SUBPART E – EQUIPMENT, RECORDS, AND COORDINATION

512.41 Records


UT 512.41 (c) (2)
i. All construction records are legal documents.  As such, correctness and completeness are necessary as these documents are part of the project record and may be utilized as a resource or as evidence should discrepancies or failures occur.

ii. Competent engineers and technicians assigned as inspectors will be responsible for all written and photographic documentation, as applicable, on construction contracts.  These persons assure that all the required information is properly correlated and recorded in the construction record.

iii. The individuals responsible for the construction record will see that the documentation recording contractual activities for archiving and legal purposes includes:
1. Normal working conditions and construction methods
2. Poor working conditions and construction methods
3. Installation quantities; size, type or description, and station or location
4. Inferior work performed
5. Decisions and instructions

iv. Project records and documentation for Class I through IV jobs installed under the Conservation Operations or Farm Bill programs are required.  The degree of construction documentation depends on the complexity of the work.  Events that have a bearing on the job are to be recorded in a construction record or within the conservation technical notes.

v. The use of Form SCS-ENG-310, Job Diary, is required for all Job Class V through VIII works for which Federal funds are paid.  This includes all contracts.  The job diary shall provide a complete history of the construction work done under the contract, listing in chronological order the events that have a bearing on the performance of the work.

vi. Quality control and quality assurance testing records pertinent to as-built documentation for jobs Class I through VIII are to be retained in a construction folder and maintained with the as-built plan file.

vii. Instructions for completing the Job Diary SCS-ENG-310 (See 120-V-Contracts, Grants, and Cooperative Agreements Manual, June 1980; amended) include:
1. Have the job diary readily accessible at all times, preferably carried on the person, so an entry can be made as soon as an event occurs.
2. Use a ballpoint pen or indelible fine tip marker and write or print legibly.  Line through an incorrect entry leaving it legible and restate the entry correctly.
3. Include the bid schedule with unit amounts and cost per unit.
4. Include a record of the material certifications.

5. List construction equipment type, size and hours worked.  Equipment should be further identified by number.  If there is no number on the item of equipment, it may be necessary to attach temporary identification for record purposes.
6. The inspector is to make applicable entries for date, weather, work shift, work force and estimated quantities for pay work accomplished.
7. Record the number of skilled workers and laborers.

8. Prepare separate reports in the same book for each shift if the contractor works more than one shift a day.
9. Account for each calendar day by preparing reports for non-workdays such as holidays, Sundays, or periods during which work is suspended that might affect the performance of the contract.
10. Leave no blank lines or spaces in the body of the daily narrative or create an opportunity for subsequent back-filling of the text.  Avoid any potential for modification of the record.
11. Narrative entries are to include the following events or items of importance:
a. Instructions received from supervisors.
b. Instructions given to the contractor.  Under certain circumstances, it may be desirable to request the contractor’s initials pertaining to the instructions.
c. Notation of stakes placed and measurements made.  Include the method used in making the measurements.
d. Detailed record of installed or completed components.  Include the station and time of day.
e. Reference to quality control tests with notation of results.
f. Change of supervisory personnel.
g. Reasons for lost time or delays.
h. Safe work practice issues both effective and questionable.  Record the nature of safety mishaps.
i. Any development that might result in having to determine the necessity for a contract modification.
j. Agreements and disagreements with the contractor.  In recording the contractor’s comments, use direct quotes to reflect the contractor’s disposition and attitude.
k. Detailed record of problems encountered by the contractor, particularly if it appears that a differing site condition may exist.
l. Record of efficiency or inefficiency of the contractor or the operations of the sponsors.
m. If it appears that a claim is developing, keep a record that will make it possible for the Contracting Officer to determine the contractor’s costs for the work.
n. Detailed record of rejection of work, materials, or material certifications.
o. Detailed record of extra work performed by the contractor including work due to engineering errors.
p. Identify visitors by name and title.  Briefly state the reasons for the visit and the time and duration of the visit.
q. Include photos and/or sketches (if photos aren’t available) that clarify the written narrative.  These should be located in the back of the job diary and cross-referenced to the narrative.
viii. Follow each entry in the narrative portion of the Job Diary report with the signature of the person making the entry and line off each entry from the other entries.  If it is necessary to continue to another page, use one of the ruled pages in the back of the book.  Cross reference the pages and date and sign the entry on each page.
ix. Should legal claims or other issues arise, an incomplete or misplaced job diary has serious implications regarding contract performance, e.g.: progress, payments, and deficiencies that the record should address.
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