[bookmark: _GoBack]Electronic Files – Optional for 2018
File Structure:
Three folders in Base Directory along with Word Document of Contract Admin Guide
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Please Note:
· Completed forms should be saved in PDF format
· Contractor evaluations need to be saved in separate files 
· Electronic signatures are permitted
· Spreadsheets with computations should be kept in original Excel format.
Finals Submittal
· Can be turned in on WisDOT Provided Flash Drive or Place it on the FTP site
· Finals Box to include tickets, inspectors diaries if hard diaries were used, seed tickets, etc.
· Flash Drive and Finals Box should be turned into the WisDOT Project Manager.  

WisDOT Project Manager
· Create a finals folder on the P drive, under the project i.d., under construction
· Copy the electronic finals from the Flash Drive or FTP site
· Send a link to the materials staff letting them know the materials finals have been submitted
· Check the finals
· Send a link to Kelly Addison after the finals have been checked to let her know the information is ready for her to pull.  

REVISION DATE:  2/15/2018
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k2k on MAD31H58994 > (V) Temp (\\mad00fph) > Finals > C.Project Information

Name

T Contgct tem Review (DT2076)

2. Explanation of Variations

7 3. Contractor Performance (DT1583, all separate Documents)
4. Daily Diary

5. DQI (One required for each Project 1.D.)

6. Bench Marks

1 7. Structure Vertical clearance forms

8. Well Drillhole Borehole Filling and Sealing Report
9. Elastomeric Expansion Device Installation Data

10. Log for Locating No-Passing Zones

1. Well Drillers and Water Sample Report

12. As-Built Files

13. Letters

14. Erosion Control Inspection Reports and Orders
15. Approved ECIP

16. Preconstruction Meeting Minutes

17. Weekly Progress Meeting Minutes

18. DNR 401 and USACE 404 Permits

19. Municipal Agreements (SMFA and SMMA)

20. Environmental Commitments

I 21. Labor Compliance Documentation

' 22. Earth Work Yardage Disks

' 23. Back up email, pantry spreadsheet, supporting document..
| 26. One Copy of Structural Shop Drawings

1 27. Photos

Date modified

2/13/2018 10:41 A.
2/13/2018 10:41 A.
2/13/2018 10:41 A,
2/13/2018 10:42 A.
2/13/2018 10:42 A.
2/13/2018 2:30 PM
2/13/2018 2:30 PM
2/13/2018 2:30 PM
2/13/2018 2:31 PM
2/13/2018 2:31 PM
2/13/2018 2:31 PM
2/13/2018 2:31 PM
2/13/2018 2:32 PM
2/13/2018 2:33 PM
2/13/2018 2:33 PM
2/13/2018 2:33 PM
2/13/2018 2:33 PM
2/13/2018 2:33 PM
2/13/2018 2:34 PM
2/13/2018 2:34 PM
2/13/2018 2:34 PM
2/13/2018 2:35 PM
2/13/2018 2:35 PM
2/13/2018 2:36 PM
2/13/2018 2:36 PM

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
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Name

1 A Field Manager Items

7 B.Materials

I C.Project Information
constr-admin-guide_Finals Signature.docx

Date modified

2/13/2018 1035 A.
2/13/2018 1:59 PM
2/13/2018 2:37 PM
1/31/2018 1025 A.

Type

File folder
File folder
File folder
Microsoft Word D.

Size

22K8




image2.png
2k on MAD31H58994 > (Y Temp (\mad00fph) > Finals > A.Field Manager ltems

Name

1 7.1tem History

8. Weekly Report of Time Charges
9. Estimates

' 10. Contract Change Orders

Date modified

2/13/2018 10:34 A.
2/13/2018 10:34 A.
2/13/2018 1035 A.
2/13/2018 1035 A.

Type

File folder
File folder
File folder
File folder

Size
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tk2k on MAD31H58994 > (Y:) Temp (\mad00fph) > Finals > B.Materials

Name

7 1. DT1310

2. IDR Summary and Index Report

3. 905 Report

4. Test Report Index

7 5. Special Provisions (PM to add a link to HCCl site for specials and addenda)
7 6.QCPlans

| 7. Test Results & QMP Project Records

8. Include QMP & QC Reports N

9. Asphalt and concrete Plant Records

Date modified

2/13/2018 10:37 A.
2/13/2018 10:37 A.
2/13/2018 10:38 A.
2/13/2018 10:38 A.
2/13/2018 10:39 A.
2/13/2018 10:39 A.
2/13/2018 10:39 A.
2/13/2018 10:40 A.
2/13/2018 10:40 A.

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder




