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Pre-Construction Preparation:
Objectives
Be able to…

• Define role of Person in Responsible Charge
• List RE’s duties
• Staff your project appropriately
• Procure a consultant
• Know what’s in an award package
• Create a project records filing index
• Develop a pre construction meeting agenda



3

Person in Responsible Charge of the project must
be a full time, public employee of the agency.

23 CFR 172.9 & 23 CFR 635.105

Responsible for:
• Construction Contract

• Consultant Contract

Pre-Construction Preparation:
Person in Responsible Charge
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Person in Responsible Charge
Ensure work delivered is complete, accurate, and consistent with the 
terms, conditions, and specifications of the contract. 

• Ensures project staff, agency or consultant, perform proper project 
administration, including documentation.

• Maintains familiarity with day-to-day project operations, including safety.

• Performs field reviews. 

• Approves: 

 Contract changes
 Contractor payments
 Time extensions

Person in Responsible Charge

2.1 Handout - FHWA August 4, 2011
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Video: Project Management: Supervising Agency Requirements (Responsible Charge)
https://highways.dot.gov/fed-aid-essentials/videos/project-construction-and-contract-

adm inistration/project-m anagem ent

Project Management
Supervising Agency Requirements 
https://highways.dot.gov/fed-aid-essentials/videos#project-const

FHWA Videos: 
https://www.fhwa.d
ot.gov/federal-
aidessentials/catm
od.cfm?id=15
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Pre-Construction Preparation:
Resident Engineer Role

Resident Engineer (RE): 
• Administers the construction contract
• Provides construction engineering
• Documents the process
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Administer construction contract:

• Supervise project staff 

• Know and understand the contract

• Identify and solve problems

• Facilitate project coordination

Resident Engineer Role
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Administer construction contract (continued):

• Verify quality of materials and workmanship

• Monitor safety

• Ensure compliance with State and Federal 
laws

• Pay contractor

• Close out project

Resident Engineer Role
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• Resident Engineer (RE)

• Assistant RE/Inspectors

• Structures Representative/Engineer

• Office Engineer/Assistant

• Specialists?

Project Staff
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Specialists:
• Material Tester
• Surveyor
• Labor Compliance 

Liaison
• Electrical Inspector

• Landscape Inspector
• Storm Water Reviewer
• Scheduler
• Claims Analyst
• Archaeologist 

Project Staff
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Local agencies are required to award on the basis of 
fair and open competitive negotiations, 
demonstrated competence, and professional 
qualification.

Brooks Act (40 USC, Section 1104)

Comply with Chapter 10 or 
be ineligible for reimbursement!

LAPM Chapter 10, Consultant Selection

Procuring Consultants
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Consultant selection documentation:

• Establish evaluation criteria  
• Put out RFP or RFQ

• Receive submittals
• Evaluate
• Negotiate

Procuring Consultants

3 Years After Final Voucher



Consultant Selection & Procurement
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https://dot.ca.gov/programs/local-assistance/guidance-and-
oversight/consultant-selection-procurement



Use of Consultant Resources
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https://dot.ca.gov/programs/local-assistance/guidance-
and-oversight/consultant-selection-procurement



Architectural & Engineer 
Consultant Selection & Procurement Specialists
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Contact a Caltrans District Local Assistance Engineer (DLAE) 
to be connected with your local A&E Specialist 

Caltrans HQ Consultant Selection & Procurement Specialists
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement
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• Cannot add CM/CE to an existing design contract

• If your PWD or City Engineer is a consultant, 
his/her consulting company is not recommended 
to submit proposals – conflict of interest, 
appearance of conflict of interest.

Use of Consultants
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Contract Award Checklist (15-L) 
Award package for federal-aid projects:

 Low Bid

 Low Bid Summary (15-D)

 Bidder DBE Commitment (15-G)

 Detail Estimate (15-M)

 RE’s Con. Contract Admin. Checklist (15-B)

Award Package
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2.1 Handout page 5

Sample of
Completed

Local Agency
Contract Award
Checklist (15-L)
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Federal 10 Day Rule

Sample of Completed Local Agency 
Contract Award Checklist (15-L)



2.1 Handout page 6

Sample of
Contractor’s

Low Bid
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Sample Itemized Bids of Lowest 3 Bidders (15-D)
2.1 Handout page 7

21
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2.1 Handout page 8

Sample of
Completed

Local Agency
Bidder DBE

Commitment (15-G)

• Bid Amount

• Total Claimed DBE Participation



2.1 Handout page 9

Sample of
Completed 

Detailed
Estimate 

(15-M)
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2.1 Handout page 14 

Sample of 
Completed 

Detailed 
Estimate

(15-M)
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2.1 Handout 
pages 11-14

Sample of
Completed

RE’s
Construction

Contract
Administration

Checklist
(15-B)

Page 1 of 4
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2.1 Handout 
pages 11-14  

Sample of
Completed

RE’s
Construction

Contract
Administration

Checklist
(15-B)

Page 2 of 4
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2.1 Handout 
pages 11-14

Sample of
Completed

RE’s
Construction

Contract
Administration

Checklist
(15-B)

Page 3 of 4
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Signing means you 
are aware of the 
requirements!

2.1 Handout 
pages 11-14

Sample of
Completed

RE’s
Construction

Contract
Administration

Checklist
(15-B)

Page 4 of 4



29

The project records must:
• Support 

• Adequacy of the field control
• Conformance to contract specifications 
• Payments to contractor

• Contain all data pertinent to the work

• Be complete and well organized

Project Records
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The local agency must:
• Adopt a numbered filing index

• Use the same index for all federal-aid projects 

• Maintain a separate record file for each project

• Should include topics listed in LAPM 16.3

Project Records

LAPM 16.3 Maintaining Project Records
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All contract documentation and backup records shall 
be available for inspection by Caltrans and FHWA:

• At any time for a minimum of three (3) years 
after the final voucher is received by agency 

• At a single location for the reviews and audits

LAPM 19.2, Records and Documentation

Project Records

3 years After Final Voucher
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A pre-construction conference 
with contractor is required.

Pre-Construction Conference

LAPM 16.4, Pre-Construction

CTSS 8-1.03 Preconstruction Conference

• LA Person in Responsible Charge

• RE (if not same as above)

• Contractor

Required Attendees
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Pre-Construction Conference

CM 5-003 PreCon Conference with Contractor

Recommended Attendees
• Labor Compliance Officer
• Emergency Services
• Public Utilities
• Other Agencies
• Others?
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Agenda

Pre-Construction Conference

Required Topics

• Safety
• Equal Employment Opportunity
• Labor Compliance 
• Subcontracting
• Contract Training (Apprentice) Goals
• DBE 
• Environmental Concerns
• Water Pollution Control 
• Traffic or Pedestrian Handling
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Agenda
Pre-Construction Conference

Recommended Topics

• Progress Schedule
• Work Plans
• QC/QA
• Materials Requiring Certificates of 

Compliance 
• Materials Requiring Buy America Certificates 
• Contract Change Order Process
• Dispute Process
• Potential Utility Conflicts
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Conference Documentation 
Kept in Project File

• A written record of attendance
• Copy of agenda

Pre-Construction Conference
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Pre-Construction Preparation 
Remember 
• Person in Responsible Charge must be 

a full-time public employee of Local Public Agency 
• Staff your project appropriately to meet the 

requirements of project
• Know what’s in the Award Package
• Reference 

• LAPM Ch 16.3 Maintaining Project Records
• LAPM Ch 16.4 to develop a pre construction 

meeting agenda

Document… document… document! 


