
July 16, 2024

Construction Division 
2024 Annual Recordkeeper Meeting
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Connecting you with Texas.

Construction Recordkeeper Meeting

x

Participant microphones are muted for the meeting.

Participant cameras are turned off for the meeting.

Use the chat function to ask questions to 
presenters.   Please refrain from answering 
questions asked to presenters.   
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July 16, 2024  AGENDA 

8:00 AM
Welcome/Opening Remarks

FY2024 Year in Review
Duane Milligan

8:15 AM Construction Division Highlights Jason Duncan

8:30 AM FHWA Updates Eduardo Acosta

9:00 AM Labor & Payroll Subcontractor Requirements Melissa Daniels

9:20 AM MTD-PSTR Project Records & Material Codes for Buy America Miranda Unruh

9:40 AM Construction Stage Gate Checklist Documentation Requirements Tracey Janus

10:00 AM Break

10:15 AM Review of RKP Audit Workgroups Amy Slaughter

10:30 AM
RKP Training Matrix

RKP Job Responsibilities
RKP Job Aid Creation

Jennifer Keller

11:00 AM SM Checklist Events, Key Dates & Critical Dates Kasha Radlicki Varick

11:15 AM Interim Project Review Schedule & Checklist Jackie Benavides

11:30 AM
CCAM Updates

Construction Form and Process Updates
Cindi Watson

11:45 AM Q&A
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July 17, 2024 AGENDA 

1:00 PM
Welcome/Opening Remarks

FY2024 Year in Review
Duane Milligan

1:15 PM Construction Division Highlights Jason Duncan

1:30 PM FHWA Updates Eduardo Acosta

2:00 PM Labor & Payroll Subcontractor Requirements Melissa Daniels

2:20 PM MTD-PSTR Project Records & Material Codes for Buy America Miranda Unruh

2:40 PM Construction Stage Gate Checklist Documentation Requirements Tracey Janus

3:00 PM BREAK

3:15 PM Review of RKP Audit Workgroups Amy Slaughter

3:30 PM
RKP Training Matrix 

RKP Job Responsibilities 
RKP Job Aid Creation

Jennifer Keller

4:00 PM SM Checklist Events, Key Dates & Critical Dates Kasha Radlicki Varick

4:15 PM Interim Project Review Schedule & Checklist Jackie Benavides

4:30 PM
CCAM Updates

Construction Form and Process Updates
Cindi Watson

4:45 PM Q&A
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Connecting you with Texas.

FY2024 Year in Review
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Cumulative Number of Construction & Maintenance Projects – FY 2024

As of 06/17/2024 Source: FIN and Mainframe
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 CST Actual 68 120 169 224 308 388 456 523 601 713

CST Forecasted 713 776 879

MNT Actual 53 92 152 215 258 323 386 442 477 558

MNT Forecasted 558 598 638
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Connecting you with Texas.

Cumulative Letting Dollar Volume for Construction & Maintenance Projects FY 2024 

As of 06/17/2024 Source: FIN and Mainframe

 $-
 $500

 $1,000
 $1,500
 $2,000
 $2,500
 $3,000
 $3,500
 $4,000
 $4,500
 $5,000
 $5,500
 $6,000
 $6,500
 $7,000
 $7,500
 $8,000
 $8,500
 $9,000
 $9,500

 $10,000
 $10,500
 $11,000
 $11,500
 $12,000
 $12,500
 $13,000

D
ol

la
r 

V
ol

um
e 

in
 M

ill
io

ns

Sep-23 Oct-23 Nov-23 Dec-23 Jan-24 Feb-24 Mar-24 Apr-24 May-24 Jun-24 Jul-24 Aug-24
CST  Actual $624.20 $1,579.15 $2,181.30 $3,029.47 $3,775.80 $4,860.75 $5,513.39 $6,897.84 $8,658.63 $9,737.75
CST Forecasted $9,737.75 $11,157.90 $12,242.13
MNT Actual $56.99 $108.18 $180.16 $269.10 $341.13 $437.05 $524.12 $569.40 $613.59 $701.95
MNT Forecasted $701.95 $740.18 $778.41
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Construction Division
Items to Note

Jason Duncan



July 16, 2024

FHWA Updates
Construction Division



12

Connecting you with Texas.

Takeaways:
• Buy America Iron/Steel Refresher.

• De Minis Form

• Tip and Tricks to make Buy America easier.
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Connecting you with Texas.

What is required?
• Iron and Steel Certifications – ALL PROJECTS

• Construction Materials Certifications  - SOME PROJECTS

- Determined by Buy America Material Classification sheet.

 Non-ferrous Metals, Plastics & Polymers, Glass, Drywall, Lumber, 

- (SP6-30;SP6-39)

 Above Plus Fiber Optic Cable, Optical Fiber, and Engineered Wood. 

- (SP6-40)



Iron and Steel 
Refresher



15

Connecting you with Texas.

What is required?
• Certification and Testing for all predominantly iron and steel products 

permanently installed.

• For Certification

- 1818  TxDOT’s Certification form.

- Material Certification letter (covers miscellaneous iron or steel)

• For Testing:

- MTRs – Mill Test Reports

 Contains Buy America certification statement
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Connecting you with Texas.

What is required?
• Refer to the Project Records Checklist.

- Search txdot.gov under materials 

- Standard Specifications only



17

Connecting you with Texas.

Documentation – Office of Record
Scenario 1) Structural Tested Steel
• Structural (MTD) obtains the documentation and is the office of record.

• SEE MTD presentation later today.

Scenario 2) MPL Steel items not rebar
 Project Sample Sent to MTD - District/Area Office obtains the documentation and submits with each sample.

 AE Inspected – District/Area Office obtains the documentation and is the office of record. This requirement 
applies if the material is tracked in SiteManager or not.

Scenario 3) Reinforcing Steel
• 3a) Precast – MPL

• 3b) Cast in Place - Field Verification

- In addition, inspectors are to review tags and marks on all steel received, including MTD inspected and QM 
materials, to ensure that the materials received correspond with the test reports and are not form a foreign 
source.
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2) District obtains Certification

• Mechanical Couplers

• Multi-Piece Tie Bars

• Steel Piling

• Anchor Rods

• Anchor Bolts

• Corrugated Metal Pipe

• Frame, Grates, & Ring Covers

• Chain Link Fence

• Wire or Ornamental Fence

• Pipe Runners

• Slotted Drains

• Steel Shoes (Components)

• MBGF rail, steel post, hardware

• Cable Barrier and post

• End Treatments

• Crash Cushions (permanent) 

• Steel pipe

• Steel Earth Reinforcement

• Permanent metal 
decking

• Mail Box Assemblies

• Small Roadside Sign 
Post, Wing channel 
post.

• Roadside Flashing 
Beacons

• Pedestrian Pole 
Assemblies

• Gabion Mattress
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Connecting you with Texas.

2) District obtains Certification & MTR
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Connecting you with Texas.

2) District obtains Certification & MTR
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Connecting you with Texas.

2) District obtains Certification of Compliance
Company Logo                            
Address

Company 
Letterhead

Project Information

Product description 
name from approved 
estimate, invoice and 

Form 1818

Buy America        
23 CFR 635.410

Signed by an 
authorized 

representative

Name 
and 

Signature
Notarize as required 

by 1818



 3) Reinforcing Steel
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Connecting you with Texas.

3a) Precast Concrete Products:
• District verifies source (MTR at plant): 

- Manholes, Inlets, and Junction Boxes, (rings, cover, and grates require 1818) 

- RC Pipe, 

- Box Culverts, 

- Concrete Railing, 

- Traffic Barriers, 

- Piling,

- Retaining Wall Panels and Coping, and 

- Sound/Noise Wall Panels and Coping.
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Connecting you with Texas.

3a) Precast- example (not acceptable)
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Connecting you with Texas.

3b) Cast in Place Rebar – To Do

1. Verify Source on MPL. (May be multiple sources!)

2. Request MTRs to pair up with Bill of Lading/invoice/supplier documentation. 

1. Also request to tie to line items steel 

3. Field Verification – Take pictures of Rebar Markings

4. Field Verification – Verify Mill tags to where rebar is going if possible. 

5. Record verification in DWRs. 
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Connecting you with Texas.

3b) Request MTRs matchup with Bill of Lading
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Connecting you with Texas.

3b ) Request MTRs matchup with Bill of Lading
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Connecting you with Texas.

3b ) Request MTRs matchup with Bill of Lading
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Connecting you with Texas.

3b ) Not acceptable MTR
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Connecting you with Texas.

3b) Field Verification – Verify Rebar Markings



De Minimis
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Connecting you with Texas.

What is De Minimis
 Allows contractors to use Foreign products up to a limit. 

 Contractor to provide documentation prior.

 Construction Materials:

 no more than the lesser of $1,000,000 or 5% of Total Applicable Costs 
for the project… Contractor must provide documentation showing under 
threshold in advance for Engineer’s consideration.

 Iron/Steel products:

  cost, including delivery, does not exceed 0.1% of the total Contract cost 
or $2,500….Contractor must provide documentation showing under threshold 
in advance for Engineer’s consideration. 



Tips and Tricks
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How to make this easier?
• Discuss at Pre-Con  No ticket, no payment

• Review Material Sourcing letter for required items.

• Verify for Material on Hand payment.

• Try to match up Heat Numbers/MTRs with Items in field

- Require notification and line numbers on MTRs

• Request 1818 with item or line number identification

- Example: “467 – Pipe Runners”

• Share Project Record Checklist with all parties (subs and vendors) 

• Set clear expectations
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Connecting you with Texas.



Labor & Payroll Subcontractor 
Requirements

Melissa Daniels 

Construction Division



Updates Pending

Revise existing 
(pictured here)

Active Engagement 
& Action Items

 Partner with USDOL, 
FHWA, Industry, and 
District personnel

Driving Forces

Accurately 
represent USDOL 
regulations

Address FAQs

Clarify gray areas

 Identify 
inconsistencies



July 16, 2024

Structural Materials Office of Records
MTD – Prefabricated Structural Materials Section



39

Connecting you with Texas.

MTD Responsibilities
• Perform inspection of materials at approved fabrication plants.

• Create test reports within SiteManager. 

• Maintain project records for inspected materials per the retention schedule.

PSTR is the Office of Record for all inspected materials.  If records are needed for 
an audit, please contact Miranda Unruh or Jennifer Warnick for a convenience 
copy.  
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Connecting you with Texas.

Structural Materials Inspected & Test Reported
Material Code Description UOM

Precast Concrete Products

0420PCABUT PRECAST CONCRETE ABUTMENT EACH

0420PCAP00 PRECAST CONCRETE CAP EACH

0420PCCOLM PRECAST CONCRETE COLUMN LF

0420PCARCH PRECAST CONCRETE ARCH UNIT LF

0420PCSPAN PRECAST CONCRETE C-SPAN UNIT LF 

PCRDWAYPNL PRECAST ROADWAY PANEL SF

0425PCBEAM PRECAST/PRESTR BEAM                                                    LF

0425PNL000 PRECAST CONCRETE DECK PANEL                                                                       SF

Miscellaneous Products

0435PADS00 BEARING PADS EACH

0441BRBEAR BEARING ASSEMBLY EACH
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Material Code Description UOM
Steel Products

0407PIPLNG STEEL PIPE PILING LF

0441MISCST MISCELLANEOUS STEEL (NON-BID) * LB

0442MISCST MISCELLANEOUS STEEL (BID) LB 

0442BRGSTL MAIN MEMBER STEEL FOR BRIDGE STRUCTRES LB

0450RAIL00 FABRICATED STEEL RAILING                                                  LF

0450RLPOST POSTS FOR RAILING * EACH

0450TUBE00 STRUC TUBING FOR RAILING                                     LF

0540TRANPL MBGF TRANSITION ANCHOR PLATE ASSEMBLIES    EACH

0647SPTS00 STEEL SIGN SUPPORTS                                                      LB

0650OSS000 OVERHEAD SIGN SUPPORT                                                EACH

0654WLKWY0 SIGN WALKWAY                                                                  LF

0686POLE00 ILL/SG/CM POLES  EACH

0614RINGS0 HIGH MAST ILLUMINATION RINGS                                             EACH

4007PEDBRG PEDESTRIAN STEEL BRIDGE EACH
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Connecting you with Texas.

Recordkeeper Responsibilities
PSTR Inspected & Test Reported Materials

• Obtain material source verification documents for all materials received.

• Verify test report from MTD-PSTR in SiteManager. 

How do I check for a test report?
• XiteReport
• XiteManager
• Sampling Checklist
• 26 Report
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Connecting you with Texas.

Recordkeeper Responsibilities
PSTR QM Materials

• Obtain material source verification documents for all materials received. 
“Proof”

• Check that supplier is on the appropriate Material Producer List (MPL).

• Attach SiteManager QM test report.



July 16, 2024

Construction Stage Gate Checklist
Documentation Requirements
Form 2448
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Connecting you with Texas.

CSGC Requirements - 2448
• Must be completed in accordance with the instructions 

on the form (if you are auditing projects, you need to 
read the instructions and be familiar with the inspection 
schedule requirements)

• Must be stored and retained as part of the project 
record!

- Not required to be kept with the SWP3, but must be 
accessible and made available upon request by 
anyone, including ENV

• Available for download from e-Forms and on the EMS 
Website

• CON816 – Construction Stage Gate Checklist 
(eLearning)

45

https://www.txdot.gov/business/resources/environmental/environmental-management-system.html
https://www.txdot.gov/business/resources/environmental/environmental-management-system.html
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Connecting you with Texas.

CSGC Purpose

46
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Connecting you with Texas.

CSGC Usage

47
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Connecting you with Texas.

CSGC Applicability

48
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Connecting you with Texas.

CSGC Frequency

49
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Connecting you with Texas.

EMS Summit, Self-Assessment, Project Review

• EMS Summit will be done by December 31, 2024

• CSGC 2448 Review due to Division by December 2, 2024

- This date is critical for MS4 reporting requirements; if you are late, you could 
cause the entire report to be late for the whole state which would be a 
violation

• EMS Self-Assessment & Summit Minutes due to Division by March 1, 2025

- Reporting period will be January 1 – December 31 

• https://txdot.sharepoint.com/sites/division-ENV1/EMS/SitePages/EMS-Summit-and-Self-
Assessment.aspx

https://txdot.sharepoint.com/sites/division-ENV1/EMS/SitePages/EMS-Summit-and-Self-Assessment.aspx
https://txdot.sharepoint.com/sites/division-ENV1/EMS/SitePages/EMS-Summit-and-Self-Assessment.aspx
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Connecting you with Texas.

CSGC Inventory
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Connecting you with Texas.

Contact Information

Tracey Janus, Environmental Program Manager, Operations Compliance, ENV

You can also reach out to my team:

- Heather Carman, Environmental Specialist, Operations Compliance, ENV

- Kyle Honnerlaw, Environmental Specialist, Operations Compliance, ENV

- David Nuckels, Environmental Specialist, Operations Compliance, ENV

52
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Helpful ENV Links
• TxDOT Stormwater Program landing page: 

https://www.txdot.gov/business/resources/environmental/stormwater.html

• TxDOT EMS website: 
https://www.txdot.gov/business/resources/environmental/environmental-
management-system.html

• TxDOT ENV Crossroads Page: 
https://tntoday.dot.state.tx.us/env/Pages/Homepage.aspx#

• DEQC Resources SharePoint Site: https://txdot.sharepoint.com/sites/division-
ENV/DEQC/SitePages/Home.aspx

53

https://www.txdot.gov/business/resources/environmental/stormwater.html
https://www.txdot.gov/business/resources/environmental/environmental-management-system.html
https://www.txdot.gov/business/resources/environmental/environmental-management-system.html
https://tntoday.dot.state.tx.us/env/Pages/Homepage.aspx
https://txdot.sharepoint.com/sites/division-ENV/DEQC/SitePages/Home.aspx
https://txdot.sharepoint.com/sites/division-ENV/DEQC/SitePages/Home.aspx
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Recordkeeper Development 
Program:
Workgroup Updates
Amy Slaughter – Construction Division
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Construction Project Management – Recordkeeper Development

RDP Audit Report Issued September 2023

CST creates workgroups 1-7 September 2023

Workgroup meetings September - April*

RDP Audit MAPs Due January - July*

*Does not include Workgroup 4
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Summary of Workgroups
Workgroup # CST MAP #

Workgroup 1 - Standardized Folder Structure 1.1

Workgroup 2 – Checklist Events, Key Dates, and Critical Dates 1.2

Workgroup 3 – Project Management Job Duties 1.2

Workgroup 4 – Create Recordkeeper Job Aids 1.3

Workgroup 5 – Project Audit Checklist and Audit Schedule 2.1

Workgroup 6 – Review of Project Management Job Descriptions 3.2

Workgroup 7 – Recordkeeper Training Matrix 4.1
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Workgroup 1 - Standardized Folder Structure 

• CST and the workgroup developed a standard folder structure for 
construction project records retention.

• The new folder structure is required on all projects beginning with 
the January 2024 letting.

 
• Workshops held on 12/14/23 and 12/15/23 to introduce the Project 

file index.

• Project file index and slides are posted to Crossroads.
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Workgroup 2 – Checklist Events, Key Dates, and Critical Dates 

• CST and the workgroup developed required SiteManager Checklist 
Events, Key Dates, and Critical Dates.

• Districts will utilize the list of required checklist events, key dates 
and critical dates (as applicable) when activating the project starting 
with September 2024 let projects.

• Currently working with CMISD to implement changes into 
SiteManager. 

• Guidance Document posted to Crossroads.
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Workgroup 3 – Project Management Job Duties

• CST and the workgroup developed project management job duties 
for recordkeepers, inspectors, and project managers.  

• Workgroup completed review of project management job duties 
based on CCAM Project Documents.  

• This document will be used to create job aids in Workgroup 4. 

• The Construction Project Management Job Duties document is 
posted to Crossroads
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Workgroup 4 – Create Recordkeeper Job Aids

• CST and the workgroup will develop job aids for each documented 
recordkeeper job duty.

• CST will request volunteers from each District to sign up for specific 
job aids. 

• Job aids will be posted and available for use.  

• Districts will share job aids with employees responsible for 
performing recordkeeper duties and/or training employees on 
recordkeeper duties. 
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Workgroup 5 –Project Audit Checklist and Audit Schedule

• CST and the workgroup developed a required interim project audit 
checklist and interim project audit schedule based on project 
duration.  

• The audit checklist and schedule will be effective starting with 
September 2024 let projects.

• The audit checklist and schedule are posted on Crossroads.



63

Connecting you with Texas.

Workgroup 6 – Review of Project Management Job Descriptions

• CST and the workgroup reviewed Recordkeeper and Auditor job 
profiles to ensure alignment with job duties.  

• CST sent recommended revisions to Human Resources.
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Workgroup 7 – Recordkeeper Training Matrix

• CST and the workgroup developed a training matrix with mandatory 
training and resources for new TxDOT Recordkeepers.

• Updates will be made as new resources become available.

• Training Matrix is posted on Crossroads.
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Summary of Workgroups
Workgroup # CST MAP # Status

Workgroup 1 - Standardized Folder Structure 1.1 Complete

Workgroup 2 – Checklist Events, Key Dates, and Critical Dates 1.2 Complete

Workgroup 3 – Project Management Job Duties 1.2 Complete. Will meet annually 
for updates

Workgroup 4 – Create Recordkeeper Job Aids 1.3 In progress - 
Due June 2025

Workgroup 5 – Project Audit Checklist and Audit Schedule 2.1 Complete

Workgroup 6 – Review of Project Management Job Descriptions 3.2 Complete

Workgroup 7 – Recordkeeper Training Matrix 4.1 Complete. CST will update the 
matrix as new resources are 
identified



RKP Training Matrix
RKP Job Responsibilities
RKP Job Aid Creation
Recordkeeper Development Program
Jennifer Keller

Construction Division 



Recordkeeper Training Matrix
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Connecting you with Texas.

Recordkeeper Training Matrix  



69

Connecting you with Texas.

Recordkeeper Training Matrix
• The training matrix identifies existing 

trainings that should be mandatory for 
new TxDOT recordkeepers and 
provides links to additional information 
related to processes.   

• As new job aids and new trainings are 
developed, the training matrix will be 
updated.

• Published to the 
Crossroads/Divisions/Construction 
Division/Construction training and 
development/Recordkeeper 
Development Program.



Recordkeeper Job Responsibilities
Construction Project Management Job 

Duties
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Connecting you with Texas.

Recordkeeper Job Responsibilities
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Recordkeeper Job Responsibilities 

• The Construction Project Management 
Job Duties document provides a 
baseline of job duties and allows for 
creation of training documents that 
match up with each role. 

• The document will be reviewed yearly 
and revised by a statewide workgroup. 

• Districts are allowed to adjust job 
duties as they find appropriate. 
Example Create As-Built Plans - the 
document has Create As-Built Plans in 
the PM column, but the District can 
assign this job duty to Record Keepers 
in their District.



Recordkeeper Job Aids
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Recordkeeper Job Aid Creation
• Workgroup volunteer signup was sent in May 

2024 for updates

• Job Aids will be created based on the 
Construction Project Management Job Duties 
Recordkeeper (RKP) Column, except those that 
indicate filing only

• Collection of existing guidance and procedures 
to be used as a reference was requested from 
the workgroup volunteers

• Volunteer signup for individual job aids within 
the workgroup will be shared.  

• As completed, job aids will be posted on CST 
Recordkeeper Development page and will be 
shared with the Directors of Construction to be 
used.
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Recordkeeper Job Aid Creation
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Recordkeeper Development Program

Do you have an existing job aid, checklist or 
guidance document to assist with a Construction 
Recordkeeper process?  Consider sharing to assist 
in the development of the Recordkeeper Job Aids.

• Send to your District DOC offices

• Upload directly to the CST SharePoint Site: 
Existing District Recordkeeper documents  

• Email to CST_Training@txdot.gov

https://txdot.sharepoint.com/:f:/r/sites/division-CST/Shared%20Documents/CST%20Training/Recordkeeper%20Job%20Aids/Existing%20District%20Recordkeeper%20documents?csf=1&web=1&e=FBeEa1
mailto:CST_Training@txdot.gov


Recordkeeper Development Program
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CON320 Construction Recordkeeper Bootcamp
• FY2024 classes were held:  

• FY2025 classes are being scheduled based on provided survey results.      
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CON320 Construction Recordkeeper Bootcamp
Are you interested in becoming an adjunct instructor 
for the Construction Division Recordkeeper 
Bootcamp course?

Are you able to:  
• relate to participants through previous or current 

job experiences and knowledge regarding the 
subject?

• create a positive learning environment?
• utilize your presentation skills with the provided 

CST course materials?
• engage class participants to benefit their 

learning?  

Contact Jennifer Keller or CST_Training@txdot.gov

mailto:CST_Training@txdot.gov


SiteManager Checklist Events 
Key Dates and Critical Dates

CST DIV, Training and Development

Kasha Radlicki Varick
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Overview  

SiteManager (SM) Checklist Events, Key Dates, and Critical Dates provide entries of important 
dates in the life of a contract and can be used as a project management tool in documenting and 
tracking vital records and activities.

• The CST Division’s guidance document outlines the minimum requirements for SiteManager 
entries, supporting the verification of construction project records for compliance through to 
final closeout.

• Checklist Scheduled Events for Contracts based on some system defaults (for example, 
Barricade Inspections event dates).

- These dates should be entered for the day of actual occurrence. 

- Generally, these dates are the routine contract admin activities or closeout activities so 
they may signal a discrepancy when they were not met.
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Responsibilities and Monitoring 
District Construction Office (DCO): 

• Reviews and establishes the necessary or applicable entries at contract activation.

• Deletes the non-applicable events for the contract.

• Performs audits to ensure the identified events and dates for contracts are managed 
effectively.

Recordkeeping and Monitoring:

• The recordkeeper is responsible for tracking and monitoring routine activities and 
inspection completions.

• It is highly recommended for the Area Office (AO) utilize the Audit template and 
review the Closeout Checklist tab as tools for ensuring all necessary items are 
addressed.

• Checklist events are part of auditable items; self-assessments are considered good 
practice and encouraged, but the recordkeeper cannot act as their own auditor. 
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Continuous Improvement and Compliance

As we proceed with the September 2024 Letting, SM Checklist Guidance review will 
be part of the ongoing processes for Audits effective for all Construction Projects.

• CST Support Group will perform reviews of Districts’ implementation and 
utilization of the required events and dates.

• SM Checklist Guidance is integrated into District Construction Office (DCO) Audit 
schedule of the initial audit, performed at 6 months from when time starts, 
annually and then at Final Closeout Audit.
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Upon Activation, Checklist Events Needed to Populate

• These items will be identified by District and 
activated for SiteManager entry; currently none of 
these are automatically populated on contract load, 
but that is something we will be working towards for 
future enhancements. 
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Checklist Events for 
Environmental Requirements in Contracts

• Districts are aware if Contracts have Environmental Requirements and if applicable can 
activate these three necessary for capture. 
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Checklist Events for federal funding/DBE Requirements

• Projects with federal funding with DBE requirements or DBE identified prime contractors, 
districts will activate these three date entries to be tracked in SiteManager.
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Checklist Event for a State Funded Project

• For State Funded Projects, Districts will activate SBE report for completed date.
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Connecting you with Texas.

Key Dates

• TxDOT uses Standardized Key Dates to record the occurrence date for significant 
events, edited prior to activation. 

- Unless it is not applicable based on project requirements.

- May include projection dates if applicable.

• DCO is responsible for establishing the necessary or required event Key Dates at 
contract activation, the guidance lists the standardized entries for contracts 
activations. 

• Despite projected dates, the actual occurrence dates must be entered for Key Dates, 
with the indicator “Required to Finalize”.
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Key Dates

• The following should be established at activation:
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Key Dates 
• These are 

generally used as 
applicable based 
on contract 
requirements:
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Critical Dates

• The Critical Dates Tab within Contracts in Site Manager lists important dates in the life 
of the Contract. Some may be left defaulted on contract load, but many are edited 
prior to activation.

• Often the Critical Date is needed in SiteManager to activate the contract or to then 
change the Contract status.

• Some critical dates entries are changed to actual occurrence dates necessary to 
“Complete” requirement to finalize.
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Critical Dates

• These critical dates are auto populated when contract is loaded into SiteManager. 
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Critical Dates entered or auto populated by the 
Districts Construction Office (DCO)

• The asterisks identify critical dates that will be required to finalize the contract 
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Critical Dates and Final Acceptance

• DCO accepts the Contract work after 
notification of Contract completion by 
the area engineer and will enter 
‘Required to Finalize’ Dates.
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The SiteManager Reports
• View Tracked Events and Dates: 

- Checklist Events by District – Report displays Checklist Events by District or
        by CSJ – separate report to view events by the CSJ.

- Key Dates Contract Key Dates by District or CSJ – Report in which you select district then 
filter by CSJ for Key Dates for complete, pending or active contracts.
- Critical Dates Contract Dates – Report that displays Critical dates by CSJ, enter district 
number, filter by CSJ.

• Navigate to all on CST CMISD Page for SiteManager Reports: 
https://crossroads/divisions/cst/cmisd/sitemanager/sitemanager- reports.html

https://crossroads/divisions/cst/cmisd/sitemanager/sitemanager-%20reports.html
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• Guidance provides minimum standard Checklist Events, Key and Critical Dates for the SiteManager.  

• Districts review, remove and activate events for contracts as applicable and perform audits according to 
schedule.

• Contracts may have provisions or exceptional events that must be tracked in addition to the SiteManager’s 
Checklist Events, Key Dates and Critical Dates.

- Guidance use does not replace or negate the other events and auditable items if specified per contract.

- Previous SM Checklist Events, Key Dates and Critical Dates will remain available for existing projects to 
be used to record entries per original established contract until completion.

• Recordkeepers enter/validate checklist event entries, Key and Critical dates.

• CST provides the Checklist items guidance on CST webpage to aid with contract events tracking.

• Checklist items are included in the 2024 Project Audit Template, found on the Recordkeeper Development 
Program page.

Summary 
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Guidance Location: 
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Resources

• SiteManager Contract Administration Manual

- Chapter 2, Section 5, “Editing Key Dates and 
Checklist Scheduled Events” 

- Chapter 3, Section 2, “Maintaining Critical 
Dates”, Section 3, “Maintaining Key Dates”, 
Section 4, “Maintaining Checklist Events”

• Internal Audit Division Report – Construction Project 
Management – Recordkeeper Development Report.

• 2024 Project Audit template found on the 
Recordkeeper Development Program page.

The following resources provides additional TxDOT procedures for entries of SM Checklist 
Events, Key Dates and Critical Dates:



July 16, 2024

Audit Schedule & Template
Construction Division
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Project Records Audit
• Schedule and Audit was shared at 

Quarterly DOC meeting in June

• Posted to the 
Recordkeeper Development Program

• Effective on all Construction Projects 
Let September 2024 going forward

• Audit is to be completed by District 
Construction Office Staff

https://crossroads/divisions/cst/construction-training-and-development/recordkeeper-development-program.html
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Schedule
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Project Audits
• Excel file 

-Instructions
-6 Month Initial
-Annual
-Final
-Closeout Checklist

• Enter the Time Start Date
auto populates when 6 month 
and first annual audit is due

• General instruction & Additional 
Resources available
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Annual (Blank) Copy

Included instructions to assist when creating copies for additional years.
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Closeout Checklist

• Removing the Project 
Closeout Checklist section 
from the CCAM.

• This list is included in with 
the 2024 Audit Template



July 16, 2024

Any Questions?



July 16, 2024

Form Updates & 2024 CCAM Major Updates
By the Construction Division/CST Support Group
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Form Updates
• Form 2146 – Change Order Checklist

-Removed the reason code page and third party notification sheet.

• Form 2146-RC
-Revised all reason code descriptions for clarity and consistency.
-Added Reason Code 3U SAFETY CONTINGENCY (safety contingency work items 
that may require plan sheets added to the contract).
-Removed Reason Code 3L REVISING SAFETY MEASURE (removed to avoid 
confusion with 3U).

• Form 2146-AFA
-Stand alone form; include as needed
-Guidance added on how to obtain the E&C percentage value.
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CCAM - Overall Changes

With the Management Action Plan (MAP) 

• ProjectWise & Standard Folder Structure

• Checklist Events

• Interim Project Review Checklist and Schedule

• Segregation of Duties

• Closeout Checklist
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Project Audits
All project records are required to be reviewed to verify project compliance with federal 
regulations (as applicable) and performance of work according to plans and 
specifications.  Audits will be performed by the District Construction Office and based on 
a set schedule.   The project record keeper and project auditor are required to be two 
different people.  Initial audit will be performed 6 months from when time starts, 
annually and a Final Closeout Audit.  Audits are to be completed using the Project Audit 
template found on the Recordkeeper Development Program page.  Construction Division 
will monitor to ensure project audits are completed as required and notify the Districts 
of any issues identified. 
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Electronic Records

CST’s recommendation is for emails to be saved as a PDF when saving in 
ProjectWise as part of the Construction Project Records.  
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Project Closeout 
• Removing the Project Closeout Checklist from the CCAM.

• This list is included in with the 2024 Audit Template
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Changes to the Contract

• Moving sections that are referring to Change Orders from other Chapters to be 
included all in one Chapter.

• Removing Terminations from Chapter 7 and moving to Chapter 10



113

Connecting you with Texas.

Prosecution and Progress
Contract Time was updated to include:

• Temporary Suspension of Work or Work Day Charges

• Construction Project Timelines

• Holiday Periods for Best Practices
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Default of Contract
Adding clarification on process after Default has happened.

• Takeover Agreements

• Tender Agreements

• Penal Sum
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CST Support Group 
cst-constructionsupport@txdot.gov
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Questions?  
    

Moderator will pull questions and ask presenter(s). 

Responses will be provided as time allows.

Use the chat function to ask questions and 
provide comments.  Please allow for presenters to 
provide the responses to questions.  



118

Connecting you with Texas.

Thank you for attending the Construction Division 
Annual Recordkeeper Meeting

     
• Please complete the survey provided in the chat  
 https://www.surveymonkey.com/r/9KLSPKD

• Presentations will be posted on the CST Recordkeeper Development Program page. 

• Questions?  Email CST_Training@txdot.gov
   

https://www.surveymonkey.com/r/9KLSPKD
mailto:CST_Training@txdot.gov
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