PROJECT ADMINISTRATIVE REFERENCE MANUAL


SAMPLE FORMS

Note:  The sample forms contained herein have been created in a “generic” format in order to be applicable to the CSU office administering this project (Capital Planning, Design and Construction or an individual campus).

FORM




FORM NO.

Prebid Meeting Agenda
None

Construction Bid Information Form
None

Abstract of Bids
701.01

Preconstruction Meeting Agenda
None

Preconstruction Package Contents
None

Expanded Subcontractors List
701.04A

Site Survey and Acceptance
702.08

Uniformat Building Systems Breakdown by Discipline
702.21A

Contractor’s Payment Request
702.12

Request for Payment of Materials on Hand
702.17

Schedule of Values
702.21

Fair Employment Practices Compliance Report
702.18

Change Order and Related Forms

Change Order
703.04

Field Instruction
702.22

Change Proposal
703.24

Cost Request Bulletin
702.20

Change Order Cost Summary Worksheet
703.04W

Subcontractor Status Report
701.04S

Contractor Change Order Request Summary
703.34

Subcontractor Change Order Req. Summary
703.34S

Hourly Labor Rate Worksheet
None

Change Order Log
703.04L

Contingency Status Report
703.04C

Time and Material Daily Log
702.26

Report of Injury
702.10

Construction Daily Diary
703.00

Instructions for Weekly Activity Report and Monthly Progress Report
None

Weekly Activity Report
703.04

Monthly Progress Report
703.04M

Payment Request for PM/CI
None

Authorization for PM/CI to Work Extra Hours
None

Punch List
702.07

Certification of Completion
None

Project Closeout Checklist
None

Notice of Completion
702.02

Guarantee Quality and Performance
702.19

Global Settlement Contract Change Order


One-Way
703.04-1WS


Two-Way
703.04-2WS


Simple
703.04-SS

Contractor Performance Evaluation (for Majors, JOCs)
703.14

Non-Responsible Contractor Performance Evaluation (for Minors)
703.14M

