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Chapter 1 Administration

1-00 Agency Organization and Relations with Other Organizations

GEN 1-00.1

GEN 1-00.2

GEN 1-00.3

Purpose and Scope of Manual

This manual is published by the State Construction Office as a resource for construction
engineering personnel. It provides instruction for administering Washington State
transportation projects, recognizes established standards and describes accepted
engineering practices. The instruction provided by this manual identifies desired results,
establishes standardized requirements, and provides statewide uniformity in the
administration and construction of transportation related contracts.

Chapters 1 through 8 of the Construction Manual are organized with two types of
content. General information that isn’t tied to any specific Section of the Standard
Specifications is prefaced by “GEN" in the Section number. Information that is intended to
complement and expand on sections of the Standard Specifications is prefaced by a “SS”
in the section number. Not all sections of the Standard Specifications are addressed in the
Construction Manual.

Construction engineering staff should be familiar with the guidance and instructions
included in this manual. The guidance presented by this manual complements the
requirements of the Standard Specifications and the Contract Provisions and promotes
uniformity of results among all Regions of the Washington State Department of
Transportation (WSDOT).

Suggestions for corrections, additions, or improvements to this manual and to the
Standard Specifications or General Special Provisions are welcomed and should be
submitted to the State Construction Office in the form of a Word document in “track
changes” format.

Definition of Terms

Definitions of words or terms should be the same as set forth under “Definitions and
Terms” in Standard Specifications Section 1-01. If a conflict occurs between the guidance
or instructions offered by this manual and the Specifications or provisions identified in
the Contract, the latter will always prevail. Unless exclusively stated in the Request for
Proposal documents of a Design Build Contract, any reference of the Project Engineer in
this manual will mean the WSDOT Project Engineer.

WSDOT State Construction Office

The State Construction Office strives for consistent, cost-effective, quality construction
through direct support of WSDOT'’s Regional construction program. The State
Construction Office coordinates the development of policies and standards, provides
training, guidance, oversight, technical expertise and advocacy, introduces innovation, and
coordinates and shares information on construction issues.
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Administration

GEN 1-00.3(1) State Construction Engineer

The Director of the Construction Division is the State Construction Engineer and reports
to the Assistant Secretary Multimodal Development and Delivery. The State Construction
Engineer is responsible for all WSDOT contract construction projects, except those
contracts executed by the Director of Washington State Ferries Division. The State
Construction Engineer is responsible for all matters pertaining to contract administration
and represents the Chief Engineer in managing the performance of these contracts.

In addition, the State Construction Engineer acts for the Chief Engineer in approving
increases or decreases of work, changes in the work or in materials incorporated into

the work, authority to accomplish work by force account, extensions of time, and the
assessment of any liquidated damages. The State Construction Engineer is responsible for
providing guidance and direction to the Regions and State Construction Office personnel
who are investigating construction claims and is responsible for the approval of all claim
settlements. The State Construction Engineer establishes WSDOT policy relative to
inspection and documentation and ensures uniform interpretation and enforcement

of the Standard Specifications and Contract Provisions throughout the State. The State
Construction Engineer is assisted by the Deputy State Construction Engineer, the Lead
Construction Engineer, Administration, the Lead Construction Engineer, Projects, and the
Assistant State Construction Engineers.

GEN 1-00.3(1)A Deputy State Construction Engineer

The Deputy State Construction Engineer reports to the State Construction Engineer. The
Deputy State Construction Engineer is delegated the authority to execute documents
concerning the following:

« Advertising, award, and execution of Contracts

» Federal Aid project documentation

« Contract change orders of a value not to exceed $2 million and 60 days
» Extensions of time

» Reduction in pre-qualification

 Certification of materials to FHWA

« Claims on Contracts

« Final Acceptance

GEN 1-00.3(1)B Lead Construction Engineer, Projects

The Lead Construction Engineer, Projects represents the State Construction Engineer by
formulating policy in the following areas:

» Standard Specifications

- All Divisions except for Division 9
 Construction Manual

- All Chapters except for Chapter 9

Additionally, the Lead Construction Engineer, Projects is the lead within the State
Construction Office for Environmental Coordination.
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The Lead Construction Engineer, Projects is delegated authority to execute contract
documents concerning:

» Force account rates

 Interpretation of Contract Provisions
 Specification and Contract requirements

« Policy related to inspection and documentation

» Contract change orders of a value not to exceed one million dollars and/or changes in
Contract time not to exceed 60 days

GEN 1-00.3(1)C Lead Construction Engineer, Administration

The Lead Construction Engineer, Administration reports to the Deputy State Construction
Engineer and represents the State Construction Engineer by formulating policy in the
following areas:
» Design-Build Program
- Design-Build Manual M 3126
- Contract Template
» eConstruction
» Contract Advertisement and Award
« Organizational Conflict of Interest

The Lead Construction Engineer, Administration is delegated authority to execute
contract documents concerning:

e Force account rates

« Interpretation of Contract Provisions

« Specification and Contract requirements

» Policy related to inspection and documentation

» Contract change orders of a value not to exceed one million dollars and/or changes in
Contract time not to exceed 60 days

The Lead Construction Engineer, Administration, is assisted by:

» Documentation Engineer - Provides guidance for Contract documentation and
Contract payments, as well as providing support to Region Documentation Engineers.
The Documentation Engineer resolves issues of material documentation deficiencies
for all Federal aid projects, is responsible to assist with prevailing wage issues, and
is also responsible for evaluating Contracts for Acceptance. The Documentation
Engineer may assist the State Materials Laboratory with Quality Audits on
administrative documentation as well as audits performed by FHWA and the State
Auditor’s Office.

» Construction Administration Specialist - Is the CCIS System Manager/Administrator,
the State Construction Office Liaison to Management Information Systems (MIS),
supports the Region and Project Offices by providing guidance in the use of CCIS, and
the IBM Cognos reporting tool used to report from the Construction Data Mart. This
position oversees the maintenance of the Construction Manual, C30P and the Force
Account Program. This position also maintains contact with the publishers of the
Equipment Rental Rate Blue Book (Equipment Watch).
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Chapter 1 Administration

GEN 1-00.3(1)D Assistant State Construction Engineers

Assistant State Construction Engineers report to the Lead Construction Engineers or the
Deputy State Construction Engineer and are assigned as the State Construction Office
point of contact for specific Project Offices or Programs. Assistant State Construction
Engineers also assist the Construction Engineers in the development of policy and

are assigned responsibility for specific sections of the Standard Specifications and the
Construction Manual.

Assistant State Construction Engineers are delegated the authority to execute:

» Contract Change Orders of a value not to exceed one million dollars and/or changes in
contract time not to exceed 60 days

GEN 1-00.3(2) State Materials Laboratory

The State Materials Engineer reports to the Director of the Construction Division and
represents the Director of the Construction Division by directing the materials acceptance
and quality assurance program used on WSDOT projects. The State Materials Engineer
directs operating methods to be followed in providing soils and materials analysis and
testing; furnishes counsel and technical assistance to the Regional Construction Managers
in conducting required materials tests and analysis and provides for periodic review of
these test methods and procedures to ensure their conformance to established policies,
procedures, and methods.

The State Materials Engineer represents the Director of the Construction Division by
formulating policy in the following areas:

« Standard Specifications
- Division 9 Materials
« Construction Manual
- Chapter 9 Materials
» Materials Manual
- All Sections
» Design Build Request for Proposal
- Section 2.25 and 2.28

The State Materials Engineer is delegated the authority to execute documents
concerning:

» Reports on soil and test results
» Approving material sources
» Approving material for the Qualified Products List and New Products List

» Establishing policy related to construction inspection, materials testing and
documentation

» Interpretation and meaning of Contract Provisions
» Construction Quality Audits

The State Materials Engineer is assisted by a staff of professional engineers,
administrative personnel, engineers and technicians.
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GEN 1-00.3(2)B State Pavements Engineer

The State Pavements Engineer reports to the Director of the Construction Division by
directing the pavement design and pavement management sections. The State Pavement
Engineer establishes statewide pavement policy and provides technical support for
pavement design and construction. The State Pavement Engineer approves design
changes and material substitutions for pavement design related changes.

The State Pavement Engineer is assisted by a staff of professional engineers,
administrative personnel engineers and technicians.

GEN 1-00.3(2)C State Geotechnical Engineer

The State Geotechnical Engineer reports to the Director of the Construction Division, and
represents the Director of the Construction Division by formulating and implementing
geotechnical design and construction policy, primarily through the Geotechnical Design
Manual, but also through Standard Plans, General Special Provisions, and portions of the
Standard Specifications. The State Geotechnical Engineer or his representatives, develop,
and/or review and approve, the following types of documents:

o Summary of Geotechnical Conditions

» Boring logs and associated geotechnical test data

« Blasting plan submittals

» Geotechnical aspects of shoring and excavation submittals
» Other geotechnical construction submittals

« For design-build projects, portions of the RFP (primarily Section 2.6), geotechnical
base-line reports, geotechnical data reports, and related geotechnical reports

The State Geotechnical Engineer, or his representatives, develop and/or approve
geotechnical reports that provide the design basis for construction projects statewide.
The State Geotechnical Engineer, or his representatives, provide geotechnical expertise
and support for evaluation of construction and changed condition claims to Region
Construction Managers and the State Construction Office staff.

GEN 1-00.4 Region Organization

GEN 1-00.4(1) Regional Administrator

The Regional Administrator, or those delegated Regional Administrator authority,
represents the Assistant Secretary in a geographic area, organizes and supervises a
staff of personnel which perform administrative duties and supervise location, design,
construction administration, and maintenance of the transportation system within
the region.

The Regional Administrator is delegated the authority to execute:

» Change orders as Specified in Construction Manual SS 1-04.4, Delegation of Execution
Authority

» Approval of subcontractors and agents
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GEN 1-00.4(2) Regional Construction Manager

In supervision of construction, the Regional Administrator is assisted by a Regional
Construction Manager. The Regional Construction Manager, or those delegated Regional
Construction Manager authority, assigns Project Engineers with appropriate supporting
personnel and provides training and guidance to the Project Engineers. It is the
responsibility of the Regional Construction Manager to ensure that sufficient personnel
are provided on all projects at all times to ensure adequate inspection, documentation,
and quality controls.

GEN 1-00.4(3) Regional Administration of the Inspector Certification Program

Goal - The purpose of the Inspector Certification Program is to provide training and
resources for Construction Inspectors and to provide examinations to confirm the
Inspector’s knowledge. This will ensure consistent administration of highway construction
contracts. The monitoring of construction activities by Certified Inspectors will help

to ensure that only quality materials and workmanship are employed on WSDOT
construction projects.

Definitions

Director of the Construction Division (Director) - Individual delegated authority from
the Secretary of Transportation to administer the Department’s Construction Program.

Region Inspector Certification Manager (RICM) - Individual designated by the
Director of the Construction Division to coordinate all construction training and
Inspector Certification in that Region.

Region Inspector Certification Official (RICO) - Appointing authority for Region
Construction Project Engineers or an individual delegated this responsibility by the
appointing authority.

Department - Washington State Department of Transportation.

There are two types of Inspectors, Interim Inspectors and those enrolled in the Inspector
Certification Program (ICP). There are two different levels of certification, General
and Divisional.

An Interim Inspector is a person assigned to work under the supervision of a WSDOT
Certified Inspector. This person may be a temporary employee, seasonal employee

or permanent employee within the Department. Interim Inspectors should be
considered for inclusion within the Inspector Certification Program. Interim Inspectors
at the Transportation Technician 3 In-Training level and above may only serve as
Interim Inspectors for six months before being required to obtain certification as a
General Inspector.

An Inspector is entered into the ICP through the Washington State Learning Center (TLC)
Learning Management System (LMS). The employee’s supervisor will contact their Region
Trainer who will assign the certification tests via the TLC.

Page 1-6

WSDOT Construction Manual M 41-01.40
May 2022



Administration

Chapter 1

The Inspector will become certified as a General Inspector once they have successfully
demonstrated proficiency by achieving a passing score of 75 percent on each open book
examination for the following subjects:

» Technical Mathematics

« Contract Plans Reading

» Basic Surveying

« Composing an Inspector’s Daily Report

» Force Account Documentation and Payment
» Materials Documentation

« Inspector’s Role for Change Order Work

» Inspector Safety

« Utilizing Resources

» Environmental

The Inspector may either take the courses first and then take the examination or take the
examination without taking the course. If the Inspector does not achieve a passing score
on an examination, they may retake that examination after waiting three days. If they fail
an examination a second time, the Inspector will be required to successfully complete
training before attempting another examination for that subject matter. Certification as a
General Inspector shall not expire. The General Inspector may be required to successfully
complete additional courses to maintain their General Inspector certification should the
Department change its work methods or standards, pertaining to the subject matter
covered in the General Inspector Certification.

The purpose of the General Inspector Certification phase is to broaden the Construction
Inspectors’ knowledge base through additional instruction and inspection experience.

Division Certificates

The next phase of the Inspector Certification Program includes modules for Division
Certifications as shown below. Once the Inspector becomes a Certified General Inspector,
they will be eligible for training and certification focus in at least one of the following
Divisions as they become available. A Division Certification will include modules of
training and exams for a particular item of work.

Division 2 Division 6 Division 7

Earthwork Structures Drainage
Cast-in-Place Concrete

Division 5 Foundations Division 8

Hot Mix Asphalt Placement Concrete Bridges Guardrail

Cement Concrete Pavement | Structural Earth Walls Signing
Tieback Walls lllumination, Signals, Electrical
Concrete Walls &ITS
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The Certified General Inspector will be certified in the Divisions listed above when they
have successfully demonstrated proficiency by achieving a passing score of 80 percent
on the examinations. After completion of the stated requirements, the individual will be
granted the title of Certified Inspector in that Division. At this level, the Inspector would
be expected to operate independently with limited supervision in that Division.

Each year, the Construction Project Engineers will ensure that Inspectors assigned to
them are afforded the opportunity to take additional courses to broaden their knowledge
and certifications.

All Division certification requirements may be completed by either successful completion
of the required training courses and then passing the examinations or the examinations
may be taken without completing the training courses. If an exam is failed the RICM will
notify the Project Engineer. The Inspector must take an on-line or Instructor Led course
for the affected subject prior to re-taking the exam. The exam may be retaken with a
minimum of a three day waiting period from the date the original test was failed.

If an exam is failed for a second time, the RICM will notify the Project Engineer and RICO.
The Project Engineer and RICO will develop an action plan for training and mentoring on
the subject. A period of 30 days minimum is required for the action plan to be completed,
and then the Project Engineer will notify the RICM the Inspector is ready to retake

the examination.

An Inspector’s Division certification will be valid for a period of 4 years from the date
of certification, after which they will be required to complete a recertification course and/
or examination.

Certification Revocation Based on Lack of Proficiency

If it is determined that a Certified Inspector has demonstrated a lack of proficiency, the
RICO will work with the inspector’s Project Engineer to develop an action plan to correct
the lack of proficiency. The action plan will include successfully completing course work
identified and achieving a passing score on course examinations. If the inspector fails to
successfully complete the action plan, the RICO will revoke the Inspector’s Certification
and inform the Director of the Construction Division.

The RICM will maintain a database of all certified Inspectors, in what areas they are
certified, and any who have had their certification revoked.

The RICO will initiate notification that a certification has been revoked. Notification shall
be in writing and shall be mailed (“return receipt requested”) to the affected Inspector. A
copy of the notification shall be sent to the employee’s supervisor.

Prior to having the certification reinstated, the inspector must meet all requirements
stated in their revocation letter and pass any applicable proficiency examination(s).

Reporting

Once each year the RICM will report actions taken under the Inspector Certification
Program. The report shall include as a minimum the number of certified inspectors, the
Inspector’s names, what certifications they hold, and any certification revocations, taken
under the Inspector Certification Program. The report will be due to the Director by the
last working day in January.
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GEN 1-00.5 Relationship with Other Agencies

GEN 1-00.5(1) Federal Highway Administration

The Federal Government provides transportation funding to Washington State through
the Federal Highway Administration (FHWA), a division of the U.S. Department of
Transportation. These funds are subject to applicable Federal law, Executive Orders,
regulations, and agreements.

The WSDOT contact with FHWA for Construction Administration matters is the State
Construction Office. In preparing and approving Standard Specifications, General Special
Provisions, and this manual, the State Construction Office seeks the review and approval
of FHWA. Use of approved provisions and meeting the required outcomes described in
the manual become the basis of federal reimbursement.

FHWA provides oversight of WSDOT work on some projects and has delegated that
responsibility to WSDOT on others. A full discussion of WSDOT responsibilities under
Stewardship is included in Section 1-00.10.

GEN 1-00.5(2) Local Agencies

Cities, counties, and other municipalities within the state may also perform work funded
with federal dollars. When this happens, the money is passed through the Department
of Transportation, and we will have entered into agreements with the local agencies

to provide services. For example, WSDOT will allow the use of testing facilities by a
local agency.

GEN 1-00.5(2)A Project Engineer Administering Local Agency Project

Occasionally, a WSDOT Project Engineer may be assigned to provide engineering and
inspection services on a local agency project. The duties of the Project Engineer will

be determined by the actual Contract Provisions and by any specific agreement made
between the Region Administration and the local agency. The provisions of this manual
may or may not apply, depending on the situation.

GEN 1-00.5(2)B Local Agency Administering Its Project on State Right of Way

In some cases, WSDOT may grant approval for a local agency to construct a facility on
State Right of Way using local agency staff and contractors. (For example, a city funded
overpass of an interstate). When this happens, a Project Engineer will be assigned to
provide oversight of the local agency work. The Project Engineer is expected to assure
that the local agency provides the same level of engineering and inspection that State
employees would accomplish. While the Local Agency may have different administrative
provisions with respect to risk-sharing and submittal requirements, all of the technical
aspects of the Standard Specifications and this manual must be met.

GEN 1-00.5(3) Other Federal, State, and Local Agencies

The design and construction of transportation improvements often incorporates locations
and features that fall within the jurisdiction of other agencies. It is the policy of WSDOT
to cooperate with all agencies as partners in the completion of each project, recognizing
and complying with each agency’s legal requirements. The Project Engineer shall
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cooperate with local authorities to help ensure that the contractor complies with local
laws, ordinances, and regulations. However, unless specifically allowed in the statutes or
the contract documents, no WSDOT employee shall engage in any kind of enforcement
of laws, rules, regulations, or ordinances which are the responsibility of other agencies.
WSDOT needs to maintain the confidence and build trust with resource agencies and
the public, so it is critical that we take the proper actions when we are aware of an issue.
When WSDOT employees observe something which is questionable or appears to not
be in compliance with local laws, ordinances, and regulations, it shall be brought to the
Project Engineer’s attention. The Project Engineer is responsible for bringing it to the
Contractor’s attention for proper action. Rely on the Regional and Headquarters expertise
and the appropriate agencies when dealing with complex issues such as environmental
compliance, safety, or hazardous materials.

GEN 1-00.5(3)A Highways over National Forest Lands

GEN 1-00.6

GEN 1-00.7

WSDOT has entered into a Memorandum of Understanding (MOU) with the United
States Forest Service (USFS) and the Project Engineer is required to do the following
when performing work on National Forest Service Lands:

1. Represent the department in all matters pertaining to the project.
2. Confirm that the USFS has been notified of the project advertisement and award.

3. Notify and obtain approval from the USFS for any changes in the project that will
affect National Forest System Lands, beyond that of the original contract.

4. Notify the USFS when the project nears completion, at which time the USFS will
indicate if they choose to participate in the final review of the project.

Relating to the Public

Public confidence is enhanced by WSDOT personnel being responsive to reasonable
requests for information, providing timely advanced notice of possible impacts, and
reducing inconvenience to traffic while maintaining worker safety. When possible, the
Project Engineer should rely on resources such as Regional Public Information Officers
and the State Office of Communications and Public Involvement. If there is concern or
reason to question the confidentiality or sensitivity of the information requested, consult
with your supervisor or seek the advice of the Attorney General's office.

Application of Contract Provisions, Plans, and Specifications

GEN 1-00.7(1) Construction Contracts Information System (CCIS)

The CCIS system is a mainframe application designed to track Contract information and
generate reports for all WSDOT administered construction projects. The initial setup of
Contract information into CCIS is done automatically by using information in CAPS and
other systems. However, after the Contract has been executed, the Project Office must
enter the majority of the Contract information into the CCIS system. The Project Engineer
will verify that the initial Contract information in CCIS is correct. The data entered is then
maintained and stored on the mainframe.
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Among other things, CCIS generates and tracks the Weekly Statement of Working Days
and Change Orders. The system creates the forms for these reports so a preprinted form
is not needed. Following is a list of data that needs to be entered into the CCIS database
over the life of the project:

1. Contract Information - This part of CCIS will contain general Contract information,
including but not limited to:

Region administering Contract

Region the Contract is located in

Regional Administrator

Operations Engineer

Project Engineer/PE Org code

Description of Work

SR Number(s)

Begin and End mile post

County

Prime Contractor’s local address, if applicable
Prime Contractor contact person

Prime Contractor DMWBE type if applicable
Prime Contractor ethnic code if applicable

Date of Statement of Intent to Pay Wages - Prime
Date of Contractor and Subcontractor/Agent Cert. for F.A. Projects
Date of Affidavit of Wages Paid - Prime

Date of Preconstruction Meeting Minutes

Date time started

Date work started

Date Orig. Progress Schedule approved

Date Last