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Arizona Department of Transportation 
   

INTERMODAL TRANSPORTATION DIVISION 
Construction Group 

 

 CONSTRUCTION BULLETIN  
11-02     

 
 
To:   
           Floyd P. Roehrich, Jr., State Engineer 
       Dallas Hammit, Deputy State Engineer, Operations 
       Robert J. Samour, Deputy State Engineer, Valley Transportation 
       Sam Maroufkhani, Deputy State Engineer, Development 
       Lonnie Hendricks, Asst. State Engineer, Maintenance                 
       Bill Hurguy, Acting Asst. State Engineer, Materials 
       Larry L. Langer, Asst. State Engineer, Valley Project Management 
       Vincent Li, Asst. State Engineer, Statewide Project Management 
       Mike Manthey, Asst. State Engineer, Traffic Engineering Group 
       Mary Viparina, Asst. State Engineer, Roadway Design Group  
       Jean Nehme, Asst. State Engineer, Bridge Group 
       Bertha Whitby, ADOT Procurement 
       District Engineers 
       Construction Orgs 
       Construction Operations 
       Consultant Contract Administrator  
       FHWA Area Engineers        

  
Date:  June 16, 2011 

           

 
From: Julio Alvarado, Assistant State Engineer, Construction 
 

  
Subject:  Administering 
Federally Funded 
Procurement Contracts 

 

Procurement Contracts Using Federal Funds 
 
Purpose 
 
The intent of this bulletin is to provide guidelines for administering federally funded traffic, preventive 
pavement maintenance and ADOT administered local government projects that are contracted through the 
procurement process (in lieu of Contracts & Specifications). 
 
 
Background 
 
The federal funding source requirements were not being adequately met with contracts ADOT was packaging, 
advertising and awarding through Procurement. This was especially the case when changes to the original 
contract were required. 
 
Construction contracts (packaged, advertised and awarded through Contracts & Specifications) have in place 
mechanisms that accurately track the required documentation. Therefore it was decided to employ the FAST 
system, in conjunction with the ADVANTAGE system, to better document and track project information. 
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Note that to use FAST (but not generate payment) the TRACS number is changed to a “P” suffix from a “C”. 
ADVANTAGE (for payment) and HRMS (for charging time) continue to use the “C”. 
 
 
Process 
 
Attached to this bulletin are detailed process steps, key action points and form samples to assist with 
understanding the process flow.  
 
The Inspector, Office Manager and Sr./Resident Engineer have responsibilities in carrying out the following 
process steps (the sub-bullets call attention to differences from the usual procedures). 
 

o The Office Manager initiates the Purchase Order (PG) for the contract in the ADVANTAGE 
system; 

 
o The Sr./Resident Engineer issues the Notice to Proceed (NTP) to the Contractor; 

 This step is usually done by Contracts & Specifications for construction project 
contracts but in these Procurement contracts the letter (see form letter - attachment 
page 23) will be initiated by the Sr./Resident Engineer. The contract will contain the 
needed information in Section 3 of the Special Terms and Conditions under Term of 
Contract (see example attachment page 11). 

 
o The Office Manager receives the completed Subcontractor Request Form (SRF); 

 Field Reports will continue to receive the forms from the Construction Org. However, 
for these Procurement contracts, the ADOT authorized signature is provided by the 
Procurement Office, not the Assistant State Engineer for Construction. (See form and 
instructions on attachment pages 24 and 25.) 

 
o The inspector will maintain the Daily Diary documentation and conduct employee interviews. 

The Office Manager will check the required certified payrolls; 
 
o The Sr./Resident Engineer will process supplemental agreements and forward for approval to 

the Assistant State Engineer for Construction. Field Reports will inform the Procurement 
Officer in order to initiate the necessary contract amendment(s);  

 Differing from the usual Supplemental Agreement Tracking System (SATS) 
procedure, these Procurement contracts require all Contract Revision Notifications 
(CRNs) be approved by the Assistant State Engineer for Construction. 

 Upon approval of the Change Order, Field Reports e-mails the responsible 
Procurement Officer and Project Manager. 

 
o The Sr./Resident Engineer and Office Manager review and reconcile monthly estimates to 

invoices and process for payment.  
 

 
 
 
 
 
 
Attachments  
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Administer Procurement Federally Funded Contracts 
Process Owners:  
Construction Group & Procurement 

Date:                           06/16/11   
Version:                       Original 

 
This process will be used for federally eligible projects: 

o Traffic Sub-Programs 
o Preventive Pavement Maintenance Contracts 
o Some Local Government Programs 

 
Field Office questions when reviewing contracts 
 Is the Scope correct? 
 Do the items of work match FAST? 
 Does the contract time match? 

Process Step Key Actions 
1.0 
Distribute 
Procurement Contract 

1. Responsible Procurement Officer sends notice of award to 
contractor  

2. Responsible Procurement Officer sends fully executed contract 
(see pages 7-21 “Example Federal Contract Table of Contents”, 
selected section pages, exhibits and attachments) via email to 
the Field Office and a hard copy to Field Reports 

3. Field Reports inputs pay items into FAST manually 
(see page 22 “Project Information Checklist” - items required 
to Create a Procurement in FAST) 

4. Field Reports sends email, that the contract is in FAST, to 
required distribution list 

a. Resident Engineer (RE), Field Office Manager, 
Responsible Procurement Officer 

NOTE: 
Procurement is governed by A.R.S. Title 41 
Price Sheet = Bid Tab 

2.0 
Initiate Purchase 
Order  

1. Field Office Manager initiates the Purchase Order (PG) for the 
Contractor Bid Price 

2. Field Office 2nd level management approves PG 
3. Construction tax rate is determined 

a. The tax is not included in the Bid Price 
b. Add tax to the PG  
c. Construction tax rate is “Amount x Tax Rate x 65%” 

4. Responsible Procurement Officer mails hard copy of Purchase 
Order to contractor 

 3.0 
Issue Notice To 
Proceed (NTP) 
 
 

1. Resident Engineer (RE) sends Notice to Proceed (NTP) to 
contractor (NTP requirement is stated in “Term of Contract” in 
Section 3 Special Terms & Conditions) 
(see page 23 “NTP Letter”) 

a.  Work must start “X days” after NTP received 
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NOTE:  
The Offer and Contract Award, Purchase Order and Notice to Proceed 
letter (form attached) shall be issued in this order as separate 
documents. Mobilization charges (see page 16 “Section 5 
Mobilization”) and procedures shall commence after issuance of the 
Purchase Order. Contract time shall start based on the effective date 
of the Notice to Proceed letter. 

4.0 
Complete the Sub-
Contractor Request 
Form (SRF) 

1. Contractor completes the Sub-Contractor Request Form (SRF) 
(see pages 24-25 “Subcontractor Request Form (SRF) and SRF 
instructions”) provided and sends to Field Office 

2. Field Office Manager sends SRF to Field Reports 
3. Field Reports reviews and inputs into Contract Card 
4. Field Reports sends e-copy to responsible Field Office and 

Responsible Procurement Officer for approval and signature 
NOTE: 
FAST auto checks for 60% subcontractor rule compliance 

5.0 
Document Project 
Status 

1. Inspectors input into Pen/Daily Diary 
a. Activities such as Inspections, Testing, Materials, Quant. 

Lists, Contractor Employee Interviews, etc. 
b. Inputs must be made daily or coinciding with inspection 

2. Project Supervisor reviews and approves Inspector Daily Diary 
3. Field Office Manager reviews, approves, and imports pay 

quantities into CPE 
4. Field Office Manager prints Contractor Employee Interviews, 

verifies accuracy against Certified Payrolls using LCP Tracker 
and submits to Field Reports 

6.0 
Monthly Estimates / 
Submit and Process 
Monthly Invoices  

1. Project Supervisor or assigned designee meets with the 
Contractor approximately 1 week prior to the Monthly 
Estimate Cut-off to review and compare quantities for pay 
cycle 

2. Contractor submits monthly invoices to Project Supervisor or 
assigned designee according to the ADOT Work Day calendar 

3. Before approving and saving the Monthly Estimate, the 
Resident Engineer and Field Office Manager verifies that CPE 
reconciles with the invoice amount according to Section 3 of 
contract 

4. The Resident Engineer and Contractor must reconcile no later 
than 5 working days after the monthly estimate cut-off.  On 
this same day the Field Office Manager enters receiver into 
Advantage and forwards invoice to Accounts Payable for 
processing 

7.0 
Request & Approve 
Budget Increase 

1. Resident Engineer or assigned designee requests funding 
source from the Project Manager (PM) and writes budget 
increase for Resident Engineer and appropriate Asst. Engineer 
or District Engineer (or ADOT Local Gov’t Program 
Administrator, if applicable) signatures (see example) 

2. Field Office Manager submits approved budget increase to 
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Field Reports (attn: Yvonne Navarro) 
3. Field Reports writes a budget increase for approval by Project 

Manager, Asst. State Engineer Construction, and State 
Engineer’s representative  

a. Procurement must approve if over $100,000 
4. Asst. State Engineer Construction must approve all budget 

increases and will send approved budget increase to 
accounting  

5. When all required signatures are received, Asst. State Engineer 
Construction staff sends copy to Responsible Procurement 
Officer 

6. Responsible Procurement Officer prepares contract 
amendment and sends copy to Field Office and Field Reports 

7. Field Reports documents budget increase on Finance Screen 
8. Advise FHWA (and obtain approval where required) per the 

Stewardship and Oversight Agreement 
8.0 
Write & Approve 
Supplemental 
Agreement (Change 
Order) 

1. Resident Engineer or assigned designee enters information into 
SATS (CRN) and notifies Responsible Procurement Officer 

a. Change Orders ONLY  
b. This process does not allow Letter Agreements or 

Force Accounts to be used 
2. Resident Engineer has approval of $0.00 
3. All Contract Revision Notifications (CRN) and Change Orders 

must be approved by Asst. State Engineer Construction (add 
name and date of approval as contact on the CRN and provide 
approval date and e-mail with approval) 

4. Resident Engineer completes Change Order and obtains 
required signatures 

5. Field Reports approves Supplemental Agreement then e-copies 
Responsible Procurement Officer and PM  

6. Advise FHWA (and obtain approval where required) per the 
Stewardship and Oversight Agreement 

9.0 
Complete Final 
& Close Out Project 

1. Field Office Manager submits Final Documentation to Field 
Reports 

a. Mark Final Estimate Checklist items that do not apply as 
N/A (see page 26 “Final Estimate Checklist”) 

2. Field Reports processes Final 
3. Field Reports e-copies final to Contracts Payables and 

Responsible Procurement Officer 
4. Contract Payables sends to Final  Voucher 
5. Field Reports archives Final in ADOA archives 
6. Responsible Procurement Officer closes project contract file 

and archives 
7. As applicable, Procurement returns Bonds to Contractor  
8. Final Voucher sends to FHWA 
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Attachments 
 

 Example – Federal Contract Table of Contents  
(sample pages from sections, exhibits &  
attachments)       pages 7 – 21 

 
 Project Information Checklist    page 22 

 
 NTP Letter        page 23 

 
 Sub-Contractor Request Form    pages 24-25 

 
 Final Estimate Checklist     page 26 
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Example 
Federal Contract 
Table of Contents 

 
Section 1    Specifications 
 
Section 2    Uniform Terms & Conditions 
 
Section 3    Special Terms & Conditions   (SOW /  Days of Contract) 
 
Section 4    Uniform Instruction Offer 
 
Section 5    Special Instructions 
 
Section 6    Federal Terms 
 
Exhibits    Contractor Liability insurance 

Location maps  
Project details 
 

Attachments    Price Sheet = Bid Price 
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Tracs Number:
Project Number:
Location:
District:
Org:
Resident Engineer:
Number of Contract Calendar or Working Days:
Work Description:
County:
Prime Contractor:
Route:
Beginning Mile Post:
Ending Mile Post:
Length:
FHWA Code:
Contract Bid Amount:
Date Bids Opened:
Awarded:
Executed:
Federal Aid Wage Decision and Modification No.

Project Information
Needed to Create a Procurement in FAST

** Information listed above is a minimum requirement to create and save a project in FAST
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Intermodal Transportation Division 

206 South Seventeenth Avenue     Phoenix, Arizona 85007-3213 
 

Janice K. Brewer 
Governor 

John S. Halikowski 
Director 

 

 

May 12, 2011 

Floyd Roehrich Jr. 
State Engineer 

 

 

Contractor name 
ATTN: 
Address 
City, State, Zip 
 
Subject:  Notice to Proceed (Contract No.) (Project Description) 
 
Dear Mr/Ms: 
 
The attached schedule provided by (contractor name) on (date) conveys a start date of 
(date).  Contract completion time will commence on that date for a period of (# of days) days.  
This letter will serve as your Notice to Proceed. 
 
In accordance with ADOT Procurement Group Contract No. (enter #), (micro seal, chip seal, 
etc.) application is to be completed by (date).  The entire project, including permanent 
pavement marking is to be completed by (date). 
 
The ADOT Project Manager for this project is (name and title).  We look forward to working 
with (contractor name) toward the successful completion of this project. 
 
Sincerely, 
 
 
 
Sr./Resident Engineer 
 
 
Attachment: Project Schedule 
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It is ADOT’s responsibility to insure that prime contractors employ subcontractors in accordance with various Federal and State 
regulations.  With this in mind, ADOT has implemented a subcontractor approval streamlining process which will insure compliance
while decreasing the required approval time.   Field Reports fax #602-712-3067 / 206 S. 17th Ave., MD 133A, Phoenix, AZ 85007
CONTRACT #

FED AID # / TRACS # /
PRIME CONTRACTOR:    PRIME CONTRACT AMOUNT $

      TELEPHONE NO.  ESTIMATED SUBCONTRACT AMOUNT $

      FAX NO.

SUBCONTRACTOR NAME:           _______________________    LOWER TIER TO: __________

     ADDRESS     SUBCONTRACTOR LICENSE NO. ____________________

     ADDRESS DBE:     Yes______    No ________

     CITY, STATE, ZIP I CERTIFY THAT I AM A BONA FIDE TRUCK OWNER/OPER

EMAIL ADDRESS (REQUIRED) ____________________________________________________
     PHONE  Signature/Date (if applicable)
     -------------------------------------------------------------------------------------------------------------------------------------------------------------------------
     -------------------------------------------------------------------------------------------------------------------------------------------------------------------------

CERTIFICATION:
The Prime Contractor and Subcontractor certifies the following :  
    A)  The Subcontractor has received applicable Documents No. 3-10 per Special Provisions.
    B)  The Prime Contractor and Subcontractor will execute Documents No. 1 and 2 prior to the start of 
           Subcontractor's work.  DBE subcontracts to be submitted at Pre-Construction conference (Spec. 108.01/.03) 
    C)   Upon execution, Prime Contractor will send Field Office and Procurement copies of Documents No. 1 and 6 

          1.   Subcontract Agreement containing the above Bid Items of Work
          2.   Certification, Contracts or Subcontracts subject to EEO Clause August 1, 2000 (Non FA projects only)
          3.   Executive Order 99-4 Amending 75-5 (Non FA projects only)
          4.   Standard Federal EEO, Executive Order 11246 Revised 04-15-81 (Federal Aid and Non FA projects)
          5.   Affirmative Action to Insure Equal Employment Opportunity (Executive Order 11246), April 15, 1981 (Fed Aid and NFA)
          6.   Certification, Contracts or Subcontracts subject to EEO clause April, 1969 (Federal Aid projects only)
          7.   FHWA 1273-(Rev.3-94) (Federal Aid projects only)
          8.   EEO Compliance Reports, August 1, 2005 (Federal Aid Projects only)
          9.   Certification of Nonsegregated Facilities, September 29, 1975 (Federal Aid Projects Only)
        10.   Wage Determination Decision # _______  Mod # _____ (As per special provisions for above referenced project)

_________________________________         ___________________________________     ________________________________

_________________________________         ___________________________________     ________________________________

According to the appropriate Contract Provisions, the ADOT Procurement Office has approved, on this date, the subletting 
of the work items described above.

Total Subcontracted To Date: Percentage Subcontracted To Date: %
Subcontract in Field Reports: YES _____   NO____

Org: ____________
Date

5/3/2011

Procurement Officer, ADOT Procurement

SUBCONTRACTOR REQUEST FORM (SRF)

SUBCONTRACTED NON-PAY ITEMSSUBCONTRACTED BID ITEMS No.'s
(Specify Joint Items) (Provide Description of Work)

FOR ADOT USE ONLY

 Authorized Prime Contractor Signature/Date                Authorized Subcontractor Signature/Date               Authorized Lower Tier Signature/Date

                     Title                                                                                            Title                                                                                                Title
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SUBCONTRACTOR REQUEST FORM (SRF) INSTRUCTIONS 
PROCUREMENT CONTRACTS 

 

 

The Subcontractor Request Form (SRF) is a streamline form to use in requesting approval for 

subcontractors.  Using this form will save time, eliminate excessive paper and ensure the 

subcontractor receives all the necessary documents. 

 

PRIME CONTRACTOR: 
1.   The Prime fills out the form   

2.   The Prime gives applicable documents 3-10 to the Subcontractor 

3.   The Prime and Subcontractor sign, date and title the SRF 

4.   The Prime faxes, Scans or delivers the SRF, and EEO Clause to the ADOT Field Office 

 

FIELD OFFICE: 

5.   The Field Office verifies that the SRF is fully and accurately completed (verify bid items, 

ROC License if current and approved to do specific work requesting to be approved. 

6.   Faxes, Scans or delivers SRF and subcontract to Field Reports (Attn: Yvonne Navarro) 

 

FIELD REPORTS: 

7.   Verifies information 

8.   Verifies AZROC licensing is for work being requested to subcontract 

8.   Field Reports inputs SRF onto FAST/Subcontractor Index 

9.   Faxes or Scans inputted SRF to Procurement and Field Office 

 

PROCUREMENT: 

10.  Procurement Officer receives inputted SRF from Field Reports, signs, and faxes or scans a 

       copy to the Field Office and Prime Contractor 

 

 

 

 

TIMELY PROCESSING IS CRITICAL 

 

NOTES: Field Office to ensure that the SRF is accurate prior to forwarding to Field 

Reports for entry onto subcontractor index 

 

 An approved subcontractor can only subcontract out Lower Tier items of work 

which he/she is already approved to work 

 

 Arizona Registrar of Contractors (AZROC) License  

 AZROC License must be for the type of work that is being 

subcontracted  

 Questions regarding types of AZROC License required should be 

directed to the AZROC 

 No AZROC License is required for Temporary Traffic Control, 

Trucking, Concrete Pumping, J-Jon Services, Camera for Sewer 

Mains, Professional Services such as Survey work, Quality Control 

 
 
Revised 05/3/11 
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                          FINAL ESTIMATE CHECKLIST 

       

 
Documentation to be sent to Field Reports, including: 

 
  1.  Final Estimate (Original only, with Resident Engineer’s signature.  Semi-final required if balance  
  due exceeds $500.00). 
 
  2.  Final Balance Report (Original only, with Resident Engineer’s signature).  Shall match the  
  estimate amount.  
 
  3.  Include all sections of the transaction detail log signed by the Resident Engineer.  
 
  4.  Submit supporting documentation for al bituminous materials/price adjustments paid by the ton including:   

 lab reports and/or invoices 
 Hot Plant reports (Daily documentation of the amount of mineral admixture incorporated into the mix; 

temperatures recorded in graphic form after each shift of production; and records of all asphalt cement 
deliveries to the plant) See Standard Specification 403. 

 bituminous materials price adjustment recap 
  (See Construction Manual Exhibit 4-5, Bituminous Material Price Adjustment Example). 
 
  5.  Submit supporting documentation for all Mineral admixture in accordance with Construction Manual Method  
  of Measurement and Basis of Payment.  (See Construction Manual Exhibit AC-7, Daily Mineral Admixture  
  Report Example and Blank Forms at the end of Chapter IV). 
 
  6.  Supporting documentation for all incentives and disincentives paid. 
 
  7.  Start and Completion Memo signed by Resident Engineer. 
 
  8.  Acceptance Letter signed by District Engineer. 
 
  9.  Time Reports, first and last, for each phase signed by the Resident Engineer.  
 
  10. Request for extension of time, liquidated damage letter and stop/resume work orders.  
 
  11. Diesel Fuel Recap sheet. 
 

REMINDER OF OTHER SUBMITTALS 
 
MAIL MATERIALS CHECKLIST DIRECTLY TO MATERIALS – 068R (see contract card for verification). 
 
SUBMIT NOTICE OF TERMINATION OF INTENT TO DISCHARGE TO ROADSIDE DEVELOPMENT.  (NOI/NOT- 
Notice of Intent/Notice of Termination). 
 
SEND AS-BUILT PLANS TO PROJECT MANAGEMENT, ENGINEERING BUILDING, 
ROOM 295E, MAIL DROP 614E (see CCS-finance). 
 
SEND DBE AFFIDAVITS AND TRAINING REPORTS TO CIVIL RIGHTS OFFICE.  
 
WHEN FINAL ESTIMATE IS SUBMITTED TO FIELD REPORTS FOR FEDERAL PROJECTS, CERTIFIED PAYROLL 
ISSUES ARE RESOLVED, FINALED AND CLOSED. 
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