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Documentation Procedures in CMMS 

This document serves as a supplement to the department’s Documentation of Contract Quantities Guide.  
This supplement is intended for use when the Construction and Materials Management System (CMMS) 
is being utilized to administer a construction contract.   
 
The Department’s goal is to have efficient processes with respect to associating progress and final 
“source documentation” (and other “supporting documentation”) digitally to pay item quantity placements.  
To promote this goal, the following documentation policy guidance may be followed when utilizing the 
Construction Materials Management System (CMMS): 
 

1. Documentation created and/or obtained electronically may be saved electronically (in lieu of 
printing the documentation and saving it in a “job box”).  However, it is not necessary to scan 
documentation created or obtained in paper form (for the purpose of saving it electronically) when 
it is not efficient to do so. 
 

2. The “notes”  field on a pay item placement can be utilized to satisfy certain documentation 
requirements associated with pay item placements.  E.g. it is acceptable for a user to enter a pay 
item quantity calculation in an applicable pay item “note” and save the “note”.  After the original 
quantity calculation “note” has been saved, a second user must check the calculation and confirm 
they checked the calculation “appending” the original note.  (CMMS automatically captures the 
names and dates for who created the original “note” and who appended the “note”.) 
 
Alternatively, electronic files can be used to satisfy documentation requirements associated with 
pay item placements per the following: 
 

a. If an electronic file specifically applies to an individual pay item placement (e.g. a pay 
item placement specific calculation) save the file as an attachment  on the applicable 
pay item daily quantity (DQ) placement row via the pay item’s Quantity Book Pay Item 
Entry Tab. 
 

b. If an electronic file applies to the entire pay item (e.g. a calculation file for all 
placements specific to a pay item) save the file as an attachment to the applicable pay 
item via the pay item’s Quantity Book Item Summary area.  Alternatively, save the file 
as an attachment on the pay item’s final DQ placement row via the pay item’s Quantity 
Book Pay Item Entry Tab. 
 

c. If the attachment applies to the contract in general, save the file as a document 
attachment under the “Project Documents” tab for the contract. 

 
3. It is expected quantity source documentation attachments (e.g. quantity calculations) are not 

“estimates” (e.g. estimated quantity) unless noted otherwise.  If a quantity source documentation 
attachment pertains to an “estimated quantity” it must be noted via the attachment’s file name or 
description. 

 
4. “Measured By”, “Calculated By”, and “Checked By” personnel initials (or names) and dates 

associated with pay item placements can be captured electronically.  This electronic capture 
includes capturing initials and dates in an applicable attachment (e.g. in a .docx, .xlsx, .pdf file 
etc.) and/or capturing names and dates in the “Notes” field for a pay item placement.  
(The person who “checks” a pay item placement quantity must differ from the person who 
“calculated” the quantity.  It is the Resident’s responsibility to ensure pay item quantity source 
documentation has followed this protocol.) 
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5. Commonly, quantity calculations are not necessary to support quantity book placements for pay 
items with “Each”, “Calendar Month”, “Calendar Day” and “Lump Sum” units of measure.  In the 
event no quantity calculation is involved for pay items with these units of measure, it is acceptable 
for the CMMS quantity book pay item entry to serve as the quantity source documentation.  (I.e. 
these types of pay item placements do not require “calculated by” and “checked by” initials/names 
and dates.)  However, if a quantity calculation is involved, source documentation (including 
“calculated by” and “checked by” initials/names and dates) must be captured as shown above. 
 

6. Pay item quantity source documentation attachments need only be uploaded into CMMS after 
they are in final form.  It is not necessary to upload “in progress” attachments.  However, sufficient 
reference to the “in progress” source documentation must be provided at all times to facilitate 
progress audits.  (E.g. it is acceptable to utilize an electronic field book, calculation file, etc. to 
capture source documentation for pay item placements over several days.  In this case, the 
location of the “in progress” source document should be referenced in the “notes” field of the initial 
applicable pay item placement.  After all applicable pay item placements are complete and the 
source document is in final form, the source document should be saved as an attachment on the 
applicable pay item’s final DQ placement row via the pay item’s Quantity Book Pay Item Entry Tab 
or via the pay item’s Quantity Book Item Summary area if applicable.) 
 

7. Materials documentation (e.g. Evidence of Materials Inspection) may be uploaded to the Quantity 
Book under the Daily Entry if it is specific to that day’s quantity or in the Quantity Book under the 
Pay Item Summary if specific to the Pay Item as a whole, or under Project Documents if in 
general or the materials inspection covers multiple pay items. If material inspection is received in 
paper form, it can be scanned and uploaded, or kept as a hard copy in the job file. (Procedures to 
capture materials documentation will change as additional CMMS functionality is released.) 
 

8. When a pay item placement results in the Quantity Placed to Date exceeding the Adjusted Pay 
Item Quantity, an “overage” results (i.e. the placed quantity exceeds the adjusted quantity). In 
CMMS, if a user attempts to “post” the single placement which resulted in the overage, the pay 
item placement will “split” into two placements.  (One placement equaling to the remaining 
available (i.e. authorized) quantity; the second placement equaling the overage quantity).    When 
this occurs, it is expected source documentation attached to the original placement is applicable 
to both rows.  (I.e. it is not necessary to save the same attachment on the overage placement 
row). 
 

9. In the event a quantity source documentation attachment is applicable to more than one pay item, 
the attachment must be uploaded as many times as necessary to properly link the attachment to 
each applicable pay item.  (E.g. if quantity calculations for two separate pay items are included in 
a single source document electronic file, the electronic file must be attached to each pay item as 
applicable.  I.e. uploaded twice.) 

 
10. The “Location" field in the CMMS Quantity Book pay item entry area is required unless the 

“location” is cited in the applicable source documentation. 
 

11. Any pay item quantity entry that has been marked “post”, must have source documentation 
attached or referenced as applicable. 
 
To facilitate progress and final reviews/audits, it is imperative to have source and supporting 
documentation, if required, available for online viewing at the time the quantity is marked “post”.  
Should the Central Office, FHWA, or others choose to perform an audit/review, every expectation 
of transparency must be met with clear and accurate quantity documentation. 
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12. A list of all personnel (and their initials) assigned to the contract or who perform any 
documentation-related duties on the contract shall be saved as a document attachment under the 
“Project Documents” tab for the contract.  Typed or handwritten initials (or full names) are 
acceptable means on source or supporting documentation. 
 

13. For pay item quantities which the basis of payment is based on weight tickets, valid scale decal 
information (Department of Agriculture decal photo or description including decal number, 
inspection date, and scale location) is required in the CMMS Quantity Book “Item Summary”, “Pay 
Item Documents” attachment area. 
 

14. Material Allowance Proof of Payment: Often, the prime contractor will submit proof of payment 
along with the BC 49 Material Allowance Affidavit.  When this occurs, the Resident can simply 
note that date on the BC 49 and upload that document into CMMS.  However, per Article 
109.07(b) of the Standard Specifications, proof of payment must be received within 60 days of 
payment of the allowance.  When proof of payment occurs after the BC 49 is submitted but within 
the 60 day time limit, the Resident shall download the previously attached BC 49, make the 
appropriate proof of payment notation on the BC 49, then upload the revised BC 49.  (The 
originally uploaded BC 49 should not be deleted.) 
 

15. Statement of Materials Allowance:  When utilizing CMMS to administer construction contracts it is 
not necessary to complete Statement of Materials Allowance(s) (BC 131) nor is it necessary to 
submit BC 131’s to the Central Bureau of Construction with applicable pay estimates. 
 

16. All pay items based on weight tickets must have weight tickets retained manually in the job box 
when tickets are received in paper form.  However, an Excel spreadsheet or a daily adding 
machine tape can be used to total and summarize the tickets for that day.  The spreadsheet or 
adding machine tape must be attached to the tickets.  All the requirements for an adding machine 
tape shall be in effect for the spreadsheet, except that the initials and dates may be typed for the 
spreadsheet.  
 

17. Finaling out a Pay Item:  When all work on a pay item is complete, the pay item must be checked 
“Final” in the Item Summary area of the CMMS Quantity Book. 
 

See Attachment A for general locations where documentation uploaded into CMMS should be attached. 
 
See Attachment B for examples demonstrating the guidance described above. 
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Attachment A – Document Locations in CMMS 

General Locations for Documents: 

Summary Tab Diary Project Log 

• Contract: 

o Award Letter 

o Award Notice 

o Executed Contract 

• Progress Schedule 

• Pre-Con Meeting Minutes 

• Time Extension (WD’s or CAL Days Added) 

• All Contract Correspondence 

• Traffic Control Inspection (BSPE 726) 

• Erosion Control Inspection (BC 2259) 

• Incidence of Non-Compliance (WPC 624) 

• Extra Work Daily Report (BC 635)  
(This should be the original, jointly-signed copy.) 

Quantity Book – Daily Entry 

• IDR/Calc Sheet 

• Tickets (w/Adding Machine Tape or Spreadsheet)  

(This is optional, Paper Copies kept in Job Box.) 

• Daily Paving Record (BC 2529 or  BC 2531) 

• Truck Tare Weights (BC 1465) 

• Weekly Trainee Reports (SBE 1014) 

• Traffic Control Surveillance Report (BC 2240) 

• HMA/Steel/Fuel Adjustment Calculation 

(if adjust needed)* 

• Traffic Control Adjustment Calculation 

(If adjust needed)* 

• Material Allowance Affidavit (BC 49) and Proof of 

Payment 

Project Documents 

• Bidder’s Employee Utilization Form (BC 1256) 

• Traffic Control Authorization Request (BSPE 725) 

• Railroad Liability Approval Letter 

• Delay of Start (If not in Pre-Con) 

• Consultant/Local Agency Inspection Forms (BC 

775/776) 

• Subcontractor Approval (BC 260a) 

• Substance Abuse Form (BC 261) 

• Contractor Certification Statement 

• (BDE 2342A) 

• Notice of Intent Approval Letter 

• Borrow/Waste/Use Site Approval Letter 

• Weekly Report of Resident 

• Payroll/EEO Check Sheet- 

(This is a working document and should be 

uploaded at the end of Contract.) 

• EEO Reports (SBE 956) 

• Payroll Reports (SBE 48/SBE 348) 

• Wage Rate Interviews (BC 163) 

• Weekly DBE Trucking Report(SBE 723) 

• HMA/Steel/Fuel Adjustment Calculation  

(if NO adjust needed) 

• Agreement on Plan Quantity (BC 981) 

• Contractor’s Performance Evaluation (BC 1777) 

• As-Built Plans 

• Material Inspection (General/Multiple Pay Items) 

 

Quantity Book – Pay Item Summary 

• Scale Decal Information 

• Independent Weight Checks 

• Piling Forms (BBS 757 & BBS 2184) 

• Furnished Pile Ordered Length Letter 

• Coring Logs or Coring Waiver 

• Trainee Program Approval (SBE 1146) 

• Traffic Control Adjustment Calculation 

(If NO adjust needed) 

• Material Inspection (specific to a pay item) 

Authorizations - Attachments 

• Agreed Unit Price Approval 

• Force Account Bills 

• Prior Approval (BC 2256) 

• Written Directive to Proceed 

• PPB Waiver Email (Granted/Denied) 

• Traffic Control Adjustment Calculation  

(If ADJUST needed)* 

• HMA/Steel/Fuel Adjustment Calculation 

(If ADJUST needed)* 

* More than one option for location 
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Attachment B – Documentation Examples 

Please Note: 

• The term “Document” is meant to encompass any item used to document the quantity of payment including 

but not limited to IDR, Calc File, Excel Spreadsheet, Picture, and/or Plan pages. 

• All Daily Entries are considered “Final” unless noted as “Estimate” on the attached document or in the Notes. 

Documentation by Pay Unit: 

Pay Unit Documentation of Quantities in CMMS 

Acre 
Seeding page 
4 

- Attach Document showing area and calculations to Daily Entry.  

 

- IF BC 981 Item: 

- Estimates can be shown on a working Document outside of CMMS that is 

referenced in the Notes with the Final Document showing balancing quantity 

attached to the Final Daily Entry. (see example page 3) 

OR 

- Estimates can be shown in the notes section with the Final quantity balanced on 

the Final Daily entry. (see example page 11)  
 

- Any quantities added or deducted must have a Document attached to the daily 

entry showing calculations. 

Cal Da 
- Attach Document showing calculations to Daily Entry. 

OR 

- Show calculations in the Notes section of the Daily Entry. 

 

- For Traffic Control Surveillance, attach Report BC 2240 to the Daily Entry. 

Cal Mo 
- Attach Document showing calculations to Daily Entry. 

OR 

- Show calculations in the Notes section of the Daily Entry. 

Cu Yd 
Earth 
Excavation 
page 3 
 

Concrete 
Structures 
page 11 

- Attach Document showing calculations to the Daily Entry. 

- Estimates can be shown on a working Document outside of CMMS that is 

referenced in the Notes. 

- A Document showing calculations for final quantity shall be attached to the final 

Daily Entry or under Pay Item Summary and referenced in the Notes. 

- If BC 981 Item, refer to Acre above. 

Each or L 
Sum 
 
Traffic Control 
page 14 

- No additional Document is required to be attached to the Daily Entry. 

- If an estimate or partial payment is made, an explanation shall be stated in the 

Notes section of the Daily Entry. 

*For Traffic Control items please follow procedures for estimate payments located 

Section A of Documentation of Contract Quantities. 
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Pay Unit Documentation of Quantities in CMMS 

Foot 
 
Striping page 
12 
 
Curb & Gutter 
page 13 

-If Location Sta to Sta matches Daily Entry quantity: no additional Document or 

calculation is required. 

-If length measured can be simply described in the Notes: no additional Document 

or calculation is required.     (ex: perpendicular to roadway @ Sta 51+95 RT or Sta 

53+68 Main St. to Sta 1+62 1st St-NW corner) 

-If multiple areas or complex locations: attach Document showing locations and 

calculations. 

Gallon 
-Attach Document showing calculations to the Daily Entry. 

-Attach supporting documentation to the Daily Entry.    (examples for prime coat: 

Before and After Daily Weight Tickets, Bill of Lading, Certificate of Analysis) 

Hour 
- Attach Document showing calculations to Daily Entry. 

OR 

- Show calculations in the Notes section of the Daily Entry. 

 

-Attach supporting Documentation to the Daily Entry or Pay Item Summary.    

(example for Trainee pay items: attach Weekly Trainee reports (SBE 1014) to Daily 

Entry and attach Trainee Program Approval (SBE 1146) and certifications to the 

Pay item Summary.) 

Pound 
Fertilizer page 
5 
 
Tack Coat 
page 8-9 
 
 

- Attach Document showing calculations to the Daily Entry. 

-Attach supporting documentation to the Daily Entry.    (examples for tack coat: 

Before and After Daily Weight Tickets, Bill of Lading, Certificate of Analysis) 

- Estimates can be shown on a working Document outside of CMMS that is 

referenced in the Notes. 

- A Document showing calculations for final quantity shall be attached to the final 

Daily Entry or under Pay Item Summary and referenced in the Notes. 

- If BC 981 Item, refer to Acre above. 

 

SQ FT or SQ 
YD 
 
Patching page 
10 

- Attach Document showing calculations (and depth checks, when applicable) to the 

Daily Entry. 

- Estimates can be shown on a working Document outside of CMMS that is 

referenced in the Notes. 

- A Document showing calculations for final quantity should be attached to the final 

Daily Entry or under Pay Item Summary and referenced in the Notes. 

- If BC 981 Item, refer to Acre above. 
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Pay Unit Documentation of Quantities in CMMS 

Ton 
HMA Surface 
Course page 
6-7 

-Tickets with Adding machine Tape or Excel Spreadsheet must be kept in the job 

box and referenced in the Notes of the Daily Entry. 

-As an option: Tickets may be scanned and attached to the Daily Entry. If you 

choose to scan tickets, make sure they are legible. (Even if tickets are scanned, the 

paper copy must be kept in the job file.) 

-Attach supporting documentation to the Daily Entry (ex: Daily Paving record, 

Density Tests, Truck Tare Weights) or the Pay Item Summary (ex: Scale Decal 

Information or Independent Weight Checks). 

Unit  
-If Location Sta to Sta matches Daily Entry quantity, calculation to Units can be 

shown in the Notes. (For Tree Removal, state if a tree tape was used in the Notes.) 

-If multiple areas or complex locations: attach Document showing locations and 

calculations. 
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Earth Excavation 

 

 

 

 

 
Daily Entry Document: 
 
 
 
 
Daily Entry Notes:       Earth Excavation: 
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Seeding 

 

Daily Entry Documents: 

 

Seeding: 

 

Seed Bag Tag: 
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Fertilizer 

 
 
Daily Entry Document: 

 

Pay Item Summary Document: 

 
 

Nitrogen Fertilizer:           Fertilizer Cert:  
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HMA Surface Course

 

 Pay Item Summary Document: 

 

Scale Decal River City Supply-Leland:  Daily Entry Notes: 
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Daily Entry Documents  

 

40603335 Ticket 8-7-18: -------------------------------------------------------------- (with adding machine tape):  

 

 

 

 

 

 

 

 
406033335 Ticket Tape 8-7-18 (Excel Spreadsheet): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

HMA Daily Paving Record 8-7-18: 
*See example Bituminous Daily 
Paving in Section F of Documentation 
of Contract Quantities.   
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Prime/Tack Coat 

 

 

 

 

 

 

 

 

 

 
Pay Item Summary Documents: 

 

Bill of Lading 6-13-18:       Certificate of Analysis 6-13-18: 
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Daily Entry Documents 

 

Tack Coat 6-27-18: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Tack Coat Ticket 6-27-18: 
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Patching 

 

Daily Entry Notes:  (5/5/19) 

 

Daily Entry Documents:  (5/6/19) 

 

Class A Patches:  (example of one Patch) 
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50300225 Concrete Structures 

 

Daily Entry Notes: (similar for 7/9-7/14)   Final Daily Entry Notes:  

 

*Paid with Final Measurements* 

 
Daily Entry Document: 

 
West Approach Footing 7-13-19 
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Striping 

 

Daily Entry Document: 

 

Mod Ureth Line 4 inch: 
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Curb & Gutter 

 
Daily Entry Document: (9/24) 

 

Curb & Gutter 9-24-19: 
 

 

Daily Entry Notes:  (9/26/19)    Daily Entry Notes: (9/27/19) 
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Traffic Control 

 

Daily Entry Notes:  (5/1/19)    Daily Entry Notes:   (6/1/19-8/1/19) 

 

Daily Entry Notes: (9/16/19) 

 

 


