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Module 4 

Control of Work 

January 2025 

Caltrans Local Assistance 
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Control of Work Objectives 

• Resources 

• Write a Daily Report 

• Know your authority 

• Understand the contractor’s obligations 

• Approve subcontractors 
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Resources 

• Caltrans Standards Specifications (CTSS) 
https://dot.ca.gov/programs/design/ccs-standard-plans-and-standard-
specifications 

Ch. 5 - Control of Work 

• Green Book 
Section 2 - Scope of Work 
Section 3 - Control of Work 

• Caltrans Construction Manual (CTCM) 
https://dot.ca.gov/programs/construction/construction-manual 

Ch. 3 - General Provisions 
Section 5 - Control of Work 

https://dot.ca.gov/programs/construction/construction-manual
https://dot.ca.gov/programs/design/ccs-standard-plans-and-standard-specifications
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Assistant RE Daily Report 

• Use The Daily Report Form – not notebook! 

• Form example is LAPM Exhibit 16-C1 
https://dot.ca.gov/programs/local-assistance/forms/local-assistance-
procedures-manual-forms 

• Include General information 

 Project name/Federal project number/location 
 Prime contractor’s name 
 Date/day of the week 
 Weather and job site conditions 
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• Include Narrative

 Location and description of work

 Quantities placed/amount work
completed

 Significant discussions with the
contractor

Assistant RE Daily Report 
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• Include Documentation of Inspection 
 Observations of compliance/non-compliance 
 Samples taken/test performed 
 Certificates obtained 
 Actions taken 
 Statements to contractor 
 Approvals given 

Assistant RE Daily Report 
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Include Labor and Equipment 
Field force 

 Name/class for each worker 

 Employer (name of prime or sub) 

 Hours worked – by contract item or change order 

Equipment on site 
• ID number and/or make and model 

• Hours operated 

• Idle time 

• Arrival and departure 

Assistant RE Daily Report 
4.1 Control of Work - Handout 



Sample Assistant Resident Engineer’s Daily Report 
4.1 Handout - page 2 
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Sample Assistant 
Resident Engineer’s 

Daily Report 

Local Agency Form 
4.1 Handout - page 3 

9 



10 

Engineer’s Daily Report 
Resident Engineer’s Daily Report 

 Weather 

 Controlling operation 

 Progress or delays 

 Discussions and agreements with 
contractor or others 

LAPM 16.8 Engineer’s Daily Reports 
CM 5-004 RE’s Daily Report 

GB 7-4.4 Daily Reports (Extra work) 



Sample 
Resident Engineer’s 

Daily Report 

4.1 Handout - page 4 
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Resident Engineer’s 
Daily Report 

LAPM Exhibit 16-C2 



4.2 Contol of Work – Exercise Daily Report 

Instructions: 

Working together in breakout groups, use the project information and 
inspector’s field notes provided to complete the Assistant Resident 
Engineer Daily Report (LAPM Exhibit 16-C1) found at the link below 
and next slide: 

LAPM 16 webpage: https://dot.ca.gov/programs/local-
assistance/forms/local-assistance-procedures-manual-forms 

 LAPM 16-C1: Assistant Engineer’s Daily Report

The project information and inspector’s field notes are in the next 
slide. 

Time: 30 minutes to complete the Daily Report Exercise. 

Exercise Debrief: Each breakout group will designate 1 student to share 
Daily Report Exercise Results with entire group. 
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Assistant 
Engineer’s 

Daily Report 

LAPM Exhibit 16-C1 
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Daily Report 
(Diary) 

Exercise 
4.2 Control of Work -

Exercise 
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Contractor’s Equipment 

Enforce the requirement for the Contractor to… 
 Submit list describing each piece of 

equipment and its ID number 

 Stencil ID number on each piece of 
equipment 

CTSS 5-1.33, Equipment 
Green Book 2-5 

CM 5-1.09 
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Governing Order Contract Documents 

CTSS 5-1.02 
1. Special Provisions

2. Project Plans

3. Standard Specifications

4. Revised Standard
Specifications

5. Revised Standard Plans

6. Standard Plans

7. Supplemental Project
Information

Green Book 2-5.2 
1. Permits

2. CCO

3. Contract/Agreement

4. Addenda

5. Bid/Proposal

6. Special Provisions

7. Plans

8. Standard Plans

9. Standard Specifications

10. Reference Specification
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• Written numbers and notes on a drawing govern
over graphics

• Detail drawing governs over a general drawing

• Specific specification governs over a general
specification

• Specification in a section governs over a
specification referenced by that section

CTSS 5-1.02 

Governing Order Contract Documents 
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Authority of Engineer 
• The Engineer makes the final decision on questions 

regarding the Contract, including: 
 Work quality and acceptability 
 Manner of performance of the work 
 Drawing and specification interpretation 
 Contract fulfillment 
 Time and progress rate 
 Measurement and payment 

CTSS 5-1.03 Engineer’s Authority 

Green Book, 3-4 Authority of the Board and of the Engineer 
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Contractor’s Obligations 

• The Contractor must… 
 Provide QC 

 Ensure safe and unrestricted access to the 
work 

 Furnish facilities necessary for the 
Department’s    
inspection. 

 Use contract administration forms at the 
Department’s website 

CTSS 5-1.01, General 

Green Book, 3-5, Inspection 
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Contractor’s Obligations 
• Before starting work, the Contractor must assign 

a representative to: 

 Receive the Engineer's orders 

 Prosecute the Engineer's orders 

 Supervise the workers 

 Coordinate the subcontractors' work 

CTSS 5-1.16 Representative 
Green Book 3-6 Contractor’s Representative 
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Contractor’s Obligations 
• Representative must…

 Be present at the job site while work is in
progress

 Be easily contacted after-hours to perform
emergency work

 Read, speak and write English (Green
Book only)

CTSS 5-1.16 Representative 
Green Book 3-6 Contractor’s Representative 
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Contractors 

• Contractor must… 
 Perform 30% – FHWA requirement 

 CTSS 5-1.13 – 30% 
 Green Book 3-2   – 50% 

• Does not apply to building-construction 

Green Book 3-2 Self-Performance 
CTSS 5-1.13A Subcontracting 
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Subcontractors 

Before a sub starts work, 
Contractor must submit for approval a 
Subcontracting Request form. 

(LAPM Exhibit 16-B) 

CTSS 5-1.13 Subcontracting 
Green Book 3-3 Subcontractors 

LAPM 16-7 Subcontractors 
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Subcontracting Request 
Exhibit 16-B 

https://forms.dot.ca.gov/v2Forms/servlet/FormRenderer?frmid=DOTLAPM16B 

https://forms.dot.ca.gov/v2Forms/servlet/FormRenderer?frmid=DOTLAPM16B
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Control of Work: Subcontractors 
Purpose of the Subcontracting Request… 

 RE verify Contractor complies with 
• Subletting and Subcontracting Fair Practices Act 
• DBE laws and commitments 
• Having signed sub-contracts 
• Self-Performing 30%/50% of work 
• Certification from Prime Contractor that the 

requirements (Form FHWA-1273) have been 
inserted in the subcontracts and will be 
incorporated in any lower-tier contract, and that 
written subcontracts have been executed for any 
subcontracted work 
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• Before approving the Subcontracting Request 
compare it to: 

1. Bidder’s List of Subs, Exhibit 12-B 

2. Bidder DBE Commitment, Exhibit 15-G 

CTSS 5-1.13 Subcontracting 
Green Book 3-3 Subcontractors 

LAPM 16-7 Subcontractors 

Subcontractors 



1. Check against Bidder’s List of Subcontractors, Exhibit 12-B 
Required by “Subletting and Subcontracting Fair Practices Act” 
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Exhibit 12-B: Bidder’s List of Subcontractor 
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Subcontractors 
Common potential violations of 
“Subcontracting Fair Practices Act” 

• Subbing additional work to a “listed” sub where the work 
was not originally listed, and is > threshold 

• Using a sub not listed at bid time whose dollar value 
of work is > threshold 

• Substituting a sub without the Agency’s written consent 
• Performing work with his/her own forces that was for 

a sub to perform 
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2. Check against Exhibit 15-G, 
Local Agency Bidder’s DBE Information 
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Subcontractors 

Common potential DBE violations to look for: 

• Substituting subcontractors without the agency’s 
written consent 

• Performing work with his/her own forces that the 
bid documents designated a DBE subcontractor to 
perform 
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Contractors Records 

Contractor must… 

• Retain project records from bid preparation through
final payment/claims resolution.

• For at least 3 years after retain records of:
1. Bid preparation

2. Overhead

3. Payrolls

4. Payments to subcontractors and suppliers

CTSS 5-1.27 Records 



34 

Contractor must… 

• Maintain cost accounting records for the project 

• Make records available for inspection, copying, 
and auditing 

• Make subcontractor’s records available 

CTSS 5-1.27 Records 

Contractors Records 
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Non-Compliant & Unauthorized 
Work 
“The Engineer may reject work that does not comply 
with the Contract at any time, including after a payment 
has been made.” 

• Notify the Contractor in writing

• Do not pay for:

• Corrective, removal, or replacement work

• Unauthorized work
CTSS 5-1.03, Engineer’s Authority 

Green Book 4-1 
CM 5-1.09 
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Property & Facility Preservation 

• Be sure the Contractor… 
 Preserves property and facilities 
 If you cause damage, you are responsible 
 Notifies USA prior to excavating 

CTSS 5-1.36, Property and Facility Preservation 
Green Book 400 Protection and Restoration (Existing 

Improvements) 
CM 3-518 
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Maintenance & Protection 
• Be sure the Contractor… 
 Maintains and protects the work 
 Prevents equipment that exceeds max weight per 

VC   operating on completed or existing treated base,   
pavement, or structures 

 Restores damaged work to the same state of 
completion as before the damage, before acceptance 

CTSS 5-1.39 Damage Repair and Restoration 
Green Book 400 Protection and Restoration 

CM 3-519 Maintenance and Protection 
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Final Inspection 
• Before Final Inspection… 

 Review job with other stakeholders 

 Give contractor a punch list 

 Perform a final inspection 

 Document in RE Daily Report 

CTSS 5-1.46 Final Inspection and Acceptance 
LAPM 16.16 Final Inspection 

CM 3-523 Final Inspection 
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Guarantee 

Contractor is required to guarantee work for 
1 year from Contract Acceptance 
or Relief of Maintenance. 

CTSS 5-1.47 Guarantee 
CM 3-524 Guarantee 
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Control of Work 

Remember… 

• List resources

• Write a Daily Report

• Know your authority

• Understand the contractor’s obligations

• Approve subcontractors before arriving onsite
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