RAZING & REMOVAL CONTRACT CHECKLIST
See WisDOT/REPM - Chapter 6/Section 6.1 Site Clearance for more detail

Instructions: Check each box as steps are completed.  Use the blank spaces at the end of each step to enter date(s) and/or other notes, such as contact name, etc. where it might be helpful to track progress.

[bookmark: Check1][bookmark: Text2]|_|	Arrange for asbestos inspections on all buildings.       
|_|	If there are buried fuel tanks, work with your regional environmental coordinator.       
|_|	Apply for Wisconsin Department of Workforce Development (DWD) wage rates, if applicable.       
|_|	Prepare demolition contract:
|_|	Prepare Plan Letter (decide on date and time for bid opening)       
|_|	Prepare Engineer’s Estimate       
|_|	Prepare Recommendation to Governor for Contract and Bond Approval (DT25)       
|_|	Prepare Highway Work Proposal – Razing and Removing (DT1502)       
|_|	Get current Special Provisions and insert all applicable information       
|_|	Prepare all exhibits, to include:
	|_|	Information on each building and work the contractor will perform.       
	|_|	Detailed floorplan, photos, location map.       
[bookmark: _GoBack]	|_|	Asbestos Inspection Report.       
|_|	Submit entire packet to Bureau of Project Development (BPD) for processing.  BPD will attach additional contract documents and will assemble for bid letting.  BPD will print bids, or send to region to print, if requested.  BPD will send advertisement to Daily Reporter and will post proposal and advertisement on WisDOT’s Highway Construction Contract Information (HCCI) website.  If region wants ad in the regional newspapers, property manager will arrange for this.       
|_|	Mail bid packets to interested contractors.       
|_|	Conduct bid opening on date and time noted on bid proposal.       
|_|	Send all bids received, with top three (3) noted to BPD for award and execution.       
|_|	Prepare “Notice to Proceed” letter to contractor after BPD provides region with notice of executed contract date.       
· NOTE: An award letter to the contractor is NOT the notice of executed contract date; wait for the “Notice of Executed Contract Date” from BPD before sending “Notice to Proceed” letter.
|_|	Set up meeting with contractor and WisDOT personnel to establish who will be monitoring contract (typically regional PDS personnel).       
[bookmark: Text1]|_|	      will be taking the lead in monitoring the contract and progress on contracted activities.       
|_|	When works is complete, review and authorize payment of invoice; send invoice and supporting materials along with a signature as authorization for payment to: Madison/Hill Farms/Division of Business Management (DBM) - Expenditure Accounting Unit; Rm 851.       
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