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SPONSOR’S PROJECT FILE CHECKLIST FOR LOCAL LET 
CONTRACT PROJECTS


Project files should include official documents, documentation of all approval actions, documentation that fully supports expenditure of funds, documentation of project decisions, and project correspondence.  

Reviews can and will be conducted at any time during the course of the project.

Contract records (both Design and Construction)
|_| 	Request for Qualifications with description of the scope of services being requested
|_| 	List of selection and evaluation criteria that will be used to select consultant/firm
|_| 	Cost estimate and scope of project being advertised
|_| 	Proposals from all the firms that responded to the advertisement
|_| 	Evaluation and ranking notes for the selection of the firm from each selection panel members and/or summary of evaluations and ranking
|_|	Negotiation records (e-mails, spreadsheets, phone records, meeting minutes, etc.)
|_| 	Evaluation of firms’ performance on the contract
Also review FDM Chapter 8 for additional guidance.

Design Project records
|_| 	Official documents, if applicable to project
|_|	State/Municipal Agreement
|_|	Concept Definition Report
|_|	Request to Advertise – Local Let Project
|_|	Plan
|_|	Local Force Account Agreement

Documentation of all approval actions, if applicable to project
|_|	Cost Effectiveness Finding (CEF)
|_|	Environmental documents
|_|	Exception to Standards Report
|_|	Design Variance
|_|	Design Study Report (projects greater than $500,000 in construction)
|_|	R/W Plat and documents
|_|	Final Cost Effectiveness Finding (if different than initial CEF)
|_|	Certificate of Right of Way (form DT1899)
|_|	Utility Status Report (form DT1080)
|_|	Certificate of Coordination of Railroad Work With Highway Construction (form DT1804)

Documentation that fully supports expenditure of funds
|_|	All Contracts
|_|	Work Orders
|_|	Invoices (with progress reports)
|_|	Reimbursement Requests with back-up

Documentation of project decisions
|_|	Time extensions
|_|	Scope modifications


Project correspondence; including email
|_|	Local unit proposal for inclusion in local program (Project Application)
|_|	All project correspondence (between WisDOT, locals, FHWA, public, designer, DNR, utilities, etc.)
|_|	Project related meeting notes 
|_|	Project related council minutes
|_|	Operational Planning Meeting minutes
|_|	Public Involvement
|_|	Documentation supporting environmental document
|_|	Archeological
|_|	Historic
|_|	Section 106
|_|	DNR Letter/Permits
|_|	Corps of Engineers

Construction Project Records
|_|	Executed Contract between the Sponsor and vendor/contractor
|_|	Copy of two-party contract between Sponsor and consultant for construction oversight
|_|	As-Built Plan (also provide to the MC)
|_|	Request to Award with applicable back-up (bid forms)
|_|	DBE commitments forms
|_|	Contract Modifications and Prior Approval Justifications
|_|	Preconstruction Meeting minutes
|_|	Correspondence, email, videos, pictures, releases, as has been forwarded by Sponsor
|_|	Record of oversight by WisDOT representative (i.e. meeting minutes with attendance, field site visit reports with attendance)
|_|	Explanation of Variations (over/under quantities)
|_|	Notice to Proceed
|_|	Work Suspension (if applicable)
|_|	Buy America documentation
|_|	Affidavits of prevailing wage rates
|_|	Project Completion Certificate (Sponsor’s Guide form)
|_|	Construction Reimbursement Requests with backup (contractor pay applications, field review photos, cancelled checks, etc.)
|_|	Erosion Control Diary/Documentation
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