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“ Most of the large construction projects become involved in litigation” !

L itigation could take place many years after the project is finished, and the 
impor tant members of the team could be unavailable. Notes wr itten in loose 
papers are not acceptable in cour t proceedings. Therefore, any RE or inspector 
who fails to keep adequate records is not per forming a competent job and should 
be replaced.

Project Documentation as Evidence in Claims.

A piece of “ evidence”  could be an official document, an act, a condition, or an event A piece of “ evidence”  could be an official document, an act, a condition, or an event 
provided that:

1) The wr itten document was made in the regular course of business (for example, a 
field diary is admissible if the owner or A/E require it in all projects);

2) The document was wr itten at or near the time of the act, condition or event;
3) The possessor of the record can testify to its identity and the mode it was 

prepared;
4) The sources of information, method and time of preparation were sufficient to 

indicate its trustwor thiness.



Construction Filing System.













Project and Construction Records.

Each RE, and each inspector, must maintain a daily record, wherein is recorded every 
activity inspected and conversation held that day. I t must include a br ief summary 
of all agreements made with the contractor, field problems, how were they resolved, 
notices issued to the contractor, etc. All of these dair ies are used to prepare the 
project’s Daily Construction Report at the end of each day. This repor t also includes 
an estimate of the progress attained. This Daily Construction Repor t receives wide 
distr ibution, whereas the dair ies are considered pr ivate. 

The RE should maintain these documents:
1) Daily Construction Report records every major activity and conversation, and 1) Daily Construction Report records every major activity and conversation, and 

records the progress of the project. When there are several inspectors, this repor t is 
the summary of all the separate inspectors diar ies;

2) Telephone Calls. Every call made and received should be logged and a note must 
indicate the identity of the par ties and the purpose of the calls;

3) Tests of Materials. Every mater ial tested is recorded, where used and results;
4) Daily Diary. The daily diary is maintained by every member of the field staff. Since 

this document can also end up in cour t, it should be neatly wr itten, and an entry 
made for each day (even when work was not per formed); it may be bound;

5) Log of Submittals. Records everything sent to the PM and the Super intendent.









The Files of the Field Office.

These are the minimum files that need to be in the field office:

1) Correspondence. All documents sent to the Super intendent and Project Manager.
2) Job Drawings. The complete contract drawings plus all drawings that show 

supplemental information, changes, etc.
3) Shop Drawing submittals, also called the “ Contractor Submittal Form”  (next 

slide). These drawings are filed and a log maintained of what is in the file.
4) Requisitions. All approved requisitions for payments.
5) Reports. All repor ts filed by date.
6) Samples. All mater ials and workmanship shall be represented by samples, 6) Samples. All mater ials and workmanship shall be represented by samples, 

proper ly tagged and logged.
7) Operating tests. All tests must be per formed at the proper time; the files must also 

include the results of each test in the same folder.
8) Deviation requests. All requests by the contractor for deviations is recorded, along 

with the decision of the owner and A/E.















Miscellaneous Records.

Many other records may be required from the RE, some of which are:

6) Photographic records. These include (a) construction progress, (b) defects, (c) 
time-lapse or interval photography, which at then transformed into a movie format 
with time scale, (d) project promotion, etc;

7) Manufacturers’ cer tificates;
8) Concrete transit-mix delivery tickets;
9) Pile dr iving logs;9) Pile dr iving logs;
10) Structural weld logs;
11) Sewer infiltration tests;
12) Fabr ication plant inspections;
13) Weld radiographs;
14) Acceptance cer tificates to public agency inspectors;
15) Discrepancy repor ts;
16) Deviation requests and actions taken;
17) Concrete mix designs;













Common Daisy
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