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Purpose: 
To summarize and document the process for preparing a weekly report of working days 
for working day contracts. 
 
Background: 
Refer to website: SUDAS Standard Specifications, Division 1 – General Provisions and 
Covenants, Section 1080 – Prosecution and Progress, 1.06 – Weekly Record of 
Working Days 
 
Procedures: 
The Weekly Report of Working Days is a form that documents time charged versus 
actual work completed. It provides a brief summary of previous week’s activities on site, 
the working days that were charged for the week, and percentage of the project 
complete. The Inspector on each project is responsible for charging working days in 
Appia. 

 
1. In the “Remarks” section, the Inspector shall state: the controlling operation; if the 

Contractor is working and; if less than a full day is charged, the reason for delay. 
The Inspector shall have the previous work week’s days charged by the end of 
the first business day of the following week. 

 
Refer to Time Limits section of Appia Users Guide on how to charge days. 
 

2. The Construction Project Manager (CPM) shall review the previous week’s 
information to confirm that it is accurate and generate a Weekly Report of 
Working Days. 

 
Refer to Reports/Time Charges section of Appia Users Guide 

http://cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch7_References
https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1080.pdf
https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1080.pdf
https://intrans.iastate.edu/app/uploads/sites/15/2020/02/1080.pdf
https://iowadot.gov/local_systems/publications/local_jurisdictions/AppiaUsersGuide.pdf
https://iowadot.gov/local_systems/publications/local_jurisdictions/AppiaUsersGuide.pdf
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3. Save the document in PDF format as “[Contract No] WDR [##] WE [YYMMDD] 

(ex: 3012094-06 WDR 03 WE 210403) in INSPECTION > WORKING DAY 
REPORTS. 
 

4. The CPM shall email the report to the Contractor by the second business day 
following the end of previous work week. 
 

5. The CPM shall save the email in INSPECTION > WORKING DAY REPORTS to 
verify time and date that the report was sent.  

 
Report Contents: 
The following information is needed on every report: 

 Days of the Week – Each day of the week should be reported on, the controlling 
operation, working days charged, and explanation for delays should be 
accounted for. 

 Controlling Operation – The controlling operation is the current item in the 
contract that has the overall greatest effect on completion date. This is the item 
that must be completed for the contractor to move onto further steps. The 
controlling operation most often does not change on a daily basis. 

 Working Days Charged – Each day should specified if no day is charged, half a 
day is charged, or a full day is charged. For a day to be charged, weather 
conditions must allow the contractor to be able to be working on the controlling 
operation. If the contractor can be working on the controlling operation for more 
than three quarters of their normal work day, a full day shall be charged. If it the 
contractor can be working on the controlling operation for more than half, but less 
than three quarters of their normal work day, a half day should be charged. If the 
contractor cannot be working on the controlling operation for a minimum of a half 
day, then no days should be charged. It should be noted, if the contractor cannot 
work on the controlling operation, they can work on any other item and not be 
charged a working day. 

 Explanation of Delays – If the contractor is charged a full day, but not working, it 
should be noted that the contractor is not working. If the contractor is not charged 
a full day, the reason for not charging a day should be noted. Reasons for not 
charging a full day include weather or holidays. 

 
Controlling Operation: 
The controlling item of work is: Work that is (or could be) in progress at any given period 
of time, and would have the greatest influence on the duration of the contract. Stated 
another way: At a given point in time, any task which has the greatest impact on 
completing the project on time, will be considered the controlling item of work.  
 
Construction operations must be able to occur on the controlling item before a working 
day will be assessed. A working day will not be charged unless work can be performed 
on the controlling item of work, even if a contractor is working elsewhere on the project. 
Factors considered outside the contractor’s control are:  

 Adverse weather which results in site inaccessibility or non-workability of 
materials 
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 Insufficient survey stakes (if it is the responsibility of the City), late acceptance or 
testing of materials, lack of inspection support provided the item is a controlling 
item of work and the delays were caused by a result of inaction by the 
contracting authority and the contractor provided adequate advanced notice of a 
specific need.  

 Strikes which are not directed against the contractor. 

 Delays resulting from redesign or a plan revision 

 Late delivery of material, provided the orders were placed with a reliable supplier, 
in sufficient time for materials to be delivered on schedule, the supplier made a 
reasonable attempt to secure equal materials elsewhere within the industry, and 
the supplier has the ability to provide materials at the rate promised. 

 Redoing work that has been completed, but was damaged or destroyed for 
reasons beyond the contractor’s control. Example: A grading contractor has 
prepared the subgrade and it has been approved to place subbase on it and rain 
occurs. The contractor has to disk the previously finished material to dry it out. 
Working days shall not be charged until the site is back to “reasonably” the same 
conditions it was prior to the rain.  

 
There can be only one controlling item of work at any given time. Also, by definition: a 
controlling item of work should change as the project progresses from start to finish, and 
the item need not be completed to change. For Example 

 Placement of reinforcement steel may be a controlling operation at some point in 
time. However, placing all reinforcing steel in a bridge need not be completed 
before another operation such as placing structural concrete would become 
controlling. 

 Fabrication and delivery of tower lighting poles may be a controlling item of work. 
However, delivery of “all” towers and masts need not occur before construction of 
tower bases or erection of some towers would become the controlling operation 

 Placing granular subbase is a task which obviously needs to occur prior to 
placing pavement. However, once placing the subbase has advanced far enough 
to stay ahead of placing pavement, the paving operation would become 
controlling.  

 
Determination of controlling item should be identified by the Contractor’s provided 
schedule and with input from the CPM. 
 
Working Days Charged: 
Working days will be charged under the following circumstances: 
 

 Prior to Commencement of Work 
If the contractor has not begun work following the late start date, a working day 
will be charged for every calendar day other than Saturday, Sundays, and City 
recognized holidays. 
 

 After Commencement of Work 
A working day will be charged for any day that work is able to be performed on 
the controlling item of work and is defined as any calendar day except: 

o Saturdays, Sundays, and City defined holidays 
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o Days identified in the contract documents that require the contractor to 
suspend construction operations 

o Days with inclement weather, site conditions, or other conditions beyond 
the contractor’s control, that prevent prosecution of the controlling item of 
work at least 25 percent of the daily hours routinely worked 

 On days where construction activity can occur between 50 percent 
and 75 percent of the daily hours routinely worked, ½ a working day 
will be charged 

 


	 Prior to Commencement of Work

