

Instructions for Daily Activity and Manpower Reports (DAMRs)
Form No. A-6003-220

[bookmark: _GoBack]General Instructions:  Document events of the day which materially reflect performance relative to safety, quality, schedule and cost.  Daily Activity and Manpower Reports (DAMR) should be legible, concise and factual records.  Personnel opinions and conjecture should not be included.  Reports may be supplemented with related photographs or other data.
1. Enter Title of the Project (e.g, 241-C-110 Waste Retrieval Project) and when applicable Task Description (e.g., AN-106 Jumper Installation).
2. Enter Project number (e.g. T1P00).
3. Enter Contractor abbreviation (e.g. AEI, FEC, TSS, etc.).
4. Enter DAMR number based on formula below:
Contract No-Rel. No-DAMR-YYMMDD-Rev No XX
22337-024-DAMR-120102-R00
5. Enter Project location (e.g., 200 East/C & AN Tank Farm).
6. Enter date of day that work was performed.
7. Identify which shift(s) the work took place during: day, swing or graveyard.  Check the appropriate box.
8. Identify weather conditions by filling out the boxes for weather, wind and temperature.  When fog or precipitation occurs at the job site, then include a summary of the applicable conditions under the “COMMENTS” section.  Where weather conditions impacted the daily work performance, include relative information in Block 14 of the DAMR.
9. Record the subcontractor manpower utilized for that day. List the supervision and craft labor by prime and each lower tier subcontractor. 
· Name of Prime/Subcontractor – Enter name of prime contractor or lower-tier contractor.
· Craft – Enter craft title (e.g., Supervision, Technician, Electrician, Pipefitter, Teamster, Operator, Labor, Painter, etc).
· Number of Employees – Job Capacity/Craft Grade – Enter the number of specific supervisors (e.g., Superintendant, Field Work Supervisor,) and craft grade (e.g., General Foreman [GF], Foreman [F], Journeyman [J] or Apprentice [A],  applicable to the prime or lower tier subcontractor (e.g., 1-Superintendent, 1- FWS, 1-GF, 2-F, etc.).
NOTE 1:	Additional rows can be added after the last row by hitting the “TAB” key.  When final row is used, YOU MUST USE THE MOUSE to advance to the next form field.
10. List the prime and lower tier contractor owned equipment (e.g., AEI- 2 pickups, Intermech-1 pickup, Intermech-2 580 backhoes, Intermech-1 980 loader, etc.)
11. List the prime and lower-tier contractor leased equipment (similar to entries in block 10).
12. List the government furnished equipment (similar to entries in block 10 and 11).
13. Enter description of work performed including, but not limited to; planning, procurement, fabrication, mobilization activities, material/equipment received, installed systems/components, and punch list status.  Include any exceptions or performance issues, such as, lack of company support, lack of subcontractor labor or equipment, equipment problems, emerging scope issues, weather impacts and other conditions impacting performance.
NOTE 2:	If no prime and lower tier activity was performed, enter no subcontract activity performed.  Include any relevant reasons, such as weather, stand downs or other indirect or direct causal conditions.
14. Document the results of safety walk downs and any safety issues that impact or may impact personnel and/or performance.  If no safety issues, enter No Safety Issues.  Describe Company and/or subcontractor quality inspection or testing results.  Document any quality issues that impact or may impact performance.    If no quality issues, enter No Quality Inspection or Testing Issues.  
15. Summarize the planned activities for the next day of work (include date) including, but not limited to; planning, procurement, fabrication, mobilization activities, material/equipment received, installed systems/components, work of punch list items, and demobilization.
16. Should an event occur creating a Lost Time/Work Delay Notification (also known as “white cards,” “deviation notices,” or “change orders”), then Form A‑6003‑675 must be used by the subcontractor in accordance with TFC-PRJ-CM-C-09.  Follow instructions for this form when it is filled out and it must be attached to the DAMR for the day of occurrence.  Subcontractors are required to report delays or lost time immediately to the WRPS Construction Representative, thereby providing an early warning so appropriate mitigation steps can be taken.  The TOC Lost Time/Work Delay Notification, when signed by both parties, becomes backup documentation for subcontractor claims/changes. 
17. The Subcontractor Representative will enter name, date and submit the report when the Subcontractor Representative concurs with the documented data and information.  (See Note 2)
18. The WRPS Construction Representative will review, enter name, and date when the Subcontractor Representative and WRPS Construction Representative concurs with the documented data and information.  (See Note 2)
NOTE 3:	In the event that the Subcontractor Representative and WRPS Construction Representative disagree regarding information or data entered (i.e., blocks 9, 10, 11, 12, 13 or 14) the Subcontractor Representative may note the nature of the disagreement and if applicable attach additional information or data with the DAMR.
19. The WRPS Construction Representative, if applicable, may enter other comments related to the Company project scope, which is not directly related to the prime and subcontract daily performance.  If not applicable, enter NONE.
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