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Only Work not included in the Contract as Awarded but deemed to be 
necessary to complete the Project by the Resident Engineer (RE) will be 
paid as Extra Work. (See 00140.60.) Extra Work Orders (EWOs) are used to 
performed Work on a Force Account Basis. They are used to equitably and 
uniformly compensate the Contractor for Extra Work when a negotiated 
price cannot be reached. 

When the Agency orders Extra Work to be performed on a Force Account 
basis, the Agency is assuming control for the portion of Work governed by 
the EWO. The Agency will make the determination regarding what Equip-
ment shall be used, what manpower is necessary, and the Work methods to 
be used to perform the Work (i.e., whether or not overtime is necessary to 
accomplish the Work). The Agency assumes control of, and responsibility 
for, all the portions of Work to be accomplished under the EWO.

The following steps must be followed to perform Extra Work on a Force 
Account basis:

1. The Resident Engineer (RE) needs to make the determination that 
Extra Work is necessary. 

2. The RE must discuss the Extra Work with the Contractor, define the 
scope of Work, determine the time of performance of the Extra 
Work, and the means and methods for completing the Extra Work.

CHAPTER 12G
EXTRA WORK PERFORMED 
ON A FORCE ACCOUNT BASIS
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3. The RE must attempt to negotiate a Contract Change Order (CCO) 
with the Contractor to perform the Extra Work. If the RE is unable 
to successfully negotiate a CCO, the Extra Work will be completed 
on a Force Account basis.

4. Before the Extra Work to be performed on a Force Account Basis 
can begin, the RE must:

a. Prepare and obtain approval of an Extra Work Order (EWO).
b. Provide the Contractor with a written order to begin the Extra 

Work.
c. Reach agreement with the Contractor on when, how, and with 

what Equipment and labor the Extra Work will be completed. 

5. For each day on which Extra Work is performed, the Agency (typ-
ically the Inspector) will complete a Daily Force Account Record 
(DFAR), form 734-3428.

a. Both the Inspector and the Contractor’s representative must 
sign the completed DFAR at the end of the day. These signa-
tures indicate agreement on the accuracy and completeness 
of the information recorded on the DFAR.

b. If there is any disagreement regarding the information re-
corded on the DFAR, and the disagreement cannot be re-
solved the same day, the Extra Work must stop until the RE 
and the Contractor resolve the disagreement. Do not proceed 
with Extra Work without daily agreement on the DFAR.

6. On a monthly basis, the Contractor will send its Force Account 
Work Invoice, along with the required supporting documentation, 
to the RE.

7. The RE will date stamp the invoice upon receipt. If the invoice is 
received on or before the 15th of the month, the RE will enter the 
amount due, as determined by the RE, on the progress estimate 
for the Work completed that month. If the invoice is received after 
the 15th of the month, the amount the RE determines to be due 
will be added to the pay estimate for the following month.

8. The RE will process the invoice according to the Steps for Review-
ing Force Account Invoices in the Resident Engineers Office guide 
in Section 12G-8. Once the RE has completed a review of the 
invoice, it will be submitted to the Contract Administration Unit 
(CAU) for final review and processing.

12G-1  Background
Force Account Work is addressed in Section 00197. The RE must become 
familiar with the language in this Section.
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Before ordering the Force Account Work, the RE will need to discuss the 
Work with the Contractor and seek the Contractor’s input and advice on 
the manner and methods required to perform the Work.

In ordering the Extra Work, and in directing the Force Account Work, the 
RE should only give direction through the Contractor’s superintendent or 
supervisor assigned to the Work. The RE should not give direction direct-
ly to any of the Contractor’s employees, but should only answer ques-
tions or provide clarification requested by the employees.

If Force Account or added, or Changed Work will modify the Work of any 
subcontract, the Contractor must submit an amended subcontract for RE 
review and approval. [Refer to Chapter 14 – Subcontracts.]

Force Account procedures should only be used as a last resort when 
agreement cannot be reached on the price of a new Work item, or when 
the extent of the Work is unknown or of such character that a price can-
not be determined to a reasonable degree of accuracy. The RE must de-
velop an independent scope, schedule and estimate and track the Work. 

At the time an EWO is written, the RE will prepare a cost estimate using 
Cost Estimate form 734-1877. 

The Force Account Invoice for Labor – Actual Cost Calculation, form 734-
1863 will be used for Labor cost estimates. 

12G-2  Definitions
The following definitions are taken from FHWA 23 CFR 635.102:

Force Account – A basis of payment for the direct performance of High-
way construction Work with payment based on the actual cost of labor, 
Equipment and Materials furnished and consideration for overhead and 
profit.

Per Diem – A daily allowance for expense generally prescribed by a labor 
contract. When reimbursement for Per Diem is requested, the Agency 
must obtain a copy of the labor contract which describes how the Con-
tractor is paying Per Diem. Per Diem costs will be paid on an actual cost 
basis for the Force Account Work according to Subsection 00197.30(a-1) 
and (a-2), if the Per Diem is paid to workers for similar Pay Item Work.

Subsistence – Reimbursement for actual costs of invoiced and receipt-
ed expenses incurred as the direct result of the Force Account Work and 
must be agreed to in advance. Subsistence is not reimbursed under the 
Standard Calculation method, as described in Subsection 00197.30(a).

Standby Equipment Rates – The Contractor continues to incur certain 
ownership costs when Equipment is required to be on standby. The use 
of a standby rate is appropriate when Equipment has been ordered to be 
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available for Force Account Work, but is idle for reasons which are not 
the fault of the Contractor. While an industry standard does not exist for 
standby rates, it has been the normal practice of the courts to reduce 
published ownership rental rates by 50 percent for standby rate usage. 
Therefore, FHWA will accept the use of 50 percent of the ownership rent-
al rates of an approved guide as the standby rate in lieu of a Contractor’s 
actual standby costs. There should be no operating costs included in the 
rate used, and standby time should not exceed eight hours per day, 40 
hours per week, or the annual usage hours as established by the rate 
guide.

Base Hourly Wage – Interpreted to mean wages, regular hours and 
overtime hours calculated to one and one-half times the regular wage. 
For the purposes of the Standard Calculation, regular and overtime 
wages will be calculated at two times the actual hourly wage (excluding 
fringe benefits, vacation, taxes, insurance, and markups, plus all other di-
rect or indirect costs including subsistence). [See Subsection 00197.30(a).]

Class Code – The National Council on Compensation Insurance (NCCI) 
four digit code corresponding to each classification determined for the 
insured. The classification codes describe the business of the insured 
rather than the occupation of the employee.

Experience Modification Factor – A factor calculated by NCCI from 
actual case loss experience to adjust an insured’s annual premiums (up 
or down) based on the insured’s loss experience relative to the average 
underlying annual premiums. It compares the insured’s experience to the 
average class experience. 

12G-3  Process
The following process and documentation is required when the RE orders 
the Contractor to perform Extra Work on a Force Account Basis:

A. STEP 1 – The RE must prepare an Extra Work Order, form 734-
3208. This form will formalize the proper approvals, defines the 
Work to be done by the Contractor, and identifies the EWO num-
ber to use on billings. If the Extra Work must be started prior to 
issuing the EWO, the RE must issue a written order to the Contrac-
tor to allow the Work to start. The written order must include the 
following:

1. A description of the Work, the location, and when the Work 
must be accomplished.

2. A statement identifying that the Work will be performed on a 
Force Account basis and notifying the Contractor of the EWO 
number to use on billings.
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B. STEP 2 - A Cost Estimate, form 734-1877 shall be prepared by the 
RE.

C. STEP 3 – For each day on which Extra Work is performed under 
the EWO, the Inspector must complete a Daily Force Account 
Record (DFAR), form 734-3428. The DFAR must list all labor, Equip-
ment, Materials, and other resources used for each day’s Work on 
the EWO. Never request or allow the Contractor to complete the 
DFAR. Only list overtime hours ordered by the RE. The Inspector 
and the Contractor’s representative must both sign the sheet daily, 
indicating agreement with the information shown on the DFAR. If 
both parties are unable to agree on any items listed on the DFAR, 
the RE and Contractor must resolve the issue(s) promptly. 
 
The RE may also modify the DFAR form and use it to record infor-
mation for any disputed items. [Refer to Chapter 27 – Disagree-
ments, Disputes and Claims.]
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1. Labor Section of the DFAR – Record the first and last names 
of each employee working on the EWO, as well as the employ-
ee’s craft and group or grade level within that craft. Record the 
daily hours worked by each employee. The more details re-
corded will assist in checking Force Account billings, as you will 
need to check the DFAR information against the Contractor’s 
certified payrolls.  
 
Pay for only one level of supervision on the EWO. Do not pay 
for additional supervisors or Contractor administrative staff on 
the EWO. However, if more than one crew is involved in the 
Work, it may be appropriate to pay for two different supervi-
sors. If this is the case, make a note on the DFAR to document 
the circumstance. 
 
A supervisor may be paid less than a craft person only if the 
supervisor is performing supervisory duties at least 80% of the 
time. Otherwise, the supervisor must be paid at least as much 
as the craft the supervisor is performing. 
 
The Agency may pay for travel and subsistence only if it can be 
documented that the Contractor pays those same expenses for 
other similar Work on the Project. The RE and Contractor must 
agree on this prior to the start of the EWO Work. Rates should 
be reasonable. Rates paid to Agency employees for travel and 
subsistence are generally considered to be reasonable.
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2. Equipment Section of the DFAR – Record each piece of 
Equipment, with identification, that is used for the EWO Work. 
For Equipment owned by the Contractor, record the Equipment 
type, model, year of manufacture, and type of attachments. 
This information is needed to determine the proper rental rate 
for the Equipment. Other information needed to determine the 
proper rental rates may include:

 ◦ Type of fuel (gasoline, diesel, etc.)
 ◦ Two or four wheel drive
 ◦ Cab type (regular, crew, etc.)
 ◦ Horsepower rating\
 ◦ Speed (RPM, CFM, etc.)
 ◦ Weight or capacity rating
 ◦ ROPS or EROPS (Rollover or enclosed rollover protection)
 ◦ Number of axels
 ◦ For Low-boys, is it a tilt-deck gooseneck, fixed gooseneck, 

or folding gooseneck

If the Contractor has rented the Equipment from an entity 
other than its own organization, note this on the DFAR. The 
Agency will pay the cost determined from the invoice submit-
ted with the Contractor’s billing. Also refer to Section 12G-5 – 
Force Account Invoice for Equipment and Materials.

If a piece of Equipment has multiple attachments, and the 
attachments are not considered “standard Equipment”, the 
Agency will only pay for the attachment with the higher rental 
rate, provided the attachment is needed for the EWO Work.

The Agency will not pay for rental of small tools that have a 
daily rate of less than $5 or for Equipment that has a fair mar-
ket value of $400 or less. 
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3. Materials Section of the DFAR – List enough detail so that 
invoices can be supported by the information on the DFAR. Do 
not list items such as safety goggles, hammers, etc. Such items 
are reusable and are not eligible for reimbursement. 
 
Before the EWO Work begins, the RE and Contractor must ne-
gotiate how to pay for expendable items, or items that are only 
partly used on the EWO Work. For example:

 ◦ For teeth on a pavement grinder, determine how you will 
agree on how much of the life of the teeth will be used up 
on the EWO Work.

 ◦ If the Contractor purchased a spool of cable for the EWO 
Work, but only used a portion of it, and the Agency has no 
use for the remaining cable, agree on the value used; the 
Contractor retains the remainder of the cable.

Do not use words such as “All”, “Lump Sum” or “Per Attached 
Invoice” in the Materials description section.

12G-4  Force Account Invoice for Labor
Use the Force Account Invoice for Labor – Actual Cost Calculation, form 
734-1863. 
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The RE must:

• Ensure that the proper group is used for the craft required to 
perform the Work. 

• Ensure that the wages paid are no less than required by the 
Contract. This is done by comparing the Force Account Invoice for 
Labor against the Special Provisions and the Contractor’s certified 
payrolls.

• Verify that the craft, group, wage rate, fringe benefits, and hours 
being billed on the Invoice are accurately shown.

If, for example, ironworkers and painters are both working on the same 
day doing types of Work that are classified differently, they should be 
billed on separate Invoices for Labor, charging the appropriate rates 
based on the class of Work for Workers Compensation Insurance.

Check the hours and rates billed against the Contractors certified pay-
rolls. Use the certified payroll rates if there is a discrepancy between the 
Invoice and certified payrolls. Use the hours listed on the DFAR if there is 
a discrepancy between the Invoice and DFAR. 
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The Agency will only pay for one level of supervision. The costs of other 
Contractor personnel are included in the markup on the Force Account 
Work. 

Use the following guidelines for verifying information provided on the 
Invoice.

A. Risk Modification Factors 
Risk modification factors (risk reduction rates) are unique to each 
Contractor and reflect the occupational risk associated with the 
type of Work performed by the Contractor and the safety history 
of the Contractor. Use the rate for the Contractor or Subcontractor 
who performed the EWO Work.

 ◦ Risk Modification Factor - Internal Agency users can access 
the list of risk modification factors. External users, and 
internal users in cases when the Contractor is not listed, will 
need to contact ODOTContractSvcs@odot.oregon.gov to 
request that information.

B. Taxes and Insurance (Classification Codes and Rates) 
When reimbursing the Contractor for Force Account Work, the 
Agency is reimbursing the Contractor for its actual costs, includ-
ing certain taxes and insurance. CAU publishes an updated list of 
these rates annually by the end of January. 
 
Use the rate for the Contractor or Subcontractor who performed 
the EWO Work. It is possible the Contractor’s governing Work 
classification code will have a higher rate than the classification 
code for the time period in which the EWO Work is performed. If 
the actual rate can be verified, the Agency should reimburse the 
Contractor for its actual cost.  
 

https://ordot.sharepoint.com/:b:/r/sites/Construction/Shared%20Documents/pdf/mod_factors.pdf?csf=1&web=1&e=CkpPtS
mailto:odotcontractsvcs%40odot.oregon.gov?subject=
mailto:https://gcc02.safelinks.protection.outlook.com/%3Furl%3Dhttps%253A%252F%252Fwww.oregon.gov%252Fodot%252FConstruction%252FDocuments%252FClassCodes.pdf%26data%3D05%257C01%257CSusan.C.HERRING%2540odot.oregon.gov%257C542206578365446d4d8208dad7c30031%257C28b0d01346bc4a648d861c8a31cf590d%257C0%257C0%257C638059529787232826%257CUnknown%257CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%253D%257C3000%257C%257C%257C%26sdata%3D1NaD7KS64%252Fezhr%252F3kMJ4I%252FFngKoiW8anuToyy5I6%252FTg%253D%26reserved%3D0?subject=
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The Agency will reimburse the Contractor for the following taxes 
and insurance:

• Classification Codes and Rates:
 ◦ Workers Compensation 
 ◦ Social Security (combination of Social Security and 

Medicare) 
 ◦ Oregon Unemployment Compensation
 ◦ Federal Unemployment Compensation
 ◦ Transit Districts 

 » Tri-Met in Portland area
 » Lane Transit District in Eugene area
 » Salem Area Mass Transit District (Cherriots) in Salem 

area

As the following are already covered in the Assigned Risk Rate, the 
Agency does not pay for:

 ◦ Oregon Hourly Assessment
 ◦ State of Oregon Assessment (WBF)
 ◦ Medicare Tax (included in Social Security)
 ◦ SDI or other liability insurance

C. Fringe Benefits  
Fringe benefits must be the benefits shown in the Contract.

D. Markup 
The Contractor is allowed a 22% markup on labor as specified in 
Subsection 00197.80. The RE shall ensure the Invoice does not 
include any other unacceptable markups. 
 
Once the Invoice review has been completed, the Agency person 
completing the review will sign and date the Invoice.

12G-5  Force Account Invoice for Equiment and 
Materials

A. Rental Rates 
The Contractor must bill for Equipment and Materials using the 
Force Account Invoice for Equipment and Materials, form 734-
1864.

mailto:https://gcc02.safelinks.protection.outlook.com/%3Furl%3Dhttps%253A%252F%252Fwww.oregon.gov%252Fodot%252FConstruction%252FDocuments%252FClassCodes.pdf%26data%3D05%257C01%257CSusan.C.HERRING%2540odot.oregon.gov%257C542206578365446d4d8208dad7c30031%257C28b0d01346bc4a648d861c8a31cf590d%257C0%257C0%257C638059529787232826%257CUnknown%257CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%253D%257C3000%257C%257C%257C%26sdata%3D1NaD7KS64%252Fezhr%252F3kMJ4I%252FFngKoiW8anuToyy5I6%252FTg%253D%26reserved%3D0?subject=
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For Equipment owned by the Contractor, verify the rental rates 
from the rates shown in the Rental Rate Blue Books for Construc-
tion Equipment (“Blue Book”). Refer to Subsection 00197.20 for 
the procedure. 

Contractors may have several sub-entities within their organiza-
tion that may perform specific Work, or provide specific services, 
such as leasing Equipment. Use only the rates from the Rental Rate 
Blue Books to determine rental rates for any Equipment owned by 
the Contractor, or any of their sub-entities. Do not pay different 
rates if the Contractor leases or rents Equipment within its own or-
ganization, and do not pay any additional markup on such usage.

Additional items to consider when reviewing the Contractor’s In-
voice for Equipment and Materials:

1. Verify that the rate used applies to the period when the Work 
was performed. Historical Equipment rates are available 
through the Rental Rate Blue Book application, available as a 
link from each of the CPS pages. Select the appropriate effec-
tive date for the rates based on when the Work was performed. 

2. If an Equipment year goes below the low end of the model 
years available for that Equipment in the Rental Rate Blue Book 
application, use the oldest rate for that type of Equipment.
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3. It may be helpful to compile a list of the Contractor’s Equip-
ment with the appropriate rental rates and codes to facilitate 
quicker checking of EWO Invoices. If requested, CAU can verify 
the rates. Be sure to update the listing if the rates change due 
to a periodic rate revision.

4. The Agency does not allow a Regional Adjustment Factor.

5. Pay standby time only when the RE has ordered the Contrac-
tors Equipment to remain on site. Payment for standby time 
should be according to 00197.20(e).

6. Invoices for rented Equipment or Materials must include the 
vendors name, date, quantity, rate, and extended amount for 
Materials or rented Equipment. Quantities must be sufficient 
to cover the quantities shown on the DFAR and billing. Dates 
must match those on the DFAR.



16

12G-7  RE Review Process for Force Account Invoices
The RE will need to have access to the Contract Payment System for this 
process. All forms mentioned in these instructions on the Construction 
Forms website.

A. Ensure all the documents needed to perform the review are pres-
ent:

1. A copy of the Extra Work Order, form 734-3208. If there is 
none, check with the RE. It may not be completed yet, or it may 
be that this work will be paid under a Contract Change Order, 
form 734-1169. 

2. Invoice(s) from the Contractor for labor, on the Force Account 
Invoice for Labor – Actual Cost Calculation, form 734-1863.

3. Invoice(s) from the Contractor for any equipment, materials, 
and subcontracts, on the Force Account Invoice for Equipment 
and Materials, form 734-1864.

4. Daily Force Account Record (DFAR), form 734-3428 for each 
Day or shift Work was done; all the original copies with all the 
original signatures. These documents are the source for every-
thing else. Check the records for blanks. There must be enough 
information to identify the workers and the Equipment accu-
rately; if there isn’t, the RE’s first step is to contact the Project 
Inspector to locate it.

5. Certified payrolls from the Contractor for the workers used and 
the time the Work was done. These should be in the RE office 
with the Office Coordinator.

6. A copy of the prevailing wage rates for the Project. These are 
found very near the beginning of the Project Special Provi-
sions.

The Contractor is supposed to prepare the invoices using only the offi-
cial ODOT forms. The forms have been automated to perform many of 
the calculations. Using the official ODOT forms ensures that all calcula-
tions are performed consistently. The form number should appear on the 
bottom of the form. If in doubt, re-enter the data on an ODOT form, as 
a check. In some instances, the Contractor may not submit an invoice for 
all Equipment. If an item is shown on the Daily Force Account Record(s), 
in the interest of fairness and expediency, we may prepare one. However, 
the RE should remind the Contractor that its organization should have 
supplied it.

B. Check the Force Account Invoice for Labor – Force Account Invoice 
for Labor - Actual Cost Calculation form 734-1863:

https://www.oregon.gov/odot/Construction/Pages/Forms.aspx
https://www.oregon.gov/odot/Construction/Pages/Forms.aspx
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1. Verify that each of the workers on the labor invoice are being 
paid at the correct hourly rate and for the correct amount of 
hours on the dates given. The billings should be at least the 
rate shown in the prevailing wage rate of the Special Provisions 
and at hourly rate shown on the Contractor’s payrolls. 

2. Do not pay for more than one level of supervision. 

3. Check the reimbursement and reduction rates based on the 
time period of the work for these allowable items:

 ◦ Taxes and Insurance (Classification Codes and Rates):
 » Workers Compensation 
 » Social Security (combination of Social Security and 

Medicare)
 » Oregon Unemployment Compensation 
 » Federal Unemployment Compensation 
 » Transit Districts

* Tri-Met in Portland area
* Lane Transit District in Eugene area
* Salem Area Mass Transit District (Cherriots) in 

Salem area
 ◦ Risk Modification Factors- Internal Agency users can access 

the list of  risk modification factors. External users, and 
internal users in cases when the Contractor is not listed, will 
need to contact ODOTContractSvcs@odot.oregon.gov to 
request that information.”

4. Unless the Work requires a specific mobilization and is a long 
way from a large town, travel costs are not normally paid. 
Check to see if regular Contract work was happening at the 
same time as the Extra Work. Only consider payment of travel 
costs if the Contractor is paying travel costs to regular Contract 
employees. 

5. If applicable, verify vacation and fringe against the Contractor’s 
certified payrolls.

6. Check the calculations to ensure that they are accurate.

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.oregon.gov%2Fodot%2FConstruction%2FDocuments%2FClassCodes.pdf&data=05%7C01%7CSusan.C.HERRING%40odot.oregon.gov%7C5a12209c8f4c4cd87b5008dade0a100f%7C28b0d01346bc4a648d861c8a31cf590d%7C0%7C0%7C638066432058986817%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=6Miek8E2MiANxTW9DfM16oaVp8NI315Z5wyTnYRMRIo%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/ap/b-59584e83/?url=https%3A%2F%2Fordot.sharepoint.com%2Fsites%2FConstruction%2FShared%2520Documents%2Fpdf%2Fmod_factors.pdf&data=05%7C01%7CSusan.C.HERRING%40odot.oregon.gov%7C4b6688c02b39478027b708dade1c2eaf%7C28b0d01346bc4a648d861c8a31cf590d%7C0%7C0%7C638066509865081615%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=pOAFOuwB%2Fni5BhyJQHc3zK%2FEyehmE%2FCJeU34L9ejcE4%3D&reserved=0
mailto:ODOTContractSvcs%40odot.oregon.gov?subject=
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C. Check the Force Account Invoice for Equipment and Materials, 
form 734-1864:

1. Compare the Equipment listed on the invoice(s) with the Daily 
Force Account Record(s) (DFAR), form 734-3428. They should 
match. They should also roughly match what was agreed to on 
the Extra Work Order or Contract Change Order. 

2. Verify that the billed equipment hours and dates on the invoice 
match what is on the DFAR(s). Ensure that operating hours for 
equipment do not exceed operator labor hours per the Con-
tractor’s certified payroll. Ensure standby hours comply with 
the requirements of Section 00197.

3. Using the Rental Rate Blue Book application, available as a link 
from each of the CPS pages, the RE shall verify the Equipment 
rental rates. Make sure that the invoice does not request a 
higher amount for monthly rate, rate adjustment or operating 
expense than the Equipment indicates. No regional adjustment 
is allowed. 

4. Ensure that attachments listed were approved as necessary for 
the Work and are not considered “standard” for that Equip-
ment. If multiple attachments are included, only the attach-
ment with the higher rental rate will be eligible for payment.

5. Attached should be suppliers invoices for Materials, rental 
Equipment, or specialty services (such as pavement sawing) for 
any of these items listed on the bottom section of the form. 
Verify that the amounts, dates and suppliers match the invoice 
and the Daily Force Account Record, form 734-3428.

6. Check the calculations to ensure that they are accurate.

D. There should be a Contractor’s contact person listed on the invoic-
es. If any amounts are higher than they should be, call the contact 
person and go over each discrepancy. If discrepancies cannot be 
resolved, discuss the issues with a supervisor. Minor differences 
may be ignored since it is hard to predict in advance exactly how 
much the Extra Work will cost.

E. Record the results of the RE review by completing the Force Ac-
count Summary sheet, form 734-3385. If some of the Work has 
already been paid for, note it in the remarks section, along with 
any discrepancies and their resolution. Sign and date the form.
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F. Assemble all documents in a neat and organized packet. Submit 
the packet to a supervisor or RE for review and signature of the 
Summary Sheet. Upon approval by the RE, the Summary Sheet will 
act as the paynote for entry (payment) into the Contract Payment 
System. Forward original documents to the CAU, mail a copy to 
the Contractor, and retain a copy for the RE files.
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