New Mexico Environment Department
Construction Programs Bureau
Pre-Construction Meeting Agenda Topics
1) Regarding the State Minimum Wage Act, a Notification of Award (NOA) and a Statement of Intent to Pay Prevailing Wages form are required by the State Labor Department, from the general contractor, before any work starts.  Wage rates must be posted in a conspicuous location at the job site per the contract specifications.  Certified Payrolls need not be submitted to the Labor Department verifying appropriate wages are paid, but should still be submitted to the Owner.  More information, including the forms, is available at http://www.dol.state.nm.us/dol_pubwage.html.  A “Labor Standards Certification” is required after work is complete (see attached sample).

2) A Project Schedule must be submitted to the Owner and Copied to the NMED-CPB.

3) The Notice to Proceed must be submitted to the Contractor and Copied to the NMED-CPB.

4) An Inspector’s Qualification Statement must be submitted to the Owner and Copied to the NMED-CPB.

5) NMED-CPB shall set an approximate inspection schedule with the owner and the engineer, which shall including a minimum of 1 interim and 1 final inspection.

6) Change Orders must be submitted to NMED for review and approval in a format that clearly explains justification for the change, reasonableness of price, and how the price was determined.  The Change Orders must provide for acceptance/signature of Contractor, Engineer, and Owner (see attached sample).

7) Contractor’s request for payment should list all bid items and account for completion by percent or units, indicate all change orders, indicate retainage (NMED Grant/Loan requires no more than 5% if any is withheld).  The form must provide for acceptance/signature of Contractor and Owner and certification by Engineer.  Invoices are required for all materials on-hand and any subcontract work not priced in a bid item (see attached sample).

8) Disbursement Requests from the loan/grant must be submitted on the attached form and signed by the grantee/loanee-authorized signatory.  Contractor’s request for payment and other appropriate invoices must be included.  Budget amounts must match the currently approved budget for the project.  Expect 3 - 4 weeks for processing after a completed request is received by NMED.  NMED must have payee bank information, completed W-9, and authorization from the Grantee prior to reimbursement request submittal.

	Funding Source
	Reimbursement Type
	Additional Forms

	ASVFG
	Grantee or directly to a contractor
	

	CWFCG
	Grantee or directly to a contractor
	

	CWSRF
	Grantee or directly to a contractor
	

	RIP
	Grantee or directly to a contractor
	

	SAP – STB
	Grantee or directly to a contractor
	Copy of Check from Grantee

	SAP – GF
	Grantee or directly to a contractor
	

	SWFGF
	Grantee or directly to a contractor
	

	STAG
	Grantee only
	Form 271, Two Signatory Form

	NMFA-DW
	Loanee or directly to a contractor
	Exhibit “C”


9) Multiple funded projects must have a spreadsheet that identifies the source of funding for all pay requests and tracks total expenditures against the budget.

10) Final payment cannot be made until all closeout documents are received as required by the Grant/Loan agreement (see attached checklist).

11) MBE/WBE Requirements (ASVFG, CWFCG, CWSRF, NMFA-DW, STAG only)

Labor Standards Certification

{Date}
{Name}, Project Manager

New Mexico Environment Department

Construction Programs Bureau

P.O. Box 26110

Santa Fe, New Mexico 87502

RE:
{Project Description and Project Number}
By this letter, we certify that the New Mexico Public Works Minimum Wage Act, §13-4-11 NMSA 1978, has been complied with for all construction contracts in excess of $20,000 for the referenced project.  Weekly payroll records are available to the New Mexico Department of Labor – Labor and Industry Division, demonstrating compliance with the minimum wage rate determinations and wage scales were posted in a prominent location at the job site.  The Contractor filed the required Notification of Award (NOA) and a Statement of Intent to Pay Prevailing Wages form as well as the Affidavit of Wages Paid form.

{Signed by the Grantee Representative or Signatory Authority}
	CONTRACT CHANGE ORDER

	CONTRACTOR:


	CHANGE ORDER No.

PROJECT: 

PROJECT No. 

	OWNER:


	ENGINEER:



	DATE OF ISSUE: 
	EFFECTIVE DATE: 

	The Contractor is hereby directed to make the following changes in the Contract Documents.

Description:
Reason for Change Order: 
Attachments: (List documents supporting change and justifying cost and time)



	
CHANGE IN CONTRACT PRICE:
Original Contract Price: $
	
CHANGE IN CONTRACT TIMES:

Original Contract Times:  (calendar days or dates)



	Net changes from previous C.O.’s No._____ to  _____ 
$
	Net changes from previous C.O.’s No._____ to  _____

(calendar days)



	Contract Price Prior to this Change Order:

$
	Contract Times prior to this Change Order:

(calendar days or dates)


	Net Increase (decrease) of this Change Order:

$
	Net Increase (decrease) of this Change Order:

(calendar days)



	Contract Price with all Approved Change Orders:

$
	Contract Times with all Approved Change Orders:

(calendar days or dates)


	RECOMMENDED: (Engineer)

By: 

Date: 
	APPROVED: (Owner)

By: 

Date: 

	ACCEPTED: (Contractor)

By: 

Date: 
	REVIEWED: (Funding Agency)

By: 

Date: 


	PARTIAL PAYMENT SCHEDULE
	PROJECT No.

	
	PARTIAL PAYMENT ESTIMATE No.

	
	PAGE    _________       OF       _________   PAGES

	OWNER:


	CONTRACTOR:
	
PERIOD OF ESTIMATE:

FROM: _______________   TO: ________________

	
CONTRACT CHANGE ORDER SUMMARY
	
PAY   ESTIMATE

	C.O.

No.
	
OWNER

APPROVAL DATE
	
AMOUNT
	1. Original Contract Value
	$

	
	
	
Additions
	
Deductions
	2. Change Orders
	$

	1
	
	
	
	3. Revised Contract Value   (1+2)
	$

	2
	
	
	
	4. Work Completed*
	$

	3
	
	
	
	5. Stored Materials *   (this period)
	$

	4
	
	
	
	6. Subtotal   (4+5)
	$

	5
	
	
	
	7. Retainage    @ _________%
	$

	6
	
	
	
	8. Less Previous Payments
	$

	7
	
	
	
	9. Subtotal  (6-7-8)
	$

	8
	
	
	
	10. NMGRT @ __________%
	$

	
TOTALS
	$
	$
	11. Amount Due This Estimate (9+10)
	$

	
NET CHANGE
	$
	  
*Detailed Breakdown Attached

	CONTRACT TIME

	Original (days)
	
	Project on Schedule:

Yes    [      ]
No     [      ]
	Project Start Date:         ________________

Project Completion Date: _____________

	Current
	
	
	

	Remaining
	
	
	

	
ORIGINAL CONTRACT PERCENT COMPLETE
	ACCEPTED BY OWNER:
OWNER:___________________________________

BY: ________________________________________

DATE: ____________________________

	TIME
	%
	FUNDS
	%
	

	
CURRENT CONTRACT PERCENT COMPLETE
	

	TIME
	%
	FUNDS
	%
	

	CONTRACTOR’S  CERTIFICATION:
The undersigned Contractor certifies that to the best of his/her knowledge, information and belief, the work covered by this payment estimate has been completed in accordance with the contract documents, that all amounts have been paid by the Contractor for work for which previous payment estimates were issued and payments received from the Owner, and that current payment shown herein is now due.
CONTRACTOR: ____________________________________________

BY: _______________________________________________________

DATE: ________________________________________


	ENGINEER’S  CERTIFICATION:
The undersigned certifies that the work has been carefully inspected and to the best of his/her knowledge and belief, the quantities shown in this estimate are correct and the work has been performed in accordance with the contract documents.

Amount Certified: $ ____________________

ENGINEER: __________________________________

BY: _________________________________________

DATE: _______________________________




	FORM DISBURSE
	
	NEW MEXICO ENVIRONMENT DEPARTMENT
	
	 
	 

	
	
	CONSTRUCTION PROGRAMS BUREAU
	
	 
	 

	
	
	DISBURSEMENT REQUEST
	
	 
	 

	
	
	
	PROGRAM NAME:
	 
	ALBUQUERQUE SOUTH VALLEY WASTEWATER CONSTRUCTION GRANT (ASVFG)

	A. NAME OF ENTITY
	 
	(CHECK ONE ONLY)
	 
	COLONIAS WASTEWATER CONSTRUCTION GRANT PROGRAM (CWCGP)

	
	
	
	
	 
	CLEAN WATER STATE REVOLVING LOAN FUND (CWSRF)

	B. PROJECT NUMBER
	 
	
	 
	RURAL INFRASTRUCTURE PROGRAM (RIP)

	
	
	
	
	 
	SPECIAL APPROPRIATIONS PROGRAM (SAP)

	C. DISBURSEMENT REQUEST NUMBER 
	 
	
	 
	SOLID WASTE FACILITY GRANT FUND PROGRAM (SWFGFP)

	
	
	
	
	 
	NMFA DRINKING WATER STATE REVOLVING LOAN FUND (NMFA - DW)

	
	
	
	
	
	
	
	 
	 

	
	BUDGET
	PREVIOUS EXPENDITURES
	CURRENT EXPENDITURES
	CUMULATIVE

	
	NMED PROGRAM
	OTHER    FUNDS
	NMED PROGRAM
	OTHER    FUNDS
	NMED PROGRAM
	OTHER    FUNDS
	NMED PROGRAM
	OTHER    FUNDS

	 Administrative Expenses 
	 XXXXXXXXXXX 
	 
	 XXXXXXXXXXX 
	 
	 XXXXXXXXXXX 
	 
	 XXXXXXXXXXX 
	 

	 Engineer Fees 
	 
	 
	 
	 
	 
	 
	 
	 

	 Other Professional  
	 
	 
	 
	 
	 
	 
	 
	 

	 Service Fees 
	 
	 
	 
	 
	 
	 
	 
	 

	 Inspection Fees 
	 
	 
	 
	 
	 
	 
	 
	 

	 Property Acquisition  
	 
	 
	 
	 
	 
	 
	 
	 

	 Construction Cost 
	 
	 
	 
	 
	 
	 
	 
	 

	 Planning Cost 
	 
	 
	 
	 
	 
	 
	 
	 

	 Equipment 
	 
	 
	 
	 
	 
	 
	 
	 

	 Other Costs (specify) 
	 
	 
	 
	 
	 
	 
	 
	 

	 Contingencies 
	 
	 
	 
	 
	 
	 
	 
	 

	 TOTAL 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Under penalty of law, I certify that all the above expenditures are true and correct and are for appropriate purposes in accordance with the terms and conditions of the pertinent Loan/Grant Agreement and that payment has not been received.

	
	 Signature of Authorized Official: 
	 Typed or Printed Name:  
	 Phone: 
	 Date: 

	
	 X 
	 
	 
	 


	NEW MEXICO ENVIRONMENT DEPARTMENT
	

	CONSTRUCTION PROGRAMS BUREAU 
	

	BUDGET
	

	
	

	PROGRAM: 
	 
	ALBUQUERQUE SOUTH VALLEY WASTEWATER CONSTRUCTION GRANT (ASVFG)
	 
	Amendment:
	

	
	
	
	
	
	
	
	

	(Check one only)
	 
	COLONIAS WASTEWATER CONSTRUCTION GRANT PROGRAM (CWCGP)
	
	
	

	
	
	
	
	
	
	
	

	
	 
	CLEAN WATER STATE REVOLVING LOAN FUND (CWSRF)
	No.
	 
	

	
	
	
	
	
	
	
	

	
	 
	RURAL INFRASTRUCTURE PROGRAM (RIP)
	
	
	

	
	
	
	
	
	
	
	

	
	 
	SPECIAL APPROPRIATIONS PROGRAM (SAP)
	
	
	

	
	
	
	
	
	
	
	

	
	 
	SOLID WASTE FACILITY GRANT FUND PROGRAM (SWFGFP)
	Date:
	
	

	
	
	
	
	
	
	
	

	
	 
	NMFA DRINKING WATER STATE REVOLVING LOAN FUND (NMFA - DW)
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	DATE:
	 
	PROJECT #:
	 
	

	NAME OF ENTITY:
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	CLASSIFICATION
	NMED-Program
	OTHER FUNDS
	TOTAL
	

	Administrative Expenses-NMED
	 Ineligible 
	 
	 
	

	Engineer Fees
	 
	 
	 
	

	Other Professional Service Fees
	 
	 
	 
	

	Inspection Fees
	 
	 
	 
	

	Property Acquisition 
	 
	 
	 
	

	Construction Cost
	 
	 
	 
	

	Equipment 
	 
	 
	 
	

	Other Costs (specify)
	 
	 
	 
	

	Contingencies
	 
	 
	 
	

	TOTAL:
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	Identify Sources of Other Funds (Include matching requirements):
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	Are the other funds committed? (Yes/No)
	 
	 
	 
	 
	

	If not, when do you expect commitment?
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	Date:
	 
	 
	 
	 
	

	X
	X
	

	 
	
	

	NMED Project Manager Approval
	Signatory Authority (Signature)
	


NEW MEXICO ENVIRONMENT DEPARTMENT

CONSTRUCTION PROGRAMS BUREAU 

Project Management File

	PROJECT NAME
	
	NUMBER:
	

	

	ADMINISTRATIVE PROCEDURES CHECKLIST

	ITEM
	DATE

RECEIVED
	PM
	DATE

APPROVED
	PM

	ENGINEERING RFP AND RANKING
	
	
	
	

	SIGNED ENGINEERING CONTRACT
	
	
	
	

	ENGINEERING REPORTS
	
	
	
	

	PLANS AND SPECIFICATIONS
	
	
	
	

	SITE CERTIFICATE (EASEMENT, ROW, LAND TITLE)
	
	
	
	

	BID TABS, RECOMMENDATION LETTER, BID BOND
	
	
	
	

	NOTICE OF AWARD, PRE CONSTRUCTION MEETING NOTICE AND AGENDA
	
	
	
	

	INSPECTOR QUALIFICATION STATEMENT
	
	
	
	

	EXECUTED CONTRACT DOCUMENTS (INCLUDING PAY & PERFORMANCE BONDS, NOTICE TO PROCEED)
	
	
	
	

	PRE-CONSTRUCTION MEETING MINUTES
	
	
	
	

	CHANGE ORDERS
1

2

3

4

5

	










	










	










	











	

	CLOSE-OUT PROCEDURES CHECKLIST

	ITEM
	DATE
RECEIVED
	PM
	DATE
APPROVED
	PM

	ENGINEER’S FINAL INSPECTION REPORT
	
	
	
	

	ENGINEER’S ACCEPTANCE LETTER
	
	
	
	

	COMMUNITY’S ACCEPTANCE LETTER
	
	
	
	

	FINAL PAY REQUEST W/ CONSTRUCTION BACKUP & FINAL CHANGE ORDERS
	
	
	
	

	CERTIFICATION OF LABOR STANDARDS COMPLIANCE
	
	
	
	

	RELEASE OF LIENS
	
	
	
	

	WRITTEN CONSENT OF SURETY
	
	
	
	

	O&M MANUAL
	
	
	
	

	AS-BUILT DRAWINGS
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