(s), form 734-3428 for each day or shift work was done.  
All the copies with all the signatures.  These documents are the source for everything 
else.  Check the records for blanks.  There must be enough information to identify the 
workers and the equipment accurately.  If there isn’t, your first step is to contact the 
Project Inspector to find it. 

5. Certified payrolls from the Contractor for the workers used and the time the work was 
done.  These should be in the PM office with the Office Coordinator. 

6. A copy of the prevailing wage rates for the project.  These are found very near the 
beginning of the Project Special Provisions. 

 
The contractor is supposed to prepare the invoices using only the official ODOT forms.  The 
forms have been automated to perform many of the calculations.  Using the official ODOT 
forms ensures that all calculations are performed consistently.  The form number should 
appear on the bottom of the form.  If in doubt, re-enter the data on an ODOT form, as a 
check.  In some instances, the Contractor may not submit an invoice for all equipment.  If an 
item is shown on the Daily Force Account Record(s), in the interest of fairness and 
expediency, we may prepare one.  However, tell the Contractor that their organization 
should have supplied it. 
 

(b) You will need to have access to a computer and to the Contract Payment System.  The 
Rental Rate Bluebook application is available as a link from each of the CPS Pages.  You 
will verify the equipment rental rates billed using the lookup features from the Rental Rate 
Bluebooks.  You will also need the computer to fill out the Force Account Summary, form 
734-3385, which is where you record the results of your review.  All the forms mentioned in 
these instructions are available at:  

http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/ConstForms.shtml. 
 
(c) First of all, verify that each of the workers on the labor invoice is being paid at the correct 

hourly rate and for enough hours on the dates given.  The billings should be at least the rate 
shown in the prevailing wage rate of the Special Provisions, and at hourly rate shown on the 
Contractor’s payrolls. 

 

ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/3208.xls�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1169.xls�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1863B.pdf�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1863A.pdf�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1864.xls�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/3428.pdf�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/3385.pdf�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/3385.pdf�
http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/ConstForms.shtml�
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(d) If it is on the Standard Calculation form 734-1863A, check the calculations enough to see 
that they are accurate.   

 
(e) If it is on the Actual Cost Calculation form 734-1863B, check that the reimbursement rate for 

taxes follow these ODOT guidelines: 

 Social Security (combination of Social Security at 6.20% and Medicare--Average 
rates between 1.45%) 7.65% 

 Oregon Unemployment Compensation--Average rates 1.0 to 5.4% 

 Federal Unemployment Compensation--0.8% 

 Transit District Taxes--Tri-Met in Portland area, LTD in Eugene area (Current Tri-Met 
tax rate is 0.6418%, according to Tri-Met.) 

 Workers Compensation Insurance rate is calculated correctly. go to   
http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/docs/ClassCodes.xls to check 
the class code and assigned risk rate; and to  

 Go to the ODOT Intranet site Resources & Links to find the Contractor risk 
modification factor.  Then check the calculations enough to see that they are 
accurate. 

 
(f) Unless the work requires a specific mobilizationi, and is a long way from a large town, we do 

not normally pay for travel costs.  Check to see if regular Contract work was happening at 
the same time as the Extra Work.  We would only consider payment of travel costs if the 
Contractor is paying travel costs to regular Contract employees. 

 
(g) We also do not pay for more than one level of supervision.   
 
(h) Next, check the Invoice(s) for Equipment and Materials, form 734-1864.  There should be 

suppliers’ invoices for materials, rental equipment, or specialty servicesii (such as pavement 
sawing) attached, for any of these items listed on the bottom of the form.  Verify that the 
amounts, dates and suppliers match the invoice and the Daily Force Account Record(s). 

 
Compare the equipment listed on the invoice(s) with the Daily Force Account Record(s).  
They should match.  They should also roughly match what was agreed to on the Extra Work 
Order or Contract Change Order.  Then, using the Rental Rate Blue Book link, make sure 
that the invoice does not request a higher amount for monthly rate, rate adjustment or 
operating expense than the equipment indicates.  Make sure that attachments listed were 
actually needed for the work.  Check the calculations enough to see that they are accurate. 
 

(i) There should be a contact person listed with the invoices.  If any amounts are higher than 
you determine they should be, call the contact person and go over each discrepancy.  If you 
can’t resolve them, discuss the issues with your supervisor.  Minor differences may be 
ignored, since it is hard to predict in advance exactly how much the extra work will cost. 

 
(j) Complete the Force Account Summary sheet.  If some of the work has already been paid 

for, note it in the remarks section, along with any discrepancies and their resolution.  Sign 
and date the form. 

 

ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1863A.pdf�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1863B.pdf�
http://www.policyalmanac.org/social_welfare/archive/unemployment_compensation.shtml�
http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/docs/ClassCodes.xls�
http://intranet.odot.state.or.us/tsconstruction/resources.htm�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/1864.xls�
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(k) Complete the Force Account Invoice Evaluation Form, form 734-2784, Part 1.  A copy of the 
form will be submitted to the Contractor, a copy will be retained in the Project Managers 
files, and the original form will be submitted with the invoice documents. 

 
(l) Assemble all documents in a neat and organized packet, with the Force Account Invoice 

Evaluation Form on top.  Submit the packet to your supervisor or PM for review and 
signature of the Summary Sheet.  Upon approval by the PM, the Summary Sheet will act as 
the paynote for entry (payment) into the Contract Payment System.  Forward original 
documents to the Contract Administration Unit (CAU), mail a copy to the Contractor, and 
retain a copy for the Project Manager files. 

 
The CAU will complete Part 2 of the Force Account Invoice Evaluation Form, form 734-2784, 
upon completion of their review of the Force Account invoice documents.  Once completed, a 
copy of the form will be returned to the Contractor and the Project Manager.    

 
EXAMPLE: 

 

http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/HwyConstForms1.shtml�
ftp://ftp.odot.state.or.us/techserv/construction/Construction Forms/2784.xls�
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i (d) Moving Equipment - If it is necessary to transport Equipment located beyond the Project Site exclusively for Force Account 
Work, the actual cost to transport the Equipment to, and return it from, its On-Site Work location will be allowed as an additional item 
of expense. However, the return cost will not exceed the original delivery cost. These costs will not be allowed for Equipment that is 
brought to the Project Site for Force Account Work if the Equipment is also used on Pay Item or related Work. If transportation of 
such Equipment is by common carrier, payment will be made in the amount paid for the freight. No markups will be allowed on 
common carrier transportation costs. If the Equipment is hauled with the Contractor's own forces, transportation costs will include 
the rental rate of the hauling unit and the hauling unit operator's wage. If Equipment is transferred under its own power, the rental 
rate allowed for transportation time will be 75% of the appropriate hourly rate for the Equipment, without attachments, plus the 
Equipment operator's wage. 
 
ii 00197.40 Invoices for Special Services - Invoices for Special Services that reflect current market pricing may be accepted 
without complete itemization of Materials, Equipment, and labor costs, if the itemization is impractical or not customary. The invoice 
for Special Services shall show credit for commercial trade discounts offered or available. 
No percentage markup will be allowed other than that specified in 00197.80. 
 
 
 

12G-9 EXTRA WORK PERFORMED ON FORCE ACCOUNT BASIS 
RESPONSIBILITY MATRIX 

 
 

Activity Contractor Inspector PM CAU 
Directs the daily construction activities 
necessary to accomplish the Extra Work  X   

Prepares the Daily Force Account Record 
(DFAR)  X   

Acknowledge agreement with DFAR by 
signature X X   

Prepare Invoice billings for Labor, 
Equipment, Materials or Special Services X    

Calculate Blue Book Rental Rates for 
Equipment X  X  

Verify crafts, wage rates, and hours billed 
on FA; compare to certified payrolls   X  

Prepare Force Account Summary   X  
Performs final review and approval of 
Invoice billings    X 

Makes payment for approved Force 
Account work, or makes adjustments as 
noted by CAU 

  X  
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Labor Compliance 
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∗CHAPTER 19 – LABOR COMPLIANCE 
 
19-1  GENERAL 

Contractors’ employees working on public works construction Projects, whose duties 
are manual or physical in nature, must be paid no less than the applicable prevailing 
wage rates (hourly base wage rate plus hourly fringe benefits) specified in the Contract 
for the occupational classification of Work they are performing.  
 
When a Project is subject to regulation under the State’s Bureau of Labor and Industries 
(BOLI) Prevailing Wage Rate (PWR) law and uses federal funds that require 
compliance with the federal Davis-Bacon and Related Acts (DBRA), the Project will be 
subject to both the state PWR law and the federal Davis-Bacon Act at the same time.  
Even if the Project is funded solely with federal funds, the Project is subject to both 
State PWR and federal requirements because once federal funds are in the control of a 
public agency they become “funds of a public agency” as defined in the PWR law for the 
State. 
 
While most requirements of the State PWR law apply to Projects subject to both State 
and federal prevailing wage rate laws, there are areas in which the federal requirements 
take precedence.  For Projects subject to both State and federal prevailing wage rate 
laws, BOLI will follow federal guidelines for the term “site of the work” and for when 
prevailing wages are due to delivery personnel.  
 
The Project Manager (PM) must monitor labor compliance on all Agency Projects 
subject to prevailing wage rate law (DBRA and/or BOLI PWR law) to ensure that all 
employees are paid the proper wage rates for the Work they perform.  For guidance and 
determinations relating to “site of the work” and Material delivery personnel contact 
ODOT’s Labor Compliance Officer. 
 
 
19-2  PREVAILING WAGE RATES 

(a) Federal Davis Bacon and Related Acts (DBRA) and the State’s Bureau of Labor 
and Industries Prevailing Wage Rate (BOLI PWR) Law. 

1. Covered Work and Wage Rate Determinations 
The U.S. Department of Labor (US-DOL) periodically conducts wage surveys to 
determine prevailing wages as required by part of the DBRA and Code of Federal 
Regulations (CFR 29 Labor).   
 
BOLI conducts annual surveys to determine prevailing wages consistent with 
Oregon Revised Statutes (ORS 279C) and Oregon Administrative Rules governing 
BOLI and public works contracting. 

∗ All Marked Text Updated March 2014 
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All federally funded Projects on the National Highway System are covered by DBRA 
and prevailing wage rates must be paid to Contractor’s employees performing duties 
on the Project worksite.  
 
DBRA prevailing wage rates may not apply to Federal Aid Projects that are off the 
National Highway System or to Projects that are totally State funded.  These 
Projects are covered by BOLI PWR law and the appropriate wage rate determination 
is specified in the Contract.  
 
All public works Projects which were first advertised for Bid on or after January 1, 
2006, are subject to both the DBRA and the BOLI PWR law. Contractors and 
Subcontractors must pay the higher (hourly base wage rate plus hourly fringe 
benefit) of either the DBRA or the BOLI wage rate determination for the type and 
occupational classification of Work being performed. 
 
A change in BOLI PWR law, effective January 1, 2011, allows the public agency to 
use a single date to establish both the State prevailing wage rate and the applicable 
federal prevailing wage rate for Contracts subject to both BOLI PWR law and the 
Davis-Bacon Act.  The applicable wage rate determinations are specified in the 
Contract. 

 
2. Potential Wage and Hour Violations 

The public contracting Agency is responsible for investigating wage and hour related 
claims and potential violations for Projects covered by both DBRA and BOLI PWR 
law.  If the PM’s office becomes aware of a potential violation, contact should be 
made to the Contractor to validate information and attempt to correct any wage and 
hour related issues.  Written correspondence to the Contractor addressing wage and 
hour related issues is recommended, with copies to ODOT’s Labor Compliance 
Officer (LCO) and the Project file.  If a remedy is not achieved at this level, the issue 
has escalated to the LCO.   
 
BOLI is responsible for investigating and resolving allegations of wage and hour 
violations on Projects that are covered by the State’s PWR law.  BOLI has authority, 
under ORS 652.230, to file a claim against the Contractor’s bond for unpaid wages.  
A claim must be filed with BOLI within 180 calendar days after the person claiming 
the unpaid wages last Worked on the Project.  If the PM is aware of a claim for 
unpaid wages, and it is approaching 180 Calendar Days since that person last 
Worked on the Project, contact the LCO. 
 
During an investigation, BOLI will request information from the contracting Agency 
including certified payroll reports, the Contractor’s Surety and bond information, and 
the Inspector’s Daily records to begin the BOLI investigation.  ODOT’s LCO is the 
primary point of contact for BOLI and US-DOL inquiries, investigations, and 
coordinates requests for Project records with the PM’s office. 
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19-3  ROLES AND RESPONSIBILITIES 

All Contractor’s and Subcontractor’s employees Working on the Project Site of a 
prevailing wage rate covered Project must be paid in a manner consistent with the 
prevailing wage rate determination specified in the Contract.  Contractors and all 
Subcontractors must submit certified payroll reports (Forms WH-38, WH-347, or the 
equivalent language and information) as required, including the signed 
certification/statement of compliance page.   
 
The PM is responsible for labor compliance monitoring over the course of the Project 
and final labor compliance and acceptance at Project completion.  
 
This Section is divided into three parts based on the roles and responsibilities of the 
Contractor, PM and the LCO.  
 

(a) The Contractor  

 
Required Postings 

Each Contractor is required to post all of the following documents in an accessible 
place at the Project Site: 

 

• US-DOL WH-1321 Poster “Employee Rights Under the Davis-Bacon Act”. 

• Prevailing wage rates (hourly base wage rate plus hourly fringe benefits), and 
zone pay, if applicable. 

• Information on fringe benefit plans or program details, and how to access those 
benefits.  

• A regular Work schedule (Days of the week and number of hours per Day). 
• Prevailing Wage Complaint form 734-2547. 

 

All forms and posters required are available electronically and can be found at: 

http://www.dol.gov/whd/programs/dbra/wh1321.htm. 
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1. Work Schedule 
 
Contractors must give employees and the PM a regular Work week schedule (Days 
of the week) and Work shift hours (beginning and ending hours per Day) in writing 
before beginning Work on the Project.  If a Contractor fails to give written notice of 
the employee’s schedule then the Work schedule is presumed to be a 5-Day, 8-
hours per Day Work schedule.   
 
The Contractor’s Work schedule determines when an employee must be paid at the 
overtime rate for Work performed.  The Contractor can choose from the following 
allowed Work weeks and Work shifts: 
 

• Five days, eight hours per day (5-8’s), Monday through Friday. 

•  Four consecutive days, ten hours a day (4-10’s), Monday through Thursday. 

• Four consecutive days, ten hours a day (4-10’s), Tuesday through Friday. 

 
If the Contractor has a 4-10 Work schedule and requires its employees to Work on a 
fifth Day, the Work schedule for those employees for that week reverts to a 5 day 8 
hour per day work schedule, and overtime must be paid based on the reverted 
Work schedule.  This is not considered a change in the regular Work schedule. 
 
Example:  The Contractor has a Work schedule of 4-10s, Monday-Thursday.  
Employees worked 10 hours each Day.  Employees also Work for two hours on 
Friday.  The Work schedule reverts to a 5 day 8 hour per day schedule, resulting in 
two hours of overtime each Day Monday-Thursday, and no overtime on Friday. 
 
This guideline is contained in the BOLI Prevailing Wage Rate Law Handbook, which 
is available electronically on the BOLI website at: 
 

http://www.oregon.gov/BOLI/WHD/PWR/W_PWR_Pwrbk.shtml. 
 
The Contractor may elect to employ crews or individuals on different Work 
schedules. 
 
The Work schedule cannot be changed back and forth to avoid overtime.  A change 
in Work shift (for example, day shift to night shift) is not considered a change in 
Work schedule as long as the Days of the week worked are not changed. 
 
Note:  If the Contractor is signatory to a trade union’s collective bargaining 
agreement (CBA), the CBA language takes precedence over the State’s PWR law. 
The Contractor must provide a copy of the agreement to the PM for verification and 
inclusion with the payroll documents. 
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2. Classification 
 

The Contractor must pay each employee for the occupational classification of Work 
the employee is performing.   
 
If the employee is working in more than one occupational classification the 
Contractor may elect to pay either: 

• The prevailing wage rate for the hours worked per each occupational 
classification, or 

• The higher of the two occupational classification wage rates for the total hours 
worked. 

 
3. Total Base Wage Rate 
 

The “total base wage” is the base wage rate plus applicable fringe benefits, either 
paid as cash to the employee or into a program or plan.  Overtime must be paid at 
the rate of one and one half times the “total base wage” plus applicable zone pay.   

 

Note:  If the Contractor is signatory to a union’s CBA, the CBA language takes 
precedence over the State’s PWR law.    
 
4. Fringe Benefits 
 

The Contractor must pay fringe benefits to each employee for all time worked as 
specified in the prevailing wage rate determination included in the Contract. 
 
The Contractor may pay fringe benefits as cash to the employee for time worked or 
may put the fringe benefits into bona fide pension, health, insurance, vacation, or 
other appropriate programs. 

 
Paying lodging expenses or per diem for travel is not considered a fringe benefit. 
 
For overtime calculations the base wage rate is used at one and one half times 
without fringe benefit amounts included.  If fringe benefits are paid as cash to the 
employee, when the amount of fringe is removed from the wage rate, the wage rate 
used for overtime calculations must be at least equal to the prevailing wage rate 
specified on the wage determination for that occupational classification. 

 
The Contractor may not reduce the wage or fringe benefit for any payment that the 
Contractor is required by federal, State, or local law to make (such as workers 
compensation, unemployment compensation, or social security contributions). 
 
Each certified payroll must contain the hourly fringe benefit amount and must 
indicate whether the fringe benefits are paid to the employee or are being placed in 
appropriate programs.  If fringe benefits are not paid to the employee, the fringe 
benefit amounts must be paid to a trustee or third party under a bona fide benefit 
program, and the Contractor must make those payments regularly and not less often 
than quarterly.   
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5.  Zone Pay 
 
The Contractor must pay zone pay as required in the Contract.   

 
Zone pay is typically measured from the mid-point of the Project to the nearest base 
point referenced in the wage rate determination for the Work classification. 

 
If the employee is working in multiple zones the Contractor may elect to pay either: 

• The highest of all of the zone pay for all Work on the Project, or 

• The appropriate zone pay for Work performed in each zone. 
 

6. Overtime 
 
The Contractor must pay each employee at the proper overtime rate for all overtime 
worked. ORS 279C.540 specifies overtime requirements for all Projects.  There are 
only two exceptions: 

• If the Contractor is signatory to a trade union’s CBA, the CBA language takes 
precedence over the State’s PWR law.  The Contractor must provide a copy of 
the agreement to the PM for verification and inclusion in the payroll 
documentation. 

• For employees who work for Indian-owned businesses on Indian reservations, 
overtime is specified in the federal Contract Work Hour & Safety Standards Act 
(CWHSSA) and must be paid for all Work performed over 40 hours in a Work 
week. 

 
The Contractor must pay overtime when: 

• Work is performed in excess of eight hours in a Day and 40 hours in a week 
when the Work schedule is five consecutive Days, Monday through Friday, or 

• Work is performed in excess of 10 hours in a Day and 40 hours in a week when 
the Work is four consecutive Days (either Monday-Thursday or Tuesday-Friday), 
and 

• Work is performed on Saturday and/or the legal holidays listed in ORS 279C.540 
(Sundays, New Year’s Day, Memorial Day, Independence Day, Labor Day, 
Thanksgiving Day, and Christmas Day). 

 
If an employee works on more than one Project in a 24 hour period, the hours 
worked are cumulative and the Contractor must pay overtime for work beyond eight 
or ten hours per Day, dependent upon their regular Work schedule, regardless of 
where the Work was performed. 
 
If the established 4 Day Work schedule is not followed due to weather, scheduling, 
or other circumstances then that week’s Work schedule reverts to a 5 Day Work 
schedule; and overtime is owed for any hours worked over eight in any Day during 
that week. 
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The Contractor shall not “bank” overtime hours and then exchange the hours as 
straight time on other days.  If the Contractor requires an employee to  
Work beyond the established Work schedule, the employee must be paid overtime 
for the additional time worked. 
 
When an employee earns more than one base rate of pay during the Day, and 
overtime is owed, then the overtime must be calculated and paid based on either a 
weighted average of the hourly base rates earned or all the overtime for that Day 
must be paid at the highest rate worked. 
 
The Contractor is responsible to manage labor compliance for itself and all of its 
Subcontractors.  The Contractor must: 

• Review all Subcontractors’ certified payroll reports for errors or potential wage 
and hour concerns or violations.  Address all concerns to the Subcontractors 
promptly. 

• Withhold 25% of any amount earned by a Subcontractor if the Subcontractor 
does not submit, does not timely submit, or does not provide corrected or revised 
certified payroll reports as required in 00170.65(a) and ORS 279C.845. 

 
The Contractor must ensure each Subcontractor: 

• Pays wages, fringe benefits, zone pay, and the proper overtime owed to all of its 
employees for the manual and physical Work being performed at the Project 
worksite. The Contractor is obligated and responsible to pay a Subcontractor’s 
employees if a Subcontractor fails and/or refuses to properly pay its employees. 

• Submits certified payroll reports for its employees, including the required signed 
certification/statement of compliance page. 

 
Note: For Design-Build Projects subject to the DBRA and/or BOLI PWR law, the 
Contractor and all Subcontractors are required to provide the same documents and 
meet the same requirements for labor compliance as stated above.  
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(b) Project Manager (PM) 
 
The PM is responsible for monitoring labor compliance over the course of the Project, 
and for final acceptance of labor at Project completion. 

It is the PM’s responsibility to review and compare certified payroll reports to verify base 
wage rates, fringe benefit contributions, zone pay, and overtime calculations are being 
paid and reported correctly.  Errors and concerns must be raised immediately to the 
Contractor for correction or revision.   
 
The PM must:  

• Conduct employee wage interviews, typically every six months, with the Contactor’s 
and Subcontractor’s employees as a validation of wages paid, fringe benefits, 
occupational classification of Work, Equipment used, and overtime paid. 

• Review and compare certified payroll reports with Inspector Daily reports and 
Employee Interview reports to validate occupational classification of Work being 
done, wage rates paid, and Contractors working on-site to verify missing certified 
payroll reports. 

• If errors or deficiencies are found in wage and benefit payments, require the 
Contractor to correct the error and submit a revised or supplemental certified payroll 
report with corrections made including a new signed certification/statement of 
compliance page. 

• If Contractor’s employees are due additional wages and/or fringe benefits, zone pay, 
or overtime pay, proof of payment to the employee is required to validate the correct 
wages have been paid.  A copy of a cancelled check, money order, or bank deposit 
slip will provide adequate proof the error has been corrected and the employee has 
been paid properly.  Corrected certified payroll reports are required with a new 
signed certification/statement of compliance page included with the revised 
certified payroll reports. 
 

Retain the original submitted certified payroll report, the corrected/revised certified 
payroll report, proof of employee payment, and any other wage related 
correspondence in the Project labor compliance files. 

• Withhold 25% of any amount earned by the Contractor if the Contractor does not 
submit, doesn’t timely submit, or doesn’t provide corrected or revised certified payroll 
reports as required by 00170.65(a) and ORS 279C.845. 

• Submit all certified payroll reports for the Contractor and Subcontractor(s), Employee 
Interview Reports, additional documentation, and the Project Manager Labor 
Compliance Certification form (734-1734) for final labor compliance documentation. 
[Refer to Chapter 37 – Submittal of Final Project Documentation]  

 
The PM responsibilities for administering labor compliance and performing certified 
payroll reviews on Design-Build Projects are the same as those listed above.  
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(c) Labor Compliance Officer (LCO) – Contract Administration Unit 

The Labor Compliance Officer (LCO) will: 

• Attend Pre-Construction Conferences to address labor compliance requirements as 
requested by the PM’s office.  

• Monitor labor compliance by conducting quarterly audits in the PM’s office, local 
agency Project offices, and consulting firms for consultant managed Projects.  

• Provide program-level technical expertise to PM staff and Contractors.  
• Identify and provide training as scheduled or requested. 
• Conduct investigations of wage and hour related complaints. 
• Track complaints and remedies for trending and training opportunities. 
• Perform random audits on the total labor program for overall compliance. 
• Primary point of contact for BOLI and US-DOL.  
• Technical resource to ODOT staff and industry partners. 

 
 

19-4  CERTIFIED PAYROLL REPORTS 

(a) Contractor Reporting Requirements 

On Federal Aid Projects, Contractors and Subcontractors must pay the higher of either 
the Davis-Bacon Act or the BOLI prevailing wage rates for the type of Work being 
performed. The Contractor must submit certified payroll reports to the PM office on a 
weekly basis.   
 
On State funded Projects the Contractor must pay the appropriate BOLI prevailing wage 
rate specified in the Contract and submit weekly certified payrolls once a month by the 
5th of the month.  
 
On both State funded and Federal Aid Projects, each payroll must include a certified 
statement/statement of compliance with the specific language that is included in the 
Contract and on each of the following forms: 

• Federal Payroll Form WH-347 for federal funded/Davis-Bacon Projects, or 

• BOLI Payroll Form WH-38 for State funded/BOLI Projects and/or federal 
funded/Davis-Bacon Projects.   

 
Although the Contractors are not required to use a specific form, the BOLI 
Payroll/Certified Statement Form WH-38 (Rev 12/06 or later) is designed to meet all 
requirements of both BOLI PWR law and the federal Davis-Bacon Act.  
 
The Contractor must provide all the required information and the certification statement 
must be identical, signed, and submitted with each Contractor’s certified payroll reports.  
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Each certified payroll must have:  

• A signature of a company official or agent who pays wages or supervises 
payment of wages to workers employed on the Project. 

• The fringe benefits, whether they are paid to the employee or have been placed 
in a bona fide party, program, or plan. 

 

The certified payroll must contain the following information for all employees:   

• Name, address, and an employee’s identification number (this may be the last 
four digits of the employee’s social security number). 

• Occupational classification of Work, group number, and/or apprenticeship 
percentage level. 

• Hours worked. 

• Hourly rate of pay. 

• Hourly overtime rate of pay. 

• Gross amount earned, including other prevailing wages and non-prevailing 
wages earned. 

• Deductions. 

• Hourly rate contributed to a bona fide fringe benefit party, program or plan. 

• Name of party, program or plan and type of benefit provided to a bona fide party, 
program or plan. 

• Hourly rate of fringe benefits paid to employee as cash equivalent. 

• Net amount paid. 
 
Note:  Certified payrolls are Project-specific.  This means that a certified payroll must 
show regular and overtime hours for one project only.  If an employee worked on more 
than one public works Project the employee and time worked must be shown on a 
separate certified payroll for each Project. 
 
(b) PM Review of Certified Payroll Reports 

The PM is responsible to review the certified payroll reports to ensure Contract labor 
requirements and prevailing wage rate law requirements are met.   

The following steps provide guidance for PM offices to perform the Agency’s 
legal requirements and due diligence in administering the labor compliance 
component of the Project:   

•  Verify proper payment by comparing information on the certified payroll reports to 
the base wage, fringe contribution, and zone pay from the appropriate wage rate 
determination. 

• Verify benefit plans are specified on the certified payroll reports or specified as fringe 
paid as cash to the employee. 
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• Address any wage and hour discrepancies with the Contractor promptly. 

• Request corrected certified payroll reports and proof of payment if wages due to 
employee(s). 

• Compare certified payroll reports to Employee Interview reports and Inspector Daily 
records to identify possible inconsistencies in occupational classification of 
employees and/or missing certified payrolls. 

 
(c) Apprentices and Trainees 

Refer to Chapter 18 – Workforce and Small Business Equity Programs, 
OJT/Apprenticeship section for additional information. 
 
(d) Apprentices 

Apprentices are registered with the BOLI Apprenticeship and Training Division.  The 
Joint Apprenticeship & Training Committee (JATC) monitors the wages and level of 
apprenticeship. 
 
The Contractor may pay reduced wages to apprentices as allowed by the applicable 
JATC.  The PM should request documentation from an employer to verify an individual’s 
status as an apprentice. 
 
(e) Trainees 

Trainees are not registered with a JATC.  Contractors must pay each trainee the 
prevailing wage rate for the Project. 

 
 

19-5  EMPLOYEE INTERVIEW REPORTS (Form 734-3475) 

Employee wage interviews are required on Projects covered by DBRA (CFR 29 Labor) 
and are intended to assist in validating the occupational classification of Work the 
employee is performing and verify the wage rate being paid for that Work.   
 
At least once every six months the PM’s office will interview random employees of each 
Contractor that worked on the Project within that period of time.  Record the information 
on the Employee Interview Report, form 734-3475. (See Exhibit 19A) 
 
Questions asked during each interview are intended to verify the occupational 
classification of Work the employee is performing and what the employee is being paid 
for that Work.  Each employee must receive proper pay for each occupational 
classification of Work performed.  If an employee performs Work in more than one 
occupational classification (such as laborer, carpenter, cement mason, ironworker, etc.), 
the employee must be paid at the appropriate wage rates for the occupational 
classification of Work for all straight time hours worked.  
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If an employee works in more than one occupational classification, the PM or staff 
reviewing the certified payrolls will verify that the employee is paid under the appropriate 
occupational classifications for Work performed.  The PM or Inspector should alert the 
person reviewing the certified payrolls about employees who Work in more than one 
occupational classification and should be noted on the Employee Interview Report when 
interviewing employees.   
 
 
19-6  LABOR COMPLAINTS AND INVESTIGATIONS 

Wage and hour related issues may be identified through:  

• Certified payroll report review and monitoring. 
• Employee wage interviews. 
• Employee complaints. 
• A trade union representative, union or labor advocate (e.g., Fair Contracting 

Foundation). 
• A formal filed complaint (e.g., Prevailing Wage Complaint form 734-2547). 

 
The PM is considered the first level of review and response for issues relating to wage 
and hour concerns, complaints, and potential violations.  If labor related issues cannot 
be resolved at the PM level, the PM escalates the issue to the LCO. 
  
When the Agency conducts an investigation to resolve a prevailing wage complaint and 
it is determined that employees are owed additional wages and/or fringe benefits, proof 
of payment is required.  Proof of payment can be in the form of a copy of a cancelled 
check, money order, bank deposit slip, receipt for amount of the additional wages 
signed by the employee, or proof of mailing via certified or registered mail of the 
additional wages to the employee.  This information must be maintained with the 
certified payrolls showing that employees were properly paid.  
 
If the Contractor failed to properly pay its employees and the Agency had to have BOLI 
pay the employee directly, the PM must address that in the required Contractor 
Performance Evaluation.  [Refer to Chapter 34 - Contractor Performance Evaluation] 
 
When a formal prevailing wage complaint is filed with BOLI or any other enforcement 
agency, retainage may be released and final labor may be accepted by the Agency 
unless the investigating agency requests the retainage be held. 
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19-7  PM’S LABOR COMPLIANCE CERTIFICATION (Form 734-1734) 

When the Contractor has completed all Work on the Project Site and has submitted all 
final certified payrolls, the PM will prepare the payroll documentation for semi-final.  
Once the PM determines the final payroll documentation is complete, the PM will accept 
the labor compliance documentation.   
 
If the Project has an Establishment Period (planting or seeding), the PM will review the 
remaining payrolls associated with this Work.  Once the PM determines that the payroll 
documentation is complete, the PM will accept the remaining labor compliance 
documentation.     
 
Upon final acceptance of the labor compliance, the PM’s Labor Compliance 
Certification, form 734-1734 will be prepared by the PM office, and be signed by the 
PM. (See Exhibit 19B) 
 
NOTE: If there are no certified payrolls associated with the Establishment Period Work, 
the PM must provide an explanation why no labor was performed and include the 
following notation on the signed Labor Compliance Certification form: “No Establishment 
Period Payrolls”. 
 

DO NOT hold submittal of the final quality and quantity documentation while waiting for 
acceptance of the labor compliance documents. 

 
The PM will submit the following labor compliance documentation, in separate pad(s), 
with the final Project quality and quantity documentation to CAU: 

• Contractor and Subcontractor Payrolls and Wage Certification 
Statements/Certification of Compliance. Each payroll should indicate the items 
that were checked by the PM or staff. 

• Original Employee Interview Reports. 

• Either the original or copy of the PM Labor Compliance Certification form. 
 
The PM must process the request according to the procedure outlined in Chapter 37 – 
Submittal of Final Documentation. 
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19-8  RELEASE OF PUBLIC RECORDS 
 
Any person may request to look at or obtain copies of certified payrolls or other records 
on public works Projects.  Most Project records, including certified payrolls, are 
considered public records. If full social security numbers are listed on the certified 
payroll reports, this information is considered sensitive and must be redacted before the 
certified payroll record(s) will be released. 
 
The procedures set forth in the ODOT Records Manual for responding to Public 
Records Requests shall be followed for public records requests for certified payroll 
reports and the release of these records. The Manual is available on the ODOT 
Records Management website at: 
 

http://intranet.odot.state.or.us/ssb/BSS/rim.htm  
 
Requests for labor related documents made by other government agencies should be 
sent to ODOT’s Labor Compliance Officer (LCO) for response and tracking. 
 
 
19-9  PREVAILING WAGE FOR TRUCK DRIVERS 

(a) Owner-Operators  

The term “owner/operator” only applies to the owner/operator of a truck.  An 
owner/operator of a truck is not entitled to prevailing wages. For all Projects, an 
owner/operator of a truck must, prior to providing trucking services, comply with the 
requirements of 00170.65(b)(4). 

Owner/operators of other types of Equipment, such as bulldozers, scrapers, backhoes, 
cranes, drilling rigs, etc., must receive prevailing wage rates and comply with certified 
payroll requirements for all Work performed at the Project Site.  
 
The PM will perform “spot checks” on all owner/operators performing Work on the 
Project to validate owner/operator status.  Each owner/operator provided truck shall 
clearly display the name of the owner/operator on the side of the truck.  Any truck driver 
not meeting the criteria of an owner/operator must show up on the Contractor’s certified 
payroll and be paid the prevailing wage rate. 
 
(b) Non-Owner/Operators of trucks (Commercial Suppliers) are entitled to 

prevailing wages for the following: 

• Time spent transporting Materials or supplies between a facility that is deemed part 
of the Site of Work and the actual construction site. 

• Time spent transporting a portion(s) of the building or Work between a site 
established specifically for the performance of the Contract or Project where a 
significant portion of such building or Work is constructed and the physical place(s) 
where the building or Work called for in the Contract(s) will remain. 
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• All time spent on the Site of the Work for performing Work other than truck driving 
(mechanic, laborer, etc.). 

• Projects subject to Davis-Bacon prevailing wage rates when: 
o Time spent on the Site of the Work loading and/or unloading Materials and 

supplies if such time is more than de minimis (15 minutes).  This includes 
time spent waiting to load or unload, but not recognized as lunch or other rest 
breaks.  For the purpose of entitlement to prevailing wages, each trip stands 
alone and multiple trips on the same Day are not combined (for example, 6 
10-minute trips would not entitle the driver to 60 minutes of prevailing wages). 

• For Projects subject to BOLI prevailing wage rates when: 
o Time spent on the Site of the Work loading and/or unloading Materials and 

supplies if such time equals 20% or more of the work week.  This includes 
time spent waiting to load or unload, but not recognized as lunch or other rest 
breaks. 

 
(c) Non-Owner/Operators of trucks (Commercial Suppliers) are not entitled to 

prevailing wages for the following: 

• Time spent driving off the Site of the Work, such as at a commercial supply facility. 
• Time spent driving between a Davis-Bacon job and a commercial supply facility 

while off the Site of the Work. 
• All Projects subject to prevailing wage rates when: 

o De minimis time spent on the Site of the Work, such as less than 15 minutes 
spent on the Site of the Work merely to pick up or drop off Materials or 
supplies. 

• Time spent driving between prevailing wage rate Projects, or between prevailing 
wage Projects and private Projects.  (Truck drivers may be paid an agreed rate of 
pay for such activities). 

 
Chapter 19 19 - 15 Updated 03/14 



OREGON DEPARTMENT OF TRANSPORTATION 
CONSTRUCTION MANUAL 

19-10  SITE OF THE WORK 
 

Site of the Work is limited to the physical place or places where the construction called 
for in the Contract will remain when Work on it has been completed, and other adjacent 
or nearby property used by the Contractor or Subcontractor in such construction which 
can reasonably be said to be dedicated to the Project and included in the Site of the 
Work. 
 
For Projects subject to both State and federal PWR laws, BOLI will follow federal 
definition [29 CFR subtitle A, part 5.2(l)(1-3)] for the term “Site of the Work” and for 
determining when prevailing wages are due to delivery personnel.   
 
For Projects subject to State prevailing wage rate laws, the term “Site of the Work” is 
defined in OAR 839-025-0004(25). 
 
For guidance and determinations relating to “Site of the Work” and Material delivery 
personnel contact ODOT’s LCO for assistance. 
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(CHAPTER 12G – EXTRA WORK PERFORMED ON A FORCE ACCOUNT BASIS (EWO)

Extra Work performed on a Force Account Basis (EWO) is used to equitably and uniformly compensate the Contractor for Extra Work when a negotiated price cannot be reached. When the Agency orders Extra Work to be performed via Force Account, the Agency is assuming control for the portion of Work governed by the EWO. The Agency will make the determination regarding what Equipment shall be used, what manpower is necessary, and the work methods to be used to perform the Work (i.e., whether or not overtime is necessary to accomplish the Work). The Agency assumes all control of, and responsibility for, the portions of Work to be accomplished under the EWO.

The following steps need to be followed to perform Extra Work on the Force Account Basis:


1. The Project Manager (PM) will need to make the determination that Extra Work is necessary. Only Work not included in the Contract as awarded but deemed by the PM to be necessary to complete the Project will be paid as Extra Work (See 00140.60).


2. The PM must discuss the Extra Work with the Contractor, define the scope of Work, and discuss the options of means and methods for completing the Extra Work.


3. The PM must attempt to negotiate a Contract Change Order (CCO) with the Contractor to perform the Extra Work.  If the PM is unable to successfully negotiate a CCO, the Extra Work will be completed on a Force Account Basis.


4. Before the Extra Work to be performed on a Force Account Basis can begin, the PM must:


a. Prepare and obtain approval of an Extra Work Order (EWO);

b. Provide the Contractor with a written order to begin the Extra Work; and


c. Reach agreement with the Contractor on when, how, and with what Equipment and labor the Extra Work will be completed (Actual Cost or Standard Calculation). 


5. For each day on which Extra Work is performed, the Agency (typically the Inspector) will complete a Daily Force Account Record (DFAR):


a. Both the Inspector and the Contractor’s representative must sign the completed DFAR at the end of the day. These signatures indicate agreement on the accuracy and completeness of the information recorded on the DFAR.


b. If there are any disagreement regarding the information recorded on the DFAR, and the disagreement cannot be resolved the same day, the Extra Work must stop until the PM and the Contractor resolve the disagreement.  Do not proceed with Extra Work without daily agreement on the DFAR.


6. On a monthly basis, the Contractor will send its Force Account Work Invoice, along with the required supporting documentation, to the PM.


7. The PM will date stamp the invoice upon receipt. If the invoice is received on or before the 15th of the month, the PM will enter the amount due, as determined by the PM, on the progress estimate for the Work completed that month. If the invoice is received after the 15th of the month, the amount the PM determines to be due will be added to the pay estimate for the following month.


8. The PM will process the invoice according to the Steps for Reviewing Force Account Invoices in the Project Managers Office guide in Section 12G-8. Once the PM has completed their review of the invoice, it will be submitted to the Contract Administration Unit (CAU) for final review and processing.


12G-1


BACKGROUND

Force Account Work is addressed in Section 00197.  The PM must become familiar with the language in this Section.


As described in 00197.01, the Agency will solely determine the manner and method in which the Force Account Work is performed. Before ordering the Force Account Work, the PM will need to discuss the Work with the Contractor and seek the Contractor’s input and advice on the manner and methods required to perform the Work.


In ordering the Extra Work, and in directing the Force Account Work, the PM should only give direction through the Contractor’s superintendent or supervisor assigned to the Work. The PM should not give direction directly to any of the Contractor’s employees, but should only answer questions or provide clarification requested by the employees.


If Force Account or added or Changed Work will modify the Work of any subcontract, the Contractor must submit an amended subcontract for PM review and approval. [Refer to Chapter 14 – Subcontracts]


Force Account procedures should only be used as a last resort when agreement cannot be reached on the price of a new Work item, or when the extent of the Work is unknown or of such character that a price cannot be determined to a reasonable degree of accuracy.  The FHWA Headquarters memorandum dated September 8, 1982 (Appendix A-120) contains FHWA’s policy on the use of Force Account. 

The memorandum is available on the FHWA website at:


http://www.fhwa.dot.gov/programadmin/contracts/cacc.pdf

The intention of Standard Specification Section 00197.30 is to reduce the amount of work required to prepare Force Account billings on smaller Extra Work Orders.


At the time a EWO is written, the PM will prepare a cost estimate according to the current Specifications using Cost Estimate Form 734-1877.  If the labor estimate is less than $10,000, or the type of Work to be performed will result in a Workers Compensation rate less than 25%, the PM will need to discuss the billing method to be used for the EWO with the Contractor.  The Contractor will be electing to use either the “Actual Cost” or “Standard Calculation” method for both themselves and all Subcontractors performing Work under the EWO. 


The Cost Estimate and Contractor election shall both be documented on the Extra Work Order form 734-3208. Labor cost estimates under $10,000, or having industrial accident insurance rates of 25% or less, may use the Standard Calculation when billing labor costs (See Section 00197.30). The Force Account Invoice for Labor – Standard Calculation, form 734-1863A will be used. 

Labor cost estimates over $10,000, or having industrial accident rates over 25%, will use the Actual Cost Calculation when billing labor costs. The Force Account Invoice for Labor – Actual Cost Calculation, form 734-1863B will be used. 


12G-2


DEFINITIONS


The following definitions are taken from FHWA CFR 635.102:


Force Account – A basis of payment for the direct performance of Highway construction Work with payment based on the actual cost of labor, Equipment and Materials furnished and consideration for overhead and profit.


Per Diem – A daily allowance for expense generally prescribed by a labor contract. When reimbursement for Per Diem is requested, the Agency must obtain a copy of the labor contract which describes how the Contractor is paying Per Diem. Per Diem costs will be paid on an actual cost basis for the Force Account Work according to Section 00197.30(a-1) and (a-2), if the Per Diem is paid to workers for similar Pay Item Work.


Subsistence – Reimbursement for actual costs of invoiced and receipted expenses incurred as the direct result of the Force Account Work and must be agreed to in advance. Subsistence is not reimbursed under the Standard Calculation method, as described in Section 00197.30(a).


Standby Equipment Rates – The Contractor continues to incur certain ownership costs when Equipment is required to be on standby. The use of a standby rate is appropriate when Equipment has been ordered to be available for Force Account Work, but is idle for reasons which are not the fault of the Contractor. While an industry standard does not exist for standby rates, it has been the normal practice of the courts to reduce published ownership rental rates by 50 percent for standby rate usage. Therefore, FHWA will accept the use of 50 percent of the ownership rental rates of an approved guide as the standby rate in lieu of a Contractor’s actual standby costs. There should be no operating costs included in the rate used, and standby time should not exceed eight (8) hours per day, 40 hours per week, or the annual usage hours as established by the rate guide.


Base Hourly Wage – Interpreted to mean wages, regular hours and overtime hours calculated to one and one-half times the regular wage. For the purposes of the Standard Calculation, regular and overtime wages will be calculated at two (2) times the actual hourly wage (excluding fringe benefits, vacation, taxes, insurance, and markups, plus all other direct or indirect costs including subsistence).  (See Section 00197.30(a))


Class Code – The National Council on Compensation Insurance (NCCI) four (4) digit code corresponding to each classification determined for the insured. The classification codes describe the business of the insured rather than the occupation of the employee.


Experience Modification Factor – A factor calculated by NCCI from actual case loss experience to adjust an insured’s annual premiums (up or down) based on the insured’s loss experience relative to the average underlying annual premiums. It compares the insured’s experience to the average class experience. 


12G-3


PROCESS

The following process and documentation is required when the PM orders the Contractor to perform Extra Work on a Force Account Basis:




(a) STEP 1 – The PM must prepare an Extra Work Order, form 734-3208. This form will formalize the proper approvals, defines the Work to be done by the Contractor, and identifies the EWO number to use on the billings.  The form also documents the Contractor’s election of billing method (Standard Calculation or Actual Cost method). If the Extra Work must be started prior to issuing the EWO, the PM must issue a written order to allow the Work to start.  The written order must include the following:

1. A description of the Work, the location, and when the Work must be accomplished; and


2. A statement identifying that the Work will be performed on a Force Account basis and notifying the Contractor of the EWO number to use on billings.

EXAMPLE:


[image: image1.png]

(b) STEP 2 - A Cost Estimate, form 734-1877 shall be prepared by the PM.

EXAMPLE:


[image: image2.png]

(c) STEP 3 – For each day on which Extra Work is performed under the EWO, the Inspector must complete a Daily Force Account Record (DFAR), form 734-3428. The DFAR must list all labor, Equipment, Materials, and other resources used for each days Work on the EWO. Never request or allow the Contractor to complete the DFAR. Only list overtime hours ordered by the PM. The Inspector and the Contractor’s representative must both sign the sheet daily indicating agreement with the information shown on the DFAR. If both parties are unable to agree on any items listed on the DFAR, the PM and Contractor must resolve the issue(s) promptly.

The PM may also modify the DFAR form and use it to record information for any disputed items. [Refer to Chapter 27 – Disagreements, Disputes and Claims]

1. Labor Section of the DFAR – Record the first and last names of each employee working on the EWO, as well as the employee’s craft and group or grade level within that craft. Record the daily hours worked by each employee. The more detail recorded will assist in checking Force Account billings as you will need to check the DFAR information against the Contractor’s certified payrolls. 


Pay for only one (1) level of supervision on the EWO. Do not pay for additional supervisors or Contractor administrative staff on the EWO. However, if more than one (1) crew is involved in the Work, it may be appropriate to pay for two (2) different supervisors. If this is the case, make a note on the DFAR to document the circumstance.


A supervisor can be paid less than a craft person only if the supervisor is performing supervisory duties at least 80% of the time. Otherwise, the supervisor must be paid at least as much as the craft the supervisor is performing.


The Agency can pay for travel and subsistence only if it can be documented that the Contractor pays those same expenses for other similar Work on the Project. The PM and Contractor must agree on this prior to the start of the EWO Work. Rates should be reasonable. Rates paid to Agency employees for travel and subsistence are generally considered to be reasonable


2. Equipment Section of the DFAR – Record each piece of Equipment, with identification, that is used for the EWO Work. For Equipment owned by the Contractor, record the Equipment type, model, year of manufacture, and type of attachments.  This information is needed to determine the proper rental rate for the Equipment. Other information needed to determine the proper rental rates may include:


· Type of fuel (gasoline, diesel, etc.)


· Two (2) or four (4) wheel drive


· Horsepower rating


· Speed (RPM, etc.)


· Weight or capacity rating


· ROPS or EROPS (Rollover or enclosed rollover protection)


· Number of axels


· For Low-boys, is it a tilt-deck gooseneck, fixed gooseneck, or folding gooseneck


If the Contractor has rented the Equipment from an entity other than its own organization, note this on the DFAR.  The Agency will pay the cost determined from the invoice submitted with the Contractor’s billing. Also refer to Section 12G-5 – Force Account Invoice for Equipment and Materials.


If a piece of Equipment has multiple attachments, the Agency will only pay for the attachment with the higher rental rate, provided the attachment is needed for the EWO Work.


The Agency will not pay for rental of small tools that have a daily rate of less than $5, or for Equipment that has a fair market value of $400 or less. 


3. Materials Section of the DFAR – List enough detail so that invoices can be supported by the information on the DFAR.  Do not list items such as safety goggles, hammers, etc. Such items are reusable and are not eligible for reimbursement.


Before the EWO Work begins, the PM and Contractor must negotiate how to pay for expendable items, or items that are only partly used on the EWO Work. For example:


· For teeth on a pavement grinder, determine how you will agree on how much of the life of the teeth will be used up on the EWO Work; or

· If the Contractor purchased a spool of cable for the EWO Work, but only used a portion of it, and the Agency has no use the remaining cable, agree on the value used and the Contractor retains the remainder of the cable.


Do not use words such as “All”, “Lump Sum” or “Per Attached Invoice” in the Materials description section.




EXAMPLE:
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12G-4
FORCE ACCOUNT INVOICE FOR LABOR – ACTUAL COST CALCULATION



Use the Force Account Invoice for Labor – Actual Cost Calculation, form 734-1863B.  

The PM must:


· Ensure that the proper group is used for the craft required to perform the Work. 


· Ensure that the wages paid are no less than required by the Contract. This is done by comparing the Force Account Invoice for Labor against the Special Provisions and the Contractor’s certified payrolls.


· Verify that the craft, group, wage rate, fringe benefits, and hours being billed on the Invoice are accurately shown.


If Ironworkers and Painters are both working on the same day, doing types of Work that are classified differently, they should be billed on separate Invoices for Labor, charging the appropriate rates based on the class of Work for Workers Compensation Insurance.


Check the hours and rates billed against the Contractors certified payrolls. Use the certified payroll rates if there is a discrepancy between the Invoice and certified payrolls.  Use the hours listed on the DFAR if there is a discrepancy between the Invoice and DFAR. 


The Agency will only pay for one (1) level of supervision. The costs of other Contractor personnel are included in the markup on the Force Account Work. 

Use the following guidelines for verifying information provided on the Invoice:


(a) Workers Compensation Class Codes and Assigned Risk Rates 

Workers Compensation class codes and assigned risk rates are published yearly by the ODOT Contract Administration Group and published on the Agency website at:


http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/docs/ClassCodes.xls

EXAMPLE:
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When reimbursing the Contractor for Force Account Work, the Agency is reimbursing the Contractor for their actual costs. At certain times the Contractor’s governing class code will have a higher rate than the class code for the time period in which the EWO Work is performed. If the actual rate can be verified, the Agency should reimburse the Contractor for their actual cost.


(b) Reduction Rates  

Reduction rates are unique to each Contractor and reflect the accident record of that Contractor. Contact the Contract Services Specialist in the CAU to verify this rate. Use the rate for the Contractor or Subcontractor who actually performed the EWO Work.


The Agency will reimburse the Contractor for the following taxes and insurance:


· Social Security  (Combination of Social Security at 6.20% and Medicare)


· Average Between 1.45 and 7.65%


· Oregon Unemployment Compensation


· Average between 1.0 and 5.4%

· Federal Unemployment Compensation

· 0.8%


· Transit District Taxes 


· Tri-Met in the Portland area


· LTD in the Eugene area


· Chariots in the Salem area


The Agency does not pay for:


· Oregon Hourly Assessment


· State of Oregon Assessment (WBF)


· Medicare Tax (included in Social Security)


· SDI or other liability insurance


(c) Fringe Benefits  

Fringe benefits must be the benefits shown in the Contract.


(d)  Markup  

The Contractor is allowed a 22% markup on labor as specified in Section 00197.80. Be sure that the Invoice does not include any other unacceptable markups.


Once the Invoice review has been completed, the Agency person completing the review will sign and date the Invoice.


EXAMPLE:
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12G-5
FORCE ACCOUNT INVOICE FOR LABOR – STANDARD CALCULATION

For Work performed under the 2001 or newer specifications, and when the Contractor has elected to bill for Force Account Work under the Standard Calculation method, the Agency will pay the Contractor two (2) times the actual base hourly wages (excluding fringe benefits, vacation, and all other direct or indirect costs including subsistence). The Contractor will submit billings on Force Account Invoice for Labor – Standard Calculation, form 734-1863A. 

EXAMPLE:
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12G-6     
FORCE ACCOUNT INVOICE FOR EQUIPMENT & MATERIALS


(a) Rental Rates


The Contractor must bill for Equipment and Materials using the Force Account Invoice for Equipment and Materials, form 734-1864.


EXAMPLE:
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For Equipment owned by the Contractor, verify the rental rates from the rates shown in the Rental Rate Blue Books for Construction Equipment (“Blue Book”), Refer to Section 00197.20 for the procedure. 

Contractors may have several sub-entities within their organization that may perform specific Work, or provide specific services, such as leasing Equipment. Use only the rates from the Rental Rate Blue Books to determine rental rates for any Equipment owned by the Contractor, or any of their sub-entities.  Do not pay different rates if the Contractor leases or rents Equipment within its own organization, and do not pay any additional markup on such usage.

Be sure to use the proper volume of the Blue Books for the Equipment rates. Contact the Contract Services Specialist in CAU if you need assistance.

Additional items to consider when reviewing the Contractors Invoice for Equipment and Materials:

1. Verify that the rate used applied to the period when the Work was performed, since the Blue Books are updated frequently. Historical Equipment rates are available through the web based version of the Blue Books. Select the appropriate effective date for the rates based on when the Work was performed. 


2. If an Equipment year goes below the low end of Table 2 on the Rate Adjustment Table, use the oldest rate for that type of Equipment.


3. If a piece of Equipment has a date in parenthesis this means that the Equipment was discontinued during the year in parenthesis. To calculate the correct rate adjustment for discontinued Equipment, divide the rate for the year that the Equipment was manufactured by the rate for the year that it was discontinued. Show the calculation on the Invoice for auditing purposes.


4. It may be helpful to compile a list of the Contractor’s Equipment with the appropriate rental rates and codes to facilitate quicker checking of EWO Invoices. If requested, CAU can verify the rates.  Be sure to update the listing if the rates change due to a periodic rate revision.


5. The Agency does not allow a Regional Adjustment Factor.


6. Pay standby time only when the PM has ordered the Contractors Equipment to remain on site.  Payment for standby time should be according to 00197.20(e).


7. Invoices for rented Equipment or Materials must include the vendors name, date, quantity, rate, and extended amount for Materials or rented Equipment. Quantities must be sufficient to cover the quantities shown on the DFAR and billing. Dates must match those on the DFAR.


8. Do not accept Invoices for Equipment that the Contractor has obtained from within its own organization, since that Equipment would be paid as determined for Equipment owned by the Contractor.


9. Do not accept Invoices on the Contractor’s letterhead. 


10. Unless requested by the PM, the Contractor does not need to submit Invoices for $10 or less.


11. The Agency will pay for the operating expenses on Equipment at the rate listed in the Blue Books only when the Invoice states that the rental charges does not include fuel, lubricants, or field repairs.


12. The Contractor is allowed a 17% markup on all Equipment and Materials actual costs. In addition, if the EWO Work is performed by a Subcontractor, the Contractor will be allowed a supplemental markup of 8% on each EWO.


Once the Invoice for Equipment and Materials review has been completed, the Agency person completing the review will sign and date the Invoice.


12G-7


FORCE ACCOUNT SUMMARY




The Force Account Summary form 734-3385 will be completed by the PM. The PM will use this form as the basis for payment for the EWO Work on the progress estimate. The form will then be submitted to the CAU, along with the Contractor’s invoice and all supporting data.

CAU will perform the final review of the Invoices and provide any relative feedback to the PM regarding needed corrections. The PM must notify the Contractor of any corrections, as well as correcting the progress estimate.  No corrections will be made if further review identifies the corrections to be less than $10.
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12G-8
STEPS FOR REVIEWING FORCE ACCOUNT INVOICES IN THE PROJECT MANAGERS OFFICE 


(a) Make sure you have all the documents to perform the review.  You will need:


1. A copy of the Extra Work Order, form 734-3208.  If there is none, check with the Project Manager (PM).  It may not be completed yet, or it may be that this work will be paid under a Contract Change Order, 734-1169. 


2. Invoices from the Contractor for labor.  This may be either:


· Force Account Invoice for Labor – Actual Cost Calculation, form 734-1863B; or 

· Force Account Invoice for Labor – Standard Calculation, form 734-1863A

The Extra Work Order form has a check box to indicate which one is used.


3. Invoices from the Contractor for any equipment, materials, and subcontracts, on the Force Account Invoice for Equipment and Materials, form 734-1864.

4. Daily Force Account Record(s), form 734-3428 for each day or shift work was done.  All the copies with all the signatures.  These documents are the source for everything else.  Check the records for blanks.  There must be enough information to identify the workers and the equipment accurately.  If there isn’t, your first step is to contact the Project Inspector to find it.

5. Certified payrolls from the Contractor for the workers used and the time the work was done.  These should be in the PM office with the Office Coordinator.

6. A copy of the prevailing wage rates for the project.  These are found very near the beginning of the Project Special Provisions.

The contractor is supposed to prepare the invoices using only the official ODOT forms.  The forms have been automated to perform many of the calculations.  Using the official ODOT forms ensures that all calculations are performed consistently.  The form number should appear on the bottom of the form.  If in doubt, re-enter the data on an ODOT form, as a check.  In some instances, the Contractor may not submit an invoice for all equipment.  If an item is shown on the Daily Force Account Record(s), in the interest of fairness and expediency, we may prepare one.  However, tell the Contractor that their organization should have supplied it.


(b) You will need to have access to a computer and to the Contract Payment System.  The Rental Rate Bluebook application is available as a link from each of the CPS Pages.  You will verify the equipment rental rates billed using the lookup features from the Rental Rate Bluebooks.  You will also need the computer to fill out the Force Account Summary, form 734-3385, which is where you record the results of your review.  All the forms mentioned in these instructions are available at: 

http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/ConstForms.shtml.


(c) First of all, verify that each of the workers on the labor invoice is being paid at the correct hourly rate and for enough hours on the dates given.  The billings should be at least the rate shown in the prevailing wage rate of the Special Provisions, and at hourly rate shown on the Contractor’s payrolls.


(d) If it is on the Standard Calculation form 734-1863A, check the calculations enough to see that they are accurate.  


(e) If it is on the Actual Cost Calculation form 734-1863B, check that the reimbursement rate for taxes follow these ODOT guidelines:


· Social Security (combination of Social Security at 6.20% and Medicare--Average rates between 1.45%) 7.65%

· Oregon Unemployment Compensation--Average rates 1.0 to 5.4%


· Federal Unemployment Compensation--0.8%


· Transit District Taxes--Tri-Met in Portland area, LTD in Eugene area (Current Tri-Met tax rate is 0.6418%, according to Tri-Met.)


· Workers Compensation Insurance rate is calculated correctly. go to   http://www.oregon.gov/ODOT/HWY/CONSTRUCTION/docs/ClassCodes.xls to check the class code and assigned risk rate; and to 


· Go to the ODOT Intranet site Resources & Links to find the Contractor risk modification factor.  Then check the calculations enough to see that they are accurate.


(f) Unless the work requires a specific mobilization
, and is a long way from a large town, we do not normally pay for travel costs.  Check to see if regular Contract work was happening at the same time as the Extra Work.  We would only consider payment of travel costs if the Contractor is paying travel costs to regular Contract employees.


(g) We also do not pay for more than one level of supervision.  


(h) Next, check the Invoice(s) for Equipment and Materials, form 734-1864.  There should be suppliers’ invoices for materials, rental equipment, or specialty services
 (such as pavement sawing) attached, for any of these items listed on the bottom of the form.  Verify that the amounts, dates and suppliers match the invoice and the Daily Force Account Record(s).


Compare the equipment listed on the invoice(s) with the Daily Force Account Record(s).  They should match.  They should also roughly match what was agreed to on the Extra Work Order or Contract Change Order.  Then, using the Rental Rate Blue Book link, make sure that the invoice does not request a higher amount for monthly rate, rate adjustment or operating expense than the equipment indicates.  Make sure that attachments listed were actually needed for the work.  Check the calculations enough to see that they are accurate.


(i) There should be a contact person listed with the invoices.  If any amounts are higher than you determine they should be, call the contact person and go over each discrepancy.  If you can’t resolve them, discuss the issues with your supervisor.  Minor differences may be ignored, since it is hard to predict in advance exactly how much the extra work will cost.


(j) Complete the Force Account Summary sheet.  If some of the work has already been paid for, note it in the remarks section, along with any discrepancies and their resolution.  Sign and date the form.

(k) Complete the Force Account Invoice Evaluation Form, form 734-2784, Part 1.  A copy of the form will be submitted to the Contractor, a copy will be retained in the Project Managers files, and the original form will be submitted with the invoice documents.

(l) Assemble all documents in a neat and organized packet, with the Force Account Invoice Evaluation Form on top.  Submit the packet to your supervisor or PM for review and signature of the Summary Sheet.  Upon approval by the PM, the Summary Sheet will act as the paynote for entry (payment) into the Contract Payment System.  Forward original documents to the Contract Administration Unit (CAU), mail a copy to the Contractor, and retain a copy for the Project Manager files.

The CAU will complete Part 2 of the Force Account Invoice Evaluation Form, form 734-2784, upon completion of their review of the Force Account invoice documents.  Once completed, a copy of the form will be returned to the Contractor and the Project Manager.   

EXAMPLE:

[image: image9.png]

( All Marked Text Updated October, 2010





� (d) Moving Equipment - If it is necessary to transport Equipment located beyond the Project Site exclusively for Force Account Work, the actual cost to transport the Equipment to, and return it from, its On-Site Work location will be allowed as an additional item of expense. However, the return cost will not exceed the original delivery cost. These costs will not be allowed for Equipment that is brought to the Project Site for Force Account Work if the Equipment is also used on Pay Item or related Work. If transportation of such Equipment is by common carrier, payment will be made in the amount paid for the freight. No markups will be allowed on common carrier transportation costs. If the Equipment is hauled with the Contractor's own forces, transportation costs will include the rental rate of the hauling unit and the hauling unit operator's wage. If Equipment is transferred under its own power, the rental rate allowed for transportation time will be 75% of the appropriate hourly rate for the Equipment, without attachments, plus the Equipment operator's wage.





� 00197.40 Invoices for Special Services - Invoices for Special Services that reflect current market pricing may be accepted without complete itemization of Materials, Equipment, and labor costs, if the itemization is impractical or not customary. The invoice for Special Services shall show credit for commercial trade discounts offered or available.


No percentage markup will be allowed other than that specified in 00197.80.











12G-9	EXTRA WORK PERFORMED ON FORCE ACCOUNT BASIS RESPONSIBILITY MATRIX








Activity�

Contractor�

Inspector�

PM�

CAU�

�

Directs the daily construction activities necessary to accomplish the Extra Work�

�

X�

�

�

�

Prepares the Daily Force Account Record (DFAR)�

�

X�

�

�

�

Acknowledge agreement with DFAR by signature�

X�

X�

�

�

�

Prepare Invoice billings for Labor, Equipment, Materials or Special Services�

X�

�

�

�

�

Calculate Blue Book Rental Rates for Equipment�

X�

�

X�

�

�

Verify crafts, wage rates, and hours billed on FA; compare to certified payrolls�

�

�

X�

�

�

Prepare Force Account Summary�

�

�

X�

�

�

Performs final review and approval of Invoice billings�

�

�

�

X�

�

Makes payment for approved Force Account work, or makes adjustments as noted by CAU�

�

�

X�

�

�
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