IB-040618r2.1-10p 
Instructions on Using DAGS Inspection Branch Forms – June 18, 2004
1. Submittal Register:

· Contractor shall prepare the submittal register.  
· All submittals required by specifications shall be listed in the register, including all required tests and closing documents.  
· Contractor shall keep the register updated including sent and receive dates and approval codes. 
· There are basically three categories of submittals; Data, Testing, and Closing 
· List each type of item in a section as a separate line item 
· The updated register shall be emailed to Inspection Branch and the design consultant upon request.  An updated register will be required prior to processing any monthly payment.
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You may add rows to the Excel spreadsheet, but do not add columns or make other modifications.  Use of the form must remain uniform.

2. Submittal Transmittal:
Standard Procedure: 
· Contractor shall prepare the submittal transmittal.  
· All submittals shall have the proper amount of copies.  State (2), Consultant (2), User (1)  

· A transmittal with Contractor’s stamp is attached. 
· Contractor shall sign and date the first signature line.  
· Contractor shall deliver the submittal to DAGS Inspection Branch.  
· Inspection Branch shall sign and date the second line on the transmittal, and notify the Consultant to pick up submittal.  
· Consultant shall review submittal, attach their stamp with code, then sign and date the third line on the transmittal.  Any comments may be attached to a separate transmittal or made directly on the submittal.  Consultant may retain one or two copies, depending if a sub consultant is involved.  
· Consultant shall deliver the submittal to Inspection Branch.  
· Inspection Branch will sign and date the fourth line on the transmittal and notify the contractor to pick up the submittal.  
No submittal will be considered approved unless it has been signed by Inspection Branch.
 SEQ CHAPTER \h \r 1STATE OF HAWAII

DEPARTMENT OF ACCOUNTING AND GENERAL SERVICES

DIVISION OF PUBLIC WORKS

P.O. BOX 119

HONOLULU, HAWAII  96810-0119

TRANSMITTAL FORM

	PROJECT:
	 LOCATION

	
	 WHERE & WHAT IS BEING DONE

	D.A.G.S. JOB NO:
	 

	

	PROJECT ENGINEER:
	 
	INSPECTOR:
	 

	

	CONTRACTOR  
	CONTRACTOR

NAME
	
	CONSULTANT 
	LEAD CONSULTANT NAME

	PHONE:
	
	
	PHONE:
	

	FAX:
	
	
	FAX:
	

	EMAIL:
	
	
	EMAIL:
	

	

	TRANSMITTAL TYPE:

	

	SUBMITTAL
	X
	REQUEST FOR CHANGE (RFC)
	
	MONTHLY ESTIMATE
	

	

	PAYROLL AFFADAVIT
	
	REPORT
	

	

	
	INFORMATION
	

	

	NO.
	DATE SENT
	NO. SENT
	SECTION NO. / REF.
	SECTION NAME
	ITEM SENT
	TYPE
	*NO. RTN’D
	** CODE

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	

	*
	COPIES RETURNED TO THE CONTRACTOR AFTER 2 OR 3 COPIES TO THE STATE
	**
	SUBMITTAL COMPLETION CODE - BELOW:

	

	A01
	Approved, Subject to Contract Requirements
	D01
	Disapproved, Not pre-qualified

	A02
	Approved as Noted, Subject to Contract Requirements
	D02
	Resubmitted and Disapproved

	A03
	Resubmitted and Approved
	R01
	Disapproved, Revise and Resubmit

	
	I01
	For your reference

	

	
	 
	<<Note if sent directly
       to the Consultant

	SIGN – CONTRACTOR SENDING TRANSMITTAL


	
	DATE
	
	If arranged - Consultant to retain own copies & return 2 copies to DAGS.   Contractor to pick-up the << rest.

	SIGN - RECEIVED FROM CONTRACTOR - SENT TO CONSULTANT
	
	DATE
	
	

	
	
	
	
	

	SIGN - CONSULTANT RECEIVES & REVIEWED
	
	DATE
	
	

	
	
	
	
	

	SIGN - RECEIVED FROM CONSULTANT - SENT TO CONTRACTOR
	
	DATE
	
	

	

	REMARKS:




	CONTRACTOR NAME

	

	PROJECT:
	

	
	

	DAGS JOB NO.
	

	

	THIS SUBMITTAL HAS BEEN CHECKED BY THIS GENERAL CONTRACTOR.  IT IS CERTIFIED CORRECT, COMPLETE, AND IN COMPLIANCE WITH CONTRACT DRAWINGS AND SPECIFICATIONS.  ALL AFFECTED CONTRACTORS AND SUPPLIERS ARE AWARE OF, AND WILL INTEGRATE THIS SUBMITTAL INTO THEIR OWN WORK.

	

	SUBMITTAL NUMBER……………..
	

	DATE RECEIVED……………………
	

	SPECIFICATION SECTION NO……
	

	SPECIFICATION PARAGRAPH NO.
	

	DRAWING NUMBER……………….
	

	SUBCONTRACTOR NAME…………
	

	SUPPLIER NAME……………………
	

	MANUFACTURER NAME………….
	

	

	NOTE:  DEVIATIONS FROM THE CONTRACT DOCUMENTS ARE PROPOSED AS FOLLOWS

	
	DEVIATION
	
	NONE

	DEVIATION BEING INCORPORATED:

	

	CERTIFIED BY:
	
	DATE:
	

	
	
	


Alternative Procedure 1:  
· In order to expedite processing of submittals, with Inspections Branch’s specific approval, the Contractor may deliver the submittal package directly to the consultant and shall check the box on the mid-right side of the form, indicating this is being done.  
· Upon the Consultant completing their review of the submittal, signing and approval coding it, the Contractor can pick-up and deliver the submittal to Inspection Branch; or the Consultant shall deliver the package to Inspection Branch.  
· Inspection Branch will sign and date the fourth line on the transmittal and notify the contractor to pick up the submittal.  

No submittal will be considered approved unless it has been signed by Inspection Branch.
Alternative Procedure 2:  
Submittals may be emailed without hand carrying of any documents or paperless.

· Inspection Branch, Contractor, and Consultant must be in agreement and each must have the capability before proceeding with emailing of submittals, though this capability should be reached by all parties within a year. 
· The entire package, including the Transmittal Form (in MS WORD with digital signature), Contractor/Consultant Stamp (in MS WORD) – see below, and Submittal data (.pdf) are sent to the Consultant and Inspection Branch simultaneously.
	( CONTRACTOR NAME & ICON )

	

	PROJECT:
	 

	
	 

	DAGS JOB NO.
	 

	

	THIS SUBMITTAL HAS BEEN CHECKED BY THIS GENERAL CONTRACTOR.  IT IS CERTIFIED CORRECT, COMPLETE, AND IN COMPLIANCE WITH CONTRACT DRAWINGS AND SPECIFICATIONS.  ALL AFFECTED CONTRACTORS AND SUPPLIERS ARE AWARE OF, AND WILL INTEGRATE THIS SUBMITTAL INTO THEIR OWN WORK.

	

	SUBMITTAL NUMBER……………..
	

	DATE RECEIVED……………………
	

	SPECIFICATION SECTION NO……
	

	SPECIFICATION PARAGRAPH NO.
	

	DRAWING NUMBER……………….
	

	SUBCONTRACTOR NAME…………
	

	SUPPLIER NAME……………………
	

	MANUFACTURER NAME………….
	

	

	NOTE:  DEVIATIONS FROM THE CONTRACT DOCUMENTS ARE PROPOSED AS FOLLOWS

	
	DEVIATION
	
	NONE

	DEVIATION BEING INCORPORATED:

	

	CERTIFIED BY:
	
	DATE:
	

	
	
	


	
	NO EXCEPTIONS TAKEN
	 
	REJECTED – SEE REMARKS

	

	
	MAKE CORRECTIONS NOTED
	
	FURNISH AS SUBMITTED

	

	
	AMEND AND RESUBMIT
	
	SUBMIT SPECIFIED ITEM

	

	Corrections or comments made on the shop drawings during this review do not relieve the contractor from compliance with requirement of the drawings and specifications.  This check is only for review of general conformance with the design concept of the contract documents.  The contractor is responsible for confirming and correlating all quantities and dimensions; selecting fabrication processes and techniques of construction;  coordinating his work with that of all trades; and performing his work in a safe and satisfactory manner. 

	

	Date:
	
	By:
	

	

	(CONSULTANT LOGO/ICON AND/OR NAME)



	REMARKS:

	


· Should it be agreed upon, the Contractor can send the Contractor/Consultant stamp.  The Contractor & Consultant should redo the appropriate stamp to their specifications, including adding their own icon.  Should there be comments by the Consultant, they may be made at the bottom of the stamp.  
· The Transmittal Form shall be sent back in its original format so Inspection Branch can sign, pdf, and distribute.  The Contractor/Consultant stamps can be returned to Inspection Branch in their original form or in pdf.

· Shop Drawings shall be sent in .DWG or pdf formats only   
No submittal will be considered approved unless it has been signed by Inspection Branch.
3.   Request for Information (RFI):
	REQUEST FOR INFORMATION

	
	DATE
	

	
	RFI NO.
	

	DESCRIPTION
	

	PROJECT :
	

	
	

	DAGS JOB NO.
	

	

	CONTRACTOR:
	
	CONSULTANT:
	

	TYPE OF REQUEST:
	CLARIFY
	
	CONFLICT
	
	DISCREPANCY
	
	SUGGEST
	
	OTHER
	

	PROBLEM:
	

	WHERE?
	

	COST:
	$

	ATTACHMENTS
	

	CONTRACTOR - SEND COPIES TO DAGS & CONSULTANT

	SOLUTION
	

	CONSULTANT/DAGS ESTIMATED COST
	$

	ATTACHMENTS
	

	CONSULTANT - SEND COPIES BACK TO DAGS & CONTRACTOR

	AREA ENGINEER
	
	INSPECTOR
	

	


This form is usually for Situation Clarification..  
· Contractor shall complete the top half of the form, up to the shaded line stating, “CONTRACTOR – SEND….”  
· Contractor shall email the form in MS WORD to Inspection Branch and the Design consultant for distribution.  
· Consultant shall complete the next portion of the form up to the shaded line stating, “CONSULTANT – SEND….”  
· Consultant shall email the form to Inspection Branch and the Consultant in MS WORD.  
· Contractor shall not proceed with the work described on the form until the Contractor receives the form signed by Inspection Branch and only if there is no cost involved.  
· Contractors shall send the RFI by in Word as an email attachment.

· Contractors shall take digital photos and send them as email attachments, as needed. This will determine if the Consultant will need to make a site visit..........   
· Consultants shall review, add comments, and sent the response back to the Contractor and DAGS.  Consultants – Adding your pages to the cover sheet during the response will make the response more contiguous.

Should there be an added cost, but clarification is still needed no matter the solution, a very rough estimate should be included.  If a solution is known and obvious, then see Request for Change.  Any RFI involving extra will not be considered approved until it has been approved by Inspection Branch.  
 IF IT IS IMPORTANT TO YOU, DOWNLOAD &/OR PRINT A HARDCOPY FOR YOUR RECORDS and/or STORE ON OTHER MEDIA .......

Files could include, in sequence :
RFI & response – (REQ) – WORD Attachment to email – File Folder should be chronological

e.g. FILENAME : RFI_01_021302_WHERE TO PARK        - NORMAL



       RFI_01r_021302_WHERE TO PARK      - REVISED



       RFI_01R_021302_WHERE TO PARK     - RESPONSE



       RFI_01r2R_021302_WHERE TO PARK - RESPONSE TO 2ND REVISION

RFI log –   See below

	REQUEST FOR INFORMATION (RFI) TRACKING LOG

	PROJECT:
	WHERE:
	 
	WHAT:
	 

	DAGS JOB NO:
	22-22-9999
	

	RFI NO.
	DATE SENT
	DATE
RESPND 
	NEED ADDED INFO
	WHO?
	PROBLEM
	WHERE?
	SOLUTION?
	RESLV’D?
	 ANY COST ?

	1
	 
	
	 
	 
	
	
	
	 
	 

	2
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	


4.  Request for Change:

If the Contractor is aware of the need for a change to the contract plans or specifications and/or it is obvious that extra money will be required, the Contractor shall complete the Field Observation Form (RFC) and email it to Inspection Branch and the Prime Consultant.  

· Contractor shall attach appropriate photos as needed to clearly explain the situation.  Forwarding unnecessary photos will delay Inspection Branch’s review of the problem.  
· A ballpark estimated cost is required and must be inputted on the form..

The difference between the Request for Change and the Request for Information is that if the Contractor knows how to resolve a problem they may expedite the approval process by submitting the Request for Change form.  The information may be used in acquiring the Public Works Administrator’s approval to proceed with a change.  Do not proceed with any changes unless specifically directed by Inspection Branch in writing.  It is against the law to proceed with any change order if the funds are not available. 

 Who inputs the information on the form?

Option 1:  

Inform Inspection Branch who will send someone to help gather the needed information. 


Option 2:  

Contractor doing and sending forward is the preferred method and will expedite the process.
Procedure to send RFI and getting a reply ... asking for & doing an RFC    

To fill-out the Field Observation Form/RFC, answer the following:

· What is the problem? - Tell us what the problem is and/or what RFI this involves.

· What is the solution? - Tell us what the solution is and/or indicate what Consultant said (RFI)

· Where is the problem? - Give location by grid, plan page, photo, etc

· What is the estimated cost? - Ballpark, on-the-spot estimate unless a formal estimate is attached.
BOTTOM LINE:  

· To get ANY change order authorization, all the above data must be supplied, along with supporting evidence, and other internal information before it is sent forward to the State Engineer.  
· THERE IS NO GETTING AROUND IT. 

· Failure to supply any of the above  will only delay the process.
REQUEST FOR CHANGE - RFC

	CONTRACTOR:
	
	Date:
	

	CONTRACTOR’S CHANGE
	Proposal No.
	

	Project:
	

	
	

	

	
	DAGS Job No.:
	
	

	

	WHAT DOES THIS INVOLVE?

	

	
	Geotechnical
	
	Civil                
	
	Architect                       
	
	Structural          
	
	Mechanical         

	

	
	Electrical
	
	Asbestos/Lead/PCB
	
	Other:
	

	

	WHY HAS THIS COME UP? / WHO MISSED IT?

	

	
	Customer Request - User to write request

	

	
	Design Improvement - Consultant to write recommendation

	

	
	Design Error
	
	Design Omission
	
	Contractor Error
	
	Contractor Omission

	

	
	Unforeseen Condition
	
	Other:
	

	

	WHERE IS THE PROBLEM LOCATED? -
	What area - Building/Lot?  What floor?  What room?

	
	Where in the room?  What are the grid lines?

	

	WHAT IS THE PROBLEM / RFI NO. IF APPLY?

	

	WHAT IS YOUR RECOMMENDATION:

	

	WHAT IS THE ESTIMATED COST:
	$
	

	

	PHOTOS AND/OR SKETCHES:


5.  Estimate for Change Order:
· Contractor shall submit any cost proposal using the estimate for change order form. 
· The format of the estimate complies with the Interim General Conditions of the contract.  
· All supporting estimates from subcontractors shall use this format.

· Suppliers estimates (no labor) need not use this form and can be lump sum.
· Consultants shall also use the form when an estimate for additional work is requested.
· All completed forms and additional data should be sent to Inspection Branch by email in pdf format.

For ALL extra work cost estimates requested by either a Field Order, Bulletin, or request from Inspection Branch in writing ( Letter or email), the Contractor will have to submit a quotation to Inspection Branch within 15 calendar days from notification, according to Section 4.3.3 – Duty of Contractor to Provide Proposal for Changes, of the Interim General Conditions 1999.  Extension of Time requests by the contractor caused by not adhering to this clause will not be allowed.
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6.  Daily Reports:

· In order to keep more accurate records with better tracking for the Department and Industrial Relations, Daily Reports are required for each project.
· The Inspection Branch form is to be used by the General Contractor and all the project’s subcontractors each time work is done.  
· You may use your own form as long as the information required has been approved by Inspection Branch.

	STATE OF HAWAII

DEPARTMENT OF ACCOUNTING AND GENERAL SERVICES

DIVISION OF PUBLIC WORKS – INSPECTION BRANCH
PROJECT DAILY REPORT

	 

	PROJECT:
	
	REPORT NO.:
	

	
	
	DATE:
	

	DAGS JOB NO.:
	
	DAY
	

	CONTRACTOR:
	
	STATE ENGINEER:
	

	PROJECT MANAGER:
	
	STATE INSPECTOR:
	

	WEATHER:
	CONDITION:

	
	CLEAR
	
	CLOUDY
	
	RAIN
	
	WINDY
	
	DRY
	
	DAMP
	
	MUDDY
	
	DUSTY

	

	WORKMEN ON THE PROJECT

	

	TRADE:

	 

	
	ENVIRONMENTAL
	
	REINF. STEEL
	
	CARPENTRY - RGH
	
	DRYWALL
	
	ELECTRICAL - EXT

	
	LANDSCAPING
	
	MASONARY
	
	CARPENTRY - FIN
	
	HARD TILE
	
	ELECTRICAL - INT

	
	GRADING
	
	STRUCT. STL
	
	ROOFING
	
	FLOOR TILE/CARPET
	
	FIRE SYSTEM

	
	FOUNDATION - PILE
	
	
	
	WATERPROOF
	
	CEILING
	
	ELEVATOR

	
	FOUNDATION - REG
	
	
	
	SHEETMETAL
	
	AIR COND / VENT
	
	BOILER

	
	
	
	
	
	GLASS
	
	PLUMBER
	
	

	

	CLASSIFICATION:
	
	NO. OF PEOPLE
	
	TOTAL HOURS
	

	
	
	
	
	
	

	

	WORK IN PROGRESS:

	

	

	OBSERVED DEFECTIVE WORK:

	

	

	OBSERVED CORRECTED WORK:

	

	

	MATERIALS DELIVERED TODAY:

	

	

	TESTING DONE TODAY:

	

	

	QUESTIONS OR PROBLEMS:

	

	REMARKS:

	


Please contact the Inspection Branch Area Engineer or Architect in charge of the project should you have any questions concerning any of the above or for information on other available forms.
GENERAL :

· Everyone should have an email address with capability to transmit a minimum of 2 MB per transmission and 3 attachments.
· Minimize fax transmissions.

· Email attachment should be in either MS WORD, EXEL, or .pdf format.

· Best to make any pdf copies after signatures have been affixed.  Though conversion is possible, the Contractor, Consultant, DAGS, User would have copies to dispute forgeries.  A secure server or encryption may be called for in the future.

· Make a copy of all important transmissions to a hard drive or separate floppy, CD, or DVD disk.

WHAT ARE THE BASIC FORMS THAT YOU WILL NEED?  
The essentials needed, currently include:

· Construction Commencement Requirements – Before starting Construction

· Submittal Register – Needed with first submittal

· Submittal Transmittal – Required for submittals, but for any use

· Contractors Submittal Stamp – Needed with all submittals.  With Consultant’s Approval stamp, if doing digitally.

· Request for Information – RFI – Used to clarify a point with or without money involved.

· Request for Change – RFC – Discrepancy requiring additional funds

· Daily Report – Data on progress and labor for all companies generating any labor.

· Daily Force Account – If requested to do a daily accounting of a change or field order

· Stored Goods – Needed to collect payment for material delivered off-site

· Daily Report – Needed daily by every company doing work on-site.  Minimum of weekly submission.  Electronically is preferred.

More forms could be added later without notice..  

Other tracking and standard forms are available and can be sent to you by request. 
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