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Instructions for Completing the Daily Material and Equipment Report
(Form BDC 269)
Each Contractor and Subcontractor should complete a separate form for every shift. Use more than one form per shift if necessary to list all workers. The Contractor must review each form completed by a Subcontractor and sign and date the appropriate certification. All completed reports must be submitted to the Engineer-in-Charge on a daily basis for review and verification.
Contractor/Subcontractor:
	1.
	Indicate Contractor or Subcontractor by checking the appropriate box to show which is completing the report.

	2.
	Enter the OGS Project No., firm’s Name, Change Order Control No. (if the completed work is for a contract change order) and the Work Date.

	3.
	Briefly describe the Work Accomplished.

	4.
	Provide a complete description of the material and equipment used. Each piece of equipment must be listed separately with the make, model, size and type of fuel used.

	5.
	Enter the license, serial or other identification number for motorized equipment.

	6.
	For Operating Hours /Quantity, enter the number of hours the equipment was used or the quantity of material used or turned over to the State.

	7.
	For Unit, enter the unit description, i.e., cu. yd., cu. ft., hrs., etc., for each item.

	8.
	Sign and date the Certification. When the form is completed by a Subcontractor, the Contractor must also sign and date the Certification.

	9.
	Enter the page number and total number of pages for each submission at the bottom of the page. For example, “Page 1 of 1,” “Page 2 of 3,” etc. 

	10.
	Submit ALL THREE COPIES of the report(s) to the Engineer-in-Charge for review and approval.


Engineer-In-Charge:
	11.
	Review the form(s) and indicate agreement or observed differences in EIC Comments for each worker.

	12.
	Sign and date the form(s) and distribute the copies EACH DAY as follows:
(Colors are indicated for when this report has been completed using the multi-part form.)
· One (1) copy (White) to the Contractor. This copy must be submitted to OGS by the Contractor with payroll records and the summary of costs – either the Contractor Proposal (Form BDC 121) for change orders OR the Contractor Expense and Fee Summary (Form BDC 274) for Labor and Materials contracts.
· One (1) copy (Yellow) to the Engineer-in-Charge for Project File.
· One (1) copy (Pink) to the Contractor for file.
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