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	The TOC Lost Time/Work Delay Notification (also known as “white cards”, “deviation notices”, or “change orders”) is used by construction subcontractors to document lost time/work delays per Section 4.6 of Section 01040 “Communications and Coordination” of the General Requirements. It is the subcontractor supervisor’s responsibility to complete the “white card” expeditiously to facilitate the documentation of the loss, mitigate if possible, and obtain the proper approvals.


	Subcontractor Supervision
	· Inform the WRPS Construction Representative (CR) that a Lost Time/Work Delay form (above) will be completed when a delay or impact occurs. 
· The timely and complete documentation of work delays will facilitate approval of the “White Card”. 
· Make sure all highlighted fields have been filled out using the legend at the bottom of the form to identify the type of delay. 
· Provide details as to the type of delay, reason for the delay, and what caused the delay (i.e. design, communications, field direction, etc.).  Attach to the “Daily Activity and Manpower Reports” (DAMR) Form (A-6003-220) for the day of occurrence.
· If you have questions, please ask the WRPS CR or assigned Buyers Technical Representative (BTR) for assistance.


	BTR
	· Participate with the WRPS CR to mitigate any identified delay or impact.
· Notify the WRPS Construction Team, via the DAMR, that a lost time/work delay has occurred.


	CR
	· Evaluate the subcontractor Lost Time/Work Delay Notification proposal, if in agreement sign it and submit to the assigned BTR. 
· Participate in the evaluation of the “White Card”, if requested by the BTR.


	BTR
	· After resolution of the Lost Time/Work Delay Notification, the BTR will use procedure TFC-BSM-CP-CPR-C-05, “Procurement of Services” to address the lost time/work delay contractually. 
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