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JOB GUIDE  

GENERAL  
INSTRUCTIONS 
 
INTRODUCTION 
 
This guide is intended to cover the very basic duties of inspection.  Key activities must 
be supplemented for technical and specific information by referencing contract 
documents, specifications, special provisions, instructional manuals, and with guidance 
from the project engineer. 
 
BEFORE BEGINNING INSPECTION DUTIES 
 
1. Review plans, special provisions, appropriate manuals (e.g. Contact Administration 

Manual, Bituminous, Concrete, Grading & Base, etc.), standard specifications, and 
supplemental specifications that apply to your assigned duties. 

 
2. Discuss your responsibility and authority with the project engineer.  Review Division I 

of the Standard Specifications for Construction (Your Spec Book). 
 
3. Review format and required content of your inspection diary. 
 
4. Review required Schedule of Materials Control, testing procedures, and forms. 
 
5. Discuss notification, changes, corrections, delays, rejections, tolerances, and checks 

with the project engineer. 
 
6. If you are not 100% sure of your duties, go over them again with the project 

engineer. Ask questions! 
 
7. Contact District Materials Engineer to schedule appropriate independent assurance 

sampling and testing at applicable work intervals. 
 
8. Review utility requirements in 1507. 
 
9. Review documentation of pay item quantities section 410 and 420 of the Contract 

Administration Manual. 
  

Gopher State One-Call Phone Number 
(800) 252 - 1166 

 
Minnesota Statue 216D.06 – Damage to facility 
 
Subdivision 1. (NOTICE; REPAIR) 
 
(a) If any damage occurs to an underground facility or its protective covering, the 

excavator shall notify the operator promptly.  When the operator receives a damage 
notice, the operator shall promptly dispatch personnel to the damage area to 
investigate.  If the damage results in the escape of any flammable, toxic or corrosive 
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gas or liquid or endangers life, health or property, the excavator responsible shall 
immediately notify the operator and the 911 public safety answering point, as defined 
in Section 403.02, Subdivision 5, and take immediate action to protect the public and 
property.  The excavator shall also attempt to minimize the hazard until arrival of the 
operator’s personnel or until emergency responders have arrived and completed 
their assessment. The 911 public safety answering point shall maintain a response 
plan for notifications generated by this section. 

 
(b) An excavator shall delay backfilling in the immediate area of the damaged 

underground facilities until the damage has been investigated by the operator, unless 
the operator authorizes otherwise.  The repair of the damage must be performed by 
the operator or by qualified personnel authorized by the operator. 

 
(c) An excavator who knowingly damages an underground facility, and who does not 

notify the operator as soon as reasonably possible or who backfills in violation of 
paragraph (b), is guilty of a misdemeanor. 

 
 

MnDOT Inspectors Job Guide 2011-2012

Page 2



 

 

JOB GUIDE 

PERSONAL SAFETY 
                          
1. Be responsible for your own safety and the safety of your co-workers.  Safety is everyone’s 

responsibility.  Remember…No job or task is so important that we cannot take the time to  
do it safely! 

 
2. Monitor contractor operations for hazardous exposures to State employees, contractor 

employees and/or the public.  Take prompt corrective action to have unsafe behaviors, 
unsafe conditions and/or imminent danger situations corrected immediately. 

 
3. Promptly report all motor vehicle accidents and/or personal injuries to your supervisor. 
 
4. Appropriate personal protective equipment (PPE) must be worn whenever hazards cannot 

be removed and/or projects have designated specific PPE as being required.  PPE includes, 
but is not limited to: hard hats or high visibility soft caps, high visibility vests, safety foot 
wear, eye and hearing protection. 

 
5.   Walk clear of operating mobile equipment.  Always stay in the operator’s site.  Before 

approaching equipment, make and maintain visual contact with the operator. 
 
6.   Accessible areas within the swing radius of the rear of the rotating super structure of a crane 

must be barricaded. 
 
7.   Appropriate fall protection must be worn when exposed to an unprotected fall exposure of 

six (6) feet or greater.  While working over water, a life vest is also required. 
 
8.   Excavations greater than five (5) feet in depth must have a protective system such as 

adequate sloping, trench box and/or shoring. 
 
9.  Do not enter confined spaces unless properly trained and provided with proper monitoring 

and retrieval equipment. 
 
10.   Temporary electricity used on-site must be provided with ground-fault circuit interrupters or 

an assured equipment grounding conductor program must be implemented to protect 
employees from ground-fault hazards. 

 
11. Do not wear loose clothing or jewelry or loose long hair that may get caught on corners, 

protrusions or in moving machinery. 
 
12. Wear work clothes that provide protection against the natural elements. 
 
13. Avoid misunderstandings where safety is concerned – discuss questions or concerns with 

your supervisor or the project manager before you act. 
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JOB GUIDE 

TRAFFIC CONTROL 
 
1. Become familiar with the Traffic Control requirements outlined in the plans, special 

provisions, especially 1404, and other contract documents. 
 
2. Conduct drive-throughs and check to see that all traffic control devices are properly 

located as outlined in the plans or the “Field Manual”.  Location of traffic control 
devices should be checked daily. 

 
3. Ensure that the contractor is monitoring the traffic control as required by the contract. 
 
4. Monitor flagging operations to ensure that proper procedures are followed.  Ensure 

that the proper clothing is worn and the equipment meets specifications as laid out in 
the Field Manual and Flagger Handbook. 

 
5. If traffic control problems are encountered, contact the project engineer and District 

Traffic Office for possible revisions/improvements. 
 
6.  Refer to the following websites for further reference material: 
 
  http://www.dot.state.mn.us/const/wzs/testing.html 
 

http://www.dot.state.mn.us/trafficeng/publ/index.html 
 
 
 
 
References: Specification 1404, 1512-1517, 1706, 1707, 1710, Safety Handbook, 
OSHA Regulations, Traffic Engineering Manual, MMUTCD (including Field Manual), 
“Flagging Handbook”, Special Provisions 
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JOB GUIDE 

SCALE OPERATION 
 
1. Verify current scale certification. 
 
2. Verify that each vehicle used for hauling bituminous mixture, aggregate, batch 

concrete, and grading material (including borrow and excess) has a completed Cab 
Card. 

 
3. Obtain and record the tare and allowable legal gross weights of all trucks used on 

the project. 
 
4. Spot check scales and tare weights as required. 
 
5. Review “Uniform Load Establishment and Method of Quantity Verification” section 

410 of Contract Administration Manual. 
 
 
 
 
 
References: Specifications 1511, 1513, and 1901. Grading and Base Manual (Section 
5-692.428), Contract Administration Manual. 
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JOB GUIDE 

EROSION AND SEDIMENT CONTROL 
 
1. Ensure that appropriate permits are obtained and posted on site.  For projects that have 

1 or more acres of soil disturbance, a National Pollution Discharge Elimination System 
(NPDES) permit for construction activities must be applied for by the contractor a 
minimum of 7 days before construction can begin or 3 days when permit is submitted 
electronically at the MPCA web site. 

 
2. Obtain a copy of the NPDES General Storm Water Permit for Construction 

(www.pca.state.mn.us/water/stormwater) and review the permit requirements related to 
construction activities. 

 
3. Review all permit conditions as they relate to erosion and sediment control requirements.  

MnDNR, Army Corps of Engineers, Watershed Districts and other agencies may have 
project specific requirements, including time frames, for construction practices. 

 
4. All MnDOT projects must have a Stormwater Pollution Prevention Plan (SWPPP) 

including a narrative sheet.  If a SWPPP is not in the plans one must be developed 
before construction activities begin.  This Narrative sheet defines the SWPPP and 
outlines requirements to protect our resource waters. It also lists the plan sheets that are 
part of the SWPPP which includes the temporary and permanent erosion and sediment 
control plan sheets.   

 
5. Review erosion and sediment control plan sheets, and special provisions for erosion and 

sediment control requirements.  Frequently compare to actual field conditions to 
determine if modifications are necessary.  Make appropriate amendments to the plans; 
note on the plan any potential problem areas or changes that need to be made. 

 
6. Confirm that the contractor has a certified Erosion Control Supervisor available to the 

project within 24 hours. (The contractor must furnish an Erosion Control Supervisor on all 
Mn/DOT project with NPDES permits.) Ask for their certification cards. 

  
7 Review contractor’s overall project schedule to ensure required temporary sedimentation 

basins will be installed prior to disturbing the areas draining to these basins. 
 
8. Determine the amount of surface area exposed to probable erosion by the contractor and 

subtract the appropriate withholding from partial estimate payments until the areas are 
seeded and mulched.  (Specification 2105.5) 

 
9. Require weekly written erosion and sediment control schedules from the contractor at 

each weekly meeting. (Specifications 1717 and 2573)  Discuss the schedule and ensure 
NPDES and other permit installation time requirements and maintenance/repairs are 
being met. 

 
10. Require all applicable downstream sediment control devices be installed in an area 

before land disturbing activities begin.  This includes devices such as, inlet protection, silt 
curtain and perimeter control measures such as silt fence and topsoil berms. 

 
11. Ensure that the contractor conducts the weekly inspections, including the inspections 

after ½ inch rainfalls, required in the NPDES permit, maintains the inspection log, and 
follows through with maintenance activities. (Specification 1717 and 2573) 
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12. Inspect the site for all existing and needed erosion and sediment control devices on a 

weekly basis to ensure the devices have integrity and are effective.  Discuss and 
compare your findings, including necessary maintenance, with the contractor’s Erosion 
Control Supervisor. 

 
13. Ensure ditches are stabilized 200 feet or more as necessary from the property edge and 

exposed slopes are stabilized within the time periods stated in the NPDES permit and 
specification 1717. 

 
14. Require that sediment tracked onto paved surfaces be removed within 24 hrs. of 

discovery. (Specification 1717) 
 
15. Require that erosion and sediment control devices are properly installed and maintained 

by the contractor. (Specification 2573 and Inspector’s Erosion and Sediment Control 
Pocketbook) 

 
16.  Withhold payment if contractor fails to install erosion prevention and sediment control 

measures in a timely manner or fails to maintain/repair devices or conduct the NPDES 
inspections.  (Specification 1717) 

 
17. For construction operations in or near our resource surface waters, require a site plan 

from the contractor (specification 1717).  Restrict contractor activity in an affected area 
until the Engineer accepts schedules and site plan. 

 
18. Ensure that all storm drain inlets are protected from sediment entering the storm drains.  

Check during rainfall events to prevent localized flooding. 
 
19. Ensure minimization of soil erosion throughout the work and before suspension of 

grading operations.  Require that devices be installed during the grading operations and 
that seeding and mulching of areas be accomplished as soon as practical. 

 
20. Ensure if sediment leaves the project that the Engineer and other appropriate agencies 

as required in permits, are immediately notified and a plan is developed and agreed upon 
to  properly remove sediment.   

 
21. During final stabilization process when permanent seeding and mulch/erosion control 

blanket are installed, all temporary sediment control and perimeter control devises may 
be removed. (Specification 2573) 

 
22.  When final stabilization is complete, vegetative cover is 6” in height (70% vegetative 
cover is established) or sod is firmly attached (it does not lift off the ground when pulled), 
ensure that all remaining temporary sediment control devices are removed and apply for a 
Notice of Termination (N.O.T.) of the NPDES permit with the MPCA. 
 
 
 
 
 
 
References: Permit requirements; Specifications 1717, 2105, 2573, 2575, and 3876-3890; 
The Inspectors Erosion and Sediment Control Pocketbook Guide 
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JOB GUIDE 

TREE PROTECTION 
 
1. Keep construction offices, vehicle movement, parking, equipment, supply storage, 

and construction activities at least 26 feet from the dripline of trees that will remain 
after completion of the project.  (Specification 2031). 

 
2. Require temporary fencing for tree protection as specified in the plans or ordered by 

the Engineer prior to the start of construction activities.  See standard Protection and 
Restoration of Vegetation detail sheet for guidance if included in plan. (Specification 
2031 & 2572). 

 
3. Require the Shigo method when pruning is necessary.  See standard Protection and 

Restoration of Vegetation detail sheet for guidance if included in plan.  
 
4. Avoid injury or pruning of oaks during April, May, June and July to prevent the 

spread of oak wilt.  When injury does occur in these months, or pruning is absolutely 
necessary, apply a wound dressing material consisting of latex paint or shellac 
immediately. (Specification 2572). 

 
5. Ensure that clean root cutting is done as specified in the plan. Root cutting will be 

limited to the minimum depth necessary for construction.  Root cutting will be done 
using a vibratory plow or other approved root cutter prior to excavation.  See 
standard Protection and Restoration of Vegetation detail sheet for guidance if 
included in plan. 

 
6. Require tree and brush disposal and marketing according to 2101.3D. Special 

attention should be paid to requirements for oak, elm, pine and ash species. 
 

 
 
                        Protection and Restoration of Vegetation detail sheet 
 
 
References: Specifications 1713, 1716, 2031, 2101, 2104, 2571, and 2572.  Also see 
the current edition of Inspection and Contract Administration Manual for Mn/DOT 
Landscape Projects. 
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JOB GUIDE 

DISPOSAL OF WASTES 
 
1. It is typical that bituminous and concrete materials are recycled on the project into 

usable material.  Observe restrictions in 3138 and 3149 - generally avoid using 
recycled concrete where water running through it will enter subsurface drains. 
Consult with the Mn/DOT Office of Environmental Stewardship (OES) when 
considering reuse of other materials on the project.  OES will verify if reuse of 
materials other than bituminous and concrete is allowable under environmental 
regulations. 

 
2. There should not be any burial of debris on the project. 
 
3. Ensure that the contractor’s disposal plan has been approved by the Engineer before 

the contractor starts disposing of surplus excavated material outside the project 
limits. OES can also be consulted to verify if proposed disposal plan is allowable 
under environmental regulations. 

 
 
 
 
References: Specifications 2101, 2104, 2105, 3138, and 3149; and the Demolition 
Debris Land Disposal Facilities (MPCA) rule. 
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JOB GUIDE 

GRADING 
 
1. Review the grading, erosion control, and disposal plans and permits. 
  
2. Review the boring logs and other soils reports.  Plan the best possible use of the 

inplace soils. 
 
3. Inspect clearing and grubbing limits and document the quantities. Enforce the 

disposal requirements in the contract documents. 
 
4. Monitor the removal of topsoil to ensure proper drainage and erosion control. 

Confirm that all topsoil is salvaged. 
 
5. Identify unstable material below subgrade that should be subcut and measured for 

final pay. 
 
6. Confirm that masonry walls, floors, foundations, and pavements near subgrade 

elevation are broken down or removed as required in the contract documents. 
 
7. Perform swamp excavation measurements by cross sectioning prior to backfilling. 
 
8. Monitor soil selection and blending to ensure that embankment is composed of 

uniform soils. Check restrictions imposed by the specifications or other contract 
documents.  Run gradation tests on applicable soils. 

 
9. Ensure large stones, rock, and broken concrete are intermixed with soil to prevent 

voids and are properly placed and compacted in the embankment according to the 
specifications. 

 
10. Require embankment to be placed and compacted full width in layers not exceeding 

the thicknesses allowed in the specifications or other contract documents. 
 
11. Monitor moisture control during the placement and compaction of the embankment. 
 
12. Test for compaction. Correct any failing density before application of the next lift. 
 
13. Require contractor to maintain a well-drained and shaped work area that precludes 

development of unstable pockets of embankment. 
 
14. Ensure hauling and leveling equipment is working over full width of embankment. 
 
15. Check for yielding of the subgrade under the hauling equipment.  Any soft areas due 

to excessive moisture should be corrected by drying and recompacting or by 
removing and replacing the wet soils. 

 
16. Observe and document drainage and erosion control throughout grading operation. 

Ensure temporary erosion control devices are properly constructed, anchored, and 
maintained. 
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17. Verify culverts are “bridged” with sufficient embankment to prevent damage from 
hauling equipment and/or the Test Roller. 

 
18. Do not permit hauling over structures without verification from engineer. 
 
19. Require grading to proceed in orderly fashion with finishing carried through as work 

progresses. 
 
20. Maintain neat records that may include locations, type of work, hours, equipment, 

quantities, soil types, layer thickness, relative moisture, degree of compaction, 
information on rutting or displacement, application and quantity of water, and 
weather information that impacts grading activities. 

 
21. Ensure that erosion control and drainage are provided and maintained during 

suspended operations. 
 
22. Verify and document that Test Roller specifications and dimensions are met before 

rolling. 
 
 
 
 
 
 
References: Specifications 2101, 2105, 2112, 2130, 2573, Grading and Base Manual 
(Section.000), Contract Administration Manual, Schedule For Materials Control 
 

MnDOT Inspectors Job Guide 2011-2012

Page 11



JOB GUIDE 

GEOTEXTILES 
 
ACCEPTANCE 
 
1. Check geotextile for proper identification and packaging, including: 

a. Identifying label.  
b. Matching Certificate of Compliance, including the MARV (Minimum Average Roll 

Values) for all specified geotextile properties.  MARV values must meet the 
Specification 3733 Types 1 through 7 requirements for the specific application. 

c. Wrapped in UV protective plastic (usually black). 
 
2. Unprotected geotextile must not be exposed to the elements for a period in excess of 

7 days. 
 
3. Visually inspect the geotextile for uniformity in thickness, texture, and appearance. 
 
4. For geotextiles (or geogrids) used in Modular Block Walls (MBW) or Reinforced Soil 

Slopes (RSS), see approved products list on file in the Mn/DOT Foundations Unit 
and viewable on the Mn/DOT website at 
http://www.mrr.dot.state.mn.us/geotechnical/foundations/foundations.asp. 

 
5. Reject the product if any of above criteria are not met. 
 
6. For silt fence, see Mn/DOT Sampling and Testing Program: Schedule of Materials 

Control. 
 
SAMPLING AND TESTING 
 
1. Take samples from stock on project or dedicated material in warehouse.  Take no 

more than one sample from an individual roll. 
 
2. Take samples at rates given in Mn/DOT’s Schedule of Materials Control. 

a. Cut each sample across the full width of the roll.  Cut each sample to a minimum 
size of 36 ft2 (3 m2).  Do not sample first full turn, + 3 feet (1 meter), of rolled 
geotextile since it may have degraded in storage or handling. 

b. For pipe wrap, take samples at least 10 feet (3 meters) long. 
c. When sewn seams are used, a seam sample should be stitched at least 10 feet 

(3 meters) long and sewn with same or similar machine, and seam/stitch type, as 
used during construction.  Include 3 feet (1 meter) of geotextile on each side of 
seam (in direction perpendicular to seam). 

 
3. Small quantities of geotextile judged non-critical by the Project Engineer, may be 

approved without testing using Form 2403, provided that: 
a. Less than 200 yd2 (170 m2) of the geotextile is used on the entire Project. 
b.  A Certificate of Compliance is obtained and the MARV listed equal or exceed the 

specification requirements.  
c. The geotextile product is properly identified to match the Certificate, either on the 

roll wrapping or inside the roll core. 
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d. Product is on Geotextile Small Quantity Acceptance List at 
http://www.dot.state.mn.us/materials/aggregatedocs/gtxlist.pdf 

 
4. Submit a pink sample ID card with the geotextile sample.  Include: 

a. Specification Number, type, and planned use (e.g., 3733 Type 4 for use under 
riprap). 

b. For Type 6 applications, send pages of special provisions that list required 
properties. (Type 6 requirements are job specific.)  

c. For MBW and RSS applications send shop drawings that reference 
geotextile/geogrid to be used (product name and/or required properties). Central 
Materials Laboratory (Maplewood) needs this information to complete material 
testing. 

d. Name and phone number of project personnel to contact if questions arise. 
e. Manufacturer and model/style (e.g., Mirafi 500X). 

 
5. Include the Certificate of Compliance (see “Acceptance” 1.b. above) for the sample 

you are submitting.  Central Materials Laboratory (Maplewood) reserves the right to 
not test samples that are submitted without a valid Certificate of Compliance that has 
MARV values that meet all required specifications. 

 
SEWING 
 
1. Ensure that: 
 

a. Seams are sewn only with a machine using two spools of thread (Fed. 401 
stitch). 

b. Thread tensile strength is typically a minimum of 25 lbs (0.11 kN).The thread size 
labeled on the spool will most often be the commercial size.  In general, a 
minimum thread size of 207 should be used.   

c. 4 to 7 stitches per inch (2 to 3 per centimeter) are used with rows approximately 
one-half inch apart (1 centimeter). 

d. All seams are pointing upward for inspection purposes. 
e. If sewn seams have not been approved by testing prior to installation, minimum 

seams are either two rows of sewing with a flat seam, or one row of sewing with 
a J-seam. Inform the contractor that placement will be considered as 
“Unauthorized Work” until testing is completed. 

 
 
 
 
Contact:  Randy Tilseth (651-366-5451), Office of Materials & Road Research. 
 
References: Mn/DOT Standard Specifications for Construction, 3733 (Geotextiles).  
Mn/DOT Sampling and Testing Program:  Schedule of Materials Control.  
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JOB GUIDE 

BASE  
CONSTRUCTION 
 
1. Review the production quality control procedures and results. Obtain the completed 

Certification of Aggregates (form #24346) from the contractor. 
 
2. Review the producer/contractor certification of crushed glass if used for base 

aggregate. 
 
3. Require the producer to perform necessary tests (bitumen content, crushing, Los 

Angeles Rattler Loss, shale, etc.) before delivery of any materials.  
 
4. Prior to placing base, verify that the subgrade has been constructed to the required 

grade and cross-section. Subgrade is to be free of ruts, soft spots, large stones, and 
excess dust. 

 
5. Monitor placement operation. Lifts should not exceed 75mm (3”) of thickness unless 

otherwise approved by the engineer. 
 
6. Check depth and yield (tons per station) to ensure uniform coverage. 
 
7.  Obtain samples for testing (gradation, moisture, density, DCP, etc.) as required and 

perform the necessary tests within the specified time frame. 
 
8. Ensure compacting of each lift to required density and cross-section before placing 

the next lift. 
 
9. Where weight tickets are required; collect, check, and initial them for each load as 

they arrive at site. 
 
10. Maintain neat records that may include hours, location, lift thickness, test results, 

quantity, yield, and other events or information having bearing on work.  
 
 
 
 
 
 
 
 
References:  Specifications 1601, 2211, 2221, 3138, Grading and Base Manual 
(Section .002), Contract Administration Manual, Schedule For Materials Control 
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JOB GUIDE  

CULVERT PIPE  
INSTALLATION 

 
1. Verify size, type, and length of pipe. Ensure proper class or wall thickness. 
 
2. Check pipe for approval stamp and/or certification, and inspect for any subsequent 

damage or defects.  Delay the installation of defective sections until repaired or 
replaced. 

 
3. Review plans, control stakes, and adjacent terrain for proper drainage. 
 
4. Check for potential conflicts with existing and proposed underground utilities. 
 
5. Check trench for proper width and slope protection as per OSHA regulations. 
 
6. Check  for proper bedding material, compaction and grade. 
 
7. Ensure tongue end of concrete pipe is in direction of flow and lap in metal pipe is 

positioned so that flow is over lap. 
 
8. Verify concrete pipe joints are snug, properly sealed and tied when required. Verify 

that all lift holes are plugged and sealed. 
 
9. Determine pay length while installing pipe. 
 
10. Verify the backfill material meets contract specifications; sample and test as 

necessary. 
 
11. Require that backfill be placed in 8 inches or less lifts and is adequately compacted 

before placing the next lift. 
 
12. Verify the completed pipe is in proper alignment and undamaged. 
 
13. Maintain neat daily records that may include such things as hours worked, trenching, 

placement, and backfilling information; item, pay length, location, heat numbers, 
crew, equipment, and other information having bearing on performance of work. 

 
 
 
 
 
 
References: Specifications 2451, 2501 Grading and Base Manual (Section .400), 
Contract Administration Manual, Schedule For Materials Control, OSHA regulations 
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JOB GUIDE 

STORM SEWER     
INSTALLATION 
 
1. Items 1, 2, 3, 5, 6, 7, 8, 10 & 11 of culvert guide plus the following. 
 
2. Check for potential conflicts with existing and proposed underground utilities. 
 
3. Ensure manholes and inlets are properly located and oriented. 
 
4. Ensure that joints and lift-holes are sealed in accordance with the contract. 
 
5. Check invert elevation and alignment of pipe as installed. 
 
6. Verify the backfill material meets contract specifications; sample and test as 

necessary. Observe backfill placement to assure adequate compaction without 
damage to the structures 

 
7. Generally determine pay length by measurement of storm sewer in place. 
 
8. Verify that mortar is 3 parts mortar sand and 1 part approved mortar cementing 

material. 
 
9. Check contract requirements for mortar, backplastering and curing. 
 
10. Confirm that castings sit on full bed of mortar. 
 
11. Maintain daily records that may include such things as trenching, placement, and 

backfilling information; item, pay length, location, structure numbers, crew, 
equipment, and other information having bearing on performance of work. 

 
 
 
 
 
 
 
References: Specifications 2451, 2501, 2503, 2506, Grading and Base Manual 
(Section .400), Contract Administration Manual, Schedule For Materials Control, OSHA 
regulations. 
 

MnDOT Inspectors Job Guide 2011-2012

Page 16



JOB GUIDE 

PLANT MIX  
BITUMINOUS PAVING 
 
PLANT 
 
1. Determine if bituminous mixtures are to be produced in accordance with Plant Mixed 

Bituminous Pavement 2360 and review the Special Provisions of the contract. 
 
2. 2360 require certified plant.  Familiarize self with plant equipment, checking for 

specifications compliance. Review schematic of plant or site map. 
 
3. Certification procedure 
 
 The Contractor shall: 
       (1) Complete application form and request for plant inspection. 

(2)  Provide a site map of stockpile locations. 
(3) Pass plant and testing facility inspection by having the Plant Monitor and 

Bituminous Plant Authorized Agent complete and sign the Asphalt Plant 
Inspection Report (TP 02142-02, TP 02143-02). By signing the Asphalt Plant 
Inspection Report, the HMA plant authorized agent agrees to calibrate and 
maintain all plant and laboratory equipment within allowable tolerances set forth 
in these specifications and the Mn/DOT Bituminous Manual.  

(4)  Obtain a Mixture Design Report prior to production. 
 
4. Identify items to be sampled, rates of sampling and testing (Materials Control 

Schedule), and source or access for securing samples. 
 
5. Familiarize self with material, flow controls, and settings established to comply with 

design mix.  Review Mixture Design Report for current and correct data. Verify 
correct mix is produced per plan and proposal. 

 
6. Monitor calibration of plant equipment (pumps, aggregate bins, etc.) 
 
7. Check that Contractor is obtaining the required aggregate samples and performing 

the necessary tests. 
 
8. Check that Contractor is monitoring asphalt content through required spot-checks. 
 
9. Know and ensure maintenance of proper mix and asphalt temperatures. 
 
10. Maintain surveillance of mix appearance to ensure uniformity and identification of 

possible plant malfunction. 
 
11. Observe stockpiles for possible contamination in storing or handling. 
 
12. Ensure truck boxes are clean and protected against buildup yet free of excessive 

cleaning agents. No petroleum distillates are allowed as releasing agents. 
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13. Observe loading of trucks to ensure segregation is not occurring and that trucks are 
covered when necessary. 

 
14. Proper scale procedures shall be followed. Weigh tickets are to be completely and 

properly filled out, and automatic scale printer operations are to be properly 
monitored.  A full list of what is required on the weigh tickets is found in the 2360 
spec.  Make sure Contractor is performing weekly scale checks. 

 
15. Monitor asphalt shipments for contract compliance and that the Contractor is 

obtaining the necessary asphalt samples, including asphalt emulsion (Tack oil). 
Collect manifest or BOL for all shipments. 

 
16. If bituminous mixtures are being provided in accordance with 2360 Plant Mixed 

Bituminous Pavement, monitor Contractor’s testing to ensure that the required 
number of tests are done and that the proper procedures are followed.  

 
a. Check for current Technical Certification Card on lab technicians. 

       b. Check for current forms and documents by using the Mn/DOT's website, 
http://www.dot.state.mn.us/materials/bituminous.html  

       c. Review Contractor's on site quality control records and charts for accuracy 
and completeness. 

       d. Observe maximum specific gravity (Rice test). Observe the Bulk specific 
gravity, extraction/ignition test, gradation, and CAA & FAA tests. Verify enter on 
the Test Summary Sheets. 

       e. Monitor Agency tests and confirm that they are within the allowable tolerances 
for Contractor and Agency tests. In cases of property failures, missing tests and 
out of tolerances, notify the project Engineer, Project Supervisor and Materials 
Lab. 

 
17. Monitor the weighing of cores and verify final weights and calculations and that they 

are recorded on the proper forms (Core worksheets). 
 
18. Check that Contractor is recording daily records (adjustment of cold feed 

percentages, changes in JMFs, etc) that include a description of QC actions taken 
and include all changes or adjustments on the test summary sheets. 

 
19. Take or observe the taking of verification samples (a minimum of one per day). 

Retain half of sample for Agency testing and provide the Verification companion to 
the Contractor for testing.  Deliver Verification sample to Agency lab. Verification 
companions must be tested by the Contractor. 

 
20. Keep a plant monitor's daily diary. 
 
 
PAVING 
 
1. Check equipment for compliance with specifications. Familiarize self with operation 

and various functions of equipment. 
 
2. Familiarize self with adjustments available on pavers such as flow gates, auger 

control, tamper bar, screed angle, screed vibration, and screed crown. 
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3. Check grade for smoothness, compactness, cross slope, grade, and alignment as 

appropriate. Ensure surface free of ravel, loose patches or excessive patch, and joint 
material. 

 
4. Identify areas of instability that require repair. 
 
5. Discuss paving and rolling sequence with Contractor. 
 
6. Observe tack placement for uniformity of coverage and desired quantity. 
 
7. Collect, check, and initial each delivery ticket. 
 
8. Inspect material in load for possible deficiencies evidenced by physical appearance. 
 
9. Observe dumping and paver feed operation for possible segregation problems. 
 
10. Maintain surveillance of paver operation to ensure against incorrect line, grade, cross 

slope or malfunctioning automatic screed control. 
 
11. Monitor laydown temperature to ensure compliance with minimum laydown 

temperatures if specified. 
 
12. Observe mat for uniformity of texture, presence of spot segregation, and the 

presence of debris, such as wood, pine cones, clay balls, or trash. Measure for 
proper thickness and check width and perform yield per plan and proposal. 

 
13. Observe roller operation for uniformity and continuity of operation with attention to 

speed, pattern, location of drive wheel, and vibration (if used). Typical settings are 
high frequency and low amplitude. 

 
14. Maintain surveillance of roller operation to ensure timely performance geared to 

remove marks and bumps. 
 
15. Ensure adequacy and mechanical condition of rolling equipment. 
 
16. Check surface for compliance with smoothness requirements. If smoothness is 

evaluated by the profilograph, make sure profilograph settings are correct.  Make 
sure each profilograph has been certified by Mn/DOT.  

 
17. Cores will be taken and tested by the Contractor. Core locations will be determined 

and marked by the Agency. Ensure cores are cut at marked locations. Properly 
store and transport cores within a timely manor to Agency lab. Monitor density tests 
for compliance with requirements. The Contractor shall schedule the approximate 
time of testing during normal project work hours so that the Agency may observe and 
record at least the saturated surface dry and immersed weight of the cores. 

 
18. Maintain a daily street diary that may include such things as hours of operation, 

stations paved, course, depth, width, tonnage, yield, measured delivered 
temperature, weather, and other events bearing on quality and quantity of work. 
Include photos and descriptions of items outside the range of normal. 
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19. Take or observe the taking of the verification samples (minimum of one per mix per 

day). Retain half of the sample for Agency testing and provide the Verification 
companion to the Contractor for testing. Deliver Verification sample to Agency lab. 
Verification companions must be tested by Contractor. All samples are to be put in a 
12 inch concrete cylinder. Obtain 3 full cylinders of mix and put properly filled out 
sample cards in each cylinder. 

 
20. Obtain Summary Sheets, Density Core Worksheets, Agency’s Density Core 

Worksheets, Agency’s Verification Results and keep track of the tonnage where 
samples were obtained for evaluating Density Incentives and Disincentives. 

 
21. Collect asphalt emulsion (tack oil) samples as per the Schedule of Material Control. 
 
References:  Specification 2357 and 2360, Bituminous Manual, Contract Administration 
Manual, Schedule for Materials Control and Mn/DOT Lab Manual. 
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JOB GUIDE 

READY - MIX PLANT MONITOR - AGENCY 
  

1. Confirm that the Ready-Mix Plant is authorized to produce certified concrete and that a 
Contact Report (Mn/DOT Form 2163), signed by the Agency and Producer, and is on file for 
the current year.   Verify a current site map and Producer’s Certified Technician information 
are posted at the plant. 

 
2. Review Contract Special Provisions including mix design, testing requirements, materials 

added to the concrete, limits of additives, and aggregate size and class requirements. 

3. Become familiar with concrete batching and mixing equipment and the duties of the 
Producer. 

4. Verify scale calibrations are complete and up-to-date. 

5. Verify cement, fly ash, and admixtures are certified and approved.  Provide sampling 
containers to the Producer for sampling cementitious materials and admixtures.  Include 
invoices when submitting samples to the laboratory for testing. 

6. Check the aggregate bins and piles.  Assure that there is no contamination or interblending 
of the aggregates. 

7. Check Certificate of Compliance (Mn/DOT Form 0042) for completeness and accuracy 
including   verifying the sources of the aggregates used in the mix and the correct mix 
design weights. 

8. Obtain fine and coarse aggregate Verification Gradation samples and Aggregate Quality 
samples as per Schedule of Materials Control and give a split sample to the Producer. Note: 
Where problems of compliance with the Certified Ready-Mix Program occur, increase 
plant inspection and testing rates.  Record the Verification Gradation results on the 
Weekly Certified Ready Mix Plant Report (Mn/DOT Form 24143). 

9. Fill out lab sample I.D. cards completely and enclose them with lab samples. Identify 
Verification Gradation Samples with a “V” and Aggregate Quality Samples with a “Q”.  
Promptly submit to lab for testing.   

10. Watch Certified Technician obtain samples and run gradation and moisture tests when 
possible. 

11. Check to make sure the Producer completed the initial gradation and moisture tests prior to 
the start of concrete production each day.  Passing gradations are required prior to the start 
of concrete production each day. 

12. Check to make sure the Producer has run the required amount of gradation and moisture 
tests. Obtain companions to Producer’s QC gradation samples as needed. 
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13. Review gradation results with respect to project specifications. Compare QC results to 
previous verification and companion sample results. 

14. Check Producer’s aggregate QC charts for material consistency and verify charts and plant 
diary are accurate and up-to-date. 

15. Watch the batch-person weigh at least 1 load each time a verification gradation is collected.  
This includes observing the removal of wash water from the ready-mix truck by reversing the 
drum, checking to verify that an accurate moisture test is being utilized during batching, 
confirming that the water measuring data is providing accurate data and verifying that if any 
additional water is added to adjust slump, that it is recorded. 

16. Validate all water weights on the load watched and compare the total water with the design 
water.  Record the results on the Weekly Certified Ready Mix Plant Report (Mn/DOT Form 
24143). 

17. Maintain daily diary which includes: plant name, time arrived and departed from plant, date, 
lab sample type and I.D. number, State Project Number, mix design designation, total cubic 
yards produced (estimate if necessary), materials with appropriate sources, any additional 
comments, and the signature of the Agency Inspector. 

18. Submit Weekly Certified Ready-Mix Plant Report to Mn/DOT Concrete Engineering Unit on 
a weekly basis.  

19. Review Producer’s Weekly Concrete Aggregate Reports, record Agency Verification 
Gradation Test Results and promptly send back to the Producer. 

 
References:  Mn/DOT Specification 2461, 3126, 3137, Special Provisions, Schedule of 
Materials Control and Mn/DOT Concrete Manual. 
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JOB GUIDE 

READY - MIX PLANT MONITOR - PRODUCER 
 

1. Each calendar year, review the Ready-Mix Plant and complete the Contact Report with the 
Agency Representative, including signing the Contact Report certifying the plant is capable 
of producing certified concrete prior to producing any concrete. 

2. Review Contract Special Provisions including mix design, testing requirements, materials 
added to the concrete, limits of additives, and aggregate size and class requirements. 

3. Sample all cementitious and admixture samples in the presence of the Agency Plant Monitor 
and retain a copy of the rail or transport invoice that identifies the brand, mill location and 
date sampled for the Agency Plant Monitor.   

4. Sample aggregates for gradation and moisture testing.   
 

5. Run fine and coarse aggregate gradations at the plant site on the same day samples were 
taken to assure immediate re-sampling and testing of failing material. Record gradation 
testing information on the Concrete Aggregate Worksheet (Mn/DOT Form 21763).  If 
aggregates fail to meet Specifications, inform plant superintendent immediately.  All samples 
shall have passing gradations prior to producing concrete.  
 

6. Test the Agency verification companion gradation samples the same day the sample was 
taken. 
 

7. Maintain gradation charts including all sieves of the coarse aggregate and the #8 (2.36 mm), 
#30 (600 µm), and #50 (300 µm) sieves of the fine aggregate.  In addition, the Producer 
shall plot the results of the Agency verification samples on the chart having the process 
control tests.  Keep gradation charts at the plant site at all times. 
 

8. The Ready-Mix Producer shall document the results of all gradations on the Weekly 
Concrete Aggregate Report (Mn/DOT Form 2449).  Submit this report to the Agency weekly.   
 

9. Perform moisture test on all aggregate fractions and report results to the batch person.  
Record moisture testing information on the Concrete Batching Report (Mn/DOT Form 2152). 
 

10. Maintain Aggregate Moisture Content Charts for all aggregate fractions.  Keep moisture 
charts at the plant site at all times.  If there is a definite indication of moisture change at any 
time, run new moisture tests. 
 

11. Make periodic checks of the entire plant during the day to see that it is functioning 
satisfactorily. Spot-check the central plant mix timer for accuracy. 
 

12. Check accuracy of scales and verify scale calibrations are complete and up-to-date.  
Provide an approved scale company to check and calibrate scales once each year.  Spot-
check the scale calibrations at least every three months. 
 

13. Check the aggregate bins and piles.  Assure that there is no contamination or interblending 
of the aggregates. 

MnDOT Inspectors Job Guide 2011-2012

Page 23



 
14. Provide a computerized Certificate of Compliance is required when supplying any concrete 

for a Mn/DOT Contract.  Check Certificate of Compliance for completeness and accuracy for 
each mix type, each day, and hand sign the Certificate at a location designated for signature 
 

15. Witness the actual batching of concrete to assure desired batch weights and tolerances are 
met. 

 

16. Check ready-mix trucks occasionally to see if revolution counters are working properly and 
the mixing drums are clean and blades are not worn. 
 

17. Detain transit mix trucks on a level area until the minimum specified mixing time is 
accomplished.  Ensure trucks are mixing a minimum of 150 revolutions or 5 minutes before 
leaving the plant site. 
 

18. Maintain a daily plant diary that must remain at the plant site using the Mn/DOT Certified 
Ready-Mix Plant Diary.  The diary will document state project numbers, yards produced 
each day, tests performed, material problems, breakdowns, weather, etc., all to the approval 
of the Engineer. 

 
 
References: Mn/DOT Specification 2461, 3126, 3137, Special Provisions, Schedule of 
Materials Control and Mn/DOT Concrete Manual. 
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JOB GUIDE 

MISCELLANEOUS 
CONCRETE  
CONSTRUCTION 
 
1. Become familiar with applicable specifications for the type of work performed.  Check the 

plan and special provisions for details or changes.  Attend the pre-construction meeting if 
possible. 

 
2. Prior to placement of concrete: 

• Review Contractor’s equipment and forms for contract compliance and to ensure plan 
dimensions are met. 

• Make sure Contractor has made adequate arrangements for proper curing and protection 
of the concrete. 

• Obtain equipment for slump and air tests, cylinders, and temperatures. 
 

3. During placement of concrete: 
• Check vertical and horizontal alignment.  Make sure forms are complete and adequately 

braced to correct line and grade. 
• Inspect grade for slope, adequate compaction, and proper moisture. 
• Review requirements for reinforcing steel, tie bars, expansion joints, and contraction joints.  

Check reinforcement to see if it is securely placed in the proper position. 
• Check location from offset stakes.  Confirm handicap ramp and driveway locations. 
• Verify conduits, brackets or other openings or attachments are securely in place. 
• Ensure that proper drainage conditions are met. 
• Review backfilling procedures. 

 
4. Check on placement of concrete throughout the pour to see that concrete is placed without 

segregation, and that vibration and consolidation are adequate.   Visually check delivered 
concrete for load-to-load consistency. 

 
5. Collect, check and initial Certificate of Compliance: 

• Verify S.P. Number 
• Verify Mix Number 
• Verify delivery time is within Specifications 
• Verify Water – Total Actual Water vs. Mix Design Water 
 Verify whether or not a water reducer was used 
• Record any additional water that was added at the job site. 
 Verify Mn/DOT Certified Plant I Technician representing the Producer signed the first 

Certificate of Compliance for each mix type, each day. 
  

6. Monitor number and speed of revolutions and document any water added or other additions 
made, if applicable. 

 
7. Air and Slump Testing: 

• Perform air content and slump testing at the point of placement.  Check the Schedule of 
Materials Control for sampling rates.  If testing is not possible at point of placement, 
correlation testing must be performed. 
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• If there is any question about the consistency or the quality of the concrete, run additional 
tests as necessary. 

• Notify Contractor if air content or slump results are outside of Specifications. 
 

8. Compressive Strength Testing (Cylinders): 
• Make and store cylinders where they are protected from vibration or disturbance until 

placed in the curing tank.  
• Provide protection from extreme variations in temperature from the time of casting cylinder 

until it is transported to the lab.   
 
9. Finishing: 

• Check allowable tolerances and review finishing procedures. 
• Check surfaces with straight edges for correct line and grade prior to initial set so that 

corrections are made while concrete is still workable. 
 
10. Curing: 

• Review current curing requirements.  
 Verify an approved curing compound is used. 

• Check application rate of curing compound for uniformity, yield, and timely placement.   
• Pre-approved lots/batches that are not expired are approved for use without further testing 

provided the material is performing satisfactorily. 
• Ensure compliance with rain and cold weather protection requirements. 
 

 
11. Maintain a daily plant diary that documents hours of production, equipment, concrete 

temperatures, air content, slump reading, cylinder data, location of work, yield, weather, air 
temperatures, any instructions directed to Contractor, and problems or unique 
circumstances encountered. 
 

12. Document all field results and mix design data on the Weekly Concrete Report (Mn/DOT 
Form 2448) and submit to the Concrete Engineering Unit on a weekly basis. 

 

 
 

References: Mn/DOT Standard Specifications for Construction, Contract Plans and Special 
Provisions, Schedule of Materials Control and Mn/DOT Concrete Manual. 
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JOB GUIDE 

CONCRETE PAVING 
PLANT MONITOR 
 
1. Review the Contract to determine what specifications apply to the project related to testing 

rates, mix requirements, incentives and disincentives, etc.  Attend the pre-construction 
meeting if possible. 

 
2. Verify the Contractor’s aggregate sources and make sure preliminary testing if required has 

been done well in advance of the project start date. Make sure the Contractor submits mix 
designs and gradations/job mix formulas (JMF) to the Concrete Engineering Unit for review 
and approval a minimum of 21 days prior to initial placement of mix design. 

 
3. Obtain the Contractor’s organizational chart listing names and phone numbers of individuals 

responsible for mix design, process control administration and inspection. 
 

4. Complete a Concrete Paving Contact Report (Form 2164): 
 Review the Contractor’s concrete paving combination plant-lab office for compliance 
 Verify whether the Contractor has an electronic means of communication (working fax or 

email) 
 Check that scales and water meter are calibrated 

 
5. Verify cement, fly ash, and admixtures are certified and approved.  Provide sampling 

containers to the Producer for sampling cementitious materials and admixtures.  Include 
invoices when submitting samples to the laboratory for testing. 

 
6. Batch trucks: 

 Check for mortar tightness 
 Check for properly operating box vibrators 
 Inspect box walls to insure they will not trap concrete in dents 
 Check for cleanliness 
 Check for legal load limits 
 Check for back up alarms 
 

7. Monitor stockpiling and loading of delivered aggregates: 
 0.5 m (1 ft.) cushion  
 Driving of equipment over washed material 
 Proper drainage at least 12 hours prior to use in batching operations - observe truck 

boxes 
 Note water at edges of pile 

 
8. Aggregate hopper and scales: 

 Check that batch weights are adjusted in accordance with current moisture tests 
 Observe scale operation and loading of trucks at 2 hour intervals throughout the day 
 Check field hoppers for contamination.  If contaminated, have Contractor empty storage 

and weigh hoppers and re-charge 
 

9. Cementitious hopper and scales: 
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 Observe weighing operation at intervals throughout day 
 Collect invoices from foreman and assure that the cementitious materials are from 

certified sources 
 Complete Cement Record (Form 2157) daily for cement only 
 Calculate the cement cut-offs appropriate to the volume of concrete produced  
 

10. Ensure the correct mix design weights are being used.  
 
11. Ensure compliance with minimum and maximum mixing times  
 
12. Moisture Tests and Water Content Verification Testing (Microwave Oven): 

 See Schedule of Materials Control for testing rates 
 Verify contractor performs start-up moisture tests 
 Take additional moistures whenever moisture appearance of delivered aggregate seems 

to vary or batch water deviates greatly from previous loads 
 Use Concrete W/C Ratio Calculation Worksheet to determine moisture contents, batch 

ticket w/c ratios, unit weight, microwave oven w/c ratios, charting and w/c ratio 
incentive/disincentives 

 Review water/cementitious ratio results for compliance with project specifications and 
verify with microwave oven testing. 

  
13. Gradations: 

 See Schedule of Materials Control for testing rates and review Contract and Contractor 
Mix Design to determine which gradation requirements apply.   

 Use Concrete Aggregate Worksheet JMF (Form 21764) to calculate gradations in the 
field. 

 Review the Concrete Aggregate Worksheet JMF (Form 21764) for Contractor 
gradations, charting and well-graded incentives.  If the Agency is doing gradations in the 
field – use the same worksheet. 

 Review Contractor’s tests for compliance and compare to the Agency test results (split 
samples).  If submitting gradation samples to the lab, fill out Aggregate Sample I.D. 
cards completely including the JMF number found on the Contractor mix design and the 
QC Gradation results.  Identify “QA Gradation” on ID card.  Promptly submit to lab for 
testing. 

 Determine if Contractor is eligible for well-graded aggregate quality incentives.  Review 
the Contractor’s Well-Graded Aggregate Summary Worksheet. 

 
14. % Passing 75 m (#200) Sieve: 

 See Schedule of Materials Control for Contractor and Agency testing rates for percent 
passing the 75 m (#200) sieve for the coarse aggregate. Perform all percent passing 
the 75 m (#200) sieve at the Contractor’s plant site. 

 Verify all Contractor fine aggregate gradations are washed to determine the percent 
passing the 75 m (#200) sieve. 

 Use Concrete Aggregate Worksheet JMF (Form 21764) to calculate the percent passing 
the 75 m (#200) sieve in the field. 

 Review the Contractor’s percent passing the 75 m (#200) sieve for the coarse 
aggregate results to determine compliance or if additional testing is required and 
compare to Agency results. 
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15. Determine when the random samples will be taken for the Coarse Aggregate Quality 
Incentive samples as required per project specifications for Coarse Aggregate Quality 
testing.  Fill out Aggregate Sample I.D. cards completely and enclose with lab samples.  
Identify Incentive samples with “I/D” on ID card.  Promptly submit to lab for testing.  

 

16. Obtain aggregate quality samples on all fractions as required by the Schedule of 
Materials Control.  Fill out Aggregate Sample I.D. cards completely and record the QC 
and QA -75 m (#200) test results.  Identify Quality samples with a “Q” including the 
specification reference (Spec 3126 for sand and 3137.2D3 for coarse aggregate) on ID 
card.  Identify the Quality Companion samples with a “Q”.  Promptly submit to lab for 
testing.   

 

17. Take samples of cementitious materials, admixtures, etc. as required.  Fill out Cement, 
Fly Ash and Pink Sample I.D. cards according to the material type completely and 
enclose with lab samples.  Promptly submit to lab for testing. 

 

18. Request “Project Specific ASR Testing” on the first sand quality and cementitious sample ID 
cards submitted for the project.   

 

19. Review the Contractor’s on-site QC records and charts for accuracy and completeness.  

 

20. Obtain batch tickets, test results and control charts from the Contractor on a daily basis or 
as otherwise directed by the Engineer.   

 

21. Maintain daily diary that includes hours of production, equipment, weather, air temperatures, 
concrete yardage totals, cement records, plant diary, water/cementitious ratio calculation 
worksheets, and problems or unique circumstances encountered.  

 

22. Document all calculated w/c ratio test results and mix design data along with all field results 
on the Weekly Concrete Report (Mn/DOT Form 2448) and submit to the Concrete 
Engineering Unit on a weekly basis. 

 
 

 
References: Mn/DOT Specification 2301, 2461, 3126, 3137, Special Provisions, Schedule of 
Materials Control and Mn/DOT Concrete Manual. 
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JOB GUIDE 

PRE-PAVING INSPECTION 
 
1. Testing Equipment: 

 Obtain slump cones, air test units, rulers, pencils, necessary forms, etc., which are 
required for the job, and make sure all equipment is in good working order.  

 Check condition of beam boxes. 

 Make sure that air testing units, sieves, and scales were calibrated within the previous 
year.  

 
2. Obtain plans and special provisions and study them in detail.  Attend the pre-construction 

meeting. 
 

3. Become familiar with paving sequence and review field controls for line and grade. 
 

4. Paving Equipment: 
 Check paving equipment for proper adjustment and compliance with specifications. 

 Understand the function of each piece of equipment. 
 
5. Reinforcing Steel: 

 Check size, spacing, and placement of reinforcing steel, and any other special reinforced 
panels. 

 Verify proper reinforcement size, grade, lap ties, depth and spacing.   

 Check size and length of centerline steel.  Check if the required mechanical placer is 
placing it at the proper depth. 

 Check that the tie bars and supplemental steel set on chairs are properly placed. 
 
6. Check vibration equipment and verify vibration monitors are operating correctly. 

 
7. Inspect pavement forms, as necessary, to ensure cleanliness and compliance with form 

requirements.  

8.  Verify the forms are set to the alignment and grade shown on the plans for a distance equal 
to at least 3 h ahead of concrete placement. 

9. Verify the Contractor is prepared for inclement weather (rain or cold weather conditions).  
Ensure forms are removed and reset as necessary to allow drainage. 
 

10. Verify string line is set sufficiently in advance to avoid delays. 
 

11. Verify that utility work and conduits are complete. Pre-locate utility fixtures to be 
incorporated into the pavement. 
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JOB GUIDE  

CONCRETE PAVING INSPECTION 
 

1. Base: 
 Check that the base material is maintained in a dampened condition ahead of the 

concrete placement. 

 Keep PASB thoroughly whitewashed to minimize its temperature. 
 Monitor trucks hauling concrete.  Trucks hauling concrete should not be allowed on the 

finished grade unless authorized by the Engineer. 
 

2. Dowel Baskets: 
 Check dowel bar assemblies for proper placement to assure that they are parallel with 

the base and centerline of road, properly supported and staked. 
 Make sure dowel baskets are securely anchored on the bottom rail using the correct 

number and length of anchors.  Refer to the Standard Plates for details. 
 Check the placement of dowel assemblies at catch basins and manholes; keep joint at 

least 1 m (3 ft.) from structure. 
  Make sure an approved form release agent has been applied to dowel bars. 
 Confirm joint locations are marked at the same location as the dowel baskets. 
 

3. Monitor paving operation for continuous placement and consolidation of concrete. 
 Check if vibrating tubes are operating (indicated by localized open surface).  Excessive 

vibration will cause segregation and bring lightweight aggregate to the surface (shale, 
etc.).   

 
4. Verify pavement width, thickness, crown, superelevation, edge slump, and joint match to 

ensure it meets plan requirements. 
 
5. Check surface using a 3 m (10 ft.) straightedge to check for tolerance and then have surface 

dragged to remove straightedge marks. 
 
6. Keyway Placement: 

 Assure location at proper elevation.   
 Make sure bars are the right size and length, and properly spaced. 

 Make sure keyway tie steel is not placed at a doweled joint. 
 

7. Air Content and Slump Testing: 
 Observe Contractor perform air content and slump testings.  See Schedule of Materials 

Control and/or Special Provisions for testing rates. 
 Perform air content and slump testing as required in the Schedule of Materials Control 

and/or Special Provisions. 
 Observe Contractor performs correlation air tests behind and in front of paver twice daily 

to calculate the air loss correction factor (ACF) and verifies air loss.  Sample should be 
taken from upper half of pavement. 

 Record all test results on the Weekly Concrete Report (Mn/DOT Form 2448). 
 

8. Flexural Strength Testing (Beams): 
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 Observe Contractor make beams.  See Schedule of Materials Control and/or Special 
Provisions for testing rates. 

 Contractor removes beams from boxes, cleans boxes, and reassembles boxes. 
 Agency cures and breaks beams. 
 Record beam break results on Concrete Test Beam Data  (Mn/DOT Form 2162). 

 
9. Make sure concrete is placed within time specification. 
 
10. Concrete Appearance: 

 Check that the concrete is maintained at a uniform consistency.  
 Monitor the edge slump. 

 
11. Check that no concrete is lost on the haul road or sticks in the truck after it dumps. 

 
12. Make sure concrete is spread evenly and uniformly and ensure there is a uniform strike-off. 

 
13. Check concrete placement on dowel bar assemblies to see that dowels are not displaced. 
 
14. Check to see that paver is not over or under loaded, and that concrete is “rolling” not 

“sliding” in front of the screed. 
 
15. Make sure the tamping bar is properly adjusted so large aggregate is tucked below the 

surface and not dragged. 
 
16. Spot check vibration equipment daily and verify vibration monitors are operating correctly.  

Computerized vibration monitors are required on slipform pavers.  Obtain an electronic copy 
of all vibration monitor data from the Contractor at the end of the project. 

17. When placing concrete adjacent to in-place concrete pavement, protect the existing 
transverse joints and the edges of the pavement. 

18. Set manhole and catch basin frames or rings to the elevation shown on the plans during the 
paving operations. 

 
19. Finishing and Texturing: 

 Do not allow the Contractor to add water to the surface of the concrete to aid in finishing 
without the approval of the Engineer. 

 Ensure texturing is properly performed at appropriate time. 
 Check that the texture marks are uniform and parallel to centerline. 
 Provide random sand patch test locations to the Contractor. 
 Verify texture by observing Contractor sand patch testing. 
 Record results on the Mn/DOT Concrete Texture Worksheet and submit to the Concrete 

Engineering Unit. 
 
20. Stencil the stationing into the edge of the pavement every 200 m (500 ft.) as directed by the 

Engineer. 
 
21. Headers: 

 Construct construction headers, temporary headers, and permanent headers as shown 
on the plans. 
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 Do not allow incorporating any concrete accumulated in the grout box of the paver into 
the pavement.  Construct all headers such that the concrete contained in the grout box is 
removed from the project.  Use any approved construction header method as shown in 
the Standard Details. 

 Use internal vibration to consolidate the concrete along header joints before final 
finishing. 

 
22. Curing: 

 Verify an approved curing compound is used. 
 Check application rate of curing compound for uniformity, yield, and timely placement.   
 Pre-approved lots/batches that are not expired are approved for use without further 

testing provided the material is performing satisfactorily. 
 Ensure compliance with cold weather protection requirements. 

 
23. Sawing Joints: 

 Check joint sawing operation.  Check joint location adjustments at side streets, inlets, 
manholes, etc.   

 Check appearance, depth, and width of sawed joints.  No raveling and no random 
cracking should occur at the time of initial sawing. 

 Widening of the joints shall not occur until the concrete is at least 24 hours old. 
 
24. Sealing Joints if required: 

 Verify joints are clean and dry before approving.   
 Do not allow traffic on the slab until the widened joints are sealed. 

 
25. Thickness Verification: 

 Determine the locations for probing and coring using random numbers and provide to 
the Contractor.   

 Observe the Contractor probing and coring operation to verify authenticity. 
 Field measure concrete cores, record the results on the Field Core Report (Mn/DOT 

Form 24327) and submit cores to the Mn/DOT Laboratory for official measurement and 
testing. 

 
26. Ride Quality and Surface Smoothness: 

 Make sure lightweight inertial profiler (LWP) is certified, calibrated and ready for use. 
 Make sure LWP Operator is certified. 
 Check Ride Quality and Surface Smoothness contract compliance and determination of 

Incentive/Disincentive. 
 

27. Maintain daily plant diary that documents hours of production, equipment, concrete 
temperatures, air content, slump reading, cylinder and beam data, stations paved, width, 
depth, yield, weather, air temperatures, and problems or unique circumstances 
encountered. 

 
28. Document all calculated w/c ratio test results and mix design data along with all field results 

on the Weekly Concrete Report (Mn/DOT Form 2448) and submit to the Concrete 
Engineering Unit on a weekly basis. 
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JOB GUIDE 

CONCRETE OVERLAY PAVING INSPECTION 
 

1. Make sure dowel baskets are securely fastened through the bond breaker layer at least 25 
mm (1") into the concrete below. 

 
2. Keep the PASSRC/HMA thoroughly whitewashed to minimize the temperatures and 

adequately damp prior to concrete placement. 

 Ensure the asphalt surface temperature does not exceed than 120 °F [50 °C] when 
placing concrete. 

 Maintain the asphalt surface in a moist condition and at a surface temperature not 
greater than 120 °F [50 °C] before placing the concrete.  The Engineer will allow the 
Contractor to apply water, whitewash of hydrated lime and water, or both to cool the 
asphalt surface, or other methods allowed by the Engineer. 

 Before placing concrete on a milled asphalt surface, clean the milled surface by 
sweeping and patch as shown on the plans in accordance with 2231, or as directed by 
the Engineer. 

3. Mark concrete cores two feet from the outside edge of the pavement. 
 

4. Verify calculated pavement thickness using Contractor’s grade and line control string lines 
after pavement grades have been established from survey results and approved by the 
Engineer. 

 
5. If trucks are driving on a bond breaker layer, ensure the Contractor is using plywood or 

similar material for turnaround points so the trucks don’t tear up the bond breaker layer. 

 

References: Mn/DOT Specification 2301, 2461, 3126, 3137, Contract Plans and Special 
Provisions, Schedule of Materials Control and Mn/DOT Concrete Manual. 
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JOB GUIDE 

CONCRETE  
PAVEMENT  
REHABILITATION 

 
1. Review the Concrete Pavement Rehabilitation (CPR) Standards and the Special Provisions 

in the Plans and Proposal. 
 

2. Prior to construction contact the Mn/DOT Concrete Engineering Unit to review the CPR 
DVD. 

 
3. Shut down the pavement at least 2 - 3 days in advance and mark sections for removal 

clearly with paint.  Check soundness of concrete with hammer, sand, and/or chain drag. 
 

4. Ensure the Contractor is prepared for inclement weather. 
 

5. Verify all materials are approved on the Mn/DOT Approved Products website.  
 

6. Make sure the Contractor keeps the pavement clean. 
 

7. Be sure the base is replaced with materials similar to the existing pavement and is level with 
the bottom of the pavement. 

 
8. Check for proper steel placement. 

 
9. Make sure all of the joints are clean - clear of laitance, incompressibles, and oils. 

 
10. Check the bonding grout, if the grout whitens, sand blast and regrout.  

 
11. Ensure proper consolidation of the concrete. 

 
12. Ensure the Contractor finishes patches from the middle to the outside of the patch. 

 
13. Straightedge the repair as often as necessary to ensure smoothness over the repair. 

 
14. Ensure concrete is properly cured.  If a Hudson sprayer is used to apply curing compound, 

two applications are required. 
 

15. Perform air and slump tests as required by the Schedule of Materials Control or as directed 
by the Project Engineer.  Run additional tests as necessary. 

 
16. Collect, check, and initial Certificate of Compliance.  Record any additional water that was 

added at the jobsite. 
 

17. Be aware of allowable time limits for concrete placement. 
 

18. Monitor the number and speed of revolutions and document any water added, if applicable. 
 

19. Prepare test cylinders as required.  Make additional control cylinders as necessary. 
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20. For retrofit dowel repairs: 

a. Make sure the bottoms of the slots are flat. 
b. Ensure caulking is filled to the edges of the slot so that no grout/cementitious 

material can fill the crack/joint and cause it to lock up. 
 
21. Maintain daily diary that includes hours, equipment, concrete temperatures, air content, 

slump reading, cylinder data, stations paved, width, depth, yield, weather, air temperatures, 
and problems or unique circumstances encountered. 
 

22. Document all field results and mix design data on the Weekly Concrete Report (Mn/DOT 
Form 2448) and submit to the Concrete Engineering Unit on a weekly basis. 

 
 

 
References: Mn/DOT Standard Specifications for Construction, Contract Plans and Special 
Provisions, Schedule of Materials Control and Mn/DOT Concrete Manual. 
 
 

MnDOT Inspectors Job Guide 2011-2012

Page 36



JOB GUIDE 

BRIDGES AND 
STRUCTURES 
 
GENERAL 
 
1. Review plans, special provisions, appropriate manuals, standard and supplemental 

specs. 
 
2. Review field controls for horizontal and vertical alignment. 
 
3. Review utility installations and railroad company requirements. 
 
4. Check foundation for correct elevation, suitable bearing value, layout, and excavation 

requirements. 
 
PILING 
 
1. Check safety requirements. 
 
2. Check and document type, length, size, heat numbers, condition, and Mill Test 

Reports. 
 
3. Verify that the material was “Melted and Manufactured in U.S.A.” 
 
4. Check layout for correct location. 
 
5. Review subsurface exploration log with project engineer and anticipate driving 

characteristics.  
 
6. Review pile driving operation for proper hammer, pile cap, hammer operation, and 

pile splices. Review the special provisions for the bearing capacity formula and 
submit to the Bridge Office the GRLWEAP analysis that the Contractor will supply to 
the Engineer 

 
7. Obtain required penetration and bearing; Do not over drive. Contact Engineer if 

penetration varies significantly from plan. 
 
8. Contact the Bridge Office with Test Pile information, for an authorized length. 

(651/366-4564). 
 
9. After driving, check placement and alignment and inspect for damage from driving. 
 
10. Ensure any required welding is done by welders with a current Mn/DOT welding 

certification, or qualified by AWS D1.1 standards as per the special provisions. 
 
11. Complete Test Pile and Pile Driving Report in a reasonable amount of time. 
 
12. Send originals or copies of reports, whichever required, to the Bridge Office as 

required on the back of the pile forms. 
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References:   Specification 2452, Bridge Construction Manual (Section .150), Contract 
Administration Manual, Schedule For Materials Control. 
 
FORMS AND FALSEWORK 
 
1. Inspect placement of forms/falsework for conformance with construction plans. 
 
2. When the falsework design may be critical, such as with slab spans, box girders, 

rigid frames, and concrete arches, check the special provisions for detailed 
instructions. 

 
 
References: Specification 2401, Bridge Construction Manual (Section .200). 
 
 
REINFORCEMENT 
 
1. Require proper job-site storage and verify inspection tags. 
 
2. Review plans for placement, etc. 
 
3. Check condition, cleanliness, size, steel grade, length, number, spacing, form 

clearance, support, bar ties, mat tie down, lap, and embedment clearance. 
 
4. Confirm or verify any adjustments such as cutting, spacing, and positioning with 

supervisor and/or bridge office. 
 
5. Check anchor bolt and conduit placement. 
 
6. If the reinforcement bars are cut in the field, then require the contractor to properly 

repair the cut ends with a two-part epoxy material recommended and supplied by the 
manufacturer. 

 
 
 
References: Specifications 2401, 2472, Bridge Construction Manual (Section .250), 
Contract Administration Manual, Schedule For Materials Control. 
 
 
CONCRETE PLACEMENT 
 
1. Inspect mix. Check air content and slump as required. Make cylinders as required. 
 
2. Collect concrete delivery tickets and verify entries. Record any addition of water. 
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3. Be aware of time concrete was batched and of allowable time for placement. 
 
4. Check forms during pour for maintenance of alignment. 
 
5. Check concrete placement and consolidation for segregation and/or over 

manipulation. 
 
6. Check for proper curing, cold weather protection, and finishing. 
 
7. Check backfill restrictions and requirements. 
 
8. Record such things as hours, equipment, pour location, volume, air, slump, and test 

cylinder data. 
 

 
 

References:  Specification 2401, Bridge Construction Manual (Section .300 and .350), 
Schedule For Materials Control. 
 
 
BEAMS AND GlRDERS 
 
1. Make visual checks for in transit and erection damage, alignment tolerances, 

defects, and dimensional requirements. 
 
2. If not set-in-place on arrival, require proper jobsite storage. 
 
3. Review Plans and Shop Drawings for erection procedures. 
 
4. Review specification 2402.3F or 2405.3M and corresponding special provisions if 

active traffic will be permitted to travel beneath beams prior to complete erection of 
all the beams and diaphragms in a span. 

 
5. Inspect bearing devices and girder seats. 
 
6. Check in-place alignment, camber, anchor bolt, and tie downs. 
 
7.  Review field welding and bolting requirements. 
 
 
References: Specifications 2402, 2405, 2471, 2472 and the PCI Manual, Bridge 
Construction Manual (Section .350), Contract Administration Manual, Schedule For 
Materials Control. 
 
 
DECKS 
 
1. Before beginning concrete placement, inspect all forming, falsework, paving, and 

curing equipment for condition and adjustment. Check form for cleanliness and 
construction debris. Perform “dry run” with finishing machinery. Check bar steel 
clearances and deck thickness. Hold pre-placement review with the contractor. 
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2. Perform items listed under “Concrete Placement” plus the following: 

a. During the placement, continually check bar steel clearances and deck thickness, 
also observe deflection or movement of finishing rails and forms. Alert contractor 
if problems develop. 

b. Maintain continuing “eyeball” surveillance of profile, slope, and flowline 
development as deck placement progresses. 

c. Ensure that proper vibration and consolidation requirements are met. 
d. Inspect straightedging, surface finishing, and texturing. 

 
3. Review curing procedures as well as cold weather protection in the Spec Book and 

special provisions. 
 
4. Record such things as pour location, volume, air, slump, problems encountered, and 

make necessary cylinders. Fill out “Bridge Deck Placements Form” and submit it to 
the Bridge Office MS 610. 

 
5. Review requirements for saw cutting joints in the deck. If strip seal expansion 

devices are used, make sure the contractor removes temporary welds that hold the 
device in place during concrete placement.  

 
 
 
References: Specification 2401, Bridge Construction Manual (Section .358), Contract 
Administration Manual, Schedule For Materials Control. 
 
 
PLANT 
 
Refer to Job Guide for Concrete Paving Plant. 

 
 

CONCRETE DECK WEARING COURSE 
 
1. In general, follow applicable procedures for concrete paving and decks. 
 
2. Review and follow specific requirements that may be in the specifications and other 

contract documents for air content, slump, mixing, placing equipment, finishing 
equipment, temperatures, tolerances, curing operations, etc. 

 
 
 
References: Specification 2404, Bridge Construction Manual (Section .363), Concrete 
Manual (Section .450), Schedule For Materials Control. 
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JOB GUIDE 

SIGNALS AND LIGHTING 
 
1. Read Special Provisions and Plans that apply to the project. 
 
2. Upon award of the contract: 

 The contractor must contact Central Electrical Services Unit (C.E.S.U.) to verify 
that the State furnished materials for the project are available. Contractor must 
have the Traffic Engineering Request Number (TE#) for requesting Materials or 
Service from C.E.S.U. 

 Within 15 days the contractor shall furnish to the Engineer a list of materials to be 
furnished for the project as outlined in Standard Specification 2545 or 2565 and 
reviewed by the District Traffic Office and C.E.S.U.   

 Within 15 days after the contract approval notice mailing date, the contractor 
shall furnish evidence to the Engineer, in writing, that orders have been placed 
for all Signal & Lighting system components required on the project. 
 

3. At least one of the electrical contractor’s personnel actively working on the Signal or 
Lighting portion of the project must have a valid MN/DOT issued Signal and Lighting 
Technician card. 
 The person holding the technician card must be on the job site when work 

concerning Signals or Lighting is being performed. 
 

4. Check ALL materials delivered to the project for compliance to Specifications.  
 This would include verifying that the products supplied are listed on the MN/DOT 

Approved products list for Signals or Lighting as appropriate. 
 Are cut sheets from the distributor for the cable supplied to the project being 

provided?  
 
5. Stake all components of the electrical system and check for conflicts with existing 

utilities above and below ground such as power lines and drainage structures. 
 
6. Check the work area for existing damage including curb and gutter, pavement, 

pavement markings, drainage structures, sidewalks, turf, shrubs and trees before the 
contractor begins work. 

 
7. Gopher State One Call: the Contractor shall call for locates 48 hours before any 

excavation begins. 
 

 White markings must be used to mark all of the proposed excavation areas. 
 
8. Traffic Control for the project is the responsibility of the prime contractor and shall be 

in place when the contractor is working on or near the roadway. Workers shall wear 
the correct safety equipment in good condition. Refer to the latest edition of the 
Temporary Traffic Control Zone Layouts FIELD MANUAL. 

 
9. No excavation shall begin without proper compaction equipment on the work site. 

Compaction of material shall be in compliance with the Contract Documents. 
Unprotected holes or trenches shall not be allowed and should be backfilled and 
compacted as soon as possible. 
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10. Details for the construction of each type of concrete base are in the Contract 

Documents. 
 
11. The tops of all handholes shall be set 1 inch (13mm) below the finished grade and 

not covered with dirt, sod, concrete or blacktop.  
 Handholes placed in sidewalks should be set flush with the walking surface. 

12. Location of Accessible Pedestrian Signals (APS) – (Audible Pedestrian Push Button 
Units) and signs shall be easily accessible to the handicapped and their location 
should be discussed with the contractor BEFORE they are installed. 
 Refer to Division S Special Provisions and plan details for exact requirements. 
 Elimination of a pedestrian push button station can be approved in the field if a 

traffic signal pole is located such that it meets all ADA requirements and aligned 
properly for the APS button and pedestrian ramp. 

 
13. Cabinets shall be transported in an upright position and protected from scratches 

and dents at all times. All electronic equipment and connectors must be secured or 
removed before the cabinet is transported. 

 
14. Removals and salvage of all materials shall comply with the requirements of the 

Contract Documents. 
 
15. All the CORRECT signs shall be in place BEFORE the signal is activated. 
 
16. All vehicle signal indications shall be fully operational when the signal is activated. 

 
17. Emergency Vehicle Preemption (EVP) shall be operational when the signal is 

activated. 
 The EVP system should be fully tested at turn on. 
 If the geometrics of the intersection permit an optical EVP system should detect 

an approaching emergency vehicle at 1800 feet. 
 
18. Battery backup shall be fully functional and wired properly when the signal is 

activated. 
 If required by the contract is the battery backup system for signals installed? 
 Is it fully operational? 
 Is the cabinet interface wired properly? 
  

19. Rail Road Preemption shall be fully operational when the signal is activated. 
 

20. Street light luminaries shall be tested and operational when the signal is activated. 
 

21. Activating and deactivating of the traffic signal shall be done in the presence of the 
District Traffic Office. The time and date must be recorded in the cabinet logbook and 
signed.              

             
22. Permanent pavement markings shall not be installed in adverse temperature or 

moisture conditions. 
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23. All restoration and clean up should be completed and accepted before contractor 
leaves the project. The contractor is responsible for any watering to ensure the turf 
will be re-established. 

 
24. Where required by the Special Provisions, the contractor shall furnish a field 

corrected (as-built) plan to the inspector before leaving the job and before final 
payment is made so that a final plan can be complete. 

 
25. Where required by special provisions the contractor shall provide GPS system 

component and utility data. 
 
26. All lighting bases shall have a maximum projection above the ground of “1 inch” 

(25mm). 
 
27. Conduit with in lighting bases shall have a maximum projection of less than “1 inch” 

(25mm). 
 

 
28. Cables terminating in signal and lighting bases shall extend “2’ feet” (0.6 M) above 

the conduit.   
 Are the cables labeled? 
 Are the light poles and service cabinets labeled? 

 
29. Each light shall be turned on at the cabinet to make sure it is correctly wired and 

working. 
 
30. The contractor shall furnish field corrected plan sheets to the inspector before the 

lighting system is activated. 
 
31. For additional general information refer to the latest edition of the Signal and Lighting 

Training Manual. 
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JOB GUIDE 

SOIL PREPARATION, SEEDING, FINISHING, ETC. 
 
1. Ensure that topsoil borrow and stockpiled topsoil are tested for fertility 1 month prior 

to placement and nutrient recommendations are on hand (contractor to submit to 
testing facility (i.e, Braun, U of M etc). 

 
2. Ensure topsoil is placed on cut and fill slopes to the depth and locations designated 

in the plan as soon as possible after embankment is constructed or brought to grade. 
 

3. Require that soil ripping be completed in all area that turf will be established and in 
pond bottoms, this de-compacts the soil, allows soils to hold more moisture for good 
plant growth. (Specification 2105.3G)  

 
4. Check that seed mixtures and fertilizer are as specified in the plans or special 

provisions.  Verify that seed meets specifications and has been supplied by a current 
certified vendor. Seed bags must have current year Mn/DOT certification label.   Any 
seed purchased as materials on hand and is beyond the test 12 month test dates 
should be re-tested prior to acceptance. 

 
5. Require topsoil to be prepared suitable for sodding and/or seeding with proper 

incorporation of fertilizer and soil amendments as recommended in topsoil fertility 
test.  Soil must be loose to a minimum of 3 inches as tested with a mark on a lath. 
(Specification 2574.3B) 

 
6. Ensure fertilizer and lime are incorporated into topsoil in a timely manner as 

indicated in the specifications or other contract documents. 
 

7. Confirm that seed is being applied at appropriate rate as indicated on seed bag the 
specifications or other contract documents. 

 
8. Check to ensure seed is placed uniformly, at proper depths and within the specified 

planting period. 
 

9. Verify that mulch material and application methods meet contract requirements.  
Ensure proper disk anchoring when specified. 

 
10. Make sure site to be sodded is properly prepared.  Sod in ditches: Adequately define 

ditch and confine water flow within the sodded area. Ensure sod consists of healthy, 
desirable grasses. 

 
11. Ensure that all sod is rolled or lightly tamped, and watered as necessary for the 30 

calendar day sod maintenance period. 
 

12. Inspect erosion control blankets for conformance with specifications and placement 
as required with staples in full contact, upgrade edges buried, and disturbed areas 
restored. 

 
13. Ensure final finishing accomplishes removal of all litter and debris, repair of damaged 

area, and cleaning of all drainage structures. 
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14. Require that all turf establishment operations are of good quality and any 

unacceptable workmanship is corrected per table 2575-3. 
 

15. Upon completion of the contract, ensure removal of all temporary sediment control 
items and shaping of area if necessary to allow for natural drainage. 

 
16. Maintain daily records that may include such things as location, type of work, 

estimated or final quantities, and material components as well as documentation of 
performance and continuing maintenance of temporary or permanent erosion control 
installations. 

 
 
References: Specifications 2105, 2573, 2575, 3876-3885, Construction Manual 
(Section .580’s), Documentation Manual, Schedule For Materials Control, and The 
Inspectors Erosion and Sediment Control Pocketbook Guide. 
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JOB GUIDE 

LANDSCAPE PLANTING 
 
1. Review the Inspection and Contract Administration Manual for Mn/DOT Landscape 

Projects (ICAMMLP) (Get edition of Manual that pertains to the year the Contract is 
let under as it is updated annually). 

 
2. Ensure that the landscape Contractor has at least 1 Certified Landscape Specialist 

that will be on the jobsite to perform or supervise work at all times.  Examine required 
Minnesota Dept. of Agriculture certificates to ensure the plant stock is provided by a 
licensed nursery stock dealer or grower and has licensed herbicide applicators (in 
categories A & J). 

 
3. Ensure that the landscape Contractor provides certificates of compliance, labels, 

shipping papers/invoices, test results, and notifications prior to beginning the work. 
 
4. Sample compost with at least 6-weeks of lead-time.  Send in samples for testing if 

compost is supplied by non-certified sources. Receive Certificate of Compliance from 
the supplier. 

 
5. Ensure material commitments have been secured, review any plant substitutions 

with the designer to ensure plant viability and design intent are met, initial bed 
preparation equipment has been mobilized, existing vegetation is protected, and a 
progress schedule has been approved. 

 
6. Review and approve or adjust the Contractor’s plant layout and staking. 

Communicate any changes to layout with designer to ensure design intent. 
 
7. Ensure that herbicide application is done according to manufacturer’s label and 

applied by a Minnesota licensed pesticide applicator with categories A and J. 
 
8. Ensure that the Contractor demonstrates competence by completing planting hole 

and bed cultivation and incorporation of amendments in one planting bed and in one 
tree planting location before proceeding with further cultivation.  Ensure that weather 
conditions are suitable prior to beginning cultivation (spading machine). 

 
9. Require additional cultivation or rototilling in planting areas where compaction 

exceeds 200 pounds per square inch or 1400 Kpa. Ensure that the Contractor has 
the required portable compaction tester on site during cultivation. 

 
10. Review Plan and SWPPP for erosion control requirements when soil beds are left 

open for an extended period of time. 
 
11. Inspect plant stock upon delivery for acceptable handling and delivery, type and 

form, size, health, and vigor.  Inspect seed labels for germination rates and for 
correct seed mixture percentages. Recheck certificates of compliance and check 
invoice/shipping papers for compliance with specifications.  Reject bundles of plants 
or individual trees if identification labels are not attached.  Reject plants not meeting 
the requirements for health and vigor and for minimum and maximum criteria listed in 
the ICAMMLP.  
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12. Ensure that required notice has been provided, weather conditions are acceptable, 

and an appropriate Plant Installation Period is available before the Contractor is 
permitted to begin planting. 

 
13. Ensure that the Contractor demonstrates competence by completing one individual 

test planting for each plant type and root category (Bare Root (B.R.), Ball and Burlap 
(B&B), Container (Cont.), Machine Moved (M.M.)) before proceeding with the rest of 
the plantings. 

 
14. Ensure that the Contractor tests a representative sampling of planting holes in all 

areas to ensure adequate soil drainage (at least 1/2 inch per hour).  Ensure the 
Contractor adjusts planting locations or methods to compensate for areas of poor 
drainage. 

 
15. Ensure that plants are installed (planted, watered, mulched, etc.) in accordance with 

the steps identified in the Standard Planting Details Sheets and special provisions. 
Ensure that the Contractor digs planting holes to the correct depth and minimum 
widths specified. 

 
16. Ensure that all plants are acceptably planted, watered and mulched.  Ensure that all 

incidental protection items are in place and the site is cleaned up and restored before 
approving. 

 
17. Assess liquidated damages if delays could have been prevented and if the plant 

installation is not completed within the specified Plant Installation Period. 
 
18. Initial payment is up to, but not exceeding 70 percent as paid in partial payments.  

Do not release 70 percent payment if there are documented problems or concerns! 
 
19. Ensure that the Contractor maintains the work and keeps plants in a healthy growing 

condition until final acceptance. The Contractor is responsible for submitting a 
scouting report to the Inspector by the 1st and 15th of each month from April-October 
and by the 1st of each month from November-March to document routine 
maintenance activities and problems that arise and persist as well as how they are 
remedied and who was contacted to advise. Ensure that the Contractor provides the 
required notices prior to beginning and changing plant establishment operations.  

 
20.  Assess a daily charge of $200 until compliance, if scouting reports are not submitted 

by required dates. 
 
21. Require plant replacements only within the month of May within the first year of 

establishment 
 
22. Authorize interim partial payment after the first year of plant establishment work only 

when the operations have been generally and continuously acceptable. 
 
23. Ensure that the work is in good order and plant establishment operations are not 

past due before commencing final inspection. 
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24. Authorize full payment, reduced payment, no payment, and bonus payment as 
appropriate upon completion of final inspection. 

 
25. Consider negotiating extension of the contract for one year and require additional 

replacements or corrective measures if problems including plant loss are extensive 
at the end of the contract period. 

 
26. Maintain daily records and thorough inspection documentation to reveal patterns or 

indicators of problem conditions, materials, or performance. 
 
 
 
References: Specifications 2571, 2572, 3861, 3876 - 3882, and 3890.  Inspection and 
Contract Administration Manual for Mn/DOT Landscape Projects. 
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JOB GUIDE 

LABOR COMPLIANCE 
 
1. The Inspector shall understand and require adherence with the specifications 

established in the Contract, specifically the Special Provisions Division A – 
LABOR, Wage Determinations and the Mn/DOT Contract Administration 
Manual, Section .320.  

 
2. The Inspector shall ensure that the prime contractor has displayed a poster board on 

the project site of work, not an off-site location, which contains all required posters, is 
legible and is accessible to all workers from the first day of work until the project is 
100 percent complete.  Poster board discrepancies shall be handled by the Inspector 
or forwarded to the Project Engineer or Labor Compliance if the prime contractor is 
uncooperative. 

 
3. The Inspector’s daily diaries shall include the following information:  name of each 

contractor performing work, type of work performed by each contractor, the number 
of employees performing work for each contractor, the time work started and finished 
for each contractor and a description of the equipment being utilized by each 
contractor. 

 
4. In order to ensure that all workers are compensated according to the federal and/or 

state wage determination(s), along with the state truck rental rate determination 
incorporated into the contract, the Inspector shall conduct monthly interviews with the 
employees of each contractor and Independent Truck Owner/Operators by utilizing 
the Field Compliance Review On Labor Provisions Form or the Field 
Compliance Review On Independent Truck Owner/Operator (ITO) Form.  The 
Inspector shall attempt to ensure that all responses are kept confidential. Complaints 
and/or questions should be directed to the Project Engineer or Labor Compliance at 
(651) 366-4204. 

 
References:  Special Provisions Division A - LABOR, Contract Administration Manual, 
Minnesota Statutes 177.41 to 177.44, Minnesota Rules, Chapter 5200, 29 CFR, Parts 1, 
3, 5 
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JOB GUIDE 

DOCUMENTATION OF QUANTITIES 
 
Refer to the item specification, the “Contract Administration Manual (Sections 410 & 420)”,  or 
utilize the “Documentation Requirements” button in the FieldOps application, for specific 
requirements and procedures. Also refer to the manual covering the specific type of work that is 
being documented. 
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JOB GUIDE  

COMPLETION OF SAMPLE CARDS FOR SAMPLE 
SUBMITTAL                          

 
There are several color sample cards in use.  The color should be a code as to the type of 
material that is being submitted for testing. 

 
1) Blue - Asphalt Cement 
 
2) Green - Concrete Cylinders 
 
3) Yellow - Cement or Flyash (the card tells you there are 2 different cards) 
 
4) White - Prospect Samples 
 
5) Pink - Aggregates, Bituminous Mixtures, and really all other miscellaneous testings. 
 

 6)    Core Chart (log) - For submitting Concrete or Bituminous cores. 
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Explanation of Blocks on the Mn/DOT Sample Card 
 
1. Date the sample was taken. 
 
2. Any identification assigned to the sample by field personnel of the individual submitting the 

sample. 
 
3. Specification number and year the sample results should be compared to. (This specification 

may be “modified”, special provisions, etc.) 
 
4. At trial mix submittal, not required.  During production sampling, use Mix Design Report 

(MDR) number assigned at approval of mix. 
 
5. Check appropriate type of project. 
 
6. Identifying project/s number/s  
 
7. Appropriate bridge number/s that this sample represents. 
 
8. Name of the individual or organization submitting the sample. 
 
9. Telephone number to contact submitter in #8 above. 
 
10. Project Engineer assigned to the listed projects. (This may be a county or city engineer) 
 
11. Fax number to contact submitter in #8 above. 
 
12. County or city where the project is located. 
 
13. Mn/DOT District where the project is located. 
 
14. Trunk Highway on which the project is located. 
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15.  Material identifier (size, class) and what it will be used for. (QC, QA, Verification Mn/DOT, 

Verification - Contractor sample, IAST Sample) 
 
16. Proportions of various sizes that may be contained in this sample, or the proportion of a 

composite that this sample represents. 
 
17. Any name and/or number that exists for the pit or stockpiles that the sample came from. 

(Geocode No.) 
 
18. Legal description of the pit or stockpile (Section, Township and Range) 
 
19. Not used for aggregate samples. 
 
20. Not used for aggregate samples. 
 
21. Address of manufacturer or contractor location.  
 
22. Location the sample was taken from. (Stockpile, pit, belt, hopper, station, etc) 
 
23. Tests that the submitter of the sample wants the lab to perform. (DO NOT use routine, 

normal, whatever needed, etc. - SPECIFY TESTS NEEDED) 
 
24. Any notes or additional information the submitter would like to convey to the lab. 
 
* Date Recieved is for lab use. 
 

 

MnDOT Inspectors Job Guide 2011-2012

Page 53



JOB GUIDE  

CONTACTS 
Mn/DOT Maplewood Offices 

Phone: 651-366-5592 

Bituminous Office 

Concrete Office 

Grading & Base Office 

web address- 

http://www.dot.state.mn.us/materials/pvmteng.html 

 

Metro - Central Inspection 

Phone: 651-234-7360 

 

Mn/DOT District Labs 

1 – Duluth- 218-725-2738 

2 – Bemidji- 218-755-6545 

3 – Baxter- 218-828-5753/St. Cloud- 320-223-6555 

4 - Detroit Lakes- 218-846-3613 

6 – Rochester- 507-286-7584 

7 – Mankato- 507-304-6187 

8 – Willmar- 320-214-6348 

 

Technical Certification Program 

Phone: 651-366-4201 

Fax: 651-366-4248 

web address- 

http://www.dot.state.mn.us/const/tcp 

 

Work Zone Safety 

Phone: 651-366-4222 
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