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	NOTE:	See reverse side for detailed instructions for preparing Form BC 239. If the Contractor disagrees with the working day charges, detailed reasons must be expressed in writing to the Regional Engineer within 7 days after receipt of the report.



Instruction for Preparing Form BC 239

1. Report No. – Number each report sequentially, starting with 1 for the first report submitted.

2. Week Ending - Date should be the same as Saturday's date.

3. % Complete = 		    Value of completed work       	x   100, to the nearest whole number.
					 Total adjusted contract value

	99.5% =
	The Contractor has given notice that the work is complete per Article 105.13, and the project is awaiting final inspection.

	99.9% =
	Final inspection performed, and punch list issued to the Contractor.

	100% =
	Final inspection performed and all work satisfactorily completed.  (Note that the contract is considered 100% complete even though a performance/establishment period may still be in effect.)  Weekly reports can be suspended.


4. Contract Price - From the Schedule of Prices sheet of the awarded contract.
5. Estimated Completion Date - From Progress Schedule, Form BC 255.  (Do not enter working days here.)  When it is obvious that the estimated completion date is incorrect, please revise it accordingly.
6. Contractor – The name of the prime contractor.
7. Contract Completion Date – As shown in the contract PROPOSAL, if applicable.
8. Contract Working Days - As shown in the contract PROPOSAL, if applicable.
9. Time Limit Extended To - When approved in writing in conformance with Article 108.08 of the Standard Specifications.
10. Average Number of Persons Working - This figure is to be based on a daily head count of persons working on the jobsite, regardless of whether a working day is charged.  (Example:  Mon = 21, Tues = 0, Wed = 0, Thurs = 5, Fri = 17, 
Avg = (21 + 5 + 17)  3 = 14 persons.
11. Execution – The execution date from the signed contract on file for this project.  (The execution date is that date on which the Secretary signs the contract.)
12. Start – This is the official start date.  This date can be the date the contractor starts work or the approved start date, whichever is earlier.  The start date is 10 days after contract execution unless; a late start date is granted in writing by the Engineer, the start date is contract specific and denoted in the special provisions, or the contractor starts prior to 10 days after contract execution.
13. Reports Suspended – The date on which submittal of Weekly Reports is suspended.  If the reports have been suspended more than once, then state the most recent suspension date.  Note that this suspension date does not constitute an official suspension of the contract per Article 108.07, but is only a convenient suspension of Weekly Reports when no work is occurring or expected to occur for an extended period of time.
14. Reports Resumed – The date on which Weekly Reporting is resumed.  If the reports have been suspended more than once, then state the most recent resumption date, or leave blank if the reports are currently suspended.
15. Significant Completion – The date that the contractor notifies the Engineer that the work specified under the significant time limit is completed.  For contracts with a working day or a completion date time limit, this is the date that the % (percent) complete is designated as 99.5 %.  For contracts with a completion date plus working days time limit, this is the date that the work specified under the completion date is completed.
16.	Controlling Item – The controlling item shall be that item which must be completed either partially or completely to permit continuation of progress.  Follow Form BC 255, Progress Schedule.
17.	Working Day Charged – The charging of working days shall start when the Contractor begins actual construction and in no case later than the approved start date (see discussion under Start, above).  Refer to Article 108.04 of the Standard Specifications for a full explanation of the requirements of working day charges.
18.	Workable Days – A workable day is any calendar day, Sunday through Saturday, the contractor works on the controlling item, or the Engineer determines that the Contractor could be working on a controlling item and elects not to work, or elects to work elsewhere.  The length of a workable day will be determined from the number of working hours established by actual job practice, except not less than 8 hours, unless a shorter length of day is required elsewhere in the contract.
19.	Actual Progress – In answering the question, “Will the contractor complete project on time at present rate of progress?” please refer to your Progress Schedule and number of working days already charged.  Note how the Actual Progress compares with the Proposed Progress.
20.	General - ICORS contracts – Submittal to the Central Bureau of Construction is required via email to Weekly.ReportCentral@illinois.gov.
Non-ICORS contracts - This report must be prepared and mailed to the District Office so that it will arrive there no later than the first mail Wednesday morning.  The copy for the Central Bureau of Construction should be mailed by the District Office in time to ARRIVE on the following Monday morning.
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