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PROJECT FINALING 
 
The Project Acceptance and Finals Review policy establishes procedures to be followed upon 
satisfactory completion of field work. See Chapters 1 and 3 for more information about the 
process leading to project acceptance.  
 
This chapter specifically addresses the steps involved in final quantity and payment review, 
which is required prior to approval of the final construction change order (CCO). 
 
 
SUBMITTAL OF DOCUMENTATION TO THE FINALS ENGINEER  
 
The Project Engineer should submit copies of the following documentation to the Finals 
Engineer in the SDDOT Operations Support Office at any time prior to the final review. 
 

• DOT 214 forms (Pipe Notes) for pipe and box culverts.  Alternative documentation in 
spreadsheet format will be acceptable for pipe extensions on slope flattening projects if 
the lengths of pipe sections and number of sections for each location are recorded either 
on the spreadsheet or in the Item Installation in the Construction Measurement & 
Payment System (CM&P) System. Manufacture and release dates for reinforced 
concrete pipe and heat numbers for corrugated metal pipe must still be documented and 
retained in the Area’s project file. 

 
• Forms DOT 203 (Inspector's Test Pile Report) for test piles and DOT 204 (Pile 

Inspector's Report) for bearing piles 
 

• DOT 50 form (Field Laboratory Inspection Report) for each field laboratory 
 

• Summary spreadsheets for PCCP smoothness and grinding incentive/disincentive 
payments 

 
• Pay factor calculation spreadsheet supporting contract unit price adjustments for asphalt 

concrete on QC/QA projects 
 

• Summary of daily lane rental charges for projects with a Special Provision for Contract 
Time & Lane Rental 

 
• All calculations for extra haul that are not shown in the Item Installation 

 
• For force account work: DOT 210 forms (Daily Labor Record), DOT 210A (Weekly Labor 

Record), DOT 211 (Daily Equipment), DOT 212 (Daily Material Record), summary 
calculations, applicable certified payrolls, and receipts for equipment rental and material 
purchase.  Procedures for force account work are provided in the Force Account policy 
and in Section 9.5 of the Standard Specifications for Roads and Bridges. 

 
Information available in Excel spreadsheet format should be submitted as an E-mail attachment 
rather than a file address or paper copy.  It is not necessary to submit paper copies of the draft 
final CCO, draft final pay estimate, Item Installation Detail report or other reports that are 
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available for review in the Construction Management System, unless the Project Engineer 
wishes to provide clarification by annotating the reports.  
 
 
FINAL CHANGE ORDER 
 
Final CCOs are required for all projects in accordance with the Construction Change Orders 
policy.  More information about content and execution of CCOs is included in Chapter 1. 
Because of the process by which the SDDOT is reimbursed for project expenditures by the 
Federal Highway Administration, it is important that the final CCO be created in the CM&P 
System as soon as possible 
 
The Project Engineer initiates the final quantity and payment review process by marking the 
final CCO “Prepared” on the Change Order Maintenance panel of the Contract Change Order 
window in the CM&P System. The final CCO should be marked prepared only after: 
 

• all failed test results and other specification deviations have been satisfactorily 
addressed, 

• all price adjustments for specification deviations and incentive/disincentive have been 
made,  

• time extension and liquidated damage issues have been resolved,  
• final total quantities for all items have been determined and adequately documented and  
• applicable documentation has been submitted to the Finals Engineer in the SDDOT 

Operations Support Office in Pierre, as noted previously. 
 
It is highly recommended that another Project Engineer in the Area double-check project 
documentation and final total quantities. 
 
 
REQUEST FOR FINALS ENGINEER  REVIEW 
 
When the Project Engineer marks the final CCO “Prepared”, he or she should send the 
Engineering Supervisor a completed Final Quantity and Payment Review Checklist (Checklist) 
for construction projects (Attachment 1). The Excel form for the Checklist is available at: 
M:\DOT\Common\All DOT Forms\ DOT Forms 201-300\Spread Sheets\Final_Review_Checklist.xls. 
 
After reviewing the Checklist to verify that the project is ready for final review, the Engineering 
Supervisor should forward the Checklist to the Finals Engineer as an E-mail attachment and 
request the review by checking “Final Review Requested” on the Change Order Maintenance 
panel of the Contract Change Order window in the CM&P System.  At this point, the final 
change order and pay estimate are draft documents that reside in the CM&P System and that 
can be corrected if errors are identified during the final review. 
 
The Department is required to pay interest to the contractor for payments in excess of 
$2,000.00 that remain unpaid 120 days after completion of the work and receipt of all required 
documentation.  Therefore, there should be as little delay as possible between the Region 
Engineer's acceptance of the project (submittal of the DOT 246C to the contractor) and the 
request for final review. 
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FINALS ENGINEER REVIEW 
 
The Finals Engineer will review the submitted information as well as information on file in 
Operations Support and in the Construction Management System. If quantity or payment errors 
are found during the review, or if additional information is needed, the Finals Engineer will send 
the Project Engineer an E-mail listing questions, apparent errors, or missing information. The 
Engineering Supervisor will be copied on this E-mail.  
 
The Project Engineer should provide an itemized E-mail response stating how each issue has 
been addressed.  If changes to the draft final CCO are necessary, the Engineering Supervisor 
must uncheck “Final Review Requested” before corrections can be made to the CCO.  The final 
CCO must then be re-prepared and the review re-requested. The Project Engineer or 
Engineering Supervisor should notify the Finals Engineer by phone or E-mail when the review 
has been re-requested. 
 
When identified issues have been addressed and errors corrected, the Finals Engineer will 
check “Final Review Completed” on the Change Order Maintenance panel, and a notification is 
automatically E-mailed to the Project Engineer and Engineering Supervisor. 
 
 
FINAL CCO APPROVAL 
 
Following completion of the review, the Project Engineer must print the final CCO and route it 
for required signatures and electronic approvals at the contractor, Area and Region levels.  The 
original signed CCO must be sent to the Operations Support Office in Pierre.  Operations 
Support will route the CCO for Division Director and Department Secretary approvals, if 
necessary, and distribute copies to the SDDOT Division of Finance and Management, the Area 
Engineer, the Office of Materials & Surfacing and the State Auditor.  The original signed CCO 
will remain in the Operations Support file. 
 
 
FINAL VOUCHER 
 
The SDDOT Division of Finance and Management will process a final voucher only after the 
following have been completed: 
 

• Submittal of the DOT 246C to the contractor 
• Project Materials Summary (DOT 20), if applicable  
• Final CCO Approval 
• Final Pay Estimate Approval 
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Attachment 1.  Final Quantity and Payment Review Checklist 
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