CONSTRUCTION AND LABOR STANDARDS CHECKLIST
(Use of checklist is optional)
Prior to Construction			       			Date Completed
1.	Erect DHCD-required Project Sign on suitable site within one month 		     /     /     
	of the CDBG Agreement’s execution regardless of activity’s type.

2.	Acquire all easements and properties needed for the construction project	     /     /     
	 before the project is bid. 

3.	Request Wage Decision and Federal Construction Contract Inserts from 	     /     /     
	CD Specialist about 14 days before the Advertisement of Bids is published.	

4.	Ensure Advertisement’s language complies with DHCD’s requirements.	     /     /     

5.	Publish the Advertisement of Bids, giving all bidders at least 10 days		     /     /     
	to respond.  

6.	Include the following in the bid document:		     /     /     
· The Federal Construction Contract Inserts received from DHCD
· Insert the DBE goals,
· Insert the Local (Section 3) project area in two places, and
· Insert the Wage Decision.
· The list of Minority- and/or Female-owned contractors and suppliers that 
	responded to the advertisements and legal notices.

7.	Check with DHCD 10 days before the bids are to be opened to learn if 	     /     /     
	the wage decision(s) has been modified.
· If yes, issue an addendum, issuing wage decision modification to 	     /     /     
	everyone who requested the bid . 

8.	Ensure the bid opening is public and on time. 		     /     /     

9.	Ensure the Engineer, Grantee and Attorney checks all bid submissions	     /     /     

10.	Contact your CD Specialist with the apparent winning bidder’s legal name	
	and SSS/TIN so it can be determined that:
· Low bidder is not federally debarred?		     /     /     
· Low bidder is not debarred by Commonwealth?		     /     /     
	
11.	If a conditional or formal award of contract is not made within 90 days 	     /     /     
of the bid opening, contact your CD Specialist to determine if wage decision(s) has been modified.  If it has been modified, the modified wage decision must be incorporated into the contract documents.

12.	Award contract to lowest responsive and responsible bidder.			     /     /     
Issue Notice of Contract Award, copying DHCD, and placing a copy in construction management file.

13.	Place in project file:
· Advertisement of Bids and proof of advertisement,			     /     /     
· Engineer’s recommendation and bid tab,					     /     /     
· Proof winning bidder wasn’t debarred,					     /     /     
· Winning bid and contract award letter, and				     /     /     
· Performance & Payment Bonds (for contract >$100,000).			     /     /     

14.	Conduct pre-construction conference:		     /     /     
· Review Labor Standards Checklist and get it signed,
· Review Equal Opportunity Checklist and get it signed,
· Review Section 3 Action Plan and get it signed (for contract >$100,000),
· Review requirements for additional submissions from Prime and all subs:
· Complete Register of Assigned Employees with first payroll , and
· Monthly submission of Register of Contractors, Subcontractors and Suppliers 
· Review Payroll Report, including Statement of Compliance, 
· Review Authorization of Employee Payroll Deduction(s),
· Review Wage Decision, including dual wages if applicable
· Review Request For Additional Wage Classification(s) process,
· Review apprenticeship and helper restrictions,
· Review employee interview process,
· Review change order process,
· Review Local Business and Employment Plan requirements, and
· Ensure Grantee to have contractor video and/or take photos of the project area
	before construction starts for reference in claims of damage to property.

	Engineer and others cover construction-related items.

15.	Ensure minutes of the Pre-construction Conference are kept and placed	      /     /     
	in the construction management file.

16.	Issue Notice to Proceed with Construction, copying DHCD, and place		     /     /     
	copy in construction management file.		
During Construction						Date Completed
1.	Contractor posts equal opportunity posters and Wage Decision		     /     /     
at work trailer or other location easily accessible to employees and protected from the elements.

2.	Prime and subcontractors submit first weekly payroll:		     /     /     
· Complete Payroll Report
· Signed and complete Statement of Compliance
· Signed Employee Certification and List of Subcontractors on Project this Week
· Complete Register of Assigned Employees (RAE) (subsequent ones are 
		needed when there are newly assigned workers or their individual addresses, 
	wages or deductions change.  Authorizations accompany deduction changes.)
· Monthly Register of Contractors, Subcontractors and Suppliers over $10,000
· Signed Authorization of Employee Payroll Deduction(s)
· Payroll Report and all other above-listed documents from subs
	
3. Contract Compliance Officer (CCO) establishes payroll review
binders or files:		     /     /     
· Initiates Log of Payroll Reports,		     /     /     
· Initiates Log for Reviewing Employees on Payrolls,		     /     /     

4.	CCO receives, reviews and initials Payroll Reports and all related 		     /     /     
	documentation from Prime and subs weekly or sends Prime and subs a written list of items incorrect or missing weekly.

5.	Discrepancies or violations requiring restitution are resolved in 30		     /     /     
	days and supplemental Payroll Reports, signed by workers, reflecting restitution are submitted by contractors.

6.	Restitution is calculated and withheld from contractor if under-		     /     /     
	payments are not corrected within 30 days of Notice.

7.	Documents and Logs are sufficiently annotated per corrections.		     /     /     

8.	CCO requests additional Wage Rates from DHCD as needed.		     /     /     

9. 	CCO attends monthly Construction Meetings to know, in part, when 
	subs are on site so their employees can be interviewed.	     /     /     

10.	CCO ensures that any subcontractors added after the pre-construction
	conference signs the EEO and Labor Standards Checklists. 		     /     /     

11. 	CCO conducts monthly employee interviews (one worker per trade		     /     /     
	and 25% of total workforce is required by end of project).

12.	CCO cross-checks interviews against Payroll Reports and RAE, signing 	     /     /     
	and dating after making sufficient remarks.  (If the interviewer is not the CCO, both need to sign and date the employee interview record.)

13.	CCO conducts follow-up interviews with Prime/sub and employee		     /     /     
	and corrects employee interview record as needed.

14.	CCO ensures all change orders are forwarded to DHCD for review		     /     /     
	and concurrence prior to execution and executed copies in the project file.	

15.	If unit prices in any change order were not taken from the original 		     /     /     
	bid, the CCO documents the basis for the prices. 
After Construction 	       					Date Completed
1.	Place the Engineer approved/stamped and signed Plans and Specs 		     /     /     
	in the construction management file.

2.	Place the Engineer’s weekly inspection reports in the construction	     /     /     
	management file.
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