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DEPARTMENT OF TRANSPORTATION




	Construction
Construction Project File Review Checklist

	Instructions for Use: This checklist is not intended to assure that all conditions defined by the contract are met.  This checklist is a tool used for each project built with Federal Aid Funds, to document minimum quality assurance activities that are performed by the LPA and/or NDOT at critical times during construction.

This form should be completed by LPA RC and/or NDOT State Representative during construction to check CE files.  The LPA RC and/or NDOT State Representative is responsible for adding a copy of the completed checklist to the project correspondence log in SiteManager.

	Local Public Agency (LPA):


     
	LPA Responsible Charge:


     

	State Project No.:


     
	Project Name and Location:


     

	State Control No.:


     
	Date of Review:


     
	This Form was Completed By:


     


	Item

#
	Task Description or Questions
	Completed
	If No, Define

Corrective Action
	Details or Information Used to Verify Content
	Additional Comments

	
	
	Yes
	No
	N/A
	
	
	

	1.
	Are the LPA’s construction files organized and clearly labeled?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	2.
	Is the correspondence file and other documentation filed in chronological order?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	3.
	Does the contract file contain the proposal, Notice-to-Proceed, specifications and environmental commitments which are in chronological order?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	4.
	Do the files contain  documents supporting each change order?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	5.
	Are the material test results and certifications filed by the type of work or other identifiable method?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	6.
	Are the payroll records organized and filed in chronological order?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	7.
	Are the construction plans readily available (including revisions)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	8.
	Is the environmental document and all other supporting NEPA documents/permits organized and filed in chronological order?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	9.
	Are all field books and written diaries properly labeled and current?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	10.
	Are all electronic diaries and records current?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	11.
	Does all item documentation equal the pay quantities shown on the Contract Item Work Report?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	12.
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	13.
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
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