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Overview

Site Manager’s Daily Work Report (DWR) is the Department's official record of what occurs on a construction
project. The DWR is used to record installed quantities for contractor payments and record information
regarding the facts and details of the project. Maintaining a daily account of projects activities provides
invaluable documentation of the prosecution of work and related events. Maintain and update the daily project
records so that anyone may take over the work and maintenance of the records at any time.

The goal of this document is to provide information and steps to review a DWR,

Resources

e Construction Contract Administration Manual, Chapter 4, “Project Records and Closeout”

e Construction Division (CST), Recordkeeper Development Program webpage, DWR Review (internal access
only)

e Inspector Development Program, Construction Math References (internal access only)

e CST Construction Support DWR Guidance & Examples

Applications Used

e SiteManager
e ProjectWise

Reports

e Project Records Checklist

e SiteManager Reports webpage (internal access only)
e DWR Diary Report
e Item History Report

Daily Work Report Review
DWR entries must include, as a minimum, the following.

e Date

e Temperature

e Weather conditions

e Contractor/subcontractor work hours

e Controlling item of work based on schedule

e Work performed:

e Who performed the work

¢ What was performed (inspected and not inspected)

e Where was work performed (station numbers and offsets)

At least one DWR must be completed for each day from the date the contractor begins work or the date
working day charges begin, whichever occurs first in the completion of work.
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https://www.txdot.gov/manuals/cst/cah/project_records_and_closeout.html
https://crossroads/divisions/cst/construction-training-and-development/recordkeeper-development-program.html
https://crossroads/content/dam/crossroads/divisions/construction/documents/idp/construction-math-reference-1121.pdf
https://crossroads/content/dam/crossroads/divisions/construction/documents/construction-support/dwr-guidance/202409%20DWR%20GUIDANCE%20and%20EXAMPLE.pdf
https://ftp.txdot.gov/pub/txdot/mtd/project-records-checklist.xlsm
https://crossroads/divisions/cst/cmisd/sitemanager/sitemanager-reports.html
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The recommended practice is to break DWR review into three steps.

1. Review the DWR Narrative

P | o [@][=
DWR Info. 1 Contractors Cortractor Equip. Daily Staff ¥ ‘work Items Y Force Accounts
Contract ID 018403038 Inspector [Trinity Shed (i]
j DWRs by Inspectors <<l < August 2019 | Today | > | > DWR Date: | 08/01/19
Sun Mon Tue Wed Thu Fri Sat
. ::;eyssr:r:;z?a ! CE 2 o 5 g Juii
+
3 (7] R Locked: [No
o @ No Work Items Imtalfad: v
I~ a I 5 I~ & I~ 7 8 9 10 Mo Contractors On Site: |
No Daily Staff On Site: |v
Temperature
1 12 13 14 [ 15 | 16 17 High: | 97 -
Low: | 75 -
Weather Conditions
18 | 19 20 21 | 22 23 24 AM_: |Partly Cloudy E3|
P.M_: [Partly Cloudy =]

= — — — Work Suspended: |
- 25 | B e B R L Suspended Time: 0000 |
Resumed Time: 00.00 |

< >
Remarks:
Daily Work Report A
HIGHWAY: sh 53

FAEELEL C5J:0184-03-038

CONTRACTOR WK HR DATE: 8-1-19

AL Contractor/5Subcontractor Work Hours:

EED ISSUES lonestar paving 12-30 to 5:00

Controlling Item of Work: punch list items v

The Remarks section is the narrative information of the daily project activities recorded by the inspector in
SiteManager. Information may be recorded within the General header or within the individual headers
provided in Remarks section. The DWR Guidance Document provides instructions for completing the DWR
Template, which can be used by the inspector. The information recorded also allows the reviewer to be
aware of information regarding the project for the day.

Review of this narrative includes information regarding the Prime and subcontractor workforces on the
project to assist with submitted payroll review.

For projects involving multiple inspectors, avoid conflicting DWRs and duplication of contractor forces and
equipment.

Note any discrepancies with the inspector and resolve prior to DWR authorization.
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https://crossroads/content/dam/crossroads/divisions/construction/documents/construction-support/dwr-guidance/202409%20DWR%20GUIDANCE%20and%20EXAMPLE.pdf
https://crossroads/content/dam/crossroads/divisions/construction/documents/construction-support/dwr-guidance/202409%20Blank%20DWR%20Template.docx
https://crossroads/content/dam/crossroads/divisions/construction/documents/construction-support/dwr-guidance/202409%20Blank%20DWR%20Template.docx
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2. Review the DWR Contractors and Contractor Equipment Tabs

File Edit Services Window Help

ON*N? D@

e : ;

{ DWR Info. Contractors “ Contractor Equip. Daily Staff ' Work Items " Force Accounts

Contract ID: 1441010 NSON

)| DWRs by Inspectors k<< < August 2017 | Today | > | >>] DWR Date: | 08/21/17
=+ Craig Kneifel Sun Mon Tue Wed Thu Fri Sat X
e = ] 2 > 3 = 5 Authorized: [Yes [08/22/17

. Locked: No
+ Henry Kostelnik
+ Judy Jenkins (i) No Work Items Installed: v/
+ Jason Ulrich I he 7 8 9 10 1 12 No Contractors On Site: v
+ Kyle Holik (i) No Daily Staff On Site: v
+ Laurie Jaeger -
+ Lucean Kuykendall _ emperature
13 14 15 16@|17§118§1|1931 High: | 93 -
Low: [ 74 —
@ @ @ = ‘Weather Conditions
[ 120 o] l -w“ 22 eji 23 24 25 | 26 AM.: [Partly Cloudy ~|
s it P.M.: [Partly Cloudy vl

Review the Contractors tab for recorded information on:

e Contractors named on site,

e Type of contractor personnel,
e Number of workers, and

e Hours worked.

Review the Contractor Equipment tab for recorded information on:
e Type of equipment

e Number of pieces of equipment and
e Hours used.

Information recorded within the tabs should align with the DWR narrative information provided for the
day. Note any discrepancies with the inspector and resolve prior to DWR authorization.
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3. Review the Work Items Tab

File Edit Services Windo Help
DN EZ DEee@ @
-~ B
DWR Info. Y Contractors “ Contractor Equip. Daily Staff ( ' Work Items , Force Accounts
Contract ID: [144101012 Inspector: [ELIZABETH STEVENSON
| DWRs by Inspectors  L=<L< August 2017 [ Today | > | >>] DWR Date: | 08/21/17
+ Craig Kneifel Sun Mon Tue Wed Thu Fri Sat o
e STE sot 1 2 3 2 5 Authorized: [Yes [08/22/17
. Locked: No
+ Henry Kostelnik
+ Judy Jenkins (i) No Work Items Installed: v
+ Jason Ul.ﬁc'? 6 7 8 9 10 " 12 No Contractors On Site: v/
+ Kyle Holik (i) No Daily Staff On Site: v/
+ Laurie Jaeger =
+ Lucean Kuykendall omprortine
| 113 14 15 [ 162 173183}!195?_1 Highe N Ss——
Low: m
@ [E) = @ ‘Weather Conditions
20 5| @ — 2523 |24 25 26 AM.: [Partly Cloudy ~|
u: Eﬁ !! P.M.: [Partly Cloudy vl

Review the Work Items tab for payments made by the inspector related to the work recorded in the Daily
narrative. Review the payment entry to make sure the minimum information is recorded in SiteManager
for each pay item and the supporting documentation is provided to support the payment. Resources to
help identify this information include the following.

e Project Records Checklist — a resource for determining the entry in SiteManager along with the
required project records associated with the pay item

e Specification Book applicable to the project

e The contract and plans for the project, including any General Notes, Special Provisions, and Special
Specifications

e Construction Math reference - can assist in reviewing calculations and drawings

e Change Orders if applicable to the project

Reviews can include the following, if applicable to the paid item based on responsibilities.

e Minimal entry recorded to support the paid item

e Remarks review

e Calculations and/or drawings review to support paid item

e Review of appropriate line item being paid in accordance with work

e Plans quantity review

e Over/underrun review

e Tickets or invoices received and reviewed to support for paid item

e Appropriate testing completed and/or approved

e Buy America compliance documentation to support the paid item if applicable
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When reviewing pay calculations or drawings submitted by the inspector, it is a best practice to initial and
date the documents for the project files.

Note any discrepancies with the payment entry and/or supporting documentation with the inspector to
resolve prior to DWR authorization.

Daily Staff and Force Account tabs are not used.

File all supporting documentation received to support the payment entry in SiteManager within
ProjectWise in the appropriate folders in accordance with the Project File Index.

DWR information can be reviewed through the individual tabs within SiteManager, or you can review the
DWR entry through the DWR preview report. Use the instructions on the following pages to access this
report.

DWR Authorization

Once all information recorded is verified and any discrepancies resolved, the DWR can be authorized. Refer to
any additional District or Area Office procedures regarding DWR approvals.

e Ensure a minimum of two individuals are involved in the authorization of the DWR so that the individual
inputting the information in the DWR is not the same individual authorizing the DWR.

e By checking the authorized box in SiteManager, the checker indicates that they have made a reasonable
and good faith effort to ensure the information with the DWR is complete and can be included for
payment.

e Authorize DWRs in a timely manner.

Best Practices

Use the available reports and resources to review the DWRs. Speak to the project team to discuss necessary
documentation regarding the work items included in the contract.

Daily Work Reports Review 8/2025| 5



=t

Texas
Construction Recordkeeper Job Aid lf"rizﬁ;:,";‘;?:ﬁm

Daily Work Report Review Using SiteManager and the DWR
Preview

307 1XDOT 2

1. Log into the SiteManager
ST S Application
rojec :
J sw.}m S T SRS G | a. Type your TxDOT User ID
AN PESTACILD GOMINT SSI08 b. Type your Network Password

c. Click Logon

- & v riw
wacept ac othwreas Groveied by agpicable preacy b

Grp Id | Group Name |

A e d. Choose the BOOKPR2 role,
QYN o I00REEBEDED &

CONENGR |District C5T/MNT Engineer then click ok.
CONSTOFF [Distict CST/MNT Dffice Staff

Select the Group for the zession.

El W4 2. Click on Daily Work Reports, then

Main Panel L r Draily ‘work Reports(+) ]
open the DWR Calendar.
2l
S S X @
Confract - Pipeinef+] Contractee Change Materials  Accessoriss+]
Admnistration(+] Payrnents(+] Ordersf+] M anagement(+]

A
Manuaks(+)

System
Adminishiation|+)

Daily Wark Reports(+] ]
|DWRICSERESY Disy Calondar  Diayy Histoy  Pioossslist  Reference
Adiustments Tables(DWHR+)

TN by Inspcinns L Tochy | e [ me DR Do | (62000
Sm N T Wed  The Fri Sai B
i B M e

o'Wk s nalalled:
e (s MTe e TR |FTE T Tes Mg Comsantura On Site. |

Fia Ny Seall 0 Site: =

Tomparhes
G TN | T2 NN T O N -0 | I ) I T Tnoh
Law | D —

Walkes Carebiar

Wink Sl |
dumended Trese: [ D00 C
Rowwed Taee: | 22000 3

Fi F i Fi1 l’ £ BT}
I
|
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File Edit Services Window Help

i HE A =) =

Click the OPEN icon, choose
Project Screen, and select the
project.

Selection

: [
= Cantract [D | S EE
Date | :E

F-06 SEAL COAT PROC
SPOT BASE REPAIR AN

FTET T Y T . b\ 4L SR e A

Click on the Contract ID column
to select it. When it turns black,
type the controlling CSJ (without
dashes) into the Find bar, and
double click on the CSJ.

Selection

Caniract 1D | 000512084 10789 F 202J(634)
| = Insoectar
Dals

Inzpectar Name Contract I1d

fbsito Mesta C EEE
O fid Holgun 000513064

CBURRL-C  Cameon BLrmuz 000513064

DCANTZC  Danigl Cartu-C 000513064

JIMESC Jaime Jirensalr 000513064

KDAMNIZ-C  Kely Dariel 000513064

RHOLGU-C  Aigoberto HoluinC 000513064

The window will show a list of
inspectors/recordkeepers who
have DWRs on the project.

Select the inspector that will be
reviewed. (Double click or click
OK at the bottom.)

Cowt © Wl UL Daa

Select the date to be reviewed.
(Double click or click OK at the
bottom.)
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O m 7. The calendar screen will show the
' e e month of the DWR date that will
be reviewed.

a. Check the Contract ID,
Inspector Name, and DWR
Date to make sure that is the
DWR under review. The date
will have a red banner.

b. To the right of the calendar is

e a snapshot of information
torked: o recorded for the day. Ensure
o wok llons Insledt 2 weather information is
Mo Daily Staff On Site: v recorded.
Temperature
High: [ 0 — . H H H
e Note: this section includes
. checkboxes for:
A M. [Clear K3 . .
Ple T - e no work items installed,
Work Suspended: [ .
Suspended Time: | 0000 3] e Nno contractors on site,
Resumed Time: [ 0000 =

e no daily staff on site and
e work suspended.

< > —IC
fomaks: c. The bottom section under the
Efﬁﬂpﬁ;ﬁg::*ﬂﬂg calendar is where the remarks
EEQ ISSUES e will go for each section of the
S 2 DWR.
OTHER B’
D s Follow DWR Guidance
e e document and any additional
District guidance (if
applicable).
. 8. After confirming the DWR follows
N T T ) the guidance, if there were items

Zontract ID: 186102024 Inspector:  [ustin Carlen
=l <

s e P installed that day, click on the
Work Items tab.
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Wownciosr _ _ _ 9. In the Work Items tab, the items
{ DWR Info. Contractors I Contractor Equip. Y Daily Staff Work Items . .
e — that were paid/installed that day
%\"‘L B | e ] | will be at the top of the list with a
(Bni C0) lllv
@ [17180704¢ )01 [01046011 [REMOVING CONC (MEDIANS) 146.000 145.000] H
ER i s e S heck k in the Entry col

v 171807045 0116 001 05006003 MGBLIZATlON(CALLOUTﬂ 1.000 1.000 C ec ma r In e n r Co u m n "

[V 171807045 0161 001 06186046 COWT(PVC)(SCNW) @) 23,000 29.000

v 171807045 0162 001 06206003 ELECCONDR(N(;.S)BARE' 531.000 1.144.000

[V 171807045 0163 001 06246001 GROIHDBOXTYVAﬂmﬂ)v 1.000 1.000

[V 171807045 0164 001 06245028 REMOVEGROLIMD‘ BOX: 1.000 3.000

[V 171807045 0287 001 05846012 TRFSK;CBL‘(TVA)UZAWG)(?CONDR): 591,000 568.000

[V 171807045 0288 001 06306137 VIVDS CABLE (INSTALL): £41.000 £41.000

v 171807045 0283 001 (0B906010 REPLACE OF ‘uelj.s-kephcakmrc:ue: 1,282.000 1.282.000

[~ 171807045 0060 001 01046022 REMOVING CONC (CURB AND GUTTER): : 2,078.000 2,037.000

[ 171807045 0065 001 01056013 REMOVING STAB BASE & ASPH PAV (9°): : 23,704,950 20,957.000

[~ 171807045 0070 001 01056022 REMOVING STAB BASE AND ASPH PAV (137): : 18758170 17.674.000

TG BT & F=h

a 10. Single click on an item that was

BTN T Cartacser: T Corkmer g Dy i ] ‘war

R s N [ P paid. This will bring up the paid
entry information.

Aol o = The bottom section of the window
e o v o e e will show the entry made for that
Ahashudslo i udoa S oS date, including:

B e e « quantity,

< OmOue Uwateme [ ey Aues e Ow uD e running tota l,
ﬂ“"?ﬂx S G T 1emaco anon 002

e unit of measure,

e price of entry,
e estimate,

e contractor, and

o | o o
Thi Dhaey | Urethoricurt | Unposcd | Dot | AT

e |ocation.

e | o e e gy e Review the remarks bubble for
. any additional information made
regarding the work item.
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Fle Tdt Sevices ‘Window: Lldlp 11. After confirming entries have

‘ : . been made, click on the Preview
o 4

,@] HE . B - DWR icon to open a preview of

2 DWR Caleng how the full DWR entry will look.

E The preview can be printed out or
New | paos Pt | setwp.. | Zoom.. | Savess.. | close | s .
_— . saved. Use the prOJect records
::L;n ?::/:umu - ::::a:::umsm;m 2::: :J:I;:fm CheCk|ISt tO ensure that the
Tepalie DAILY WNRK REPOAT FOR CONTRACT 171807045 req UIred docu mentatlon IS on fl Ie b
DWR Date 1.2 5| Contract 1D TR |Authusiomet ¢ |Vockud | Paid ¢
In:i‘:::‘: % |m":::.' : S: m.|( :LA'»:I:««»'-' Thudy PN Conditiers (kixty
Work Suspended Ime: 00 Work Nesuned Time:0 2 | No Work loms Insti [] No Contrs Present:[] No Stalf Prasent: [

Roamaks o fH;i"‘;ﬁ'Jll%" Ths DTt cesled for sstnale 2 deers cons 1 2

.Use the CST Math Reference
T T T e T guide for assistance in verifying
o o calculations and drawings.

‘Woik ltem Indemabion
Item Lode: LN Disscexipions HLNUVIL LONC IMELLENG)
Supp Dasc 1:
Supp Deve 2
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