[image: ]Matanuska-Susitna Borough
Capital Projects
Roadway Construction Forms

Inspector's Daily/Weekly Report
 	From construction manager to Matanuska-Susitna Borough.  A Daily/Weekly Report is a summary of daily 	or weekly conditions and events at a jobsite. A daily report is typically prepared by an on-site 	superintendent for the offsite project managers. It records the weather, number of workers / employees on-	site and their hours worked, equipment used at the construction site, testing and inspections, safety issues 	and accidents (if 	any), and can serve as evidence in case of disputes.  Form requires inspectors name, 	company and signature.  

Deviation Request
	From contractor to Matanuska-Susitna Borough through construction manager.  A Deviation Request 	provides before-the-fact approval of a substitute or discrepant part.  Form requires signatures by contractor 	(if originally submitted by contractor), project engineer, Matanuska-Susitna Borough project manager and 	the design engineer.  If the Matanuska-Susitna Borough project manager decides that the design engineer 	doesn't need to sign, then the Capital Projects Director or the Pre-Design and Engineering manager can sign 	instead.  

Request for Information (RFI)
	From contractor to Matanuska-Susitna Borough through construction manager.  An RFI is used to gather 	information to help make a decision on what steps to take next.  Form requires signatures by contractor (if 	originally submitted by contractor), project engineer, and Matanuska-Susitna Borough project manager.

Substitution Request
	From contractor to Matanuska-Susitna Borough through construction manager.  The Substitution Request 	form is used to substitute materials originally called for on construction projects.  Form requires signatures 	by contractor (if originally submitted by contractor), project engineer, Matanuska-Susitna Borough 	project manager, and the design engineer.  If the Matanuska-Susitna Borough project manager decides that 	the design engineer doesn't need to sign, then the Capital Projects Director or the Pre-Design and 	Engineering manager can sign instead.  

Submittal Transmittal
	From contractor to Matanuska-Susitna Borough through construction manager.  A Submittal Transmittal 	is used as a cover sheet for submittal packages and also tracks the progress of submittals.  Form requires 	signatures by contractor (if originally submitted by contractor), project 	engineer, and Matanuska-Susitna 	Borough project manager.

Submittal Register
	The Submittal Register is a list of submittals.  The submittal register is generated by design engineer and 	accompanies the bid documents.  




Transmittal Letter
	A Transmittal Letter is a cover sheet for sent records, documentation or required materials for the 	project. 	Sender needs affirmation that transmittal was received by recipient.  Individual contractors/consultants 	generate their own transmittal letter.  Standard transmittal letter is not required by the Matanuska-Susitna 	Borough.

Design Clarification/Verification Request (DC/VR)
	A DCVR is a question posed by the construction contractor to the project engineer or the MSB, seeking 	clarifications to contract requirements or issued by the project engineer or MSB, to clarify items within the 	contract documents.  This 	DCVR documents the history of this issue, and will be finalized as a “no-cost” 	clarification.  DCVRs must be issued in numerical order starting with Number 001 preceded by a “C” for 	Contractor or an "E" or MSB.  Form requires signatures by contractor (if originally submitted by 	contractor), project engineer, Matanuska-Susitna Borough project manager, and the design engineer.  If the 	Matanuska-Susitna Borough project manager decides that the design engineer doesn't need to sign, then the 	Capital Projects Director or the Pre-Design and Engineering manager can sign instead.  

Field Directive
	The Field Directive form can be used to instruct contractors or subcontracts to perform additional 	work, 	emergency work, unexpected work, or confirm and clarify work that is already scheduled.  Additional work 	shall be accompanied by a change order.  For emergency work the change order can follow up on the field 	directive.  

Uniform Contract Modification/Amendment
	A Contract Modification or Amendment is work that is added to or deleted from the original scope 	of work of a contract, which alters the original contract amount and/or completion date.  It is sometimes 	informally referred to as a change order.  Contract Modifications or Amendments need official approval 	from the Purchasing Officer, or in some case the MSB Assembly, and must be routed through admin 	support for proper processing.
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