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= What is a Force Account used for?

= Review of Force Account responsibilities

Work

= Reminder

— Use only official ODOT forms

seeing during cursory reviews
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Extra Work on a Force Account Basis

— ODOT is in charge of and must document the work

= Review of the forms and resources used throughout Force Account

= Qverview of common issues that the Contract Administration Unit is

Force Account Responsibilities

RESPONSIBILITY MATRIX

12G-9 EXTRA WORK PERFORMED ON FORCE ACCOUNT BASIS

Activity Contractor | Inspector

PM

CAU

Directs the daily construction activities
necessary to accomplish the Extra Work

X

Prepares the Daily Force Account Record
(DFAR)

X

Acknowledge agreement with DFAR by
signature

X

Prepare Invoice billings for Labor,
Equipment, Materials or Special Services

Calculate Blue Book Rental Rates for
Equipment

Verify crafts, wage rates, and hours billed
on FA; compare to certified payrolls

Prepare Force Account Summary

Performs final review and approval of
Invoice billings

Makes payment for approved Force
Account work, or makes adjustments as
noted by CAU
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Construction Manual

OREGON DEPARTMENT OF TRANSPORTATION
CONSTRUCTION MANUAL

Chapter 12G

= The Force Account process is
governed by and outlined in
the Construction Manual,
Chapter 12G

= The process begins with an
approved Extra Work Order
(EWO)

= The Daily Force Account
Record (DFAR) is the key
document

"CHAPTER 12G - EXTRA WORK PERFORMED ON A FORCE
ACCOUNT BASIS (EWO)

Extra Work performed on a Force Account Basis (EWO) is used to equitably and
rmly cor fort ted price cannot be

Agency is assuming control for the portion of Work governed by the EWO. The Agency
will make the determination regarding what Equipment shall be used, what manpower is
necessary, and the work methods to be used to perform the Work (i.e., whether or not
overtime is necessary to accomplish the Work). The Agency assumes ail control of, and
responsibility for, the portions of Work to be accomplished under the EWO.

The following steps need to be followed to perform Extra Work on the Force Account
sis:

The Project Manager (PM) will need to make the determination that Extra Work is
necessary. Only Work not included in the Contract as awarded but deemed by the
PM to be necessary to complete the Project will be paid as Extra Work (See
00140.60)

2. The PM must discuss the Extra Work with the Contractor, define the scope of Work,
and discuss the options of means and methods for completing the Extra Work.

w

The PM must attempt to negotiate a Contract Change Order (CCO) with the
Contractor to perform the Extra Work. f the PM is unable to successflly negotiate
2 CCO, the Extra Work will be completed on a Force Account Basis

IS

Before the Extra Work to be performed on a Force Account Basis can begin, the PM
must
. Prepare and obtain approval of an Extra Work Order (EWO);

. Provide the Contractor with a written order to begin the Extra Work; and
Reach agreement with the Contractor on when, how, and with what
Equipment and labor the Extra Work will be completed (Actual Cost or
Standard Calculation).

oo

o

For each day on which Extra Work is performed, the Agency (typically the Inspector)
will complete a Daily Force Account Record (DFAR):
a. Both the Inspector and the Contractor's representative must sign the
completed DFAR at the end of the day. These signatures indicate agreement
on the accuracy and completeness of the information recorded on the DFAR.

* All Marked Text Updated October, 2010

Chapter 126 12G-1 Updated 10/10
Oregon http://www.oregon.gov/ODOT/Construction/Pages/Construction-Manual.aspx
m oF ransportation

Extra Work Order

Form 734-3208

= PM determines if Extra T mem——
Work is necessary "” ”“ I T
= Discuss with e ke
Contractor; attempt to
negotiate a CCO :
= |f no agreement can be
reached, execute an
Extra Work Order - | =
= |f the contractor can
agree on cost during
the early tracking L
periOd: a CCO should e ———— T s e T oW
be executed and the . .
EWO arCh ive d . s s g s s 9 i’“m“—w
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Daily Force Account Record Form 734-3428

Originator’s Copy —r oL o g
Jr— I —
Project Manager’s : DAILY FORCE
Copy e e
Contract Services . e e e p— | I
Copy i — s w1

Contractor’s N o
The DEAR NAvE oL [ ouRs DEScRPTION Toumrr 'l"‘_; | g
documents . oonorust = ‘g
h k 4 g § LUMP SUM" bl E’- 1|
t € wor g H PER ATTACHED INVOICE' I =l !
done under 3§ i
th e EWO o et oF EoumienT | wARAACTURER e[ axs | oese | 2 guenc e | pay aroaczaeT  oren | STORY i‘ |

e e oy ™ \
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Daily Force Account Record Form 734-3428

The DFAR is really a Daily Force Account “Contract”

= Both the ODOT representative and the Contractor’s representative
must agree in writing to this daily contract

— Do not proceed with disputed work!

= The ODOT representative/Inspector is responsible to:
— Prepare, sign and date a DFAR for each day of work

— Obtain the Contractor’s agreement with the DFAR in writing by
signature each day

— Use only the official ODOT quadruplicate DFAR form
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Daily Force Account Record Form 734-3428

= Summarizes everything that is to be paid and the type of work
completed that day/shift

A complete description of the work

« sufficient to verify the Class Code and Assigned Risk Rate for the
type of work being performed

Every person who worked

All equipment used

 with sufficient information for each piece of equipment to generate
an accurate Blue Book® Rental Rate

Every material used (down to each nut and bolt and represented in a
real receipt.)

7
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DFAR - Description of Work Form 734-3428

Each classification has a numerical
code number and brief description;
more detail can be found in the glossary
at the end of the document.

CLASSIFICATION
CODES & RATES

T2 AR O ST RECTON oA AR GRS

The description of work must clearly
illustrate the work activity being

performed in sufficient detail to verify
the classification code used in billing.

e DAILY FORCE -

T ACCOUNT RECORD E
s |
 J—

Additional detail can be provided in the remarks section

T Base rates for each class code and taxes are updated in January of each year. 8
o
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e
DFAR - Labor Form 734-3428

NAME CRAFT HOURS
GROUP NO ST oT

The DFAR must list:

= Employee’s name

= Employee’s craft

LABOR

= Total hours

— List Straight and OT hours
separately

— List “Supervisors” or “Owners”
only if they actually performed

work on the project NOTE: The shadowed
— Record hours to the nearest V4 “Ordered by Engineer” box.
hour You are responsible for this

— Confirm that wage rates on decision!
invoices are at least what is
required by the contract

Ordered by Engineer

9
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[
DFAR - Equipment Form 734-3428

The DFAR must list each piece of equipment utilized on the project on
the listed date with a description sufficient to establish an accurate Blue
Book® Rental Rate.

Please provide as much detail as possible!

T | T W oD, Tonr oron s 7 | ons | oeer | 57 SR O gAY A oven [ sroev |

h Only one
size A h
capacity allowed for g
cab type each piece 5

b axle config. | of equip “E

2| cubic ft/min §

8 ton rating, g

i ROPS/EROPS 5}
etc.

NOTE: The shadowed “Ordered by Engineer” box.

You are responsible for this decision!

10
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[
DFAR - Equipment Form 734-3428

Rental Rates are located within the Contract Payment System

2| “Blue Book
Rental Rates”
are upgraded
often for new
types of
equipment.
Check in if you
can't find
something, or a
vvvvv custom rate
can be created.

plasd All Saved... Market A...

AN 273

AN 328

Following are
ol T tips for use in
S obtaining rates.

I‘

Equipment Cost Recovery

oregon
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DFAR - Equipment Form 734-3428
Using EquipmentWatch
[ ¢ ] ‘ browse al! ® models Q ‘
Filters Clear All
sls ‘Rental Rate Blue Book ABG
- oin TITAN125
[ value: t Data (8,221 = Asphalt Equipment v = = = v
[ verification {8 [PUp—— Crawler Mounted Asphalt Pavers
E Retail Rental AR s
] Specs (16,180) iﬂg -
The best way to start a search is to begin by checking the box called
“Costs/Rental Rate Blue Book” — this will pare down the results to the ones
for which cost information is available.
12
m e bment
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DFAR - Equipment
Using EquipmentWatch

Once selections are narrowed by
cost information availability,
there are several ways

to search for

equipment:

= Search bar
= Category

= Manufacturer

When the desired equipment is
located, click on the Model
number to see the listing detail:

oregon
Department
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Form 734-3428

15

DFAR - Equipment
Using EquipmentWatch

Once in the equipment detail,
several selections need to be made
to create an accurate rental rate
sheet for use in Force Account work:

= Model year (and possibly other
equipment details, depending on
the item)

= Organization (always select
Oregon DOT)

= Effective date(s) of the work

. T . $121.70 +
When selections are finalized, click

the printer icon to produce the rate

Form 734-3428

RIFICATION RETAIL RENTAL spEcs

Operating Cost Vour FHUARate (k)

$87.25 = 5208.99

sheet.

$21,42000+  $0.00

176

Oregon
Department
of Transportation

$000 +  $0.00
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[
DFAR - Equipment Form 734-3428

£ EquipmentWatch.

e aqipemen oeatcheom

Ensure the S
details match Rental Rate Blue Book® Auussza.znn

Caterpillar D8T f

the equipment s

Size Class:
260- 358 HP

‘Weight } -
mos P
‘Configuration for D8T

Dozer Type Semi-U Net Horsepower 310hp
Power Mode Diessl Operator Protection ERQPS.

Blue Book Rates
* FHWA Rate tscqual

/e I /N
Enter the 4 wdoperang
_— ou P S oy
correct Abisedaes sa00000 5130000 22500 sor2s 20895 The totals
. Adjustments. field will
figures on the segn regm : : autamatically
Force Moderves § N . figures will
:umm,.‘\sun:: R = . match if data
i ‘
Account o o _-_ S e g po— s enterad

Invoice for Btnens FORCE ACCO VOICE FOR EQUIPMENT AND MAYERIALS

. 1 BRIt i
Equipment s o . ===
and Materials [FREPAREDBY [ i [sUBCOTTRACTOR BN APPLIGABLE) ) T S WoRK doER )

&5 [ramef e ez

& |88

A A A A A
SENSESESSSSESEESSSESES %

15
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I
DFAR - Materials Form 734-3428

The DFAR must list all of the materials used on the project on the listed
date

DESCRIPTION ’ QUANTITY | UNIT

= |[tem description

= Unit price DO NOT LIST:

"ALL"
"LUMP SUM"
OR
"PER ATTACHED INVOICE"

= Quantity

MATERIALS

Reminder - do not use these terms!

Review is expedited when the descriptions are similar to the
terminology on the supporting invoices.

16
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Equipment Watch in AWP: Contract Vendor Assets

20 ke
Overview
Contract Vendor Asset Summary
+ Contract: 00_MLJ_05-00_MLJ_05 ~ 0
Vendor: 217272 - AMERICAN ROCK PRODUCTS

Equipment

1 added| O marked for deletion | 0 changed
New w
Personnel

. Active x
Staft

Equipment ID v Equipment Description * ¥ Effective Date ¥ Expiration Date ¥ Status ¥

a |mmddyyy B mmiddyyyy B

AWP will have a record of the Primes equipment and personnel listed on the
project record. This can be used to access the Equipmentwatch record and Labor
information by the Prime for the FA. The Equipmentwatch record will need to
show date of work and OR state code before it is imported back to AWP.

oregon
Department
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Force Account Billings

Monthly invoices submitted by the Contractor to the Project Manager’s office
must be reconciled with the DFAR'’s prior to payment. Only items listed on the
DFAR will be paid. The Contractor is to use only official ODOT forms.

= |Labor

— Travel and subsistence are not typically paid if regular bid item work is still
occurring. Documentation is required if requesting compensation.

— We DO NOT pay for the Oregon Hourly Assessment, the State of Oregon
Assessment, Medicare Tax, SDI or other Liability Insurance. These are covered
in the Assigned Risk Rate.

— Costs incurred as part of the CAT Tax effective 5/16/2019 or Paid Leave Oregon,
should be included in Contractor’s overhead, not billed separately.

= Equipment listed must have supporting Rental Rates

= Material costs listed must have supporting invoices (Not Quotes or Ads)

17
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Invoice — Labor Actual Cost Form 734-1863B

Force Account Invoice for Labor - Actual Cost Calculation

"30(b) of the i Construction)
.
=
: \ e | ] s,
1 o
Z
s
X
s
Z
=
B
=
B
i
° Ei
i
B
8 o
-
B o
10 o
e —— =
Above Heurs #hee
Tatal to Line A

18
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Invoice — Labor Actual Cost Form 734-1863B

Taxes and Insurance on Payroll
Computed Rate % rm"‘"
Class Code Rate = CONTRACTORS EXPERIENCE MODIFICATION FACTORS
| Assianed Risk Base Rate X
” | A2Z Flagging LLC ) 361-330-463
Experience Modification Factor o |
Mod Factor Effective Date Expiration
Social Security - FICA 0.93 8/1/2015 7/31/2016
Oregon Unemployment 4
Federal Unemployment |
Transit (if applicable) The Assigned Risk Rate, Experience
Modification Factor, and Tax Rates must
all be from the predominant time period
the work was completed.
Add all
Total Percentages for Taxes and Insurance | B = total

Social Security/Medicare| 7.65% '
Oregon Unemployment| 2.40% Base Rate !
Federal Unemployment| 0.60%
CLASSIFICATION ST

Lane County] _0.73% (1/1/2015)
CODES & RATES T
WeDONOT pay for the state of & Medicare Tax, 501
o ity 3 in

DESCRIPTION OF WORK: (For rates not posted please call503.986.3029)

N\307%/ wymuusws ‘GARDENING & DRIVERS

19
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2018
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Invoice — Equipment & Materials Form 734-1864
0 ik FORCE ACCOUNT INVOICE FOR EQUIPMENT AND MATERIALS
of ransportation
-~
FREFARED BY T oA PLICABLE) B End ETRA WORK GROER #
| | [
= —
B
(LINE A + LINE B) C
[(LNE Cx 17%) o [3)
(LINE C + LINE D)

‘SUBMIT THE ORIGINAL AND ONE COPY TO PROJECT MANAGER Marku P is 17%
734-1864(9:2015)
ore_
Department
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Common Issues found during CAU Review of
Force Account documentation:

* Incorrect Blue Book® Rental Rates

— Incorrect time period for the work (outdated Rental Rate sheets)

— Omitted model year or fuel type adjustment

— Incorrect equipment details (Wrong Truck, Use MISC truck if needed)

= Incorrect information in the Taxes & Insurance on Payroll part of
the Labor Actual Cost Calculation form

— Information from the wrong year (must match year of the work):
» Experience Modification Factor

» Taxes (Transit for Trimet or Lane Co.)

No corrections will be made to the Force Account
Summary if the sum of corrections is <$10

21
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Doc Express/AWP and Force Account Billings

If you have a Doc Express project or are getting your first opportunity in AWP, getting CAU review and
feeback before you start collecting signatures can ensure revision requests are avoided. The
information presented here still applies in regard to how to properly fill out force account billing
documents. The process changes are in regard to how signatures are obtained and the final
documents are distributed:

= Force Account billings will be filled out as standard with the exception of the signatures and dates
on the Summary sheet. (These are collected electronically during online review acceptance steps)

= Once Force Account billings are submitted into the appropriate drawer or AWP tab under the
applicable contract in Doc Express and AWP, signatures and dates will be obtained through the
workflow as shown on the Naming Conventions Master spreadsheet available in the Standard
Documents contract in the Doc Express User Guides drawer and in AWP.

— Although not mandatory, it is helpful for any signature fields on the form to include the typed
names of all parties. If those are left blank, the signature sheet that Doc Express/AWP
creates will show who signed the document and the date (via each of the workflow steps),
but in the interest of not having to search for this information having the typed names is
advantageous.

= Doc Express/AWP workflows and naming conventions are subject to change when the need for
correction or improvement arises. Always refer to the Naming Conventions Master spreadsheet and
contact eConstruction team with any questions: ODOTeConstruction@odot.state.or.us

22
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: Same Forms, New Locations
- ’
vy e
-
ENEED scors o 1o
Progress Ovenview  Consiucton Stockpie  Contract Adminisraton (” Contract Documentation “Ypontact Materials and Acceptance Actions  llems  Payment Esimate Approval Levels  Payment Estimate Exception Override  Projects
Subcontacts
Contract Progress Summary
N
v Contract: C0754 RIDGES MULTNOMAH BLVD,CAPITOL HWY RAMP, & BARBUR BLVD BEa -
Genera contactip J— —/
Financias corst corss
Bty Work Reports Description Federal Project Number
Diaes 1-5 BRIDGES MULTNOMAH BLVD CAPITOL HWY RAMP, & BARBUR BLVD
Diary Adustments
State Project Number
payment Estmates Prime Contractor 4
conactors cviooassao
£A Number
Prime Confractor Name
oA merts © MITRAC CONSTRUCTION ING
o state Oversight
tem Adustments RemitAddress
Agency Views A0
i Designs RENT - REMIT ADDRESS 65329 HUKTER RO Fiela Coordinator
(hcranoe
Progress Schedule Q. Begin typing to search or pre
Weekiy Report Of Time Charges. Contract status Local Agency Project Engineer Name.
Force Accounts Pending Q Begin typing to search or press Enter
SOt PETiods Contract Type Consultant Resident Engineer Name
Earth-Moving Events - Q_ Begintyping to search or press Enter
Spec Book Project Engineer
B3 .
Unit Systam Local Agency Office
oregon
Department
of Transportation
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Presentation Resources & Links

= Specifications
— §00197.00 of the Standard Specifications of Highway Construction
—  http://www.oregon.gov/ODOT/Business/Pages/Standard_Specifications.aspx

= Procedures
— ODOT Construction Manual Chapter 12-G
—  http://www.oregon.gov/ODOT/Construction/Pages/Construction-Manual.aspx

= General Questions
— Kim Free 971-375-8481 (Kimberly.free@odot.oregon.gov)

= Blue Book® Rental Rates (EquipmentWatch)

— For unique equipment or assistance contact Kim Free or Mike Dennee

Oregon
Dc’:ég;rlmenl
of Transportation

Presentation Resources & Links

ODOT Construction Section » Resources and Links m‘

ODOT Home | Directors Office ¥ | Central Services v | DMV'¥ | Highway ¥ | Motor Carer v | Transit/Rallv | Trans Development ¥ | Safety ¥

Home

Abant s Resources & Links

Calendar

Directory
[ cecources stk

Vehicle & Equipment Overview

Calendars

Concrete Repair

e Below is an alphabetical list of resources (manuals, publications, calendars) and lnks used most often by the Construction

Section

Class Codes

ClassCodes.pdf (oregon.gov)

Experience Modification Factors
Construction Section - mod_factors.pdf - All Documents (sharepoint.com)

Office Lens for Android and iOS

Oregon
Department
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Questions?

29

Thank you!

30
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