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Group Activity #1

Class Shout Out:

• Name some of the items or events that you 
think should be documented on a typical 
construction project. 
• Both daily and over the course of the whole 

job 



What is Documentation?

DOCUMENTATION:

The process of providing 

evidence in the form of 

recorded details.    

  
It can provide confirmation 

of an event or statement  

through  supporting 

documents.

WOW
(Words of Wisdom)
  

Good documentation is 

only worthwhile if you can 

retrieve it when needed at 

a later date.

“Documents create a 

paper reality we call 

proof.”

Mason Cooley (English Professor)



Why Do We Document?

1) To avoid relying solely on memory

2) To provide protection by creating a 
written history of past events
–  A permanent physical or electronic form of proof

3) It helps eliminate misunderstandings



Forms of Documentation
Written
• Daily Logs, Journals, Forms, E-Mail

Audio
• Tape Recorder, Voice Mail

Visual
• Pictures, Video, Drawings

Physical
• Models, Materials Samples, Test Samples

Digital
• Cloud connected Construction Management Software



Who Documents?



Documentation Scenario

• Listen carefully to the description of 
the following “typical” workday . . .



Group Activity #2

Using the scenario provided; 

1) What items or events do you think 
should be documented?

2) Which ones might be the 5 most 
important?

Examples of important items might be:

1) The cut hand (#1 Priority)
2) Men late and missing
3) The 3rd floor stairway
4) Housekeeping pads
5) Damaged transformer
6) Time Cards?



Documents We Work With

Daily

• Daily Job 
Reports

• Pre-Task Plans
• Time Sheets
• Prints 
• As-Builts
• Specifications

Weekly

• Safety 
Meetings

• Subcontractor 
Meetings

• Schedules –
Look Ahead

As Necessary

• Tool 
Inventories

• Change Orders
• RFI’S
• Commissioning 

Documents
• Submittals
• Deliveries



How Should We Document?

• Documents should be:
– Factual
– Objective
– Detailed

• Care should be taken to ensure the 
documentation is not perceived as 
detrimental to the Contractor or to 
yourself.



What?

When? Where?

Documentation

Objective
s

Who
Why
How



Using the previous Documentation Scenario :
 
Fill out the Foreman’s Daily Log documenting the items that 
you feel are recordable.  

– Remember to keep a positive attitude and be 
truthful.  

– Remember that there could be people reading this 
Daily Report that may not be construction minded.  

– Write so that even a layman could understand your 
intent. 

Activity #3
Things to keep in Mind:

ALL of the details and events contained in the Scenario 
are items that need to be documented in some form or 
fashion.  
- The key to this activity is how the items are 
documented. 

• Remember to keep a positive attitude and to be 
truthful.

• Write clearly; print if necessary. 

• Include all information that is relevant to your entries:
• Such as time of day, people’s names, 
manufacturer’s info, etc.



Foreman’s Daily Log
When filling out your Daily Log:

•  Remember to include ALL of the  items that you think affect your 
work.  

• Even the most insignificant detail may have lasting implications on 
your job.

• The way that you write your Daily Report is important.  
• Keep a positive attitude / half-full glass

• As the Foreman you must represent the Contractor’s best interests. 
• Keep any information that is detrimental to your Contractor’s interest out 
of the Daily Report.

• Remember to write clearly, and honestly. 

• When writing your Daily Reports, include information that is easily 
recognizable to you. 



Job Journal



When Should We Document?
When do you find the time to Document?

• Ideally you should be constantly documenting the 
issues and events of the day.

• Ideally you should document the issues and 
events of the day as they happen when everything 
is fresh in your mind.

• You should make notes and do the formal 
documentation (Time Sheets, Daily Logs, Pre-tasks 
etc.) before or after working hours.



Digital Documentation & “No Paper” Jobs
There is now an explosion of Digital Documentation software 
available to the Construction Industry with more popping up 
every day.
• Any internet connected devices can have access to all project 

documents: contracts, drawings, submittals, RFIs and schedules 
and more.
– Storage and network can be “Cloud” based.

Check out software like:
• ProCore, Aconex, Buildertrend, Bluebeam, BIM360 by Autodesk



BIM 360 Coordinate
BIM 360 is a cloud-based BIM management software that 
connects your entire project team – Designers, Office Staff 

and Project Management as well as Journeymen and  
Foremen in the field via their mobile devices.



PlanGrid and Bluebeam Revu
• It allows field workers to store, view, and communicate with 

construction blueprints.

• PlanGrid can replace paper blueprints



Construction Apps for the Field
• This “Cloud” based software and storage can be used across a variety of 

mobile devices.

• Many are SaaS – “Service as a Subscription”. You don’t buy the software - 
just pay a monthly fee and use their cloud based software on the internet.

Raken is a web app that self-performing contractors use to get real-time 
performance data on their projects. 
• This allows crews to immediately know what is impacting productivity and 

increase production



Brain Book?
When things get really crazy on the job (and they will): 
• Always keep a pen and notebook with you at all times 

during the day. 
o So you can write down the things you need to take care off 

without trying to keep them in your head!

• A smart phone, voice recorder or some sort of iPad or 
tablet will also work great here. 



Time Card



Activity #4

Using the blank time card and the 
scenario provided, 

Fill out the time card.

(note: cost codes located at the bottom of time card), 



Completed Timecard 

Cl
as

s

Time sheet week of: 1/16/2018 to 1/22/2018

Truck#
Mileage

:

Name Job# Mon Tue Wed Thur Fri Sat Sun Totals

FMAN T. Herman 25-09

RG 8.0 8.0 8.0 8.0 8.0 40.0
OT/DT 8.0 8.0
Code 03 03 03 03 03 03

JW I.M. Noone 25-09

RG 8.0 8.0 8.0 8.0 8.0 40.0
OT/DT 8.0 8.0
Code 14 14 14 14 14 14

JW D. Best 25-09

RG 8.0 8.0 8.0 8.0 8.0 40.0
OT/DT 8.0 8.0
Code 14 14 14 14 14 14

JW G. Zerbuckin 25-09

RG 0.0 8.0 8.0 8.0 8.0 32.0
OT/DT
Code 11 11 11 11

APP D. Ontno 25-09

RG 8.0 8.0 8.0 7.5 8.0 39.5
OT/DT 8.0 8.0
Code 14 11 11 11 11 14

IJ J. Youngblood 25-09

RG 8.0 8.0 8.0 8.0 8.0 40.0
OT/DT
Code 12 12 12 12 12

IJ V. Greene 25-09

RG 8.0 8.0 8.0 8.0 8.0 40.0
OT/DT
Code 12 12 12 12 12



Transmittal



Field Authorization 

• A document that 
authorizes a verbal 
change  to the plans 
and/or specs.  

• This change in scope may 
or may not involve cost.

• Every Contractor handles 
this differently.  You need 
to follow the guidelines 
of your Contractor.



Organization
• You must have some system of organization!

– Job Box
– 3 Ring Binders
– Filing Cabinet
– Computer

• Size and type of project determines filing 
system.

• Organization will allow you to recover your 
documents when needed.



Saving Documentation

What happens to your construction
documentation at the end of the job?

• Most likely the Contractor will have procedures in 
place concerning  how all construction documents 
are saved and for how long. 

• Personal documents can be saved at your own 
discretion.  (Personal journals/notebooks)



Summary

• Generally… everything on the job should be 
documented.

• Documentation should be objective and factual.

• Accuracy is top priority.

• Documentation needs to be organized and done 
in a timely manner.


