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Introduction
1) General Instructions to Field Employees Section I and II



Preliminary Study of Project

1) Timelines
2) Quantities and Items
3) Designer Calculations
4) Maintenance of Traffic and Sign Locations
5) Identify Resources
6) PIO
7) Schools/Emergency Services/Business Access



Project Field Investigation

1) Locations
2) Check Site Conditions
3) Constructability
4) Emergency Access
5) Special Conditions
6) Safety Concerns



Preconstruction Conference

1) Utilities
2) EEO
3) Area Engineer Check List
4) Shop Drawings
5) Site Manager Setup 
6) Minutes of Meeting



Preliminary Field Work

1) Early Measuring
2) Cross-Sections
3) Staking of R/W
4) Stationing
5) Certifications for Testing/Written Tests and Field 

Verifications



Preliminary Office Work

1) Set up files
2) Site Manager
3) E-mails and Storage
4) Memorandums
5) Standard Drawings
6) Specification Book and CD’s
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6 Phases of a project

1. Enthusiasm
2. Disillusionment
3. Panic
4. Search for the Guilty
5. Punishment of the Innocent
6. Praise and Honors for the Non-

Participants



DARE TO BE GREAT



Driving Indiana’s Economic Growth

PE/PS Workshop Session#2



Field Office Setup

Must meet requirements in 105.17
Typically a recurring in Contract 
Information Book

Must meet IOSHA requirements
Examples

Need Ground Plugs on Electrical Outlets
Hand rails on stairs



Field Office Setup

Initial Duties in SiteManager
Enter Milestone Dates
Review Key Dates
Entering Precon Notes into SM
Checking for 730 Approvals
Activate Personnel
Pre-populate Contract Master List
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Field Office Setup

Initial Duties in SiteManager
Key Dates

These are important days to the contract worth 
recording such as:

First Day of Work
Authorization to remove Signs
Last Day Work

Delete Key Dates not applicable
Enter Key Date Recipient
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Field Office Setup

Initial Duties in SiteManager
Checking 730 Approvals

Look here to 
check date



Field Office Setup
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Field Office Setup

Initial Duties in SiteManager
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Field Office Setup

Initial Duties in SiteManager
Pre-Populate Contract Master List

Double Click Here



Field Office Setup

Initial Duties in SiteManager
Pre-Populate Contract Master List



Field Office Setup

Documents available on Extranet
http://netservices.indot.in.gov/



Field Office Setup

Documents available on Extranet
Contract Information Book
Plans
Revisions
Geotechnical Report
Q&A from Bid Process
Permits
Abestos Report



General Testing Information
Qualified Technician Program

Every test run for acceptance must be run 
by a qualified technician
To become qualified

Pass written test
Perform field proficiency

If this is done every 3 years then no more written’s

IA Side-by-Side Frequency 1 per year

Equipment must be calibrated at correct 
frequency

Often overlooked by Consultants



General Testing Information

Frequency Manual
Find online at 
http://www.in.gov/indot/2581.htm
These are minimum Test Frequencies

Must be met

Two Manuals in 2009
SiteManager version
CRA version



General Testing Information

Contract Sample Checklist
SiteManager Reports Page

https://sitemanager.in.gov/SMReports/SMLogon.aspx
Reports found here:

IC642
Weekly
Item Print outs for Field Office wall by PLN or CLN
Item Detail Report
Contract Sample Checklist



General Testing Information

Contract Sample Checklist
Recreates Frequency Manual per Contract
Call District Testing if there is an error
Use to track down Estimate Discrepancies







General Testing Information

Failed Material Process
Talk to District Testing Engineer

Crawfordsville- Kurt Sommer- (765) 361-5625
Fort Wayne- Bob Dahman- (260) 969-8238
Greenfield- Mike Nelson- (317) 467-3431
La Porte- Dave Schelling- (219) 325-7442 
Seymour- Dave Hamilton- (812) 524-3761
Vincennes- Mark Fligor (812) 895-7425



General Testing Information

Failed Material Process
District Testing issues Initial Pink Sheet

Can be electronic or paper

Sent to PE/PS
District Construction, Contractor, and Office of 
Materials Management copied



General Testing Information

Failed Material Process
PE/PS responsibilities

Need:
Failing test
Location of material
Pay Item
Quantity Representited
Unit Price

Send all this back to DTE



General Testing Information

Failed Material Process
DTE Responsibilities

DTE can resolve most HMA failures
All other failures will be sent to Failed Materials 
Committee for resolution



General Testing Information

Rounding
Pay attention to accuracy required by tests

Think significant digits
For example, Specification 702.05 states yield 
test must be 100±2%. 102.4% rounds down to 
102% and therefore passes.
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Partnering 

What is it?
A communication and problem solving tool.

Do you have a pay item?
Item: Partnering Overhead

What causes partnering to work or not work?
Commitment from both sides (Contractor & Public 
Agency)



Public Image is Important

Get to know persons effected by your project area:

1) Businesses

2) Homeowners 

Contact your District PIO Officer:

1) They need to be involved

2) They can get the word out on closures and lane 
restrictions



Public Image (Cont.)

Be professional at all times.

1) Your actions represent the company your working  
for or are doing work for.

2)  Control your attitude.

A.   It is really the only thing you can control.

3)  Try to keep a neat and organized office.  

A.   First impressions count.



CR-2 Form 
What is a CR-2 ?

1)  A form to rate a contractor’s performance

a)   Prime Contractor

b)   Sub-Contractor

When should it be filled out?

1)  See the instructions in your workbook

Why is it needed?

1)  To keep a contractor pre-qualified to do work for 
INDOT


