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Appendix D-3: Construction Project Process
☐ Prior to construction, contact and share relevant documents with MDOT SHA District Office
☐ Conduct a pre-construction meeting. Record and distribute meeting minutes.
☐ Confirm all relevant permits and preconstruction steps are satisfied
☐ Set up a project (field) office and ensure the field office maintains:
☐ a compliant record keeping system
☐ contract compliance
☐ DBE
☐ wage rates
☐ permits
☐ ROW documents
☐ Submit a project schedule (project sponsor to maintain, update, post as needed)
☐ Submit Traffic Control Manager information
☐ Approve subcontractors involved in the project construction
☐ Hold regular meetings with the contractor and prepare meeting minutes. Distribute minutes.
☐ Obtain Material Clearance, completing these four steps for all construction material prior to use:
☐ Submission (at least 30 days in advance of construction schedule) - Request meeting related to MMS if unfamiliar. Create MMS account with assistance from AME.
☐ Source Approval – Add SOS to MMS
☐ Testing – Follow processes and procedures outlined by OMT, MMS and related manuals
☐ Reporting – Obtain material acceptance and record all material tickets in the IDR.
☐ Begin submitting Monthly Clearance Report to OMT for review
☐ Begin construction and Inspector Daily Report
☐ If needed, follow the following steps for Change Orders
☐ Notify District Engineer (DE) and TA Program staff about possible change orders. Obtain concurrence from DE.
☐ Obtain written request of change order need from contractor
☐ Compile independent cost estimate, share with DE and compare to contractor’s estimate
☐ Prepare draft Change Order forms and submit to DE (copy to TA Program staff) for review
☐ Send final change orders to contractor for signature then to MDOT SHA for final approval. If approved, notify contractor and include with future contractor invoices.
☐ Final Inspection and Audit
☐ Prepare project punchlist
☐ Work with contractor to complete punchlist items
☐ Schedule and conduct final inspection in coordination with District Liaison and local jurisdiction
☐ Contact District Liaison to obtain checklist of records needed to enter contract finals
☐ Address audit discrepancies, if needed
☐ Notify TAP staff for concurrent before releasing retainage

☐ Request final material certification using form OOC 26 (Appendix D-10)
☐ Obtain partial or final acceptance and notify contractor
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