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TOPIC:  How to Process a Disposition of Defective Material

Disposition of Defective Material (DOT FORM 700-011-01)
http://ombnet.dot.state.fl.us/forms/informs/w70001101.doc 
District Construction Office and Materials & Research (M&R) Office have combined a checklist for processing all Disposition of Defective Material (DDM) forms to be implemented as of April 1, 2005.

Any questions for the processing or status of a DDM should be directed to Ann Hogue, Administrative Assistant, at M&R (386) 740-3473, ann.hogue@dot.state.fl.us
· All DDMs will be scanned and electronically email to Ann.
· DDMs will be logged into a tracking chart and will be distributed to the appropriate M&R section for review.

· Any incomplete DDM (w/attachments) will be returned o the PA for completion or correction.

· Section A should be fully completed (include Lot numbers when applicable).
· Section B will be completed and signed by the PA.

· When an Engineering Analysis Report (EAR) is required it will be attached to the DDM when transmitted electronically to M&R.
Project Administrators Task
If the PA determines that a DDM is needed the PM will complete and submit the following documents:

· _____Current DDM Form # 700-011-01 – Revised 07/06
· _____Engineer Analysis Report (EAR)

· _____All Supporting Documents (test results, etc.)
· _____Scan and email complete package to Ann Hogue, ann.hogue@dot.state.fl.us
The links for the DDM in JetForms are:
http://ombnet.dot.state.fl.us/forms/informs/w70001101.doc - Word form.
Material & Research Task
When Ann receives the scanned DDM package it will be routed to the appropriate M&R section for processing.
If DDMs/EARs received are determined to be incomplete, the entire package will be returned to the PA for corrections before M&R will proceed with their review. 
Reasons for rejections:
· Section A not completed.

· Section B indicates EAR scope but no attachments accompany the DDM

· Section B not signed and/or dated.

· DDM and/or EAR are illegible.

· Two or more DDMs saved in one .tif file.  DDMs must be separate .tif files.

· Other reasons that may occur.

NOTE:  Indicate Lot number (if applicable) as specified in Instructions for Completing Disposition of Defective Material Form 700-011-01, Section A, No. 8.
It is also acceptable to indicate the Lot (Sublot) number in the Description of Defective Material box.
Once M&R has completed the review of the DDM and Roger Schmitt, District Materials Engineer, has signed and dated Section C, then the DDM package will be scanned to District Construction for review and concurrence by Frank O’Dea, District Construction Engineer.
District Construction Office Tasks

· Alida Schmitt, Construction Support Specialist,  will print the complete DDM package and route to Lorie Wilson, District Construction Support Manager, for review.
· Once Lorie reviews, she will make her recommendation to Frank O’Dea.
· Frank will review, sign, date and concur (or not) and package will be returned to Alida.
· Alida will scan the DDM package and email it to the Project Administrator for the review and the completion of Section G and final processing of the DDM.
· The attached template will be attached to each DDM with instructions to the PA on the final process of the DDM.  It is the responsibility of each PA to ensure that DDMs are completed and scanned into the Hummingbird timely.

Please find attached the DME and DCE recommendations of the DDM that you have submitted.

Please complete:   Section G: 'Record of Final Payment Determination-Project Administrator'

Scan into Hummingbird within 2 days of receipt of this email, so as not hold up the final processing of the document.

Email: Alida Schmitt, Barbara Gibson (Certification Specialist, Materials & Research), and copy Lorie Wilson when this is completed, and include the document number for hummingbird)

     ***
Scan the DDM with supporting documentation into Hummingbird under:



(Business Area) 

Construction



(Document Group) 
Material Sampling & Reporting


(Document Type)
ENGINEERING ANALYSIS REPORTS/DISPOSITION OF      DEFECTIVE MATERIALS

(Subject/Description)  
DDM for Sample#__________

IMPORTANT:

Please follow the procedure for hummingbird: EDMS QA/QC Process from the website: 
http://www.dot.state.fl.us/construction/DistrictOffices/d5web/files/sop/ch2/DISTRICT%205%20CONSTRUCTION%20EDMS%20QA-QC%20PROCESS.pdf 
"All documents saved in EDMS shall be stored using the TIFF Group 4 file format, which is the format that has been officially accepted for long term storage.

 All documents will be stamped ‘scanned’ before scanning the document into EDMS."

Thanks,
Alida J.  Schmitt

Construction Support Specialist

FDOT District 5 - Construction

719 South Woodland Blvd. MS 3-506

DeLand Florida 32720-6834

PH: (386) 943-5371  FAX: (386) 943-5716

alida.schmitt@dot.state.fl.us

Project Administrators Task
Once the PA receives this email- there is a two day turn-around time to complete Section G and scan the completed DDM and all supporting documentation into Hummingbird as the final DDM-Sample.  Only fully executed DDMs will be scanned into Hummingbird.
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