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10.0 APPENDIX 

All appendix materials can be downloaded from the DDOT CM Manual website.  Please click the list 

below to download the corresponding electronic file. 

Change Order Forms 

• Checklists 

o Change Order Checklist 

o No Cost Change Order Checklist 

o Article 3 Directive Checklist 

• Change Order Package Checklist with Divider Sheets 

• Program Action Request (PAR) Form 

• Standard Operating Procedure (SOP) – FHWA 1365 Form 

o FHWA 1365 Form – Project Changes 

• Independent Government Estimate (IGE) Worksheet Template (See Section 103.01 Article 3 D. 

Change Order Breakdown of DDOT Standard Specifications for Highways and Structures) 

 

Construction Administration Documents 

• DDOT Document Management System (DMS) Information 

• DDOT SharePoint Folders and Contents 

• DDOT Letterhead 

• DDOT Memo Template 

• Transmittal Letter 

• Pre-construction Conference Agenda 

• Logs (Submittals, RFIs, etc.) 

• Engineer’s Project Diary 

• Inspector’s Daily Report (IDR) 

• Plantings Periodic Report (PPR) 

• Meeting Minutes 

• Sign-in Sheet 

• DDOT Report Template 

• Weekly Report Template 

• Weekly Report Sample 

• Non-Compliance Report (NCR) 

• Substantial Completion Letter 

• Utilities Contact List 

 

Invoice Forms 

• Invoice Forms for Construction Contracts 

https://wiki.ddot.dc.gov/display/CMM
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=0&preview=/102928095/105972409/ChangeOrderChecklist.pdf
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972405/NoCostChangeOrderChecklist.pdf
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=0&preview=/102928095/105972408/Article3DirectiveChecklist.pdf
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=0&preview=/102928095/105972401/ChangeOrderPackageChecklist.xlsx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972406/PARForm.xlsx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=40&preview=/102928095/105972407/SOPFHWA1365%20Form.pdf
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972403/FHWA1365FORM.pdf
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972404/IGEWorksheetTemplate.xlsx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972404/IGEWorksheetTemplate.xlsx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=0&preview=/102928095/105972419/DDOTDocumentManagementInfo.docx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972422/DDOTSharePointFoldersAndContents.xlsm
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972420/DDOTLetterhead.docx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972421/DDOTMemoTemplate.docx
https://wiki.ddot.dc.gov/download/attachments/102928095/DDOT%20Tranmittal%20Sheet.docx?api=v2
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972439/PreConstructionConferenceAgenda.docx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972424/Logs.xlsx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=0&preview=/102928095/105972417/DailyDiaryForm.docx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972423/IDRForm.docx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&preview=/102928095/111150407/Plantings%20Periodic%20Report.xlsx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972410/Meeting%20Minutes%20Template.docx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=40&preview=/102928095/105972414/Sign-In%20Sheet.docx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972413/ReportTemplate2020.docx
https://wiki.ddot.dc.gov/download/attachments/102928095/WeeklyReportTemplate.docx?api=v2
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=40&preview=/102928095/105972415/WeeklyProgressReportSample.pdf
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972411/NCRForm.xlsx
https://wiki.ddot.dc.gov/download/attachments/102928095/SubstantialCompletionLetter.docx?api=v2
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&preview=/102928095/111150406/Utility%20Contacts%20for%20Plans%2C%20Clearence.xlsx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=0&preview=/102928095/105972426/ApplicationForPaymentConstruction.xlsx
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• Invoice Forms for Consulting Services 

 

Project Closeout Forms/Checklists 

• SOP – FHWA Federal-Aid Project (FAP) Closeout 

o Closeout Checklist for Project of Division Interest (PoDI) Projects 

o Closeout Checklist for State Assumed Projects 

o Final Acceptance Report Form for PoDI Projects 

o Final Acceptance Report Form for State Administered Projects 

• SOP – Local Capital Closeout  

o Closeout Checklist for Local Capital Projects 

o Final Acceptance Report Form for Local Capital Projects 

 

Civil Rights Forms 

• DBE Utilization Form 

• DBE Contractor Payment Form 

• Commercially Useful Function (CUF) On-Site Review Form 

 

 

 

https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=0&preview=/102928095/105972425/ApplicationForPaymentConsultant.xlsx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=40&preview=/102928095/105972431/SOPFHWAFederalAidProjectCloseout.pdf
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972434/FAPCloseoutChecklistPoDI.pdf
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972435/FAPCloseoutChecklistStateAssumed.pdf
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972436/FinalAcceptanceReportPoDI.docx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=0&preview=/102928095/105972433/DDOTFinalAcceptanceReport.docx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=40&preview=/102928095/105972432/SOPLocalCapitalCloseOut.pdf
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972429/LocalCapitalCloseoutChecklist.docx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=20&preview=/102928095/105972438/LOCAL_CAPITAL_FINAL_ACCEPTANCE_FORM%20.pdf
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=name&startIndex=0&preview=/102928095/105972402/DBE%20Utilization%20Form.docx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=date&highlight=DBEContractorPaymentForm.docx&highlight=DBEProgramCUFForm.docx&&preview=/102928095/105989436/DBEContractorPaymentForm.docx
https://wiki.ddot.dc.gov/pages/viewpageattachments.action?pageId=102928095&sortBy=date&highlight=DBEContractorPaymentForm.docx&highlight=DBEProgramCUFForm.docx&&preview=/102928095/105989437/DBEProgramCUFForm.docx

