EXHIBIT 4-B

Request for State Wage Determination




Please visit: https://www.dws.state.nm.us/pwaa/LRDEmployer/Core/Login.ASPX to request NM Wage Determinations:
[image: image2.jpg]



 EXHIBIT 4-C 
REQUEST FOR FEDERAL WAGE RATE 
DETERMINATION/10 DAY CALL
Available on DFA Website in PDF and Word formats
EXHIBIT 4-D

ARCHITECT'S & ENGINEER’S CERTIFICATION: 
COMPLIANCE WITH MINIMUM STANDARDS FOR ACCESSIBILITY BY THE PHYSICALLY HANDICAPPED

Contract No: _________________________________________

Project Name: _________________________________________
Pursuant to the requirements of the Americans with Disabilities Act (ADA) of 1990, and the regulations issued subsequent thereto, the undersigned certifies that the design of the above-mentioned project is in conformance with the minimum standards contained in the American Standard Specifications for Making Buildings and Facilities Accessible To and Usable By the Physically Handicapped, Number a-1117.1R-1971 (as modified by 41 CFR 101-19.603)

Architect for the Project:      ______________________________________

(Legal Name and Address)

    ______________________________________

   ______________________________________

   ______________________________________

Registration Number: 
 ______________________________________

Architect Signature: 
 ______________________________________

PRINT NAME: 
 ______________________________________

Grantee Official Signature:    ______________________________________

PRINT NAME: 

          ______________________________________

Date: 

          

______________________________________
EXHIBIT 4-E

MINUTES OF BID OPENING

Project Name: _______________________________________________________

Project No.: _______________________________________________________

Bids were opened following the published bid opening date and time of _________.

Bidders and bid amounts in the order of opening were:

Contractor name 


$ price 


confirm attachments
______________

_______________

_________________

______________

_______________

_________________

______________

_______________

_________________

______________

_______________

_________________

Bid recommendation to the governing body is scheduled for (date) ___________

_________ ________________________ _                 

   Name, Purchasing Agent or Clerk
EXHIBIT 4-G

NOTICE OF CONTRACT AWARD
TO:
Project Manager, DFA


Bataan Memorial Building Suite 202


Santa Fe, New Mexico 87501
CC:
New Mexico Department of Workforce Solutions

301 West DeVargas


Santa Fe, New Mexico 87501

FROM:
Name of Grantee ______________________________

CDBG Grant No. _______________________________

This is to inform you that a contract has been awarded:

Project Name: __________________________________________

Federal Wage Decision _____________ State Wage Decision ____________

Date of Award ____________________ Amount of Award ______________
The Contractor is:

Firm Name: __________________________ FEI# _____________________

Address: __________________________________ Phone #_____________

A Preconstruction conference will be held at the below date, time and place:

Date: __________ Time: ____________ Where: ______________________________

It is anticipated that construction will take place:

Approximate Starting Date: ___________ Approximate Completion Date: ___________

The person responsible for compliance with Labor Standards and Equal Opportunity:

Name: __________________________________ Phone: ________________________

Signature: _______________________________ Date: _________________________

Exhibits 4-H to 4-J

Available on DFA Website
EXHIBIT 4-L

CDBG Preconstruction Conference 
Minutes with Required Elements

Available on DFA Website
EXHIBIT 4-M

NOTICE TO PROCEED

(MUST USE GRANTEE LETTERHEAD)
TO:

Contractor_____________________________________________________________

FROM:
         CDBG Grantee__________________________________________________________

CDBG Contract No.______________________________________________________

State Wage Determination No._____________________________________________

Federal Wage Determination No.___________________________________________

In accordance with the contract dated                                                        you are hereby notified to commence work on ___________________________________________.
Project Name__________________________________________________________

Starting Date (on or before)______________________________________________

You are to complete the work within                        consecutive calendar days.

Completion Date (on or before) ______________________________________________________
Name 

_________________________________________________

Title 

_________________________________________________

Signature
_________________________________________________

Date 

_________________________________________________

Cc:  Project Manager, DFA

EXHIBIT 4-N

APPOINTMENT OF LABOR STANDARDS OFFICER
(Must be an employee of the recipient entity)

CDBG Contract No:


_____
 Grantee: ______________________________

I,__________________________________   hereby appoint__________________________

                                      (Print Mayor/County Chairman)                                (Print Name)                                                  

as the Labor Standards Officer for the aforementioned contract. The appointed Labor Standards Officer is assigned to oversee the labor portion of the contract and will be responsible for assuring compliance with all requirements under CHAPTER 4 of the New Mexico Community Development Block Grant Implementation Manual.
Appointed Labor Standards Officer: ___________________________________
(Print Name)
Address:_________________________________________________________

City:_______________________________ State: ____ Zip:________________
Telephone Number: (_____) -_______________

I acknowledge the appointment and duties of Labor Standards Officer.
Signature:________________________________ Date______________________
                (Labor Standards Officer)
Appointed by:___________________________ Title:____________________________
                    (Print Mayor/County Chairman)

Signature:______________________________ Date:____________________________
                    (Mayor/County Chairman)
EXHIBIT 4-N-1
APPOINTMENT OF SECTION 3 COMPLIANCE OFFICER

(Must be an employee of the recipient entity)

CDBG Contract No:


_____
 Grantee: ______________________________

I,__________________________________   hereby appoint__________________________

                                      (Print Mayor/County Chairman)                                (Print Name)                                                  

as the Section 3 Compliance Officer for the aforementioned contract. The appointed Section 3 Compliance Officer is assigned to oversee the Section 3 compliance of the contract and will be responsible for assuring compliance with all requirements under CHAPTER 5 of the New Mexico Community Development Block Grant Implementation Manual.
Appointed Section 3 Compliance Officer: ___________________________________
(Print Name)
Address:_________________________________________________________

City:_______________________________ State: ____ Zip:________________
Telephone Number: (_____) -_______________

I acknowledge the appointment and duties of Section 3 Compliance Officer.
Signature:________________________________ Date______________________
                (Section 3 Compliance Officer)
Appointed by:___________________________ Title:____________________________
                    (Print Mayor/County Chairman)

Signature:______________________________ Date:____________________________
                    (Mayor/County Chairman)
EXHIBIT 4-O

RECORD OF EMPLOYEE INTERVIEW

Available on DFA Website
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EXHIBIT 4-P
Certified Payroll
Available on DFA Website 
along with Annotated Guide
EXHIBIT 4-Q

OVERTIME VIOLATIONS REPORT
TO:

Department of Finance & Administration

ATTENTION:
Labor Standards Compliance Officer

FROM:

______________________________

(Grantee)
CDBG GRANT No. _______________________________
DATE:

______________________________

SUBJECT:

Report of Overtime Violation(s)

Project Name___________________________________________

Contractor or Subcontractor Name __________________________

*********************************************************************************

Indicate overtime violations below:

	
Name(s) of Affected Employee(s)
	
Classification
	
Rates(s) of Pay


(Basic + Fringe)
	
Violation(s)


Date(s)  #Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Signed                                                      Title                                   Date __________

(Chief Elected Official)

EXHIBIT 4-R

FINAL WAGE COMPLIANCE REPORT

	Grantee:            
	CDBG Project #:     

	Federal Wage Decision #:            
	State Wage Decision #:     

	Construction Contract Amount:      
	Contract Award Date:      

	Construction Completion Date:      
	     


Prime Contractor: 
     
(Name)  

(Address)
(City) 
(State) 
(Zip Code)

Subcontractor(s):
     
(Name)  

(Address)
(City) 
(State)
(Zip Code)




     
(Name)  

(Address)
(City) 
(State)
(Zip Code)




     
(Name)  

(Address)
(City) 
(State)
(Zip Code)



     
(Name)  

(Address)
(City) 
(State)
(Zip Code)




     
(Name)  

(Address)
(City) 
(State)
(Zip Code)
I. Violations

A.
Were any workers paid less than the specified State rates that applied to this project?



Yes  / No  

B.
Were any workers paid less than the specified Federal rates that applied to this project?



Yes  / No  

If YES:
1.  What was the total amount of restitution paid by or on behalf of the above listed contractors?

$       (Complete Exhibit 4-R-2)
2.
What was the method of restitution?


Paid by Contractor or Subcontractor

Paid by       with funds withheld from payment to the Contractor

(City/County)


C.  Were any workers paid incorrect overtime payments? Yes  / No  If YES, attach a detailed report that includes the nature of the overtime violations including the following: 

1. Company’s name, address and phone number;

2. Date Contractor was notified in writing of the amount of liquidated damages which could be assessed; 

3. Date the Contractor responded to the written notice: (Must be within 30 days of the receipt); and 
4. Were liquidated damages incurred for overtime violations exceeding $1000?
D.
Were any wage underpayments willful?  YES / NO (If yes, attach detailed report)
E.  
Should sanctions against the Contractor/Subcontractor be considered?  YES / NO (If yes attach a justification for the sanctions)

F.  
Wage underpayments were discovered through:     
G.
The types of violations were:     
II. Disposition (Narrative):      
Labor Compliance Officer:

Signature: _______________________________________________






Printed Name: ____________________________________________





Date: ________________________

Contact Information:


Phone:
E-mail:

Grantee Contact: (if different)

Printed Name: 




Contact Information:


Phone:
E-mail:

NOTE:  When underpayments by a construction contractor or subcontractor total $1,000 or more to his/her entire workforce (not to individual employees), or when there is reason to believe that the violations are aggravated or willful (or, in the case of the Davis-Bacon Act, that the construction contractor has disregarded its obligations to employees and subcontractors), the Grantee shall furnish within 30 days after completion of investigation, this enforcement report to the Department. 

EXHIBIT 4-R-1
	EMPLOYEE'S RESTITUTION RECEIPT

	NAME AND ADDRESS OF PRIME CONTRACTOR
	DATE

	
	CONTRACT NO.

	NAME AND ADDRESS OF SUBCONTRACTOR
	PROJECT NAME AND NO.

	EMPLOYEE'S NAME AND ADDRESS
	PERIOD
COVERED
	CLASSIFICATION
	HOURS WORKED
	HOURLY RATE
ACTUALLY PAID
	HOURLY RATE IN
CONTRACT

	
	
	
	ST
	OT
	ST
	OT
	ST
	OT

	
	
	
	
	
	
	
	
	

	AMOUNT OF GROSS WAGES EARNED FROM HOURS INDICATED ABOVE IN ACCORDANCE WITH CONTRACT RATES:

AMOUNT OF WAGES ACTUALLY RECEIVED FOR HOURS INDICATED ABOVE. GROSS AMOUNT OF WAGE RESTITUTION DUE:
	$
-

	
	$
-

	
	$
-

	I DO HEREBY CERTIFY THAT I HAVE RECEIVED WAGE RESTITUTION

LESS LEGAL

THE ABOVE REPRESENTS FULL RESTITUTION FOR THE HOURS WORKED
	DUE AS FOLLOWS

GROSS AMOUNT:
PAYROLL DEDUCTIONS:
NET PAY RECEIVED:

AS INDICATED ABOVE.
	$
-

	
	
	$
-

	
	
	$
-

	
	
	

	
	SIGNATURE OF EMPLOYEE

	AS REPRESENTATIVE OF THE ABOVE NAMED (CONTRACTOR OR SUBCONTRACTOR). CERTIFY THAT PAYMENT HAS BEEN MADE TO THE ABOVE EMPLOYEE FOR WAGES
	I

DUE
	DO HEREBY

AS INDICATED ABOVE.

	PRINT NAME & TITLE AND PROVIDE

STATE OF:
	SIGNATURE

COUNTY OF:

DAY OF
	
	
	DATE
	

	SUBSCRIBED AND SWORN BEFORE ME THIS NOTARY PUBLIC:
	
	, 20
	
	

	
	
	
	
	

	MY COMMISSION EXPIRES:
	
	
	
	

	
	
	
	


EXHIBIT 4-R-2
EMPLOYEE RESTITUTION SUMMARY
Alternative Excel version available on DFA website
	
	
	
	
	Federal/State Violation

	
	
	OT Violation

	Employee Name
	Job Classification
	OT Violation
	Liquidated Damages
	Hours Worked
	Amount Paid
	Federal Wage (Plus Fringe)
	State Wage (Plus Fringe)
	Federal Violation Y/N
	State Violation Y/N
	Total Due

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


EXHIBIT 4-S
Presented below is language that may be useful in the preparation of:

A LISTING OF THE DUTIES, RESPONSIBILITIES AND

LIMITATIONS OF AUTHORITY OF THE RESIDENT PROJECT REPRESENTATIVE

Adaptation to the peculiarities and requirements of each Project is essential.

ENGINEER shall furnish a Resident Project Representative (RPR), assistants and other field staff to assist ENGINEER in observing performance of the Work of the Contractor.

Through more extensive on-site observations of the Work in progress and field checks of materials and equipment by the RPR and assistants, ENGINEER shall endeavor to provide further protection for OWNER against defects and deficiencies in the Work; but, the furnishing of such services will not make ENGINEER responsible for or give ENGINEER control over construction means, methods, techniques, sequences or procedures or for safety precautions or programs, or responsibility for CONTRACTOR's failure to perform the Work in accordance with the Contract Documents.

The duties and responsibilities of the RPR are limited to those of ENGINEER in ENGINEER’s agreement with the OWNER and in the construction Contract Documents, and are further limited and described as follows:

A.
General

RPR is ENGINEER's agent at the site, will act as directed by and under the supervision of ENGINEER, and will confer with ENGINEER regarding RPR’s actions. RPR’s dealings in matters pertaining to the on-site work shall in general be with ENGINEER and CONTRACTOR keeping OWNER advised as necessary. RPR's dealings with subcontractors shall only be through or with the full knowledge and approval of CONTRACTOR. RPR shall generally communicate with OWNER with the knowledge of and under the direction of ENGINEER.

B.
Duties and Responsibilities of RPR

1. Schedules: Review the progress schedule, schedule of Shop Drawing submittals and schedule of values prepared by CONTRACTOR and consult with ENGINEER concerning acceptability.

2. Conferences and Meetings: Attend meetings with CONTRACTOR, such as pre-construction conferences, progress meetings, job conferences and other project-related meetings, and prepare and circulate copies of minutes thereof.

3. Liaison:

a. Serve as ENGINEER 's liaison with CONTRACTOR, working principally through CONTRACTOR's superintendent and assist in understanding the intent of the Contract Documents; and assist ENGINEER in serving as OWNER's liaison with CONTRACTOR when CONTRACTOR's operations affect OWNER’s on-site operations.

b. Assist in obtaining from OWNER additional details or information, when required for proper execution of the Work.

4. Shop Drawings and Samples:

a. Record date of receipt of Shop Drawings and samples.

b. Receive samples which are furnished at the site by CONTRACTOR, and notify ENGINEER of availability of samples for examination.
c. Advise ENGINEER and CONTRACTOR of the commencement of any Work requiring a Shop Drawing or sample if the submittal has not been approved by ENGINEER.

5. Review of Work, Rejection of Defective Work, Inspections and Tests:

a. Conduct on-site observations of the Work in progress to assist ENGINEER in determining if the Work is in general proceeding in accordance with the Contract Documents.

b. Report to ENGINEER whenever RPR believes that any Work is unsatisfactory, faulty or defective or does not conform to the Contract Documents, or has been damaged, or does not meet the requirements of any inspection, test or approval required to be made: and advise ENGINEER of Work that RPR believes should be corrected or rejected or should be uncovered for observation, or requires special testing, inspection or approval.

c. Verify that tests, equipment and systems startups and operating and maintenance training are conducted in the presence of appropriate personnel, and that CONTRACTOR maintains adequate records thereof; and observe, record and report to ENGINEER appropriate details relative to the test procedures and startups.

d. Accompany visiting inspectors representing public or other agencies having jurisdiction over the Project, record the results of these inspections and report to ENGINEER.

6. Interpretation of Contract Documents: Report to ENGINEER when clarifications and interpretations of the Contract Documents are needed and transmit to CONTRACTOR clarifications and interpretations as issued by ENGINEER.
7. Modifications: Consider and evaluate CONTRACTOR's suggestions for modifications in Drawings or Specifications and report with RPR’s recommendations to ENGINEER. Transmit to CONTRACTOR decisions as issued by ENGINEER.
8. Records:

a. Maintain at the job site orderly files for correspondence, reports of job conferences, Shop Drawings and samples, reproductions of original Contract Documents including all Work Directive Changes, Addenda, Change Orders, Field Orders, additional Drawings issued subsequent to the execution of the Contract, ENGINEER's clarifications and interpretations of the Contract Documents, progress reports, and other Project related documents.

b. Keep a diary or log book, recording CONTRACTOR hours on the job site, weather conditions, data relative to questions of Work Directive Changes, Change Orders or changed conditions, list of job site visitors, daily activities, decisions, observations in general, and specific observations in more detail as in the case of observing test procedures; and send copies to ENGINEER.

c. Record names, addresses and telephone numbers of all CONTRACTORS, subcontractors and major suppliers of materials and equipment.

9. Reports:

a. Furnish ENGINEER periodic reports as required of progress of the Work and of CONTRACTOR’s compliance with the progress schedule and schedule of Shop Drawing and sample submittals.

b. Consult with ENGINEER in advance of scheduled major tests, inspections or start of important phases of the Work.

c. Draft proposed Change Orders and Work Directive Changes, obtaining backup material from CONTRACTOR and recommend to ENGINEER Change Orders, Work Directive Changes, and Field Orders.

d. Report immediately to ENGINEER and OWNER upon the occurrence of any accident.

10. Payment Requests: Review applications for payment with CONTRACTOR for compliance with the established procedure for their submission and forward with recommendations to ENGINEER, noting particularly the relationship of the payment requested to the schedule of values, Work completed and materials and equipment delivered at the site but not incorporated in the Work.
11. Certificates, Maintenance and Operation Manuals: During the course of the Work, verify that certificates, maintenance and operation manuals and other data required to be assembled and furnished by CONTRACTOR are applicable to the items actually installed and in accordance with the Contract Documents, and have this material delivered to ENGINEER for review and forwarding to OWNER prior to final payment for the Work.
12. Completion:

a. Before ENGINEER issues a Certificate of Substantial Completion, submit to CONTRACTOR a list of observed items requiring completion or correction.

b. Conduct final inspection in the company of ENGINEER, OWNER and CONTRACTOR and prepare a final list of items to be completed or corrected.

c. Observe that all items on final list have been completed or corrected and make recommendations to ENGINEER concerning acceptance.

C.
Limitations of Authority

Resident Project Representative:

1. Shall not authorize any deviation from the Contract Documents or substitution of materials or equipment, unless authorized by ENGINEER.

2. Shall not exceed limitations of ENGINEER 's authority as set forth in the Contract Documents.

3. Shall not undertake any of the responsibilities of CONTRACTOR, subcontractors or CONTRACTOR's superintendent.

4. Shall not advise on, issue directions relative to or assume control over any aspect of the means, methods, techniques, sequences or procedures of construction unless such advice or directions are specifically required by the Contract Documents.

5. Shall not advise on, issue directions regarding or assume control over safety precautions and programs in connection with the Work.

6. Shall not accept Shop Drawing or sample submittals from anyone other than CONTRACTOR.

7. Shall not authorize OWNER to occupy the Project in whole or in part.

8. Shall not participate in specialized field or laboratory tests or inspections conducted by others except as specifically authorized by ENGINEER.

EXHIBIT 4-T

CONSTRUCTION CONTRACT CHECKLIST

Bid Package Review

· Advertisement and Invitation for Bids

· Instructions to Bidders includes Statement of Bidder’s Qualifications

· Bid Format (including all deductive or additive alternates as applicable)

· Bid Bond

· Performance Bond

· Payment Bond

· Standard Form Contract

· General Contract Conditions 

· Wage Rate Decision 





Date:                    By:

· Wage Rate determination requested:  

________
_____

· Wage Rate determination acknowledged: 
 
________
_____ 

· Changes in wage rate reviewed:


________
_____

· Davis-Bacon provisions ($2,000)

· Contract Work Hours and Safety Standards Clauses (CWHSSC)

· Copeland Anti-Kickback clause

· Employment of Apprentices/Trainees clause

· Civil Rights Act of 1964-Title VI clause

· Compliance with Title VIII Fair Housing

· EO 11246 standard clause

· Hsng. & Community Development Act of 1974 (Section 109)

· Section 3 Plan

· Age Discrimination Act of 1975

· Federal Labor Standards Provisions (HUD Form 4010)

· Drawings and Technical Specifications (including location  of all utility lines and similar services)

Pre-Construction/Notice to Proceed

· Contractor Clearance 




Date:_____
By: ______

· Surety Verification

· Notice of Contract Award/Preconstruction conference

· (To be sent to DFA and NM Department of Workforce Solutions)

· Pre-construction Conference Minutes

· Notice to proceed issued to Contractor

· Appoint Labor Standards Officer
· Contractor/Subcontractor Report
Inspection

· Project Inspection:

· Month 1: _____________________________

· Month 2: _____________________________

· Month 3: _____________________________

· Month 4: _____________________________

· Complaints, if any, and  actions taken


Date:_____ By: ______

· Correspondence concerning contract or EO Compliance

· Project Labor Standards Enforcement file established

· Project Inspection Checklist




Date:

By:

· Project Site Posting

· Wage Decision



_____

_____

· Notice to Employees



_____

_____

· Safety & Health Protection on Job

_____

_____

· EEO Requirements



_____

_____

· Employee Interviews

· Attach Employee Interview form for each interview conducted.  All classifications represented on the job must be included in interviews.








_____

_____
· Inspector’s report written (re: posting of site, contractor compliance with EO specification)









_____

_____

Project Completion









· Files reviewed to determined completeness, establish that all required restitutions have been made and are adequately documented.

· Final Wage Compliance Report

· Copy of “As-Built” record drawings

· Contractor’s Certification of Equal Employment Opportunity

· Subcontractor’s Certification of Equal Employment Opportunity

· Contractor’s Certification regarding Section 3

· Subcontractor’s Certification regarding Section 3

· Contractor established own Equal Employment Opportunity file

· Requested and received  wage decision for any classification not included on wage decision

· If apprentices are to be used on contract, received copy of Contractor’s apprentice program from State Bureau of Apprenticeship and Training (SBAT)

· If trainees are to be used on contract, received copy of Contractor’s trainee program certification from SBAT

· Bonding/Insurance on file with Grantee

Construction/Enforcement

· Payrolls and Statement of Compliance

Received
Reviewed

Discrepancies


Week 1:
_______
________

____________________


Week 2:
_______
________

____________________


Week 3:
_______
________

____________________


Week 4: 
_______
________

____________________


Etc.

(Document on attached sheet including resolutions and notice to State)

EXHIBIT 4-U
Alternative Excel version available on DFA website
	Project Name and Number:
	PAYROLL REVIEW WORKSHEET

DFA Project Manager


	
	
	


Federal Wage Decision Number:_____________________________
State Wage Decision Number:

Contractor/Subcontractor:___________________________________
Payroll End Date:


	Trade
	What was
Actually Paid
	State Rate
	Fringe
	Total State
	Federal Rate
	Fringe
	Total Fed
	Amt. of
Restitution

	
	
	
	
	$
-
	
	
	$
-
	

	
	
	
	
	$
-
	
	
	$
-
	

	
	
	
	
	$
-
	
	
	$
-
	

	
	
	
	
	$
-
	
	
	$
-
	

	
	
	
	
	$
-
	
	
	$
-
	

	
	
	
	
	$
-
	
	
	$
-
	

	
	
	
	
	$
-
	
	
	$
-
	

	
	
	
	
	$
-
	
	
	$
-
	

	
	
	
	
	$
-
	
	
	$
-
	

	
	
	
	
	$
-
	
	
	$
-
	

	
	
	
	
	$
-
	
	
	$
-
	

	
	
	
	
	$
-
	
	
	$
-
	

	
	
	
	
	$
-
	
	
	$
-
	


NOTE: If the actual rate paid to any employees is lower than the prevailing rate, ie, the higher of the two, for any particular trade, the contractor or sub-contractor must make & document wage restitution immediately! If restitution is not made quickly, progressive contract payments may be withheld.

Name of Reviewer (Print)
Signature of Reviewer
Date
EXHIBIT 4-V
FORCE ACCOUNT WORK
IF FORCE ACCOUNT WORK WILL BE UTILIZED                  
Force account work refers to the utilization of Grantee’s staff to undertake construction, rehabilitation, repair, or demolition tasks for which CDBG funds have been awarded. There are strict eligibility criteria and record-keeping requirements which pertain to the use of force account vs. contracted expenditures.

A. 
Eligibility Criteria
In order to use force account, four criteria must be met:

1. There should be reasonable evidence that it will cost substantially less than if it were accomplished by contract, or competitive bids cannot be obtained from competent contractors.

2. The Grantee must have the required equipment, qualified supervisory personnel, adequate and skilled work force, and the necessary record keeping system.

3. Grantee’s legal counsel must make a finding that the project is permissible in accordance with New Mexico laws, does not constitute a major project, and does not include the construction of a building. The opinion must be included in the project files.

4. The Department of Finance and Administration (“DFA”) must give prior approval.

B. 
Guidelines
1. Equipment may not be purchased with CDBG funds.

2. Materials may be purchased, including the cost of transportation and storage. The purchase of materials must be by competitive bid when the cost exceeds $5,000. If under $5,000, the Grantee must follow the locally adopted procurement regulations.

3. The cost of utilization of Grantee’s equipment, including the cost of maintenance or field repair, is an allowable cost and can be charged based on allocation of use against the equipment’s depreciated value; however, the Grantee must obtain quotes from three private firms providing this same service for comparison, and submit the quotes to DFA for approval.

C.  
Record Keeping
1. Labor Cost Records:

a) Hiring and personnel records, to include dates of employment,

name, address, social security number, work classification, rate of pay, fringe benefits and other pertinent information.

b) Payroll and time distribution records, to include daily time records showing straight and overtime hours worked, project location and description of work, gross wages earned at the end of the payroll period, authorized deductions, net wages to the employees, cancelled checks, and proof of payment of fringe benefits and deductions by the Grantee. Overtime pay will be governed by the Grantee’s local policy.

2. Equipment Use Record:

a) Daily use records, to include description of equipment, project description and location where equipment was used, number of hours used, name of operator and use rate.

b) Records to support use allowance or depreciation charge.

3. Materials Procurement Records:

a) Bidding documents, including description of materials

b) Notarized proof of advertisement for bid

c) Minutes of bid opening

d) Bidder’s proposals

e) Evaluation and recommendation of award

f) Award resolution and minutes of the local governing body’s approval

g) Contract documents

h) Itemized delivery and inventory records

i) Itemized delivery and payment records

4. Project Execution and Administration Records:

a) Determination to use force account, to include opinion of legal counsel

b) Design Professional/Owner contract

c) Drawings and specifications

d) Cost estimates

e) Work orders and change orders

f) Field observation reports

g) Progress payments

h) Field measurements, tests, surveys, etc.

i) Other documentation related to the force account project

Note:

- Labor standards requirements do not apply to Grantee force account work.
- Records to support compliance with respect to other program requirements, equal opportunity, housing, citizen participation, etc., are not described here, but are nonetheless required – just as for a contract project.
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