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DOCUMENTATION REQUIREMENT 
SECTION A 

FORCE ACCOUNT WORK 
INSPECTOR’S RESPONSIBILITY 

 

The source documentation requirement for any work to be paid on a force account basis 
is the DAILY COSTS OF FORCE ACCOUNT (Form No. 040-008).  Refer to subsection 109.03 
of the Standard Specifications for Road and Bridge Construction (Silver book) for specific 
requirements relating to force account. 

 
Forms change periodically, please assure that you are using the most current form 

available, see Chapter 26 (Distribution of Documents). 
 

As illustrated on page 3-2, it will be the Inspector's responsibility to: 
 
Record the contract number, date performed, Change Order number, description of work, 
AEB number and item number.  The Inspector must complete all this information so the 
Officeperson can identify the work done.   
 
Record the names, classification and hours worked of each person performing work on 
the force account.  Overtime hours shall be listed separate from straight time hours. 

  
 Record the year and a complete description of each piece of equipment such as make, 

model, horsepower, capacity, size, etc. and the actual hours worked.     Also record any 
attachments and give a description.  Prior to recording the hours involved, the Inspector 
must be thoroughly familiar with subsection 109.03 of the Standard Specifications for 
Road and Bridge Construction (Silver book) as related to standby time on equipment 
rental.  According to subsection 109.03 of the Standard Specifications for Road and 
Bridge Construction (Silver book), there is no compensation for shop tools with a rate less 
than $10.00/day.   

  
 Record the materials used by giving a complete description and the quantities used on 

the force account work. 
   

   Review the force account sheet with the Contractor and obtain the Contractor’s signature 
after the work for the day is completed.  Do not fill in hourly rates, extended amounts, or 
material prices at this time, but turn the partially completed sheet into the field office.  
After the sheets are fully extended, a copy shall be forwarded to the Contractor.  

 
 Turn the force account sheets into the field office daily.   
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DOCUMENTATION REQUIREMENT 
SECTION B  

FORCE ACCOUNT WORK 
OFFICEPERSON’S RESPONSIBILITY 

(LABOR SECTION) 
 

 After the force account sheets have been received in the field office and filled out in the 
manner described on page 3-1 and as illustrated on page 3-2, it will be the responsibility of the 
Officeperson to: 
 

Obtain the actual hourly rates, remote area pay and vacation rate paid to each person 
listed from the Contractor's payroll.  
 
Determine if the hourly rate on the payroll includes vacation and remote area pay.  If the 
total hours multiplied by the hourly rate equals the job gross, then the hourly rate includes 
vacation and remote area pay, if applicable.  The hourly rate is entered on the force 
account sheet, leave the vacation and remote area pay columns blank.  There is no need 
to separate the vacation or remote area pay, as long as it is included.  
                   
If the total hours multiplied by the hourly rate are less than the job gross, add the total 
hours multiplied by the hourly vacation rate from the fringe benefit statement.  If the two 
amounts added together equal the job gross, record the base rate and vacation rate on 
the force account sheet.  Some Operating Engineers are paid time and one-half for 
vacation for overtime hours. 
 
In order for the Contractor to be reimbursed for vacation, remote area pay and/or 
subsistence, it must be included in the job gross.  If force account hours are less than a 
full day, make sure an hourly rate is calculated and paid under subsistence. 
 
Obtain the labor surcharge from Headquarters Construction.  The labor surcharge is to 
reimburse the Contractor for his percentage paid on FICA, Workman’s Compensation, 
and State and Federal unemployment taxes.  Use the applicable labor surcharge in effect 
at the time the work was performed.  
 
Indicate the amount per hour for fringe benefits obtained from the FRINGE BENEFIT 
STATEMENT (Form No. 052-062) as illustrated on page 3-4, and the total hours for each 
labor classification.  The fringe benefit rate must be verified either by checking the rates 
against the payroll or contacting the Contractor for a breakdown.  If the fringe benefits on 
the FRINGE BENEFIT STATEMENT do not match the fringe benefits on the payroll, 
verify the correct wage from the Contractor.  If the FRINGE BENEFIT STATEMENT is in 
error, a revised one must be submitted.  Non-union Contractors pay fringe benefits in 
cash to employees as part of their wage.  There will be no fringe benefits listed on the 
force account sheet.  

 
Forms change periodically, please assure that you are using the most current form 

available, see Chapter 26 (Distribution of Documents). 
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Obtain subsistence and/or travel expense (if any) from the Contractor's payroll.  
(Remember that subsistence and remote area pay are two different things and are shown 
differently on the force account sheet in the labor section.)  Record this information in the 
spaces provided.  Complete the extension and total all labor costs.   
 
Make certain that the actual wage rates verified do not include any additives except 
vacation pay.  (Be sure to read the specifications regarding force account.)  The 
Contractor’s percentage of labor costs will be as specified in subsection 109.03 of the 
Standard Specifications for Road and Bridge Construction (Silver book). 
 
No payment shall be made for labor performed on force account until the Contractor 
has furnished certified copies of payrolls covering the period when the force account 

work was performed. No payment will be made to superintendents paid on a 

salary basis.       
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DOCUMENTATION REQUIREMENT 
SECTION C 

FORCE ACCOUNT WORK 
OFFICEPERSON’S RESPONSIBILITY 

(EQUIPMENT SECTION) 
 
 

 Obtain the required FORCE ACCOUNT EQUIPMENT LISTING (Form No. 040-033) 
as illustrated below from the Contractor including each piece of equipment utilized on the 
force account.  

 
Forms change periodically, please assure that you are using the most current form 

available, see Chapter 26 (Distribution of Documents). 
 

 
 

Calculations for each piece of equipment shall be done using the Equipment Watch 
program through SharePoint.  When the piece of equipment is found and calculated 
according to the instructions and illustrations shown on pages 3-8 thru 3-22, print a 
copy of the information and number the top of the page starting with #1 and continuing 
with each new piece of equipment, as illustrated on page 3-6.  That number shall be 
recorded on the force account in the equipment section, under Page No., as illustrated 
on page 3-25.  The information from the Equipment Watch sheet shall be recorded on 
the Equipment Watch Recap sheet (Form No. 040-040), as illustrated on page 3-7. 
Always obtain rates from the Equipment Watch.  Check the Special Provisions for any 
modifications. 
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      a.   NDOT Intranet-click on Sharepoint, click on Construction 040, click on Blue Book      
                 Equipment Rental Rates. 
      b.   Select a Category of equipment 
      c.   Select a Sub Category 
           d.  Select the Configuration of the equipment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When the configuration comes up on the screen: 
1.  Use the rate for the time period of the FA sheet 
2.  Enter the Model Year 
3.  Do not change the ownership  
4.  Click on the Adjust Rate button 
5.  Round to the nearest 10 cents when entering on the FA sheet 
 
See pages 3-8 through 3-22 for instructions on how to acquire the above sheet. 
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5.  Round to the 

nearest 10 cents 

as per Standard 

Spec. =28.70 

2. 

3. 

#1 

4. 

1. 

A number is 

assigned to each 

of the Equipment 

Watch printouts 

used on a force 

account.  When 

completing the 

Equipment Watch 

Recap sheet (Form 

No. 040-040) this 

number will be 

placed in the 

Page Number 

column.   
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Forms change periodically, please assure that you are using the most current form 
available, see Chapter 26 (Distribution of Documents). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There will be no compensation for shop tools having a daily rental rate of less than 
$10.00, according to subsection 109.03 of the Standard Specifications of Road and 
Bridge Construction (Silver book). 
 
If equipment rates are needed that cannot be found on Equipment Watch contact 
Headquarters Construction for assistance.  Headquarters Construction has access to 
sources for equipment rentals for this purpose.  The Contractor's percentage of 
equipment costs will be as specified in subsection 109.03 of the Standard 
Specifications of Road and Bridge Construction (Silver book). When the above 
information has been obtained, complete all extensions and total the equipment costs. 

 
 If equipment is obtained through a third party rental agreement, the equipment will be 

paid by the rate established by an invoice plus 10% markup and placed in the Material 
section of the force account sheet.  The rental rate shall be comparable to other rental 
rates in the area.  A rental quote from another equipment rental company is required as 
justification for cost submitted.   
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The following illustrations show step by step instructions on how to retrieve a rate for a 
piece of equipment used on a force account.  If there are any questions, contact 
Headquarters Construction.   
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Rental Rate Blue Book 

Online 

Prepared for 

Nevada Department of 

Transportation 

February 2009 
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To access the Rental Blue Book, click on 

Sharepoint. 

Click on  

040 Construction 
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Click on Blue Book 

Equipment Rental 

Rates-NDOT’s Online 

Access 

Click on Yes 

Click on Yes 
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These are 

the four 

steps 

taken to 

look up a 

rate on a 

piece of 

equipment  

Let’s use the 

drill down 

menu first.  

We will find 

an Excavator. 

   

Step 1.  Use 

the scroll bar 

to locate the 

Excavators 

category in 

the window.  

Click on 

Excavators.    
To look up rates, you can either use the 

search box on the left or drill down 

through categories, subcategories, 

manufactures and models.  On the search 

box, you can fill in any or all of the 

search boxes, and you only need to put in 

the first few letters of any search term. 
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Click on Yes 

Step 2.  Click on 

the “Subcategory”  

Crawler Mounted 

Hydraulic Excavators 

Click on Yes 
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Step 3.  

Click on 

Caterpillar 

Click on Yes 
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Step 4.  Click 

on the model 

325DL.  In 

parenthesis 

after the 

model numbers 

you can also 

see when and 

if a model was 

discontinued. 

  

Click on Yes 

This screen will come up 

each time you make a change 

to the screens that show on 

page 3-15. 



 
3-15 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

             

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Rev 11/09 
 

Here is the page 

with the Blue 

Book Rate. It 

has a lot of 

other useful 

information like 

size, class, 

weight, bucket 

capacity, 

Horsepower, etc. 

  

The “breadcrumb” 

trail is a handy 

reference of 

your navigation. 

These are all 

clickable links. 

  

Use the rate for 

the time period 

of the FA. 

Enter Model Year 

 

Do Not change Region 

 

Do Not change Ownership 

 

Do Not change Operating 

 

Click Adjust Rates to get the 

used rate.  

Used rate rounded to the 

nearest 10 cents, $136.80 

Once the Adjust 

Rates button is 

clicked, you 

can see the 

impact of your 

adjustments. 

Clicking the “Printable 

Report” will format the 

page so you can print 

the rate. 
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A useful feature of the Online Blue Book is “Compare 

Similar Models.”  This feature allows the user to compare 

other brands and models for a given size class.  A common 

use for this would be if a Contractor has equipment not 

listed in the Blue Book.  If you determine the size, 

simply select any model from that size and click the 

“Compare Similar Models” button to view other models. 

The list of similar models displays the rates and year if 

discontinued.  In this example these are all excavators 

similar to a Caterpillar 325DL. 

If you want 

to view all 

84 results, 

click “View 

All.”  
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Now let’s find a 

piece of equipment 

using the “Search” 

feature instead of 

the drill down 

menu.  Let’s find 

a loader.   

Step 1.  Type the 

word “loader” (or 

even just the 

first few letters) 

in the window for 

“Equipment 

Category.”  You 

could optionally 

enter information 

into the other two 

boxes to narrow 

down your initial 

results. Click the 

“Search” button or 

hit the enter key. 

You’ll see all the 

types of equipment 

in the Blue Book 

that contain the 

word “loaders”  

Click on Yes 
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Note the results in this 

example display both 

“Matching Categories” 

and “Matching 

Subcategories.”  You can 

click on any of the blue 

links to see a list of 

manufacturers in that 

category or subcategory. 

  

If you decide to 

search on just the 

model, listing a 

portion of the model 

number will offer 

better results.  It’s 

possible that a 

Contractor will 

describe a model 

differently than the 

manufacturer, which is 

how we standardize 

model names in the 

Blue Book.  You’ll 

have to look through 

more listings to find 

the one you want, 

however. Try entering 

“dd.” 
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Click on Yes 

Note that the results 

contain any model with 

two consecutive “d’s” in 

the model name, even if 

they are separated by a 

space.   



 
3-20 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

          Rev 11/09 

Since you 

usually know the 

manufacturer and 

model, an 

efficient way to 

use the search 

function is to 

enter the first 

few characters 

of the 

manufacturer 

name and model. 

  

 

Results 
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Using Equipment Watch to calculate Standby Time.   
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Find the equipment needed 

following the steps on page  

3-8 thru 3-20.  So in this 

example we found a Case 480FLL. 

To calculate Standby time you 

need to enter the Rate 

Effective Dates, Model Year, 

and place a zero (0) percent in 

the Operating field, then hit 

the Adjust Rates button.   

Enter the correct Rate 

Effective Dates. 

Enter the Model Year 

Enter zero (0) percent in the Operating 

field.  A zero is ONLY entered on standby time.    

Hit the Adjust Rates button. 

See page 3-22 for the next step in calculating 

standby time.  
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The rate was reduced by 

putting the zero (0) percent 

in the Operating field.  The 

next step is to take the new 

rate under FHWA Rate (7.65) 

and multiply by 50%.  

7.65 X .5 = 3.825 rounded to 

the nearest 10 cents = 3.80 

3.80 will be the standby rate 

for this equipment.   
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DOCUMENTATION REQUIREMENT 
SECTION D 

FORCE ACCOUNT WORK 
OFFICEPERSON’S RESPONSIBILITY 

(MATERIALS SECTION) 
 

 Obtain copies of supplier’s invoices from the Contractor to verify actual costs and 
quantities of materials used on the force account. To be eligible for payment, invoices for 
materials must: 

(1) Substantiate at least the total quantity of materials to be paid for on the force account. 
        (2) Be extended to show totals and sales tax. 
 (3) Must be dated or have a pick up date prior to the date on the force account sheet.   

 
Record the invoice number on the force account sheet next to the materials listed. 
 
For materials not specifically purchased for force account work, but are taken from the 
Contractor’s stock, an affidavit may be supplied in lieu of an invoice. The affidavit must  
be signed by the Contractor and notarized.  The affidavit must certify that such materials 
were taken from stock, that the quantity claimed was actually used, and that the price and 
transportation claimed represent the actual cost.  An illustration of an affidavit is shown on 
page 3-24.    
 
No payment shall be made for materials used on force account until these documents 
have been supplied to the Resident Engineer.  Freight charges for materials delivered for 
use on force account shall be paid if properly documented and included in the sub-total to 
which the markup is applied.  State sales tax is to be included for reimbursement if it is 
properly documented on the materials invoice.  
  
Sales tax amounts are not subject to the markup on materials costs. Complete all 
extensions and total the materials costs.  The Contractor's percentage of material costs 
will be as specified in subsection 109.03 of the Standard Specifications for Road and 
Bridge Construction (Silver book). 
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DOCUMENTATION REQUIREMENT 
SECTION E  

FORCE ACCOUNT WORK 
OFFICEPERSON’S RESPONSIBILITY 

(COMPLETED FORCE ACCOUNT) 
 

 

 DAILY COSTS OF FORCE ACCOUNT sheets shall also be used when documenting "Claims for 
Adjustments and Disputes" as set forth in subsection 105.17 of the Standard Specifications for 
Road and Bridge Construction (Silver book).  These amounts would not be payable until such 
time as the claim or dispute has been formally approved. 
 

   Each force account item shall have a separate file folder including the following 
documents: 
 

A. Force account sheets (Form No. 040-008) (prepared by Inspector) 
 

B. Fringe Benefit Statement (Form No. 052-062) (prepared by Contractor) 
 

C. Force Account Equipment Listing (Form No. 040-033) (prepared by 
Contractor) listing only the equipment that will be used on force account 
work 

 
D. Equipment Watch sheet shall be calculated, printed out and numbered       

(prepared by Officeperson) and attached to the Equipment Watch           
Recap sheet (Form #040-040) 

 
E. Equipment Watch Recap sheet, listing all Equipment Watch sheets    

(prepared by Officeperson) 
 

F. Force account recap (one for each AEB) (prepared by Officeperson) 
 

G. Extended Invoices (original or copy)/affidavit (original)  
 

The handwritten force account sheet signed by the Contractor and submitted by the 
Inspector shall be the source document.  The Officeperson shall enter the information into the 
computer and complete all the extensions.  When the force account sheet is complete, the 
handwritten sheet will be attached to the back of the computerized force account sheet and they 
both will become the source document.  If the force account sheets will be done by hand and 
extended, then correction fluid or correction tape is not allowed.  If mistakes are made, line 
through the error and write in the corrected figure. 
   

If a company is a service provider, they must complete a service provider form and the 
Resident Engineer will approve and sign.  This form shall be submitted to Contract Compliance.  
The service provider will also provide certified payrolls.  If the company is doing force account 
work, the labor will be based off the certified payrolls and the equipment rates will be based on 
Equipment Watch, not an invoice.  If there are any questions concerning the service provider 
form, please call Contract Compliance.   
 
 All force account sheets must be checked by someone other than the person making the 
original extensions.  The checker shall duplicate the same procedure as the first person by 
checking payrolls, equipment rates, invoices and calculations.   
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   Total sums of A, B and C.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
Forms change periodically, please assure that you are using the most current form 

available, see Chapter 26 (Distribution of Documents). 
 

 

Rev 11/09 



 
3-27 

 After the force account item has been completed and checked for accuracy in the manner 
described, forward a copy to the Contractor and send the original to Headquarters 
Construction.  Do not wait until the end of the contract to submit a completed force 
account.  If there is Federal money on the contract Headquarters Construction shall send 
the force account to the Internal Audit to be checked.  A copy shall be filed in Section 1-
Contract files, Division No.6 as described in Chapter 1 (Organization of Project).  
             

 When the work is paid for on the progress payment, the payment number shall be listed 
at the bottom of the form as shown on page 3-26.  No individual payment (labor, 
equipment or materials) for a specific day shall be made until such time that all 
three sections (labor, equipment and materials) are complete.  Post the daily totals 
(labor, equipment, materials) for each sheet on a FORCE ACCOUNT RECAP sheet as 
illustrated below.   

           
 As each item is completed, the Officeperson shall indicate "Report No.___ of ___" at the 

top of each force account sheet.  Post final totals (labor, equipment, materials, daily 
totals, payment totals) on each FORCE ACCOUNT RECAP sheet as illustrated below. 
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DOCUMENTATION REQUIREMENT 
SECTION F  

FORCE ACCOUNT 
(UNIFORMED TRAFFIC CONTROL OFFICER) 

 

 Uniformed Traffic Control Officers paid as force account shall be Highway Patrol (only).  
The information shall be entered in the Materials section with a 10% mark up as illustrated on 
page 3-29. Payment will be processed when the Highway Patrol submits an invoice as illustrated 
on page 3-30. After each force account sheet is completed it shall be listed on the FORCE 
ACCOUNT RECAP sheet as illustrated on page 3-31.  There is no need to submit the completed 
force account to Headquarters Construction.  The original force account, after the Contractor has 
signed and received a copy shall be filed in Section 1-Contract files, Division No. 6 as described 
in Chapter 1 (Organization of Project, etc.).   
 

 Forms change periodically, please assure that you are using the most current form 
available, see Chapter 26 (Distribution of Documents). 
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DOCUMENTATION REQUIREMENT 
SECTION G 

FORCE ACCOUNT 
(PARTNERING) 

 

 The costs for providing the Partnering Facilitator, Partnering Trainer, and Workshop Sites 
will be paid by the Department.  The Contractor shall pay all initials costs incurred.  The 
Department will reimburse the Contactor all of the costs as evidenced by copies of invoices as 
illustrated on page 3-34, from the Facilitator, Trainer, and Workshop Site provider.  Markup or 
profit added to the invoices will not be allowed.  All other costs associated with Partnering shall 
be paid separately by the party incurring the cost.  Partnering will be paid by force account, as 
illustrated on page 3-33.  An illustration of the FORCE ACCOUNT RECAP sheet is on page    
3-35.  There is no need to submit the completed force account to Headquarters Construction.  
The original force account, after the Contractor has signed and received a copy shall be filed in 
Section 1-Contract files, Division No. 6 as described in Chapter 1 (Organization of Project, etc.).   
Make sure to check the Special Provisions to assure there are no changes in the above 
information.   
 

Forms change periodically, please assure that you are using the most current form 
available, see Chapter 26 (Distribution of Documents). 
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DOCUMENTATION REQUIREMENT 
SECTION H 

 “IN-KIND” FORCE ACCOUNT WORK  
 

On some contracts, in lieu of a monetary contribution to NDOT for a portion of the work, 
local entities (city, county, railroad, etc.) perform work utilizing their own forces, referred to as “in-
kind” services.  The local entity is credited with the amount calculated on a force account basis.  
At the completion of the contract, the entity is either billed for or refunded the difference between 
their portion and the amount of “in-kind” services performed.   
 

For force account work performed with “in-kind” services, the source documentation 
requirement for any work to be paid on a force account basis is the DAILY COSTS OF FORCE 
ACCOUNT (Form No. 040-008), to be completed as described below and on page 3-33 and 
illustrated on page 3-34 thru 3-37. 
 

1. Record the contract number, date, change order number, description of work, AEB 
number and item number.  The Inspector must complete all this information so 
the Officeperson can identify the work done.   

   
2. Record the names, classification and hours worked of each person performing 

work on the force account.  Overtime hours shall be listed separate from straight 
time hours. 

 
3. Record the equipment being used and the actual hours worked.  Record the year 

and a complete description of each piece of equipment such as make, model, 
horsepower, capacity, size, etc.  Also record any attachments and give a 
description.  Prior to recording the hours involved, the Inspector should be 
thoroughly familiar with subsection 109.03 of the Standard Specifications for Road 
and Bridge Construction (Silver book) as related to standby time on equipment 
rental. 

 
4. Record the materials used by giving a complete description and the quantities 

used on the force account work. 
 

5. Review the force account sheet with the local entity and obtain their signature after 
the work for the day is completed.  Do not fill in hourly rates, extended amounts, or 
material prices at this time, but turn the partially completed sheet in to the field 
office.  After the sheets are fully extended, a copy shall be forwarded to the local 
entity. 

 
6. Obtain the actual hourly labor rates from a letter submitted by the local entity’s 

treasurer.  Make certain the actual wage rates verified do not include any 
additives.  Once labor rates have been obtained, complete all extensions and total 
the labor costs.  No markup is allowed for labor for “in-kind” force account.   

 
7. Obtain hourly rates for each piece of equipment listed by using FEMA rates 

supplied by Headquarters Construction or local entity supplied equipment rates, 
provided the rates are comparable with Equipment Watch rates.  If a particular 
type of equipment is not shown on the FEMA list, contact Headquarters 
Construction for the necessary rate.  Headquarters Construction has access to 
sources for equipment rentals for this purpose.  When equipment rates have been 
obtained, complete all extensions and total the equipment costs.  No markup is 
allowed for equipment for “in-kind” force account.       
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8. Obtain copies of suppliers’ invoices to verify actual costs and quantities of 
materials used on the force account.  Invoices for materials purchased must be 
extended.  Invoices or affidavits for materials taken from stock must be submitted 
to substantiate at least the total quantity of materials to be paid for on the force 
account.  No payment shall be made for materials used on force account until 
these documents have been supplied to the Resident Engineer.  When invoices 
are obtained, complete all extensions and total materials costs.  No markup is 
allowed for materials for “in-kind” force account.  

   
9. Total sums of A, B and C.  All force account sheets must be checked by someone 

other than the person making the original extensions.  The checker shall duplicate 
the same procedure as the first person by checking labor and equipment rates, 
invoices and arithmetic.  

 
10. After the force account sheet(s) have been completed and checked for accuracy in 

the manner described, forward a copy to the local entity and send the original to 
Headquarters Construction for processing of payment.  

 
12. All force account submitted to Headquarters Construction for payment shall 

include the following: 
 

A. Force account sheets (Form No. 040-008) (prepared by Inspector) 
 

B. Letter indicating labor rates (prepared by local entity) 
 

C. Force Account Equipment Listing/FEMA equipment rates (obtained from 
local entity or Headquarters Construction) equipment specific to force 
account or an agreement 

 
D. Force account recap (prepared by Officeperson) 

 
E. Extended invoices (original or copy)  

 
Upon receipt of the completed force account sheets, Headquarters Construction shall 

review and process for payment.  The “in-kind” agreement with the local entity will define the 
payment schedule (monthly, completion, etc.).  Inspectors shall note completion of final 
payment to Headquarters Construction, who requests a final audit of the contract costs.  
 

For “in-kind” contracts involving railroad companies as the local entity, force account 
sheets shall be prepared by Right-of-Way or Utility Inspector and forwarded to the Right-of-Way 
Division for processing of payment.  All other local entity force account sheets shall be 
processed through Headquarters Construction. If a contract includes, both a railroad and other 
local entity (City, County, etc.), the railroad force account work shall be forwarded to Right-of-
Way and the remaining force account shall be forwarded to Headquarters Construction for 
processing of payment. 
 

The handwritten force account sheet signed by the Contractor and submitted by the 
Inspector shall be the source document.  The Officeperson shall enter the information into the 
computer and complete all the extensions.  When the force account sheet is complete, the 
handwritten sheet will be attached to the back of the computerized force account sheet and they 
both will become the source document.  If the force account sheets will be done by hand and 
extended, then correction fluid or correction tape is not allowed.  If mistakes are made, line 
through the error and write in the corrected figure.     
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Forms change periodically, please assure that you are using the most current form 
available, see Chapter 26 (Distribution of Documents). 
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