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Completion & Acceptance Process
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Completion And Acceptance Process

Work Instructions

Revision Date: April 18, 2012
Revision No: 1
Author: NE Region

Process Steps

Available Step
Aides

Key Activities

Points of Interest

Regional Construction Engineer
(RCE) determines Completion &
Acceptance (C&A) or a Limited C&A
can be issued

RCE determines C&A or a Limited C&A can
be issued

-Prior to issuance of a C&A or Limited C&A memo, the
RCE will hold the Final Inspection,and all issues
brought up at Final Inspection have been resolved as
well as any material certification and testing
requirements have been met

-Limited C&A memo can be issued at the discretion of
the RCE

-A Limited C&A memo accepts certain parts of the work
or portions of a contract

-A Limited C&A memo protects the contractor from
responsibility for damage tc already completed items
-A Limited C&A memo may be issued if the project is
substantially complete and there is geing to be an
extended period of time before the contractor can
complete the remaining work; however, the delay in
completing the work should be beyond the contractor's
control

-A Limited C&A may be issued to accept one project
within a multiple project contract, where the contractor
has completed the work on one project within the
contract, but not on the second project

-The RCE may choose to hold a 2nd Final Inspection if
a Limited C&A memo has been issued depending upon
the volume of work that remained unfinished

Regional Construction Engineer
(RCE) prepares Completion &
Acceptance (C&A) or Limited C&A
Preparation Form

RCE prepares C&A or Limited C&A
Preparation Form using Change Orders,
Written Orders, and Correspondence from
Project Correspondence; and Daily Work
Reports (DWR) Comments from
SiteManager Reports

Resident Engineer (RE) recieves
and comments if necessary

RE recieves and comments if necessary
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Completion And Acceptance Process

Work Iinstructions

Revision Date: April 18, 2012
Revision No: 1
Author: NE Region

Available Step

databases

Completicn dates and Limited C&A date (if
applicable) into Construction Tracking
System (CTS)

Process Steps (cont'd) Aides Key Activities Points of Interest
Regional Construction Engineer
| [RER) etr.nallfs con;plFthecll | RCE i e st ; If a Limited Completion & Acceptance (C&A) is issued
4, Preparation form fo Regiona emalls completed preparalion fofm 10 \ypon 4 final C&A will need to be issued as soon as any
Program Services Clerk (RPSC) RPSC and sends a copy to the RE -
; ; remaining components are complete
and sends copies to Resident
Engineer (RE)
Regional Program Services Clerk
5 (RPSC) receives preparation form RPSC receives completed preparation form
" from Regional Construction from RCE
Engineer (RCE)
Regional Program Ser\.fices R RPSC types C&A or Limited C&A memo
6 S—‘\FZ:ZS (i) :}ype(scgil’;lslretl&r}éd C&A using the appropriate template located on
) PIRIoe ? the G:Drive in forms directory - Regional
memo using the appropriate E— )
template
Reglonal P.rogram Serwces C_Ierk RPSC adjusts cc list according to Final
7. (RPSC) adjusts cc list according to FREBEAaa It
Final Inspection cc list P
Regional Program Services Clerk
s (RPSC) sends the Completion & RPSC sends the C&A or Limited C&A
" Acceptance (C&A) or Limited C&A memo to RCE for signature
memo to RCE for signature
Regional Censtruction Engineer ;
9. (RCE) Sighs the itiefio RCE signs the memo
Regional Program Services Clerk N
10 (RPSC) receives signed memo RPSC receives signed memo
RPSC enters Final Inspection date, Actual
Completicn date, and Acceptance date into
Regional Program Services Clerk CAAP Preconstruction Project Management
11. (RPSC) enters dates into proper CAAP?2 System (PPMS) then will enter Interim
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Completion And Acceptance Process

Work Instructions

Revision Date: April 19, 2012
Revision No: 1
Author: NE Region

Available Step

Process Steps (cont'd) Aides Key Activities Points of Interest
Regional Construction Technician
12 (RCT) enters Completion & CAAP3 RCT enters C&A date into SiteManager RCT also check to make sure substantial completion

Acceptance (C&A) date into
SiteManager

date has been enterad and if not enter this date also

Deliverables

Available Step
Aides

Key Activities

Points of Interest

Regional Program Services Clerk
(RPSC) scans signed Completion &

RPSC scans signed C&A or Limited C&A

Completion & Acceptance (C&A) cr
Limited C&A memo to all on cc list

= Acceptance (C&A) or Limited C&A memo into G:Drive under said project
memo to G:Drive under said project
Regional Program Services Clerk

b (RPSC) sends out signed RPSC sends out signed C&A or Limited

C&A memo to all on cc list
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CAAP1 — Completion & Acceptance (C&A) Date in Preconstruction Project Management System (PPMS)
Revision Date: April 19, 2012

Revision No: 1

Author: NE Region

1.
2.

Log in to PPMS

Type in PIN# (can be found in Construction Tracking System (CTS) on Contract side under the Project tab), the hit tab and type in 48 in
the screen field

Tab to Project Acceptance date field and enter the appropriate date MM/DD/YYYY

Once you hit the enter key on this screen the program will give you a message in the lower left hand corner to hit F1 to update (basically
this will save the information you entered){(As a point of interest if someone accidentally hits F2 it will clear all the fields that had just

been entered and kicks the cursor back to the spot for the PIN# to be entered for the next project — should make sure it says Record has
been successfully updated)
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PROJ. NAME. z- = ‘COUNTY (1)
PROJ' NO. & & { CATEGORY
ROAD/ROUT : EST LET DATE
PRJ. LNGTH = : : NHS PROJECT
WORK' DESC = -RES METRIC

CONTRACTORS: NAME: BT

CONSTR AUTH SIGNED. DATE: 2 ANTICIPATED COMPLETED DATE :
NOTICE TO PROCEED DATE : 08/: _
: CONTRACTED WORK COMEL DATE :
ACTUAL START DATE : 4 PROJECT ACCEPTANCE DATE
' FINAL INSPECTION DATE.
REGIONAL ENGR: 3 :
RESTNENT FNGR

REMARKS: . PLANS. ARCHIVE DATE

-Any issues encountered with PPMS, including passwords & logins, should be reported to the Construction Section Computer Technician in
Headquarters and Jim Hoffman, with a cc to the Regional Construction Technician (RCT)

CAAP1 — Completion & Acceptance (C&A) Date in Preconstruction Project Management System (PPMS)




Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CAAP2 — Final or Limited Completion & Acceptance (C&A) date into Construction Tracking System (CTS)
Revision Date: April 15, 2012

Revision No: 1

Author: NE Region

1. Log in to Construction Tracking System (CTS)
2. Click on Find Contract (highlighted in yellow) and choose appropriate project
3. Click on Milestones tab
4, Tab to C&A or Limited C&A date and enter the date
5. Click on save button upper left hand corner of screen
HConstructiun_Trar.kipgSy_sterri-[l:t;n,ira::t'sj_lz'_: _ 5 2 A E ._ ? _ DT_X__H
Fle Edt Records “indow Help -8 X |
& & < gailil /N WKty = Forms v Reports =
: i =l
[Contract Information | |Findcontract [[]  chine| c0 | emplpees| ol
7 e Y g T TegeT i) e ‘
F‘miectsl Field Dﬂica] Contfactorl Schedules W'HE;EE"”!E?[\I Costs l$]§ Hatings] Project Records | Extension of tine | Finalz 1 ‘
([Entered by Regional Clerk) 1
Date of bid letting: [ 1/7./2000 [SM) Construction began date: | 2 /15/2000 (SM) ‘
Conlract date: | 1/19/2000 (SM) Actual intetim completion date: i
‘Working days: 302 (SM) Substantial complation date: | 11/21/2000 (SM) ]
Contract completion date; | 11/17/2000 (SM) Limited C+4 issued date: ‘
Adiusted completion date: | 11/17/2000 (SM) Aclual completion date: | 1/21/2002 (PPMS) i
Contract interim completion date: [ N Final inspaction date; | 11/15/2000 [PPMS) i
Nolice lo proceed date; [ 1/21/2000 (SM] Acceptance date: | 1/21/2002 (PPMS) 1
Preconstruction meeting date: [ 2 /4 /2000 :
Preconstiuction report date; | 2 /22/2000 ”

-Any issues encountered with Construction Tracking System (CTS), including passwords & logins, should be reported to the Construction Section
Computer Technician (CSCT) in Headquarters and Laurie Bean, with a cc to the appropriate Regional Construction Technician (RCT)

CAAP2 — Final or Limited Completion & Acceptance (C&A) in Construction Tracking System (CTS)




Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CAAP3 — Entering Critical Dates in SiteManager
Revision Date: April 19, 2012

Revision No: 1

Author: NE Region

Log into SiteManager: User Name & Password

Select the contract you want to work with

Go to the Critical Dates tab

Enter the Substantial Completion Date (if not already entered)
Enter the Acceptance Date

Save E AASHTO SteManager

File Edit Services Window Help

NN RA WM

Navigate to the Contract Screen: MAIN PANEL - CONTRACT ADMINISTRATION(+) = CONTRACT RECORDS(+) = CONTRACTS
Open the list of contracts from the navigator bar < Select Contract Screen will open

DEp@css28@RwE]

Dezciplon 7 Location ' PaymentData | Tisinng Plan
Contact ID; JTESTOO1
Critical Date Description Actual Date Hequired to Activate Aequired to Finalize 2

Original Completion Date 10A16/09 9 N
Chacked Qul to Fiold Date ”awmg\ N N
Substantial Work Complete Date (" Oo/o/00 ) n he
Contractor Bankiuptcy Dale W N N
Contractor Default Dals 00/00/00 N N
Melice to Proceed Dale 04/15/08 Y N
Signed Date 00/00/00 N N
‘Work Bagin Date 00/00/00 N Y
Opento Trallic Date 00/00/00 N N
Adjuzted Completion Dale 10A16/09 N N
Acceptad Date 00/00/00 N T
Assigned lo FisldManager Date 00/00/00 N N i
Contract Archived Date 00/00/00 N N o

Critical Date Doscription: [Conlractor Final Aelease Date

Actual Occurrence Date: W [T Reguired to Activate [T Required to Finalize

Diztribution Lizt: [ Rocipient ID:[
Mezsage Text: |

-Any issues encountered with SiteManager, including passwords & logins, should be reported to the Construction Section Computer Technician
(CSCT) in Headquarters and Stephen Gilbert, with a cc to the appropriate Regional Construction Technician (RCT)

CAAP3 — Entering Critical Dates in SiteManager




