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Project files should include official documents, documentation of all approval actions, documentation that fully supports expenditure of fund, documentation of project decisions, and project correspondence if applicable, including but not limited to the following:
	|_|	As Built Plan (electronic & hardcopy)
·  LOCAL PROJECT: Send copy to LPA
|_|	Project Diary (hardcopy & bound)
|_|	Item History to Date reports 
(hardcopy & bound)
|_|	Inspector Daily Report Summary & Index
|_|	Estimates (hardcopy)
|_|	Contract Proposal
|_|	Contract Modifications
|_|	Explanation of Variation
·  LOCAL PROJECT: Send copy to LPA
|_|	Weekly Progress Reports 
(Working Day Contracts) 
|_|	Contractors Schedule
|_|	Meeting Notes (precon, weekly, business, etc.)
|_|	Correspondence Folder 
(email, video, pictures, etc.)
|_|	Design Quality Index (DQI)
·  LOCAL PROJECT: Send copy to LPA
|_|	Notice to Proceed Letter
|_|	Work Suspension, if applicable
|_|	R/W Commitments
|_|	Request to Sublet
|_|	Erosion Control Implementation Plan
|_|	Report of Contractors Performance
|_|	Project Team Evaluation of Contractor
|_|	Contractor Evaluation of Project Team
|_|	Weekly Site Visit/Meeting Reports
|_|	Piling Records & Driving Data
|_|	Haul Road Logs
|_|	Shop Drawings
|_|	Structure clearances
|_|	Sign Bridge Anchor Rod Record
|_|	Odometer Log/ Locating No Passing Zones
|_|	Tie Sheets for Section Corners
[bookmark: Check40]|_|	Property Monument Map
	|_|	Enter Production Rates Using Online Tool
|_|	Traffic Management Plan (TMP) Finalized

|_|	Materials Folder
· DT1310
· Soils Report
· Test Report Record
· QA/QC Contract Programs
· Concrete
· Plant Inspections
· Scale Checks
· Delivery Invoices
· DT2321
|_|	Releases
· Borrow Pits
· Waste Sites
· Stock Pile Sites
· Haul Roads & Logs
· Construction permits
· Shop drawings
|_|	Source Documents:
· Delivery Tickets
· Receipts
· Survey Records
· Measurements
· Computations
· Final yardage sheets
· Final cross sections
· CD with Civil 3D for Borrow
· Buy America Documentation
· Buy America Certification Form WS 4567
|_|	Backups
· Email
· Supporting Documents
· Pantry
· FIT
· Fieldmanager



· Local Public Agency - LPA
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