CIRCULAR LETTER

SECTION: 102.01 PREQUALIFICATION STATEMENTS AND COMPETENCY OF BIDDERS
NUMBER: 102.01-01

SUBJECT: CONTRACTOR PERFORMANCE EVALUATION

DATE: NOVEMBER 22, 2021

As required in the prequalification rules, prime contractors are to be evaluated on all contracts
using the Contractor Performance Evaluation Form. The Contractor Performance Evaluation shall
be completed at the end of each calendar year and/or upon the completion of each contract. The
evaluation period will cover from the beginning of each year or the beginning of the contract
through the end of each year or the end of the contract. If the contract has more than one
evaluation, then the final evaluation should be a representation of the previous evaluation(s) and
the remaining evaluation period.

The Contractor Performance Evaluation Form shall be prepared following the guidance included
in the form. The evaluation shall be rated by the Operations District Supervisor. The evaluation
shall be reviewed by the Operations District Engineer, and approved by the Operations Regional
Engineer or Director of Regional Operations. For contracts with consultant engineering and
inspection (CEIl), the consultant should rate and sign the evaluation after reviewing it with the
TDOT Operations District Supervisor. Evaluations of less than 70 shall also require review by the
Director of Construction.

The contractor shall be provided a copy of the completed evaluation by the Regional Operations
Office. The contractor shall be given an opportunity to meet and discuss the evaluation regardless
of the rating.

The Operations District Supervisor or designee shall enter the contractor performance evaluation
rating for each evaluation period into Site Manager under Contract Administration>Contractor
Management>Contractor Evaluation. An electronic copy of the approved evaluation form shall
also be attached in Site Manager for each rating in the Contractor Evaluation window. A scanned
copy of the signed Contractor Performance Evaluation shall be emailed to Headquarters

Construction, at TDOT.ContPerfEvals@tn.gov

A contractor’s overall performance rating will be determined by the Headquarters Construction
Office. It will be based on a weighted rating of any current prime contract(s) and any prime
contract(s) completed within two years of the contractor submitting for prequalification. The
overall weighted rating will be calculated using the original contract amounts and the related
ratings for each respective contract.

Contractor Performance Evaluation Form
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CIRCULAR LETTER

SECTION: 102.01 PREQUALIFICATION STATEMENTS AND COMPETENCY OF BIDDERS
NUMBER: 102.01-02

SUBJECT: ATTESTATION FOR ILLEGAL IMMIGRANTS

DATE: SEPTEMBER 1, 2017

Effective with the October 27, 2006 letting, all contracts will include Special Provision 1021.
Special Provision 1021, “Employing and Contracting with lllegal Immigrants” requires the
Contractor to attest, certify, and assure that they are not knowingly utilizing the services of
illegal immigrants in the performance of each contract and shall not knowingly utilize the
services of any subcontractor who will utilize the services of an illegal immigrant in the
performance of each Contract. The Prime Contractor makes this initial attestation when they
accept and sign the proposal contract.

The Prime Contractor must reaffirm this requirement semi-annually for each contract by
completing the attached “attestation” form. To assure consistent and timely attestation, the
Prime Contractor shall submit a completed attestation form for each awarded contract on January
1°" and July 1* each calendar year in which work has not been completed.

The District Supervisor shall maintain a file for each project with the completed Attestation
forms for proper documentation. If a Prime Contractor fails to submit the required attestation
form, the partial progress payment shall be withheld until the attestation is submitted by the
contractor.

For projects with Consultant Engineering and Inspection services (including Erosion Prevention
and Sediment Control Inspection), the project file shall include the completed Attestation forms
for the CEI consultant. The consultant shall submit a completed attestation form for each project
CEI contract agreement on January 1% and July 1% each calendar year in which work has not
been completed. If a Consultant fails to submit the required attestation form, Monthly Progress
Billings shall be withheld until the completed attestation form is submitted by the consultant.
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ATTACHMENT 1

ATTESTATION REGARDING PERSONNEL USED IN
CONTRACT/AGREEMENT PERFORMANCE

DUE JANUARY 15T AND JULY 15T

SUBJECT CONTRACT/AGREEMENT NUMBER:

ENGINEER/CONTRACTOR LEGAL ENTITY NAME:

FEDERAL EMPLOYER IDENTIFICATION
NUMBER:
(or Social Security Number)

The Engineer/Contractor, identified above, does hereby attest, certify, warrant, and assure
that the Engineer/Contractor shall not knowingly utilize the services of an illegal
immigrant in the performance of this Contract/Agreement and shall not knowingly utilize
the services of any subcontractor who will utilize the services of an illegal immigrant in the
performance of this Contract/Agreement.

SIGNATURE & DATE:

NOTICE: This attestation MUST be signed by an individual empowered to contractually bind the
Engineer/ Contractor. If said individual is not the chief executive or president, this document shall
attach evidence showing the individual’s authority to contractually bind the Engineer/Contractor.



CIRCULAR LETTER

SECTION: 104.03 Contract Change Notification
NUMBER: 104.03-01

SUBJECT: Contract Change

DATE: October 8, 2021

CONTRACT CHANGE NOTIFICATION
Please refer to the 100SS (revised 9/7/2021) for guidance on how to proceed with the contract
change order notification process.

Please note: “C. Written Response by Engineer” as these time frames have changed for
the circumstances that are applicable.

CHANGE ORDERS ON ALTERNATIVE PROJECTS

All potential change orders on any alternative contract project shall be sent to headquarters
construction for approval as soon as the potential change has been identified.

CHANGE ORDER GUIDANCE FOR NOTIFICATION REQUIREMENTS

The following flow chart directs when and who to submit the change order documentation as
well as notification requirements.
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CIRCULAR LETTER

SECTION: 104.03 CONTRACT CHANGE NOTIFICATION
NUMBER: 104.03-02

SUBJECT: CHANGE ORDER PROCEDURE

DATE: February 11, 2019

CHANGE ORDER PROCEDURE

In accordance with Departmental Policy Number 355-01, Approval of Construction Change Orders and
Force Account Work, all change orders shall be prepared electronically for execution including the
appropriate justification and supporting documentation.

Recipients — Reviewers/Approvals
< The Contractor shall be set up as the first signature followed by the Surety.
- Subsequent Reviewers/Approvers from the District/Region shall be set up in accordance with
the above referenced policy and listed in the order shown on the chart below.
< After signed by the Assistant Chief Engineer of the Region, Category 1 Change Orders must be sent to
Headquarters in the order shown below.
1. Director of Construction
2. Assistant Chief Engineer of Operations
3. Commissioner, TDOT.CO.Approval@tn.gov
< For Projects of Division Interest (PODI), FHWA Area Engineer shall be the final signature.

Change Orders (COs) shall be “Approved By” and “Recommended for Approval” as shown in the
following table:

Major Significant Intermediate Minor Change-
Change- 1 Change- 2 Change- 3 4
Commissioner A
Chief Engineer *
Assistant Chief Engineer of Operations R *
Director of Construction/ R %
Assistant Director of Construction
Assistant Chief I?nglneer R A X
of the Region
Director of Regional Operations ok R * *
Operations Regional Engineer * %k * %k *
Operations District Engineer R A
Operations District Manager *% * %k A
Operations District Supervisor R R
Operations District Specialist * ok * %k
A= Final Approval Change Order (the Federal Highway Administration (FHWA) must also approve

COs on Projects of Division Interest)
= May approve for the Approving Authority
= Recommend for first level Approval
May recommend approval for Recommending Authority
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Change Order approval authority may not be delegated to a lower hierarchy level, only to a higher
hierarchy level. However, recommendation for approval may be delegated to the next lower hierarchy
level. For example, for a Category 3 Change Order, if an Operations District Engineer position is vacant,
the CO cannot be approved by the Operations District Manager but would rather have to be signed by
the Operations Regional Engineer or higher.

CC Section

HQ Director of Construction (Category 2, 3, & 4 Only)

< HQ Assistant Director of Construction (Respective Region)

< Additional Operations Regional Personnel, as needed
Contract Payments Section/Finance Division

< Regional Materials and Tests

< FHWA Team Leader (PODI Only)

« State Pavement Engineer (All Resurfacing Projects)

Note: Anyone not listed as a Signer can be CC’d in order to track the change order.
CC Recipients will receive a notification when the change order is initiated and again when fully
executed.

Attached Files
< Change Order Form
< Change Order Signature Page
Supporting Documentation

The Field Office shall ensure the fully executed Change Order Form, Change Order Signature Page and
Supporting Documentation is stored electronically for future review and auditing purposes.
Paper Distribution is no longer needed.

For detailed examples, see the following pages.



Adobe Sign For Change Orders

1. Select the appropriate Change Order Category Template from the “Send from Library” on
the Adobe Sign Dashboard. (Note: These templates are “Shared by Chris Hampton”.)

Tennessee

| Adobe Sign
——— State Government

Dashboard Send Manage Reports  Group

Hello, Vonda what would you like to do?

Get a Signature Your Activity for This Month F o
Get a Document Signed
Get a signature in seconds

Send from Library View Reports

Change Order Cat1 (shared Start

Select a document

Q

My Documents
Contract & Contract Payment and Performance Bond
Shared Documents

Agreement to Safeguard FTI (shared by Dennis Baker)

Agreement to Safeguard FTI (shared by Dennis Baker)

Agreement to Safeguard FTI v 1.03 (shared by Admin For STS Security & Risk Managment Team )
Awareness Stmt - Probation (shared by Billie Maples)

Category 4 Change Order (shared by April Haj Ebrahem)

Change Order Cat 1 (shared by Chris Hampton)

2. Enter the email addresses in the order shown below. (Do NOT change the order)

Change Order Category 1 Example

POWERED Y

U\ N Tennessee

Adobe Sign ®
= State Government
Dashboard Send Manage Reports Group Chris -
What's New!
Recipients

Contractor_Email_Address@example.com

Surety Email_Address@example.com ~ Email @

3 o~ Asst_Chief_Engineer_Region_Email_Address@example.com ~ Email @

4 [£¥~  Director_Of Construction_Email_Address@example.com v Email @

5 Q"v Asst_Chief_Engineer_Operations_Email_Address@example.com ~ Email @
(Commissioner’s CO Email Address)

6 [r~ TDOT.CO.Approval@tn.gov ~ Email @

7 é‘v FHWA_If Required Email Address@example.com v Email E)

Search documents, recipients & notes

New: (7)

Vonda

Waiting For Me 8.4

Recent Events - e

TDOT Contract No. CNS090 was sent to
margie@guignardcompany.com for
signature (Today at 10:49 AM)

TDOT Contract No. CNS085 was viewed by
shoover@balp.com (Today at 10:48 AM)

TDOT Contract No. CNS055 was viewed by
dtimmons@gadinsurance.com (Today at
10:47 AM)

TDOT Contract No. CNS907 was sent to
benledford45@yzhoo.com for signature
(Today at 10:47 AM)

TDOT Contract No. CNS911 was viewed by
Kelley Krahn (Today at 10:45 AM)

Change Order Cat 2 (shared by Chris Hampton) More...
Change Order Cat 3 (shared by Chris Hampton)
Change Order Cat 4 (shared by Chris Hsmpton) Switch to Shared Account »

Add Me | Add Recipient Group

~ Email ()]

&
L4



Adobe Sign For Change Orders

Change Order Category 2 Example

Recipients
Add Me | Add Recipient Group | €
1 (¥~ Contractor_Email_Address@example.com ~ Email ™
P, £y~  Surety_Email_Address@example.com Ed v Email D
3 (¥~ District_Engineer_Email_Address@example.com ~ Email &)
4 (¥~ Director_Of Regional Operations_Email_Address@exam... B9 v Email (G,
5 o~ Asst_Chief _Engineer_Region_Email_Address@example.com ~ Email =,
6  [r~ FHWA_If Required_Email_Address@example.com v Email G2

Change Order Category 3 Example

Recipients
Add Me | Add Recipient Group | €3
1 [£r~ Contractor_Email_Address@example.com ~ Email D
2 [r~  Surety_Email_Address@example.com v Email ©
3 [~ District_Supervisor_Email_Address@example.com ~ Email @
4 [~ District_Engineer_Email_Address@example.com ~ Email ©
5 | ¥~ FHWA_If Required_Email_Address@example.com v Email (&

Change Order Category 4 Example

Recipients
Add Me | Add Recipient Gri
1 5}'\' Contractor_Email_Address@example.com ~ Email C)
pl g}'v Surety Email_Address@example.com v Email Q
3 Q’V District_Supervisor_Email_Address@example.com ~ Email @
i Ej" ~  District_Manager_Email_Address@example.com ~ Email @
5 ¥~ FHWA_If_Required_Email_Address@example.com v Email (&)



Adobe Sign For Change Orders

3. Add all cc’s to the list. The cc list will receive confirmation when the process is started
and finalized.

4. Enterin the Contract Number into the Message Box.

5. Upload all change order forms and supporting documentation.

6. Review for accuracy and continue.

CC, Message, and Files

CC | Hide
finance_ Email Address@example.com | (Include all CC Recipients as noted in the Circular letter)
Message Message Template
Change Order Cat 1 -
g Options
Please review and sign this Change Order for Contract CNXOOXX
Signature Type
: @ Electronic O Written
Files Add Files
} , Change Order Form.pdf X Recipients' Language
"= Change Order Cat1 English: US

) , Supporting Documentation.pdf

Drag More Files Here

Next
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CIRCULAR LETTER

SECTION: 104.03 CONTRACT CHANGE NOTIFICATION
NUMBER: 104.03-03

SUBJECT: USE OF PUBLIC INTEREST FINDINGS

DATE: OcCTOBER 15, 2021

Projects with Federal Funds

The Federal Highway Administration (FHWA), through the Stewardship and Oversight Agreement, has
delegated TDOT authority to approve the use of public agency owned materials made available, the use
of more cost effective or an emergency contract method, or the use of publicly owned equipment.

A. Procedures for Use of Materials Made Available by a Public Agency

The purpose of this document is to establish the procedures and requirements to utilize public agency
owned materials on projects with federal funds.

Code of Federal Regulations (23 CFR 635.407) prohibits the use of public agency owned materials on
projects using federal funds. Contracts for projects shall require the contractor to select the source
from which materials are purchased. Exception to this requirement may be made when there is a
definite finding by the State that it is in the public interest to require the Contractor to use material
furnished by the State or from sources designated by the State.

The TDOT approval process must be completed in accordance with the following procedures.

A Public Interest Finding (PIF) must be submitted to Headquarters Construction for approval. The
following information may be included in the PIF:
1. Describe how the use of the materials will benefit the public

2. Demonstrate the proposed use of the materials is more cost-effective than meeting the
requirement

Show that Federal funds will not increase due to the use of the materials

e

Provide documentation showing any potential bidders are aware of the availability of the
materials including the rates to be charged

Demonstrate the use of the materials does not provide a profit to the public agency
Demonstrate the use of the materials does not raise the cost of the proposed or current project.
Materials to be utilized shall be approved by the Materials and Tests Division

The material shall comply with all requirements and specifications

© © N o o

Any environmental requirements shall be outlined to provide justification, if applicable

10. The Federal Highway Administration directs that in most instances a disposal site for surplus
material will be at the contractor's option. However, possible disposal sites may be identified
within the plans or contract provisions.

If TDOT owns or has control over the source of a local material, the unit price at which such material
will be made available to the contractor must be stated in the plans or special provisions. Federal
participation will be limited to (1) the cost of the material to the TDOT or other public agency; or (2)
the fair and reasonable value of the material, whichever is less. Special cases may arise that will
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justify Federal participation on a basis other than that set forth above. Such cases should be fully
documented and receive advance approval by Headquarters Construction.

Costs incurred by TDOT or other public agency for acquiring a designated source or the right to take
materials from it will not be eligible for Federal participation if the source is not used by the
contractor.

The contract provisions for one or a combination of Federal projects shall not specify a mandatory
site for the disposal of surplus excavated materials unless there is a finding by TDOT that such
placement is the most economical except that the designation of a mandatory site may be permitted
based on environmental considerations, provided the environment would be substantially enhanced
without excessive cost.

The designation of a mandatory material source may be permitted based on environmental
considerations, provided the environment would be substantially enhanced without excessive cost. If
at any time the use of a public agency owned site or material will increase the Federal cost of a
project, FHWA will not participate in the funding for said project. FHWA will not participate even if
the designation of the material would conserve other public funds.

Where mandatory borrow or waste sites will be permitted based on environmental considerations and
which were discussed in the Environmental Impact Statements, such considerations may be used as
the basis for subsequent PS&E public interest findings.

. Use of More Cost Effective or an Emergency Contract Method

The purpose of this document is to establish the procedures and requirements to allow work to be
added within a project based on more cost effective criteria or in the case of an emergency.

Code of Federal Regulations (23 CFR 635.204) dictates the contract method based on competitive
bidding shall be used by TDOT for performance of work financed with Federal funds unless TDOT
demonstrates another method is more cost effective or an emergency exists.

Emergency: An emergency is a situation that requires repair work, as provided for under the
Federal Emergency Relief (ER) Program (23CFR688.105(i)), or when a major element of
segment of the highway system has failed and the situation is such that competitive bidding is
not possible or is impractical. Competitive bidding under such circumstances may not be
possible or may be impractical because immediate action is necessary to minimize the extent of
the damage, protect remaining facilities, or restore essential travel.

All projects shall utilize a competitive bidding contract method unless the proposed project will be
more cost effective with the use of another contract method, or an emergency exists.

If a more cost effective contract method or an emergency requires an alternative contract method be
utilized, a public interest finding (PIF) must be submitted to Headquarters Construction. The request
shall include the following:

1. Clearly identify the cost savings or emergency justifying the use of another contract method
(bid tabs, cost analysis, AUP, etc.)

Identify the kinds of work to be performed
Identify the method to be used
Explain the estimated costs and the estimated Federal Funds to be provided

Explain the reason or reasons the emergency exists or the reasons that force account for such
project is considered cost effective

S Y
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C. Procedures for Use of Publicly Owned Equipment

The purpose of this document is to establish the procedures and requirements to use publicly owned
equipment on projects with federal funds.

Code of Federal Regulations (23 CFR 635.106) prohibits the use of publicly owned equipment on
projects using federal funds. Publicly owned equipment should not normally compete with privately
owned equipment on a project unless the use of publicly owned equipment is warranted and justified.

The TDOT approval process must be completed in accordance with the procedures and guidelines
established

State projects shall not authorize the use of publicly owned equipment unless necessary and
justifiable. When it is necessary, the following procedures must be adhered to:

1. The proposed use of publicly owned equipment is clearly set forth in the Plans, Specifications,
and Estimates submitted to Headquarters Construction for approval

2. The advertised specifications specify the items of publicly owned equipment available for use
by the successful bidder, the rates to be charged, and the points of availability or delivery of
the equipment.

3. The advertised specifications include a notification that the successful bidder has the option
either of renting part or all of such equipment from the State or local public  agency or
otherwise providing the equipment necessary for the performance of the contract work.

The State or local public agency shall not profit by renting equipment at the expense of Federal
funds.

If unforeseeable conditions require the use of publicly own equipment, the Contractor and State
agreed upon rental rate shall not serve as a basis for any increase in the cost of the project on which
Federal funds are to participate.

When publicly owned equipment is used on projects constructed on a force account basis, costs may
be determined by agreed unit prices or an actual cost basis. When agreed unit prices are applied to
the equipment, rental rates or itemized rates will not be required in the estimate. If utilizing an actual
cost method, submit the schedule of rates proposed, exclusive of profit for the publicly owned
equipment to Headquarters Construction for approval.

If the use of publicly owned equipment is necessary and justifiable, a Public Interest Finding (PIF)
must be submitted to Headquarters Construction for approval. The following information may be
included in the PIF:

1. Describe how the use of publicly owned equipment will benefit the public

2. Demonstrate the proposed use of publicly owned equipment is more cost-effective than
meeting the requirement

3. Provide documentation showing any potential bidders are aware of the availability of the
publicly owned equipment including the rates to be charged

4. Demonstrate the use of publicly owned equipment does not provide a profit to the public
agency

5. Demonstrate the use of the publicly owned equipment does not raise the cost of the proposed
or current project.



CIRCULAR LETTER

SECTION: 104.04 MAINTENANCE OF TRAFFIC
NUMBER: 104.04-01

SUBJECT: LANE/STRUCTURE WIDTH RESTRICTIONS
DATE: SEPTEMBER 1, 2017

When routing trucks and/or oversize traffic around or detouring through a work zone, the District
Supervisor shall advise the District Operations Engineer, Regional Operations Office, and the
Overweight and Over Dimensional Permit Office approximately two weeks prior to the hard
barrier restriction of lane width and/or closing of a structure on the State or Interstate Highway
System. Soft barrier restrictions would not fall under the notice. This will allow the Regional
Operations Office and the Overweight and Over Dimensional Office ample time to make
advisements of the lane restrictions. Once the restriction or closure has terminated, the District
Supervisor shall again advise the Regional Operations Office and the Overweight and Over
Dimensional Office.

The District Supervisor will be responsible for completing and submitting the 104.04-01 form
and a location map to the Overweight and Over Dimensional Permit Office at the email address
shown on the form. A copy will also be submitted to the Regional Operations Office. The lane
width restriction shall also be entered into SWIFT. Once the restriction has ended, the District
Supervisor will be responsible for submitting the form again to notify of the restriction
termination end date. (Please submit the excel document, Width Restriction Notice CL 104-04-
01.xls, located in File Management.)

The Permits Section may be reached at the following address:

Overweight and Over Dimensional Permit Office
Tennessee Department of Transportation

Suite 300 James K. Polk Building

505 Deaderick Street

Nashville, TN 37243-0331

Phone: (615) 741-3821

Tdot.permitoffice@tn.gov
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gp\§ TDOT

Department of
. Iransportation

O STRUCTURE RESTRICTION

[0 LANE WIDTH RESTRICTION

REGION/DISTRICT INFORMATION:

Project Supervisor:

Address of Office:

Phone Number:

PROJECT INFORMATION:

Contract Number:

Project Number:

County:

LANE CLOSURE:

Date:

Route:

Log Mile:

RESTRICTION INFORMATION:

Date:

Horizontal:

Vertical:

RESTRICTION TERMINATED:

Date:

Send to:

Tdot.permitoffice@tn.gov

615-532-9289
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CIRCULAR LETTER

SECTION: 104.11 VALUE ENGINEERING CHANGE PROPOSAL
NUMBER: 104.11-01

SUBJECT: VALUE ENGINEERING CHANGE PROPOSAL (VECP)
DATE: September 12, 2017

The purpose of this Circular Letter is to establish requirements for the proper submittal and
approval of Contractor Value Engineering Change Proposals (VECP).

Unless otherwise directed, a Contractor may submit a VECP on any project as long as the total
estimated savings is greater than $25,000. VECP’s that propose a total savings of less than
$25,000 (twenty-five thousand dollars) will normally not be considered unless there are other
non-monetary savings or benefits to be realized.

All VECP’s must be reviewed by the appropriate TDOT Divisions to assure all original design,
structural, environmental, geotechnical, safety, etc. intentions are not compromised. The
attached form shall be completed with each VECP submittal to verify acceptability with the
appropriate Divisions.

It will be the responsibility of the Headquarters Construction Division to assure all Category 1
Change Orders for VECP are acceptable by the applicable divisions (and FHWA when
applicable), Category 2 Change Orders shall be submitted to Regional Operations Office, and
District Supervisors to assure the appropriate Divisions (and FHWA when applicable) accept the
VECP for Category 3 Change Orders.

Before any VECP “Concept” or VECP is to be considered, the Contractor must provide all the
minimal information required in the specifications.

Contract bid unit prices shall be carefully reviewed.Any prices exceeding average prices by more
than 10% should have sufficient data and calculations supporting the increased prices..

The Contractor and TDOT will split the actual net savings. The actual savings will be
determined when all the work outlined in the VECP and Change Order is completed and final
quantities are known. The quantities of other items not in the Change Order that change as a
result of the VECP shall be considered in the actual savings calculation. The contractor shall be
paid 50% of the actual savings only when all the VECP work is completed.

In accordance with standard specification 104.11, any VECP’s that result in an increase greater
than the original contract amount will be paid at a rate of 50% of the contract prices for all costs
above the original contract amount.
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Contract No.: Project No.:
Date Submitted: County:
Contractor: Estimated Savings:
$
Project Description:
VECP Description:
Review Division Acceptable Reviewed By: Date:
needed
Design YES NO
Comments:
Review Division Acceptable Reviewed By: Date:
needed
Structur_es/ YES NO
Hydraulics
Comments:
Review Division Acceptable Reviewed By: Date:
needed
Environmental
. YES NO
Permits
Comments:
Review Division Acceptable Reviewed By: Date:
needed
GeoFechn_lcaI YES NO
Engineering
Comments:
Review Division Acceptable Reviewed By: Date:
needed
FHWA YES NO
Comments:
Review Division Acceptable Reviewed By: Date:
needed
Maintenance/
Traffic YES NO

Comments:
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Contract No.: Project No.:
CNE 520 401 F2-4585-04
Date Submitted: County:
July 4, 2006 washington
Contractor: Estimated Savings:
Unele sam Grading Co. $ &+,000
Project Description:
The grading and paving of LS. 76 from East of Atlantic Ave. to Pacific Coast Rl
VECP Description:
Revise the diatnnge plans to replace the &'x4" box culvert ot STA 17+76 and STA
20+06 with o 72" RCP-Class (11 pipe, and the 45"XF2" arch pipe with a 60" RCP pipe
at STA 25+50
Review Division Acceptable Reviewed By: Date:
needed
YES Design @ NO
Alfred E. Newman July 12, 2006
Comments: VECP is satisfactory as submitted
Review Division Acceptable Reviewed By: Date:
needed
YES Structures/ @ NO
Hydraulics Howdy D. Doody July 13, 2006
Comments: New pipe sizes are satisfactory as proposed with equivalent capacity
Review Division Acceptable Reviewed By: Date:
needed
Environmental U
YES Permits YES NO | gierra p. Nevada July 13, 2006
Comments: Will revise permit with TDEC to show new pipe sizes
Review Division Acceptable Reviewed By: Date:
needed
Geotechnical
NO Engineering YES NO
Comments:
Review Division Acceptable Reviewed By: Date:
needed
FHWA
NO YES NO
Comments:
Review Division Acceptable Reviewed By: Date:
needed
Maintenance/
NO Traffic YES NO

Comments:



CIRCULAR LETTER

SECTION: 105.02 As-BUILT PLANS
NUMBER: 105.02-01

SUBJECT: AS-BUILT PLANS

DATE: SEPTEMBER 1, 2017

All significant changes not included in a change order or plans revision shall be documented by
the District Supervisor and submitted to the appropriate stakeholders as well as the project file.
A significant change would include, but not necessarily be limited to, pavement section thickness
and/or width, utility relocations, drainage size and/or routing, rights-of-way, ITS, and structure
modifications. If there is a question of the significance of the change, a final determination shall
be determined by the District Engineer.

The District Supervisor will submit with the final records documentation advising if there were
no significant deviations.
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CIRCULAR LETTER

SECTION: 105.06

NUMBER: 105.06-01

SUBJECT: REQUIRED NOTIFICATIONS
DATE: NOVEMBER 22, 2021

NOTIFICATION TO CONTRACTOR:

Notification of the Pre-construction Conference to the Contractor should contain:
1. Anemphasis that project level supervisors need to be in attendance. The Contractor’s EPSC
representative should attend as well.
2. The Contractor is to notify all subcontractors of the date, time, and place soliciting the attendance.

NOTIFICATION TO LOCAL OFFICIALS:

Local Officials are to be notified in writing of the proposed schedule of construction before work is
started on any facilities that may fall within their jurisdiction. If desired by said officials, a meeting could
be scheduled to fully apprise them of the impact of the proposed construction.

The Tennessee Highway Patrol and/or local law enforcement shall be invited to the Pre-construction
Conference on all projects on the interstate system.

On projects where multiple parties are involved (i.e., Railroads, utility companies, other DOT personnel,
etc.), all parties should be notified at least one week prior to the Pre-construction Conference.

The Department will document the notification requesting Railroad attendance in the project file.

NOTIFICATION TO CONTRACTOR CONCERNING ARCHAELOGICAL CERTIFICATION
OF WASTE AND BORROW SITES:

The Contractor shall be notified at the Pre-construction Conference to obtain an archaeological
certification for any exclusive waste and/or borrow site located outside the project rights-of-way, in
accordance with 107.06 of the Specification and the Waste and Borrow Manual. The certification shall be
obtained and a copy forwarded to the District Supervisor prior to the movement of any material from or
to the site.

The Contractor shall make the request for certificationat the following address:

Section.106@tn.gov

And shall include the following information:
1. The County where the project is located
2. Project and Contract Number, including the description of the project
3. Name and address of the Contractor


mailto:Section.106@tn.gov
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Jennifer Barnett

Tennessee Division of Archaeology
1216 Foster Ave.

Cole Building 3

Nashville, TN 37243

PRECONSTRUCTION NOTICES AND STARTING NOTICES SHALL BE SENT TO:

Director of Construction
TDOT.HQConstNotices@tn.gov

Regional Operations Engineer
Operations District Engineer/Manager
Regional Materials & Tests

Regional Environmental Coordinator
Regional Project Development Manager
Regional Safety Manager

Comprehensive Inspections Program
TDOT.Env.FieldServices@tn.gov

HQ Materials & Tests Division
TDOT.MaterialsTests@tn.gov

Small Business Development Office
TDOT.DBE.Program@tn.gov

Program Operations Office
John.Kahle@tn.gov

Labor Standards Division
Prevailing Wage Commission
Janet.Caudill@tn.gov and Kenneth.Nealey@tn.gov

Workers” Compensation Division
Elizabeth.Cornicelli@tn.gov

Contract Payments Section
Ryan.Boling@tn.gov



mailto:TDOT.HQConstNotices@tn.gov
mailto:TDOT.Env.FieldServices@tn.gov
mailto:TDOT.MaterialsTests@tn.gov
mailto:TDOT.DBE.Program@tn.gov
mailto:John.Kahle@tn.gov
mailto:Janet.Caudill@tn.gov
mailto:Kenneth.Nealey@tn.gov
mailto:Elizabeth.Cornicelli@tn.gov
mailto:Ryan.Boling@tn.gov
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CIRCULAR LETTER

SECTION: 105.07 COOPERATION WITH UTILITIES (RAILROADS)
NUMBER: 105.07-01

SUBJECT: UTILITY RELOCATION PROCEDURES

DATE: FEBRUARY 16, 2016

Utility relocations and adjustments are to be made in accordance with FHWA's
FHPM 6-6-3-1 dated September 6, 1985.

Advise all utilities in writing at the preconstruction conference that work performed
without prior notification to allow Department verification will not be reimbursed. Due
to the fact that State Project Work within a railroad’s rights-of-way must receive approval
of the railroad being impacted by such project, and the fact that a railroad’s rights-of-way
is private property and must be treated as such, that in cases where work to accommodate
such project has been performed by a railroad on a State Highway Project and/or State
Managed Utility Relocation Project, and such work is performed for some reason without
prior notification to the Department, the work performed shall be inspected and verified
by the Field Construction Office and/or the Department’s Railroad Inspection Office
prior to any reimbursement to a railroad for such work. This letter should also include
instructions as to how, where and when the Project Supervisor or his representative may
be reached.

Project Supervisors should emphasize the need for proper traffic control by the utility
companies during construction. Closer monitoring by field personnel of the utility
companies is needed.

Project Supervisors should notify the Regional Utilities Engineer if assistance is needed
in setting up proper records.

Project Supervisors should advise the utility companies in writing as to the need for
inspection of all salvaged materials. These inspections will now be performed by the
Project Supervisors.

When personnel changes are made Project Supervisors must ensure that  new  utility
inspectors are aware of their job responsibilities and have all pertinent materials.

All utility/railroad activities are to be recorded daily on Form DT-0667 regardless of
whether said relocations are reimbursable or not.
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Plans should be reviewed and possible utility conflicts with proposed construction
investigated. (Ex. Underground utilities and guardrail)

The Regional Construction Office is to develop a system of periodic random review of
each Project Supervisor’s utility relocation procedure to ensure compliance.



CIRCULAR LETTER

SECTION: 105.07 COOPERATION WITH UTILITIES (RAILROADS)
NUMBER: 105.07-03

SUBJECT: RAILROAD/HIGHWAY GRADE CROSSING SAFETY PROJECTS
DATE: MAY 15, 2002

The following procedures for project control and inspection for Safety Projects programmed
under Section 203 and 230 of the 1973 Highway Safety Act and TCA 65-11-113 and 114 (Prefix
RRP, RRO).

1. The Utilities Engineer will provide the District Operations Engineer with the approved
plans and specifications, approved estimate of costs and agreement executed between
Tennessee Department of Transportation and Railroad Company and approved by
Federal Highway Administration.

2. The Regional Operations Engineer will assign a District Operations Engineer to represent
the Bureau of Operations and work directly with the railroad. The project supervisor will
be provided copies of material outlined in paragraph one above e.

3. The District Operations Engineer will hold a pre-construction meeting with railroad
company representatives when he is notified they are ready to begin installation of
signals to discuss the scope of work and establish the date the railroad is to begin work.
Daily inspection of the work by the railroad will not be performed, instead, a close out or
final inspection will be held by the regional construction supervisor and the project
supervisor with the railroad company to insure that the signals and related equipment
have been installed in accordance with approved plans and specification and that required
signing and markings have been installed by the Maintenance Division or local
Government. Any extraordinary problems encountered by the railroad that will increase
the cost of the project shall be discussed at this time, and an explanation written by the
project supervisor for attachment to the railroad’s invoice.

4. The District Operations Engineer will be required to endorse the railroad billing to the
effect that work has been completed in accordance with approved plans and
specifications.

5. These railroad billings will be handled for audit and payment as other railroad and utility
bills. Final bills are not to be approved unless all work has been completed.

6. Upon project completion the attached form is to be filled out and transmitted to those
individuals noted. On projects consisting of both signals and crossing work, completion
notices are to be submitted only after all work is finished. On notices for projects
consisting of signals only “N/A” is to be entered for the crossing pad.

Use of these procedures is limited to projects for the installation of flashing light signals
and/or related highway markings and signing not a part of a highway construction project.
Railroad adjustments and installation necessary to accommodate highway construction
projects will be handled as they have been, and will be subject to inspection and record
keeping as other utility adjustments.



CIRCULAR LETTER

SECTION: 105.07 COOPERATION WITH UTILITIES
NUMBER: 105.07-04

SUBJECT: UTILITY DIARIES AND INSPECTION PROCEDURES
DATE: SEPTEMBER 1, 2017

On all projects requiring utility relocations, Form DT-0667 “Project Utility Diary” is to be used to document said
relocations whether the work is reimbursable or not. When a utility is relocating at its own expense or under a lump sum
reimbursement contract, the “Description of Work Performed” section will be the only notation required. The notation
shall indicate if the relocation is a non-reimbursable or lump sum reimbursable contract.

1. Form DT-0667 is to be completed in the field by the utility inspector.
2. The Form should be distributed to the TDOT District Operation Supervisor’s office, the utility
company, and retained in the project file.

If the utility relocation is included in the state contract, the utility will be responsible for inspecting all phases of
the relocation, per TCA 54-5-804, 2003 Public Chapter 86. The TDOT inspector shall document the utility
work activities performed in the daily project diaries. The inspector provided by the utility company will:

1. Complete Form DT-0667 as described above and submit it each estimate period, as directed by
the TDOT District Operations Supervisor. Along with the item descriptions, the inspector will
include the quantities and stations of installed items.

2. Complete “Installed Item Certification” portion of Form DT-1716 and submit it each estimate
period, as directed by the TDOT District Operations Supervisor. This form will be signed to
certify that the items installed during that estimate period met all applicable specifications.

3. Complete and attach Form DT-1716A to DT-1716 and submit it each estimate period, as directed
by the TDOT District Operations Supervisor. This form will be used to summarize, by project
number, the utility items installed during that estimate period. The TDOT inspector shall sign
Form DT-1716A after ensuring it is consistent with the utility diaries and daily project diaries.
The completed Form DT-1716A shall be referenced in the progress pay quantity documentation.

4. Complete “Final Acceptance of Work” portion of Form DT-1716 and submit it to the TDOT
District Operations Supervisor office when the utility relocation work is complete.

Forms: PROJECT UTILITY DIARY
UTILITY ITEM CERTIFICATION/ACCEPTANCE — DT-1716
SUMMARY OF INSTALLED UTILITY ITEMS —DT-1716A



https://tennessee.sharepoint.com/sites/TDOT/BOE/CNST/StandardForms/Project%20Utility%20Diary.pdf?CT=1574436402381&OR=ItemsView
https://tennessee.sharepoint.com/sites/TDOT/BOE/CNST/StandardForms/Project%20Utility%20Diary.pdf?CT=1574436402381&OR=ItemsView
https://tennessee.sharepoint.com/sites/TDOT/BOE/CNST/StandardForms/Utility%20Item%20Certification%20Final%20Acceptance.pdf?CT=1574436439691&OR=ItemsView
https://tennessee.sharepoint.com/sites/TDOT/BOE/CNST/StandardForms/Utility%20Item%20Certification%20Final%20Acceptance.pdf?CT=1574436439691&OR=ItemsView
https://tennessee.sharepoint.com/sites/TDOT/BOE/CNST/StandardForms/Summary%20of%20Installed%20Utilty%20Items.pdf?CT=1574436471157&OR=ItemsView
https://tennessee.sharepoint.com/sites/TDOT/BOE/CNST/StandardForms/Summary%20of%20Installed%20Utilty%20Items.pdf?CT=1574436471157&OR=ItemsView

PROJECT UTILITY DIARY

CONTRACT NO: RECORDED BY: UTILITY COMPANY
PROJECT NO: PROJECT ENGINEER UTILITY CONTRACT NO.
REF. NO:
UTILITY REPRESENTATIVE:
DATE: (For “Work Order” Reimbursable Projects)
LABOR MATERIALS REMOVED
DESCRIPTION OF WORK PERFORMED NAME CLASSIFICATION HOURS ITEM us. QUANTITY
LABOR USED TO RESTORE RECOVERED MATERIAL TO IF BOTH PARTIES AGREE THAT MATERIAL IS NOT
SUITABLE CONDITION FOR REUSE SHOULD BE INCLUDED SALVAGEABLE, A CHECK IS TO BE ENTERED IN THE
ON THIS REPORT. U.S. COLUMN
MATERIALS USED TRANSPORTATION AND EQUIPMENT
ITEM QUANTITY TYPE HOURS MILES
REV: 7/17




UTILITY ITEM CERTIFICATION/FINAL ACCEPTANCE

Contract Number: Utility Company:

Project Number(s): Utility Inspector:

Print

County(ies):

Instructions: Please check appropriate box (or boxes) and fill out required information. For
Installed Item Certification, attach Summary of Installed Utility Items sheet(s) for
each project number and submit each estimate period as directed by the TDOT District

Operations Supervisor.

[ ] Installed Item Certification
On behalf of the above utility company, | certify that the materials used for the item(s) listed on
the following page(s) meet and were installed in accordance with all applicable specifications.

Any pertinent shop drawings or engineering changes have been approved.

Estimate Period: to

Utility Inspector Signature Date

[ ] Final Acceptance of Work

I certify that the utility relocation work is complete and is accepted by the above utility company.

Utility Inspector Signature Date

DT-1716
| 7-14-17



Contract Number:

Project Number:

SUMMARY OF INSTALLED UTILITY ITEMS

Utility Company:

Utility Inspector:

Print
County: TDOT Inspector:
Signature
Estimate Period: to
Item Number Description Unit Installed Quantity
Page of
DT-1716A

7-14-17




CIRCULAR LETTER

SECTION: 105.07 COOPERATION WITH UTILITIES (RAILROADS)
NUMBER: 105.07-05

SUBJECT: CSX RAILROAD

DATE: NOVEMBER 26, 2019

In order to finalize handling and updating records concerning overpass projects, CSX
Transportation, Inc. would like to be advised of the final inspection date in order to participate if
desired.

They also wish to be advised in writing, as to the date the structure was completed and opened to
traffic.

In order for the Structures Division to certify “As Built” clearances, upon completion of the
structure the Project Supervisor shall request the Regional Bridge Inspection Supervisor to
conduct his initial inspection of the bridge.

Correspondence relative to the above should be directed as follows with copies to appropriate
Department personnel:

Mr. Scott Willis

Project Manager Il Public Projects
CSX Transportation, Inc.

500 Water Street, J301
Jacksonville, FL 32202

0. 904.359.1405

E. Scott Willis@csx.com

Mr. Todd Allton

Project Manager ||

Public Projects GA, SC, TN
CSX Transportation

1590 Marietta Blvd NW
Atlanta, GA 30318

0. 404.350.5134

F. 904.245.3183

E. Todd Allton@csx.com



mailto:Scott_Willis@csx.com
mailto:Todd_Allton@csx.com
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CIRCULAR LETTER

SECTION: 105.07 COOPERATION WITH UTILITIES (RAILROADS)
NUMBER: 105.07-06

SUBJECT: RAILROAD FLAGGING SERVICES

DATE: JANUARY 1, 2010

The railroad flagging services for certain projects will be paid by the Department effective for
the December 3, 1993 letting. The payment, when required, for flagging services will be
specified by Special Provision 105C. The Department will pay for all verified flagging required
up to the number of specified flagging days stipulated in Special Provision 105C. The Special
Provision states that the Contractor and the Department shall sign the Railroad’s time sheets in
order to verify the presence of the flagman for a particular day. The Engineer’s verification of
the time sheets should check for the need of a flagman on a particular day, confirm that the
contractor has provided proper notification for the presence of a flagman and confirming the
actual flagging hours as noted in the Special Provision. At all times and in all cases, the
Railroad reserves the right and authority to determine when, where and if flagging services
are required on a State Highway Project. Flagging services for work that is not required by
the contract (temporary crossings, 