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Overview 
When an agreement cannot be reached with the contractor based on cost, Article 4.4., “Changes in the Work” 
of the Standard Specifications provides that the work may proceed under Article 9.7, “Payment for Extra Work 
and Force Account Method.”  

Resources 

• 2014 Standard Specifications for Construction and Maintenance of Highways, Streets and Bridges, 
Article 9.7, “Payment For Extra Work and Force Account Method.” 

• 2024 Standard Specifications for Construction and Maintenance of Highways, Streets and Bridges, 
Article 9.7, “Payment For Extra Work and Force Account Method.” 

• Construction Contract Administration Manual, Chapter 7, Section 3, ”Force Account and Interim 
Adjustments to the Contract,” and Chapter 11, Section 1, “Estimates and Issues Affecting Payment,” 
Chapter 15, “Contractor Workforce”. 

• SiteManager Contract Administration Manual, Chapter 6, “Change Orders.” 

The goal of this document is to provide information regarding Force Account procedures for Record Keepers. 

Applications Used 

• SiteManager 

• ProjectWise 

• LCPtracker 

Forms 

• Form 316, “Daily Report of Force Account Work” 

Reports 

• SiteManager Change Order Report 

Force Account (FA) Change Orders (CO) 

The FA method is used when the work scope is unknown or an established unit price for the work is unknown. 
The cost of labor (payrolls), equipment (Blue Book/Equipment Watch), and materials (invoices) should be 
agreed upon prior to change order work beginning. 

FA CO should be executed in advance of the FA work. FA cost should be estimated for the CO and payment is 
made when invoice is submitted. Form 316 is used for payment justification and invoice verification. 

FA under $10,000 may be paid based on the contractor’s estimated costs for labor, equipment, and materials. 
The Engineer must sign and approve the invoice, and the CO can be executed after the work is completed. 
Form 316 is not required for FA under the $10,000 threshold. Effective with a Special Provision to the 2024 
Spec Book, the threshold for costs based on the contractor’s invoice will be $30,000. 
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Required Documentation 

The contractor should provide documentation including Form 316 to record the work done for the Force 
Account. The TxDOT inspector should also document the work associated with the FA in the Daily Work Report 
(DWR). Once the Contractor’s documentation is provided related to the FA, a review occurs to verify the 
following costs. 

• Equipment description 

 Make 

 Year 

 Model 

 Type 

 Size 

 Horsepower, or 

 Other identification 

• Equipment rates established in accordance with Article 9.7. Verify rates utilizing Equipment Watch. 

• All labor classifications with applicable wage rates 

• Material costs associated with the force account work 

• Contractor’s invoice 

• Time needed to complete work 

• Any additional information necessary to support the CO 

Refer to the Construction Contract Administration Manual (CCAM), Chapter 7, Section 3 for additional 
information. 

Ensure Form 316, when applicable, is completed daily when the force account work is being performed and 
signed by the Contractor to be included in the project records, along with all supporting documentation. 
Information to be verified on the Form 316 includes the following.  

• Materials Costs – The Contractor should provide materials tickets and/or invoices as recorded on 
Form 316. Compare to the FA estimate.  

• Equipment Costs – A list of equipment being utilized and hours used will be included on Form 316. Refer 
to Equipment Watch for equipment rates. Compare to the FA estimate.  

• Labor Classifications and Wage Rates – A list of employees by job classification being utilized for the work 
on the force account item(s) will be included on the Form 316. To verify, the actual payroll for the 
contractor performing the work must be available for review through LCPtracker. Verify the employee 
name, labor classification, and rate of pay submitted through LCPtracker for the dates of work match 
Form 316. (NOTE: the employee can have additional hours paid on a day compared to the Force Account 



Construction Recordkeeper Job Aid 
 
 
 

      
Force Account 03/2025 | 3 

 

work. For example, a laborer performed 4 hours of work for the FA item(s), and they performed an 
additional 4 hours of work not related to the FA. The payroll will show 8 hours paid to the employee, but 
only 4 hours will be payable for the FA as recorded by the contractor). Compare to the FA estimate. Refer 
to CCAM, Chapter 15, Contractor Workforce, for additional information.  

Track verified costs of the contractor’s Form 316 and supporting documentation for payment purposes. All 
documentation should be included in the project records. 

SiteManager Payment 

Create a DWR to pay the FA line number in SiteManager for verified costs. If FA work is not complete during 
an estimate cycle, speak with the Area Engineer to determine when payment is to be made. 

Filing Force Account Documentation 

Once the Change Order package is complete, file it in ProjectWise using the current file structure. 
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Force Account 

 
 

 

Verify Payroll Documentation 

1. Compare documentation 
supplied by contractor to 
payrolls in LCPtracker.  Ensure 
date, name, number of hours 
(at least the minimum for FA 
work), wage classification, and 
dollar totals (at least the 
minimum for FA work) are 
correct. 

 

 
 

 
 
 

Entering Payment in 
SiteManager 

1. Create a DWR. 

2. Select Contractor in 
Contractor tab. 

3. Select Force Account Item 
(Unique Change Order Item, 
in this example). 

4. Enter payment quantity. 

5. Pick Contractor from 
dropdown. 

6. Enter location. 

7. Save 
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1.  

  

 

2. 

 
 

Putting Together a Complete 
FA CO Package 

The complete CO Package should 
include the following. 

1. Signed Form 316* with all 
supporting paperwork 

a. Equipment Watch 

b. Payrolls 

c. Materials invoices 

2. Signed CO 

3. New/revised plan sheets (if 
applicable) 

4. Applicable correspondence 
related to the FA and CO 

* If the FA total is below $10,000 
for 2014 Spec and $30,000 for 
2024 Spec, all that is required 
is the invoice provided by the 
contractor. 
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File FA Documentation 

1. Once all paperwork for the CO 
including the FA has been 
completed file the complete CO 
package in ProjectWise 
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