
100 SERIES 

GENERAL PROVISIONS 
 

CONTROL OF WORK 
(PROJECT PROCEDURES) 

 
 

Job Element Date Project Inspector’s Signature 
Uses the VDOT Construction 
Manual as a reference. 

  

Explains the order of contract 
items as outlined in Section 
105.15 of current VDOT Road & 
Bridge specification Book  

  

Explains the procedure to solve a 
discrepancy between the items in 
a contract in terms of order 
(Section 105.05) 

  

Demonstrates a method for 
updating (identifying & 
referencing changes shown in the 
contract) the Road & Bridge 
Specifications book for a small 
project with a range of 
approximately 20 – 40 pay items. 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7-1 1/15/12 
 



100 SERIES 

 
GENERAL PROVISIONS 

 
CONTROL OF WORK 

(PROJECT PROCEDURES) 
 

General description of how competencies were completed: 
 
 
Trainee’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
Project Inspector’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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100 SERIES 

GENERAL PROVISIONS 
 

CONTROL OF WORK 
(PROJECT PROCEDURES) 

 
CQIP CHECKLIST 

 
SECTION  QUESTIONS 
 
  
 
105.03(1) Are project records being maintained in accordance with the 

guidelines set forth in Appendix C of the Construction Manual? 
 
105.03(2) Does the Inspector promptly notify the Contractor of non-

conformance with the contract documents by the Contractor? 
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100 SERIES 

GENERAL PROVISIONS 
 

CONTROL OF WORK 
(CONSTRUCTION STAKES, LINES AND GRADES: SLOPE 

STAKING & BRIDGE STATEKOUTS 
 
 

Job Element Date Monitoring 
Inspector’s 
Signature 

Explains the use and meanings of slope stakes. 
 

         

Explains when a slope stake is offset. 
 

  

Verifies the contractor’s survey layout of either a roadway or 
structure at a minimum of two (2) stations. 
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100 SERIES 

GENERAL PROVISIONS 
 

CONTROL OF WORK 
(CONSTRUCTION STAKES, LINES AND GRADES:  SLOPE 

STAKING & BRIDGE STAKEOUTS) 
 

 
General description of how competencies were completed: 
 
Trainee’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
Project Inspector’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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100 SERIES 

GENERAL PROVISIONS 
 

CONTROL OF WORK 
(CONSTRUCTION STAKES, LINES AND GRADES:  SLOPE 

STAKING & BRIDGE STAKEOUTS) 
 

CQIP CHECKLIST 
 

SECTION  QUESTIONS 
 
517.01(1)  Is the contract survey in accordance with the special provisions and  

the Department’s current survey manual?  (Ref.:  Special 
Provisions) 

 
517.02(5) Has the Contractor provided to the Engineer a record copy of 

certified plats, survey drawings, field notes and computations, and 
stakeout information prior to use for all construction, including the 
specific requirements for “C” projects, Section 517.04 and “M” 
projects, Section 517.05? 

 
517.04/05(e)(d) For Construction (C) or Minimum Plan (M) projects, did the 

Contractor provide horizontal and vertical control for all box 
culverts, all pipe culvert installations (including single and 
multiple line installations) with a total hydraulic opening 
equivalent to 12.6 square feet and larger, and for all closed systems 
such as storm sewers, and sanitary sewers regardless of size, in 
accordance with this section? Ref: 517.04(e) and 517.05(d). 

 
517.04/05(f)(e) For Construction (C) or Minimum Plan (M) projects, did the 

Contractor provide horizontal and vertical control for all box 
culverts, all pipe culvert installations (including single and 
multiple line installations) with a total hydraulic opening 
equivalent to 3.1 square feet and up to 12.6 square feet, in 
accordance with this section? Ref: 517.04(f) and 517.05(e). 

 
517.04/05(d)(c) For Construction (C) or Minimum Plan (M) projects, did the 

Contractor provide horizontal and vertical control for bridges in 
accordance with this section? Ref: 517.04(d) and 517.05(c). 
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100 SERIES 

GENERAL PROVISIONS 
 

CONTROL OF MATERIAL 
(MATERIALS ENTRY DATA) 

 
 

Job Element Date Project Inspector’s 
Signature 

Explains why a Materials Notebook should be 
properly maintained on a project.  
 

  

Describes the 4 major types of acceptance 
methods for highway materials. 
 

  

Enters the required information in the 
Summary of Required Test Documentation of 
the Materials Notebook for a minimum of 16 
different materials (4 per acceptance method). 
 

  

For the same materials above, enters the 
required information in the Summary of 
Estimated and Pay Quantities of the Materials 
Notebook. 
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100 SERIES 

GENERAL PROVISIONS 
 

CONTROL OF MATERIAL 
(MATERIALS ENTRY DATA) 

 
 

General description of how competencies were completed: 
 
Trainee’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
Project Inspector’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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100 SERIES 

 GENERAL PROVISIONS 
 

CONTROL OF MATERIAL 
(MATERIALS ENTRY DATA) 

 
CQIP CHECKLIST 

 
SECTION  QUESTION  
 
106.02 Has the Contractor provided the Engineer with a copy of all  

invoices for materials delivered to the project? 
  
106.03 Has the Contractor submitted for approval in accordance with the 

specifications on Local Material Sources, all necessary agreements 
and plans for opening or reopening a local pit or quarry prior to the 
performing any work? 

 
106.04 Has the Contractor submitted and had approved all information 

required in this section before utilizing a disposal area? 
 
106.09 Are materials being handled in a manner that will preserve their 

quality and fitness for the work? 
 

106.10 Have materials that do not conform to the specifications been 
replaced, or if repaired, approved by the Engineer prior to use? 
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100 SERIES 

GENERAL PROVISIONS 
 

CONTROL OF MATERIAL 
(DISPOSAL AREAS) 

 
 

Job Element Date Project Inspector’s 
Signature 

Explains the procedures that a contractor must 
follow in securing the approval of a disposal 
area. 
 

  

Explains the contents of a contractor’s site plan. 
 

  

Explains the responsibilities of both the 
Contractor and VDOT as they pertain to disposal 
areas. 
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100 SERIES 

GENERAL PROVISIONS 
 

CONTROL OF MATERIAL 
(DISPOSAL AREAS) 

 
General description of how competencies were completed: 
 
Trainee’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
Project Inspector’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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100 SERIES 

GENERAL PROVISIONS 
 

CONTROL OF MATERIAL 
(DISPOSAL AREAS) 

 
CQIP CHECKLIST 

 
SECTION   QUESTIONS 
 

 
106.03   Has the Contractor submitted for approval in accordance with  

the specifications on Local Material Sources, all necessary  
agreements and plans for opening or reopening a local pit or  
quarry prior to performing any work? 
 

106.04   Has the Contractor submitted and had approved all information  
required in this section before utilizing a disposal area? 
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100 SERIES 

 
GENERAL PROVISIONS 

 
ENVIRONMENTAL PROTECTION 

(PERMITS, CERTIFICATES, LICENSES & STIPULATIONS) 
 
 

Job Element Date Project Inspector’s 
Signature 

Explains in general terms the section on 
Environmental Stipulations. 
 

  

Explains in general terms the section on Permits, 
Certificates, and Licenses. 
 

  

Verifies that the contractor has an employee certified 
by the Department of Conservation and Recreation 
on the project during any land-disturbing operations. 
 

  

Verifies that the contractor corrects any erosion 
& siltation problems following a heave rainfall. 
 

  

Enforces all environmental specifications as they 
pertain to a stream/wetland crossings. 
 

  

Describes a minimum of six different erosion and 
siltation controls. (Reference the Erosion and 
Sediment Control Handbook.) 
 

  

Explains the difference between a Stormwater 
Management Basin and a Temporary Settlement 
Basin.  (Reference the Erosion and Sediment Control 
Handbook.) 
 

  

Explains the specification pertaining to burning 
debris from construction operations. 
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100 SERIES 

GENERAL PROVISIONS 
 

ENVIRONMENTAL PROTECTION 
(PERMITS, CERTIFICATES, LICENSES & STIPULATIONS) 
 
 
General description of how competencies were completed: 
 
Trainee’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
 
Project Inspector’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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100 SERIES 

GENERAL PROVISIONS 
 

ENVIRONMENTAL PROTECTION 
(PERMITS, CERTIFICATES, LICENSES & STIPULATIONS) 
 
 

CQIP CHECKLIST 
 
SECTIONS    QUESTIONS 
 
107.01 Prior to commencing work, did the Contractor notify or request the  

utility company to locate their underground utilities? 
 

107.17(a)  Does the Contractor continuously prosecute the work on or over  
   the railway right-of-way to minimize the need for flagger or  

watchman service? 
 

107.19(b)  Has the Contractor submitted and had approved a plan of  
   operations showing the design and method of proposed structural  

operations on railway right-of-way? 
 

107.09(c)  Has the Contractor and/or subcontractors submitted for approval  
   and retention to the Railway Company, a railroad protection 

liability insurance policy and certificate of insurance prior to  
starting work on railway right-of-way? 
 

107.11 Are the explosives stored and handled as required by the governing 
rules and regulations? 

 
107.08   Has the Contractor furnished the Engineer a copy of executed  

written agreement(s) prior to entering private property? 
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100 SERIES 

GENERAL PROVISIONS 
 

PROSECUTION AND PROGRESS OF WORK 
(PROGRESS REPORTS) 

 
 

Job Element Date Project Inspector’s 
Signature 

 
Explains the various types of shutdowns. 
 

  

Enters the shutdown information on a 
Minimum of two (2) Progress Reports. 
 

  

Explains the various types of time 
extensions. 
 

  

Enters the time extension information on 
these two (2) Progress Reports. 
 

  

Determines the correct work-performed- 
to-date on these two (2) Progress Reports. 
 

  

Completes the “remarks column” on these 
two (2) Progress Reports. 
 

  

Enters the realistic date of completion on  
these two (2) Progress Reports. 
 

  

Verifies the accuracy of all the various 
details on these two (2) Progress Reports 
with the Lead Projector Inspector. 
 

  

 
 
 
 
 
 
 
 

 
 

 

7-16 1/15/12 
 



100 SERIES 

GENERAL PROVISIONS 
 

PROSECUTION AND PROGRESS OF WORK 
(PROGRESS REPORTS) 

 
 
General description of how competencies were completed: 
 
 
Trainee’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
Project Inspector’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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100 SERIES 

GENERAL PROVISIONS 
 

PROSECUTION AND PROGRESS OF WORK 
(PROGRESS REPORTS) 

 
 

CQIP CHECKLIST 
 
SECTION  QUESTIONS 
 
105.06   Are subletting requests being handled in accordance with the  
   requirements of this section? 
 
105.01 Unless otherwise permitted, has the Contractor started work within 

15 days of the date of contract execution specified in the Notice to 
Proceed? 

 
105.05   Do the workers and equipment satisfy the requirements of this  

section? 
 

105.03(a)  Has the Engineer had to suspend the work because the Contractor 
failed to carry our provisions of the contract? 
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100 SERIES 

GENERAL PROVISIONS 
 

MEASUREMENT AND PAYMENT 
(COMPUTERIZED MONTHLY ESTIMATES)  

 
 
 

Job Element Date Project Inspector’s 
Signature 

 
Completes the following reports for one 
monthly estimate: 

1. Summary to Contractor 
2. C-79 Report 
3. Overrun Report  
4. Charge Summary 
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100 SERIES 

GENERAL PROVISIONS 
 

MEASUREMENT AND PAYMENT 
COMPUTERIZED MONTHLY ESTIMATES 

 
 
General description of how competencies were completed: 
 
 
Trainee’s Comments: 
 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
Project Inspector’s Comments: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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