2nd/3rd Note & Semi-Final Documentation Preparation/Review/Acceptance Process

The Agency Representative (Resident Engineer, Resident Engineer — Consultant Projects, Transportation Project Manager) or Non-Agency Representative (Project
Manager), hereafter collectively referred to as RE, does not have to wait until semi-final documentation (SFD) review by the Contract Administration Unit (CAU) is
complete before issuing Third Notification (3 Note). As soon as the Region Assurance Specialist (RAS) and the RE agree that all outstanding quality and quantity
(Q&Q) items are resolved and the final Documentation Review Report (DRR) can be issued, and the RE office has confirmed all outstanding labor (L)
documentation has been received, the RE will issue 3™ Note.

DRR= Q&Q only relating to Contractor-involved processes and retainage release issues (when applicable) through 2" Note
Action Plan (AP) = QQ&L issues after 2" Note, both Contractor-related and internal; when all Contractor items resolved, Final DRR issued

As the Project nears completion, this process should be followed:
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RE office keeps RAS updated as to the anticipated date of final 2" Note.

RAS performs a Project documentation review in advance of the anticipated date of 2" Note to identify all missing
Q&Q documents to date so as many as possible can be resolved before 2" Note is issued; any of these missing
documents that are required from the Contractor will be included on the final 2" Note, helping reduce the time
spent procuring these documents between 2" and 3 Note.

RAS performs a Project documentation review - ideally by 30 days after 2"d Note - issuing an AP.

Promptly after issuance, RE office and RAS review the AP together, working together to resolve outstanding items
and assigning a specific individual to each unresolved item who will be responsible for its resolution.

Contractor-related AP items

[
RE office and RAS continue to work on AP to
resolve any remaining Contractor-related Q&Q
items that could not be resolved at previous
meeting. RE office continues to work on any
remaining Contractor-related Labor items.

[
RE and RAS meet to ensure agreement that all
Contractor AP items are adequately resolved.

[
RE office notifies RAS when all Contractor
items on the most recent AP are complete.

[
If Establishment Period (EP) in the Contract,
Final DRR will list any remaining EP
requirements. (3rd Note and Final Acceptance
will not occur until the EP is complete.)

[
RE notifies RAS by signing Final DRR that the
Project Q&Q documentation is approved.

[
RAS signs Final DRR, accepting the Project
Q&AQ documentation.

[
RE office checks Work Complete and Q&Q
boxes in CPS and RAS checks Doc Confirmed
boxes in CPS to release any outstanding
retainage. RE office can check Labor box later.

Agency Representative uploads estimate.
(When applicable, the Non-Agency
Representative prepares the estimate and
then notifies the Agency Representative that
the estimate is ready for upload.)

RE office issues 3™ Note. (Late payment
interest begins to accrue 30 days after the
date of 3 Note. Refer to 00195.90(b), second
paragraph.)

Once the EP is complete and 3" Note is issued,
any remaining semi-final documents related to
the EP are submitted to Doc Express by the RE
office, reviewed by RAS as applicable, and
finalized in Doc Express. Once EP semi-final
documentation is complete, RAS
communicates to Document Compliance
Specialist (DCS) in CAU that the Project is ready

!

ODOT internal AP items

I

RE office and RAS continue to work on AP to
resolve any remaining internal Q&Q items that
could not be resolved at previous meeting. RE
office continues to work on any remaining
internal Labor items.

RE and RAS meet to ensure agreement that all
internal AP items are adequately resolved.

RE office notifies RAS when all internal items
on the most recent AP are complete.

RE office prepares the Project documentation
for semi-final documentation review per the
Master List, Chapter 37 of the Construction
Manual and combination form 5222/2706.

RE office publishes any outstanding documents
responsible for publishing to final drawers —
“emptying” the submittal drawers, marks any
duplicate or erroneous documents for archive,
and ensures no documents remain in Revision
Requested or Rejected. Reach out to DCS for
assistance in regard to any unusual
situations/help with Doc Express in regard to
the semi-final documentation.

\
RE office works with RAS via email to finalize
items in form 5222/2706 and notifies RE that
work is complete on the semi-final
documentation and the Project is ready for RE
approval of the Project documentation.

\
RE notifies RAS by signing form 5222/2706 that
RE has approved the Project documentation
and the Project is ready for RAS to verify the
semi-final documentation.

\
RAS takes a final look at the Project, verifying
the semi-final documentation per form
5222/2706. RAS notifies CAU by signing form
5222/2706 that RAS has accepted the Project
documentation and the Project is ready for
CAU semi-final documentation review.

for final EP review and verification.
T
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DCS performs final review and verification of the Project documentation. In rare cases, if required documentation
is missing, DCS communicates to RAS who will coordinate resolution with the RE office. Additionally, as
determined by the Contract Administration Engineer (CAE) or State Construction and Materials Engineer (SCME),
the RE office may be required to provide additional explanations or submit requests for exception. When all
required* Project documentation has been received, DCS recommends Project acceptance to CAE.

*There are a few documents that may be received after Final
Acceptance and before the EA closure date. The EA closure date
is typically set for 3 months past the date of Final Payment.
Sometimes that is delayed by Right-of-Way or Force Order
work; keep DCS and Contract Payments Specialist informed of
any such delays, and monitor the FHWA end date in case an
extension needs to be requested for this work.

CAE authorizes Final Acceptance of the Project documentation by
signing/approving the Documentation Acceptance letter in Doc Express.

DCS communicates Final Acceptance to RE office, RAS, and Contract Payments
Specialist for preparation of final payment to the Contractor.

Note: Randomly or if final review and verification warrants more scrutiny, after Final Acceptance by CAE, DCS will perform a QA review of part or all of the SFD for the purpose of providing
feedback to the RAS and RE office on irregularities and deficiencies discovered to ensure documentation practices are being performed adequately and uniformly statewide. DCS will bring to
the attention of the CAE and/or SCME concerns, typical errors, and general trends in regard to how well the RE offices are substantially complying with Contract specifications and
Construction Section processes and procedures regarding measurement, payment, and price adjustments.



