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Document Checklist Prior
To Final Audit


	
	Contract No.
	[bookmark: _GoBack]     
	

	A final review of contract quantities by the District Documentation Technician is required on all projects having a contract number (including some local let projects without a contract number but having federal participation).  The Resident is responsible for scheduling a final review with the Documentation Technician when all pay item final quantities have been checked for correctness and proper documentation.  The Final Review must be conducted prior to the submittal of final papers to the District office.  The checklist below is a useful tool in preparing for the final review of contract quantities.

	No.
	Question
	Yes
	N/A

	1)
	Have all pay items been completed and balanced out prior to final audit?
(Some exceptions are allowed per Documentation Technician’s approval)
	|_|
	|_|

	2)
	Does the project diary have the title page prepared properly?
(Refer to Documentation Section of the Construction Manual)
	|_|
	|_|

	3)
	Is the project diary and the Weekly RE report completed thru the final inspection and if necessary thru the completion of the punch list?
	|_|
	|_|

	4)
	Has a review of all pay items been completed to verify the Final Quantity?
	|_|
	|_|

	5)
	Do the I.D.R.’s have initials/dates for measured by, calculated by, and checked by?
	|_|
	|_|

	6)
	Have the I.D.R.’s been checked for proper job description or job stamp?
	|_|
	|_|

	7)
	Are the quantity calculations in the Field Calculation file properly identified and have either the job stamp or contract number shown on the calculation sheet?
	|_|
	|_|

	8)
	Do calculations in the Field Calculation file regarding quantity documentation have the appropriate initials/dates for measured by, calculated by, and checked by?
	|_|
	|_|

	9)
	Do summary quantity pages/sheets (either in the Field Book or Field Calc file) have initials for calculated by and checked by?
	|_|
	|_|

	10)
	On weight based pay items, have all weight tickets been checked to insure they have initials for the scale inspector and the jobsite inspector when required?  (tonnage, pound and gallon items)
	|_|
	|_|

	11)
	Have the calculator tapes (or ticket cover sheets) been prepared with the proper information as required in the Documentation Section of the Construction Manual?
	|_|
	|_|

	12)
	Are tare weight records on file for required pay items per P.P.G.?
	|_|
	|_|

	13)
	When required, are the independent weight checks for HMA and aggregate ton items located in the project files and identified properly?  
	|_|
	|_|

	14)
	Have all ton, pound, and gallon items been checked to verify payment does not exceed the maximum percent allowed as set forth in the Documentation Section of the Construction Manual?
	|_|
	|_|

	15)
	Are the calculations and/or adjustments to the final quantity of the HMA Surface pay item completed and maintained in the project files per Art. 406 of the Standard Specifications?
	|_|
	|_|

	16)
	If the weight pay quantity exceeds the maximum allowable amount, is the reason for overrun documented?  (An explanation for the overrun should be included with the balancing authorization.)
	|_|
	|_|

	17)
	Are the field books outside covers properly labeled (field book description) and identified by project (a minimum of a contract number or section number shown)?
	|_|
	|_|

	18)
	If more than 1 field book is involved, are the field books numbered such as 1 of 10, 2 of 10, 3 of 10, 4 of 10, etc.?
	|_|
	|_|

	19)
	Do all field books have the proper title page information?  (Refer to Documentation Section of the Construction Manual)
	|_|
	|_|

	

	No.
	Question
	Yes
	N/A

	20)
	Have the indexes been completed for all field books?
	|_|
	|_|

	21)
	Are field book page entries properly identified?
	|_|
	|_|

	22)
	Do field book quantity documentation pages have initials and dates for measured by, calculated by, and checked by?
	|_|
	|_|

	23)
	Does field book elevation work list the date, weather, and survey crew?
	|_|
	|_|

	24)
	If a field book entry covers more than 1 page, are the additional pages referenced to the first page by including the same date or including “continued”?
	|_|
	|_|

	25)
	Have all force account bills been checked and signed by the Resident?
	|_|
	|_|

	26)
	Have the traffic control pay items been reviewed to see if an adjustment to the unit price is required per Art. 701 of the Standard Specifications? (Documentation on file supporting this check is required.)
	|_|
	|_|

	27)
	If the project time / work day limit was exceeded, has an authorization been written for liquidated damages?
	|_|
	|_|

	28)
	If required, have the surface variations been documented? (Refer to PIM 105/03)
	|_|
	|_|

	29)
	Has an authorization been written for surface variations?
	|_|
	|_|

	30)
	Have the Quantity Book entries been checked for correctness?
	|_|
	|_|

	31)
	Has an authorization been written to balance pay items to final quantity?
	|_|
	|_|

	32)
	Have all authorizations been posted in the Quantity Book?
	|_|
	|_|

	33)
	Are the added pay items included in the Quantity Book index?
	|_|
	|_|

	34)
	Have all pay estimates been posted in the Quantity Book?
	|_|
	|_|

	35)
	Has the Department of Agriculture Decal information been entered in the Quantity Book/ICORS for any pay item requiring the quantity to be determined or supported by weight?
	|_|
	|_|

	36)
	For ICORS projects, has the Quantity Book, Scale Report, Daily Quantities, and Diary been printed out? 
	|_|
	|_|

	37)
	Has the ICORS “Scales Report by Number” been placed in the ICORS Quantity Book behind the Title Page?
	|_|
	|_|

	38)
	On ICORS projects has the “Final” box been checked?
	|_|
	|_|

	39)
	Is the final source of documentation listed in the Quantity Book?  (see question 40)
	|_|
	|_|

	40)
	On pay items requiring depth checks, has a reference statement been entered in the Quantity Book under final source of documentation that indicates where to find depth check information?
	|_|
	|_|
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