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APPENDIX A

‘Section I — General Information

Change Order & Cost Analysis Worksheet — Revised 2014
Change Order — Final Sample |

Written Order

Time Report

Request for Overtime

Request for Reimbursement of Expenses

Performance Evaluation Report — Blank

Regquest for Compensatory Time - Blank
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VERMONT AGENCY OF TRANSPORTATION

CONSTRUCTION SECTION
CHANGE OF DESIGN
COST ANALYSIS WORKSHEET

PROJECT NAME & NO:

CONTRACTOR:

ANALYSIS BY, TITLE:

ANALYSIS DATE:

CHANGE OF DESIGN NO:

Pay Item No &
Description

Qty &
Unit

Per Unit
Cost
Provided by

2 year Bid
History

5 year
Bid
History

- REMARKS

Contractor

- ANALYSIS NARRATIVE:

“Construction Manual A-14 Change Order - Cost Analysis Worksheet Revised 2014”
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5 VERMONT

State of Vermont Agency of Transportation
Northeast Regional Construction Office

347 Emerson Falls Road, Suite 5 (NE) [phone]  NE 802-748-2447
St.Johnsbury, VT 05819-8501 [fax] NE 802-751-3297

www.aot.state.vt.us

WRITTEN ORDER No. 01
The following Written Order is hereby issued to, representing the Contractor, on
the project.

You are hereby

Date:January , 2011 Signed,

, Resident Engineer

Electronic Distribution:

Headquarters via Finals Engineer
Regional Construction Engineer

Regional Construction Technician
Regional Program Services Clerk

G:\Manuals\Construction Manual\2011 Construction Manual Upd'\tcs\Appendlces A through O\Appendix A-2 - Written Order Form Blank 2011 Final gjw.doc
Construction Manual — A-2 Written Order 2011
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Agency of Transportation @rogram Development Division
802-828-2593 Construction Section
TO: , Regional Construction Engineer

FROM: , Resident Engineer

DATE:

SUBJECT: Request for Overtime

OVERTIME AUTHORIZED AT THE DIRECTION OF THE RESIDENT
ENGINEER/REGIONAL CONSTRUCTION ENGINEER
FOR THE DURATION OF THE BELOW-NAMED PROJECT

Project Name and Number:

Request permission to Work the Following Employees:

NAME GRADE | COMP | PAY Reason for Overtime

As required by project

work schedule

Approved: Regional Construction Engineer

Instructions: Submit original once during a project's duration, or unless someone new is assigned to the
project, and who's name does not already appear on an approved sheet.

¢ Regional Construction Project Files (original)
Montpelier Project Files
Resident Engineer’s Project Files

Construction Manual - A-4 Request for Overtime 2009
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PERFORMANCE EVALUATION REPORT

DOCUMENT A - Evaluation Summary

Employee:

Agency: Transportation

Performance Review Conference held on:

Type of Evaluation:
(check one)

Division: PDD/Construction Section [] Original Probation
Position Title: [] Annual
Position Number: [] Special
Evaluation Period From: To: [] Warning

[] Separation

(check one)

OVERALL PERFORMANCE DURING THE EVALUATION PERIOD IS RATED AS:

The employee's overall performance significantly and consistently surpasses all
O performance standards established for the position. This evaluation recognizes an
employee's sustained excellence and accomplishments that are substantially above usual
QUTSTANDING expectations.
The employee's overall performance in all areas frequently exceeds the performance
] standards established for the position. This evaluation recognizes an employee's
consistent effectiveness and accomplishments that are above usual expectations.
EXCELLENT
The employee's overall performance consistently meets the performance standards
O established for the position and regularly achieves expected results. An employee at this
achievement level meets usual expectations and performs tasks in a timely and acceptable
SATISFACTORY manner.
The employee's overall performance inconsistently meets the performance standards
O established for the position and indicates that significant tasks are not completed in the time
or manner expected. Performance is below the minimum acceptable level for the position.
UNSATISFACTORY | Correction of performance deficiencies is necessary for continued employment.
Name of Supervisor: Signature:
Title: Regional Construction Engineer Date:
Name of Reviewer: Signature:
Title: Construction Engineer Date:
Appointing Authority: Signature:
Title: Director of Program Development Date:
Employee: Signature:
Title: Date:

To the Employee: Signature only indicates receipt of the evaluation.
AA-PER-6C (Revised July 2003) STATE of VERMONT Department of Personnel

Construction Manual — A-6 Performance Evaluation Report 2009




SUMMARY OF MAJOR JOB DUTIES WITH PERFORMANCE EXPECTATIONS

Major Job Duties / Performance Expectations:

Major Job Duty # 1
Major Job Duty # 2
Major Job Duty # 3
Major Job Duty # 4
Major Job Duty # 5
Major Job Duty # 6

DOCUMENT B - Performance Comments

Employee:
Evaluation Period From - To:
Department: Construction Section

SUPERVISOR COMMENTS

Major Job Duty # 1
Major Job Duty # 2
Major Job Duty # 3
Major Job Duty # 4
Major Job Duty # 5
Major Job Duty # 6

PERFORMANCE EXPECTATIONS FOR NEXT EVALUATION PERIOD

(Identify any changes or additions to employee's job duties or performance expectations for the next rating period.)

REVIEWER COMMENTS

APPOINTING AUTHORITY COMMENTS

EMPLOYEE COMMENTS

Construction Manual — A-6 Performance Evaluation Report 2009




COMPENSATORY TIME REQUEST

I, request that my Compensatory Time limit be increased to

hours, to be accumulated as I accrue overtime. I understand that it is my
responsibility to monitor my accrued hours so that no request is made on my Time Report
that would, if credited, exceed this limit regardless of whether the hours were accrued
through overtime or through floating holidays.
I am aware that this approval does not authorize, in any way, the future use of
“such compensatory time granted under this process. Granting the use of such time is
subject to the Unit’s operating needs at the time of a leave request, which is outside of
this guideline.

My reason for requesting this increased limit is as follows:

Approved/Denied

Date: [ ] []

Regional Construction Engineer

Date: [] []

Construction Engineer

NOTE:

As per Memorandum to All Construction Personnel dated September 12, 1997, the
maximum limiting amount of Compensatory Time Construction Personnel can accrue
and have on the books at any one time is 120 hours. Anyone accruing beyond the 56
hours allowed by the VSEA Contract must fill out this document and receive approval
from their Regional Construction Engineer and the Construction Engineer, This directive
will stay in effect until rescinded in writing by the Construction Engineer.

G:\Administration\Forms\Field Form Annual Updates\General\2010 Compensatory Time Request.doc




