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Guidance for Recipient Files
As the recipient of State and/or Federal Funding you will be expected to maintain adequate files.  Your loan agreement states:
The RECIPIENT shall maintain complete program and financial records relating to this LOAN agreement.  Such records shall clearly indicate total receipts and expenditures by fund source and task or object.  All grant/loan records shall be kept in a manner which provides an audit trail for all expenditures. All records shall be kept in a common file to facilitate audits and inspections.

Engineering documentation and field inspection reports of all construction work accomplished under this LOAN agreement shall be maintained by the RECIPIENT.

The best advice is to keep everything.  All your records might be reviewed by a state or federal auditor (or the inspector general) in the future, and it is your responsibility to be able to show that you spent the government’s money responsibly.  As a local government you probably employed consultants, contractors, and other professionals as part of the project.  Although they have their own records, it is your responsibility as a representative of the local government to keep complete records.
This guidance lists the most critical project file elements that Ecology will be looking for during site inspections of your project.
	
In Files
	Not Required
	

	
	
	Grant or Loan Agreement

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	The grant and/or loan offer letters from Ecology

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	The signed financial assistance agreements

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	All signed amendments to the agreement 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	All correspondence and emails about the agreements

	
	
	Contracts

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Newspaper advertisements for bids, hiring engineers, or any other contract funded by your agreement.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Signed copies of all the contracts funded by your agreement (design, engineering inspection, construction, including sub contracts)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	All signed change orders or amendments to these agreements.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	EPLS reports for all the firms you have contracts with  (and all their subcontractors)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Documentation of Ecology approval for force account work 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Invoices for all work submitted for reimbursement to Ecology

	
	
	Davis Bacon compliance

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Weekly payrolls from contractor and sub contractors

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Signed certification statement for each payroll

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Documentation that fringe benefits are being paid.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Documentation that you performed spot checks of the weekly payrolls 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Documentation that you performed on-site compliance interviews (SF 1445)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Documentation that you checked apprentice/trainee registrations.

	
	
	American Iron and Steel compliance

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Certifications from supplies of Iron and Steel products that the  product supplied to your project was manufactured in the United States

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	de minimis waiver tracking sheet

	
	
	Project management

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Up to date plan set, marked up to show changed conditions and modifications 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Tracking system for submittals (date submitted, approval, changes required, etc.) 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Approved shop drawings and submittals on file

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Vendors equipment manuals 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Daily Construction Activity Reports 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Field Testing reports
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